To process a one-time service/repair call through SciQuest:
For a one-time service or repair call, please use the non-catalog form in SciQuest:

· Enter the Supplier Name
· In the Catalog No. field, type in a brief description of order.  For example: SERVICE CALL
· In the Product Name/Description field, enter the information related to the service call.  For example: SERVICE CALL TO FIX PRINTER MODEL NO.____ LOCATED IN ____.

· Quantity, enter 1 (for one service call)
· In the Price field, enter a rough estimate of the cost of the service call.  You will need to call the supplier for an estimate/quote before logging on to SciQuest.

· Under the Available Actions drop-down menu, select Add to Active Cart and click Go

· At this point you can edit any charging or address instructions and Place Order.

Please note: “Standing Orders” are purchase orders that allocate a specified dollar amount over a specified period of time for the purchase of particular goods or services.  For more information on how and when to use Standing Orders, click here:

http://www.yale.edu/procurement/eprocurement/standing_orders.html

