
     
  

SCIQUEST V8.1 UPGRADE 
 

 
Non-Catalog Item entry is improved! 
 

• Eliminate repetitive data entry steps!  A new pop-up window form allows you to enter multiple 
Non-Catalog Items all at one time. 

• Conveniently locate the new Non-Catalog Item pop-up window via several locations in 
SciQuest including within your shopping cart. 

• Streamline adding supplier attachments through only one location --- item in the shopping cart. 
 
Remember to use the Non-Catalog Item functionality when: 
 

• an item is not contained in the Hosted Catalog 
• an item is not contained in an External (punch-out) Catalog 
• you have received a quotation from a supplier 

 
Here’s the new method for entering Non-Catalog Items: 
 
 
PLACING A NON-CATALOG ITEM INTO YOUR CART: 
 

 
 
 

1) Begin at 
SciQuest home 
page.   

2) Click Product 
Search. 

3) Click Non-Catalog 
Item.  (Note the 
new icon.) 



     
  

 

 
 
 

4)  A new pop-up window 
appears.  To search and 
pick your supplier, click 
choose supplier. 

5)  Enter appropriate information for your 
purchase. 

6)  If you have more than one item for the 
same supplier, click Save and Add 
Another button.   



     
  

 
 
 

 
 

7)  When you have entered all your 
products, click the Save and Close 
button.   

NOTE:  The pop-up window will stay 
open and the first item is at the top of the 
window. 

OPTIONAL:  To 
enter another item, 
enter product 
information here. 



     
  

 

 
 
ADDITIONAL WAYS TO ACCESS THE NON-CATALOG ITEM ENTRY AREA 
You can access the Non-Catalog Item pop-window from the Edit Cart screen… 

 

The item(s) entered will 
be added to your cart and 
the pop-up window will 
close. 

Using this button to add Non-
Catalog Items will open the pop-
up window without supplier 
information.

Using this button to add Non-
Catalog Items will open the pop-
up window and pre-populate the 
supplier for your convenience. 



     
  

 
You can also access the Non-Catalog Item pop-window from Browse by Supplier… 

 
 
 

 

When using ‘Browse by 
Supplier’, you can click 
the new Non-Catalog 
Item icon to open the 
pop-up window for item 
entry. 

The Non-Catalog 
Item pop-up window 
will open displaying 
the supplier you 
have chosen. 


