enter an eProrequisitioncanbe found here: https://www.mga.edu/procurenent/docs/ePro_Training.pdf

PleasauseSupplierID 00000039985 raphicResource NIGPcodefor letterhead: 966511 etterheadPrinting NIGPcodefor envelopes96631EnvelopePrinting
Expenseaccount:742100(shoulddefaultto this account)
Inyourline descriptionpleaseprovidethe following information:

X eitherletterheador envelopeprinting (not combined)
x if you placeanorder for 500list Qty 500in the item descriptionline ( seeexample:Linel) Note in the quantity field state 1 and unit of measureeach.
X Departmentnamee.g.HumanResources

* Pleasemakesureto enter one separateline for shippingcostat Qty 1, $9.00per order. TheNIGPcodefor Shippings 96286which correspondswith expenseaccount714111 *

Example:Linel Line2 Line3




