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Confirming Non-Catalog Purchase Order 

 

Definition of a Confirming Order: A confirming order is a purchase, letter of intent to purchase, or request for 

scheduling in advance of an order that is made by an individual, without having a valid purchase order 

number, p-card or approved payment request form.  

 

**An example of a confirming purchase order can be defined as a purchase with a vendor (i.e. the goods and/or 

service was received, became legally binding) prior to the conversion of a requisition to a purchase order and 

the requisite compliance checks that must accompany each such conversion.  

 

Confirming Non-catalog orders allow users to pay for items already ordered from an approved vendor that are 

not available via hosted or punch-out suppliers. If you want to purchase an item from a hosted supplier but the 

specific item is not in the hosted catalog, you can use the non-catalog order form for the hosted supplier. 

Note: Make sure to have the vendor name, product information, and unit pricing prior to selecting the non-

catalog order form. 

 
1. From the home/shop page, click non-catalog item in the ‘Go to:’ section. 

 
 

2. Enter the supplier name in the Enter Supplier textbox. Notice as you type the name that a list of available 

suppliers is available for you to select from. Select the supplier from the list. 

*Note: If the supplier you want to use is not available, you must enter it as a new supplier (See New Vendor  
 

 
 
 
 

As you start to type the vendor’s name, a list of 

vendors available. Select your vendor. 
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Ordering 

3. Enter the product information for the item you want to purchase in the Product Description textbox, enter 

the catalog number in the Catalog No. textbox, enter the number of items you want to purchase in the 

Quantity textbox, enter the price in the Price Estimate textbox and select the unit of measure (UOM) in the 

Packaging textbox (the default UOM is EA-Each). These fields are all required.  

 

 
 

4. Enter the commodity code in the Commodity Code textbox. Since this is a non-catalog order, you will need 

to search for the commodity code. 

• Click the magnifying glass next to the Commodity Code textbox. 

 

Click the magnifying glass to 

search for the commodity 

http://www.novapdf.com/
http://www.novapdf.com/


Print to PDF without this message by purchasing novaPDF (http://www.novapdf.com/)  

• Enter the item in Description contains… textbox and click Search. (For help with Commodity Codes, see 

Commodity Code Searches instructions.) 

 
 

• You are returned a list of codes from which to select. 
 

 
 

 
 
 
 
 
 
 
 

Enter the item in the Description 

contains… textbox. 

Then click Filter. 
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• You can then refine your search as needed. Enter a more specific description to narrow your search, or a 

less specific description to yield more results, and click filter. 

 

 
 

• Select the code that best fits the item you are purchasing. 
 

Make your search more or less specific, as needed. 

Then click Filter. 

 

 

Click + to select 

the commodity 

code 
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5. Click Save and Add Another if you have other items to order, or Save if you have all the items you need. 
 

 
 

6. Go to your cart by clicking the cart in the upper right hand corner of SpartanMart.  
 

 
 

7. Click View Cart 
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8. You are taken to the active cart with your selected items.  Name your Cart if you wish, Click Proceed to 

Checkout.  
 

 
 

9. Select the edit pencil in the General Section.  
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10. Check the Confirming Order check box, then Click save.  
 

 
 

11. Look to make sure a green check mark appears next to the confirming order box. Click Edit button next 
to PO Clauses.  
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12. Click check box with the PO clause named CONFIRM / CONFIRMING ORDER, then Click Save Changes.  
 

 
 

13. This PO clause will make sure that the PO does not get sent to the vendor since the order has already 
been placed with the vendor ( by email, by phone, in person, etc. ) Verify that Confirming is checked and PO 
Clause number has increased by 1 clause.  
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14. All confirming orders must have an invoice attached in the Internal Notes and Attachment section. 
Please click the Add button to attach the invoice.  

 
**Note you will still be responsible for emailing this to accounts payable and requesting that this invoice be 
paid. I would suggest that you wait to email accounts payable until you receive your PO #. Then write the PO # 
on the invoice before emailing it to request payment. Invoice will not be payable until you create a receipt on 
the PO. (See how to guides to create a receipt). 

 

 
 

15. Click Save changes after you drop or browse to add your file. 
 

 
 

16. Process your PO as you normally would from this step. If you do not have default account codes you 
may need to enter them now. Then you can Assign the cart or click place order depending on your user role 
permissions.  
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