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1) Complete a cart in FlashCart for any item(s) you wish to purchase, using any form, or punchout or 

hosted catalog, and “Proceed to Checkout” to create a draft requisition. 

 

2) When reviewing your draft requisition, note the highlighted area indicating the commodity code as 

a mandatory field that requires your completion: 

  

 

3) To add a Commodity Code, click on the “edit” button in the top right-hand corner of the 

Supplier/Line Item Details section: 
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4)  Click on the drop-down arrow in the Commodity Code area: 

 

 

5) Choose a Commodity Code appropriate for the product or service you are ordering from the 

displayed drop-down list by clicking on it… 

 

 

6)…and then click “Save”. 
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7) Your order will have the chosen Commodity Code displayed, and you will be ready to place your 
order! 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please contact Larry McWilliams in the Procurement Department at x29196 or via email to 

lmcwilli@kent.edu with any questions about this new procedure. 
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