® DEACON DEPOT

Toolbox: Completing the Business Purpose Quick Guide

Business purpose is entered on each line. Business purpose is not required but is
recommended if any of the following criteria apply to the item:

*  Your department requires a business purpose for all purchases

* The item would not be considered a “normal” purchase for your department
* The item can be used for both business and personal reasons

* Additional information would help understand the purchase.

Business purpose can be completed either by typing the desired text directly into the business purpose field or
populating the field with one of several pre-defined values. To choose one of the pre-defined values:

Click the “Select from all
Values” link under the

. ¥4 Shopping Cart (o rusy reaustioner

Proceed to Checkout [t m

25 Item(s) for a total of 423.75 uso

that information.

Shipping, Handling, and Tax charges are calculated and charged by edc/
estimation purposes, budget checking, and workflow approvals.

Furn & Applicances; use and locn
Instructional Supplies

Lab Supplies Supplier subtotal 423.75USD

Office Supplies

Services for:

Tablets - type and businessuse | pre for  Subtotal 423.75
e —————. Tox1 0.00

Business Purpose text field. nd Non-Gatio st | & Em
Cart Name 2014-09-25 HillNM 01
Description
Priority | Normal 3
Share cart
Supplier / Line Item Details ?
Hide line details For selected line items | Add To Favorites B co |
Grandma Pants, LLC  more info.. Contract WFU1_Granny1 more info...
N PO Number To Be Assigned
Add non-catalog item for this supplier...
Product Description Catalog No P:Ikl: g{ng Pl:lncl: Quantity Ext. Price [
1 Bloomington Jefferson Jaguars Scarf 3  more info... n/a EA 1695 25 |EA423.75USD
Contract: WFU1_Grannyl more info..
Select price or contract...
Commodity Code 53000000 O Internal Note add note...
Apparel, Luggage, Personal  External Note add note...
Business Purpose
Select from all values. _
Reference ;
Number
A drop-down box appears.
Chck the down arrow on the Grandma Pants, LLC  more info... Contract WFU1_Granny1 more info...
Add o & for thi " PO Number To Be Assigned
. non-catalog item for this supplier...
I'lght. size / Unit
ize n
Product Description Catalog No e price Quantity  Ext.Price ()
1 Scarf 3  more info... n/a EA 16.95 25 EA423.75 USD
: Contract: WFU1_Granny1 more info...
Select the appropriate value Setec priceor contrct..
f . . Commodity 53000000 pel Internal Note add note...
or the ltem belng Code Apparel, Luggage, Personal External Note add note...
Care Products
purchased. If more Business
Purpose Fiide all values...
. . . _
lnformatlon 1S necessary, the bepartment Computer;if addl, need and locn
. Reference Equip - describe and give locn
value will ask the user to add Namiar Enuly Rep ar - g o
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