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Does the supplier 
accept a Colgate 
budget code? 
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Have you attended 
a Unimarket 
training and been 
provided access? 

Is your order 
greater than $500? 

Is your order 
greater than $500? 

YES NO 

If you have a J.P. 
Morgan card, 
complete the 
order using this 
form of payment 
and subsequently 
complete a 
Concur report. 

Do you use this 
supplier frequently? 
If so, contact the 
Purchasing Office 
to potentially invite 
the supplier to 
Unimarket for 
easier ordering 
in the future. 

Otherwise, email 
purchasing for 
further assistance. 

Complete the 
purchase order 
requisition 
process using 
Banner Finance. 

Provide budget 
code and dept. 
details when 
ordering from 
supplier. 

Contact the Purchasing 
Office to set up your 
individualized training. 

Is the supplier in 
Unimarket? 

Is the supplier in 
Unimarket? 

NO 

YES NO 

NO 
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Complete the 
purchase order 
requisition in 
Unimarket. 

Is there a 
supplier in 
Unimarket that 
sells the product 
you are ordering? 

YES 
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Complete the 
purchase order 
requisition 
process using 
Banner Finance. 
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If you have a J.P. Morgan card, complete the 
order using this form of payment and 
subsequently complete a Concur report. 

Do you use this supplier frequently? If so, contact the 
Purchasing Office to potentially invite the supplier to 
Unimarket for easier ordering in the future. 

Otherwise, email purchasing for further assistance. 
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