
Search and Order OCPS Supply Center items. 

 

1. The keyword function will allow you to see only those items with a Short Description that exactly match 

your search and you should use an Asterisk before and after your search to be precise.  

2. There’s a dropdown at the top of the catalog (items per page) that defaults as 10, but can be dropped 

down to let you see 100 items at a time in the full catalog.  

 

 

3. Secondly, if you prefer to put the catalog in NUMERICAL order, click on Product ID column heading. 

 



 

4. You can move to the bottom of the page and page up or down until you find the material numbers you 

want.  

When you find your items, put a check in the box in the Select column to select the item and in the 

Quantity column you may change the 1 to the quantity you want to order.  

5. DO NOT click Add to Cart until your order is complete. 

What makes this good method to use is how it allows you to do a complete order without going back 

and forth from the shopping cart to the catalog each time you add an item to your cart. 

Never click on the Shopping Cart picture next to each item, because that will think the cart is complete, and 

kick you out to the catalogs again without ordering your shopping cart. 

6. If needed, follow the separate direction pages for changing the Location/Plant and the Cost Center. 

7. Click on Next to review your Shopping Cart.  

 



8.  Click on ORDER. (If you are not ready to order, you may click on SAVE, but your Shopping Cart will 

not be recorded until you Edit it and ORDER it.)  

 

9. Note your Shopping Cart “number” (starting with 6500) for the future. 

10. NOTE:  You’ll want to change the Delivery Date on the Item Data Tab to give enough time for the 

Approval process. Changing the delivery date on the Item Data Tab or anything on the Delivery 

Location Tab will have no effect on the order placed as it does not move forward in iBuy onto the  

OCPS Supply Center Reservation. However, if you don’t ORDER this Shopping Cart and get its 

approval on the same day that you create the Shopping Cart, you may need to edit every line item on 

the Details Tab to move the Delivery Date forward, as iBuy will not allow Shopping Carts to move 

forward “in the past”.   

11. NOTE:  Any Yellow Warnings regarding Items should be ignored. Most often, it will say “flagged for 

deletion” or “material not available in” your Plant number, but you’re ordering from the Supply Center, 

not your Plant number. 


