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Office Supplies – Non Catalog Items  
 
This form is used for the items that are not hosted in the W.B. Mason catalog in MarketPlace.  The form is used 
for GovConnection and W.B. Mason Company Inc. only. 
 

1. Select the drop down for Supplier and pick the vendor  
a. It is recommended to obtain quotes from the 

vendors  
2. Fill in the Product Description 
3. Fill in the Catalog No.  
4. Fill in the Quantity 
5. Fill in Unit Price  
6. Fill in Packaging with 1 
7. Select the UOM drop down and select the correct unit 
8. Enter the Commodity Code; if you don’t have an exact code then 

a. Select the link 
b. Type the description in the field Description contains…. (less words will give you better results) 
c. Select the  button 
d. Then select the code (or the word select) that is related to your description 

9. If you only order one item proceed to step 10.  If you need to order another item: 
a. Select the drop down for Available Actions  
b. Select Add to Cart 
c. Select the  
d. You will receive a confirmation message across the top of the page 

 
e. Then repeat steps 1 – 9 

10. Select the  button to Add and go to Cart. 
11. Then follow the steps in the cheat sheet Finalizing The Cart. 
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