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3. Add Type In Item 

¶ Fill in all compulsory fields * 
¶ Product Name 
¶ Supplier: Choose the supplier 

from the dropdown list 
¶ Catalog # 

¶ Order Quantity 
¶ Pkg Quantity, Package Unit of 

Measure, Number Units/Item: 
based on product detail 

¶ Price, Currency 
¶ Item Category Code: Select the 

https://vendor.fin.unsw.edu.au/vendor/index.php
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4. 
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6. Checkout 

Complete all mandatory fields denoted 
by the red asterisk * 

¶ Cart Name: Auto-generated 
¶ Recipient: Auto-filled 

¶ Delivery To: Default receiving 
location assigned to user profile 

¶ Cost Centre: Choose one cost 
centre for the shopping cart. 

¶ Financial Approver: Select an 
appropriate financial approver 
for your school/division by 
searching in the dropdown list. 

¶ Freight (optional): Enter freight 
amount in numerical 


