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Free Text Shopping … Formerly known as Describe Requirments  

   

Each line in the quote must have a matching line in the shopping cart. If your quote has 10 lines, the shopping cart 

must have 10 lines. Free items listed on the quote must also be in the shopping cart, with a price of one cent 

($0.01). Total value of shopping cart should equal the quote value plus the value of the free items. 

Before you add any items to the shopping cart, change the Default Settings*. Every item added after the change 

will use the settings. Product Category must be changed from DEFAULT or the shopping cart will get errors. For 

example, replace DEFAULT with 4300 for Computers/Technology. 

If you do not know which product category to use, contact the Purchasing Department and ask for the buyer for the 

products you are ordering. Setting the correct product category in Default Settings before adding items to your 

shopping cart will speed up processing for your order. 

 

* Default Settings are not saved when the shopping cart is closed. If you are editing a saved shopping 

cart, you will need to set the Default Settings again. Default Settings only affect new items, they do not 

change existing items. 

   

 Click on Shop Tab, click on Shopping Cart 

under Create Documents 

A new Window will appear, click box to 

view in full screen 

 

Change Default Settings*, e.g. Product 

Category, Storage Location, and/or Account 

Assignment, before adding items to 

shopping cart 
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A pop-up window will appear. 

Here are notes on free text items for general items, Office Supplies, Library Books, and Textbooks. 

 

General Items or Office Supplies (4450) 
Fill in all required areas (see example below) 

• Description: Noun, Adjectives, Supplier Part #  

• Internal Note: Leave blank. Item information 
should be in the quote. 

• Product Category: Contact the Purchasing 
Department if you don’t know which one to use. 
Using DEFAULT will cause an error message. 

• Quantity/Unit (Unit of Measure is often EA for each) 

• Net Price (Currency is always USD - U.S. Dollars) 

Once all the information is filled in, click  

 

Hints: 

Use upper/lower case for maximum 
readability. (DON’T SHOUT.) 

Description can be up to 40 
characters long. Use the Internal 
Note for more details. 

Use a meaningful Description: 
Pen, Blue, 840746 is useful  
Office Supplies is too general, 
causes extra work and will delay 
your cart. 

Providing the Supplier Part # will 
speed up processing. 

Information about a grant, not to 
exceed amount, delivering to, 
and/or contact person should be put 
in the Approval Note in the General 
Data (header) section of the 
shopping cart. 

Library Books (5400) and Books Ref & Non-text (5405) 
Fill in all required areas (see example below) 

• Description: ISBN (Do not put dashes or spaces in 
the ISBN.)  

• Internal Note: Leave blank if the ISBN is in the 
Description. 

• Product Category: 5400 or 5405 

• Quantity/Unit (Unit of Measure is often EA for each or 
SET) 

Note: The International Standard 
Book Number (ISBN) is important for 
identifying exactly which book you 
want. The same title will have 
different ISBNs for different 
editions, hardback, paperback, 
audio books, e-books, etc. 

Ingram Catalog only: Description 
should be ISBN only. 

Click Add Item, choose Free Text from the pull down 

menu. Please note, the Describe Requirements option 

has been replaced with the Free Text option.  
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If you are not sure what product category or unit of measure to use, you can search for them or call the Purchasing 

Department for assistance. 

If you did not change the Product Category in Default Settings before adding items to the shopping cart, you will 

have to change it on every single item. 

 

  

 
 

• Net Price (Currency is always USD - U.S. Dollars) 

Once all the information is filled in, click  

 

If you do not have an ISBN for a 
book, fill in:  

• Description: book, Title  
 or   e-book, Title 

• Internal Note: Leave blank. 
 

 

Click the Product Category 

search icon to find a category 

Click the Unit search icon to find 

a Unit (each, set, case, etc.) 

Be sure to use the * at the beginning 

and/or end of the Description 

Hint: 
If you leave the boxes blank 

and just click , 
you will see a list of all 
Product Categories. 
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DON’T FORGET to add a line for shipping. Use the shipping charge from the quote. If it is not on the quote, contact 

the Purchasing Department buyer to see if shipping should be added. The Product Category for shipping is the same 

as for the ordered items, and Quantity/Unit is 1/EA. For example, if you are ordering Science supplies, product 

category 6300, use the same product category, 6300, for shipping. Note that using a different product category will 

slow down processing. 

Some suppliers on contract with CCSD have specific shipping rates. 

Supplier Rate 

Ingram Included in book price, does not need to be listed. 

Mountain States Book Repository 3% 

 

 

 

 

 

 

 

Add Attachment to the First Line of the Shopping Cart 

Highlight the first line and click on  to go to Details for item area at the bottom of the window.  

 

Highlight the line, then click the  button  
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Click Notes and Attachments tab and click on Add Attachment. Attachments are usually quotes and other 

information that will be helpful to ensure that the correct item can be ordered. 

 
 

Do not add Vendor Text. This field is for use by the Purchasing Department. If you add Vendor Text, it will end up 

being deleted, wasting your time and ours. Put the information in the Approval Note. Item specific information 

should already be in the attached quote. 

Click the   button. If you have forgotten to add all pertinent information, a reminder will appear on the top 

area of the screen:  

 (These errors mean the Unit of measure is missing.) 

When you are ready to order, click the  button 
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New Shopping Cart # has been ordered successfully

 

Note: 

You can make changes to a shopping cart if it is Saved or if it has been Ordered, but not yet approved.  

Click the  button to edit the shopping cart. 

 

Default Settings that were used before will have changed again before adding new items. 

Reminder: If you need to make any changes, such as Account Assignment, click on the tab in the Details for item 

area at the bottom of the shopping cart window. 

Please note that you must be in the Edit mode to make any changes 

 

 

 
 

Always use the   button to close the shopping cart. 

 
 
 
 
 
 

 


