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Purchase a Floral Order with University Catering eStores Catalog 
 
The following steps will guide a Requisitioner to place a floral order via University Catering’s eStores 
catalog.  Note:  Requisitioners should receive a price quote in advance from University Catering.  
 

1. Requisition Form Panel 
 

a. Click the eStores Box imbedded in the Requisition Form Panel 
 

 
 

2. Initial Search Page 
 

a. Select Internal Catalog and click [OK]. 
 

 
 

b. Review the Initial Search Page listing to see all of the hosted catalogs available in eStores 
 

More Information 
More catalogs are available than shown on the image above.  University Catering 
and all other internal suppliers to eStores are accessible at the OSU Internal 
Supplier Catalog View. 
 

c. Select OSU Internal Supplier Catalog View. 
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3. Access the University Catering Catalog 
 

a. Type “Univ Catering” in the keyword search box. 
 
b. Click [Search]. 

 

 
 
More Information 
The catalog consists of two lines, one for Catering Services and one for Floral 
Services. 
 

 
 

4. Example of Placing a Floral Catering Services Order 
 

A Requsitioner is paying $100.00 for a floral arrangement. 
 

a. Type the quantity equal to the quoted price of the floral arrangement. 1.00 is the setting for 
both the price and the unit of measure. 
 
b. Input “100” in the quantity [Qty] field which will multiply by the unit of $1.00 for a total of 
$100.00 when the requisition is saved. 
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c. Click [Add to Cart]. 

 

 
 

d. Click [Checkout] and [Confirm Checkout] to return to the PeopleSoft Requisition Form 
panel. 
 

 
 

5. Completing the Order 
 
a. Add header comments 
 

! Comments should always include the name and phone number of a 
department contact person. 

 
More Information 
Once the requisition is saved it will workflow to the Departmental Approver.  
Upon approval the internal supplier will fill the order per the quote terms. 
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