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Log in to Procure+

• Your Username and 
Password have been 
provided to you.  If you 
have problems logging 
on, please contact your 
system administrator.
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Your Home Page

• Click on 
“Requisitioning,” then 
“South Dakota Catalog” 
to access the Catalog
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Non-Catalog Item Request

• Select the Commodity 
Class associated with 
the Non Cat item 
request

• Continue to select sub- 
category commodity 
class to reach the “leaf” 
level

To ensure correct commodity code is 
assigned to the non-cat item, request 
MUST be made at the ‘Leaf” level
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Non-Catalog Item Request

• Continue to select sub- 
category commodity 
class to reach the “leaf” 
level

• Select Non-Catalog Item 
Request from the Leaf 
Level Sub-category

To ensure correct commodity code is 
assigned to the non-cat item, request 
MUST be made at the ‘Leaf” level
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Non-Catalog Item Request

• Populate the “Business” 
Attributes as necessary

• All fields indicated by * 
are mandatory.

• Select Submit Request 
when information 
populated.
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Non-Catalog Item Request

• Select “Checkout” when 
finished shopping.
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