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How Do I Shop with the OSU Bookstore?  
 
Orders for the OSU Bookstore are processed through the Purchase Request form.  
 
Prior to beginning a purchase request order, ensure your active cart is empty. Purchase 
request orders cannot be mixed with other order types (punchout, hosted catalog, 
payment request, etc.) 

 
Creating a Bookstore Purchase  
 

1. Under the Forms section in the Shopping Showcase, select the Purchase 
Request form icon.  
  

 
 

2. The purchase request form will open. In the Enter Supplier field, type in OSU 
Bookstore and select the correct supplier from the dropdown options.  

 
 

3. By default, all orders will be emailed directly to the Bookstore. The Bookstore will 
then email the shopper when the order is ready for pickup.  
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4. If you would prefer to take your order to the store and shop in person, you will 
need to replace the Bookstore’s email address with your own. To do this, select 
the box for Check the box below to customize PO distribution and select how 
you would like to receive the PO. 
 

  
 

5. Under Purchase Details add the Product Description, Quantity and Price. If 
you have questions on the price or availability of an item, please call the 
bookstore prior to submitting the form. Make sure to answer any of the questions 
that are in bold text.  
  

 
 

6. If you need to add more than one item, under Available Actions, select the Add 
to Cart and Return option and select Go. This will add the current item to your 
cart and leave the form open to add additional items.  
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7. When adding your final line item change the Available Actions option to Add 
and go to Cart and select Go. 

 

 
 

8. After selecting Go, you will directed to the Shopping Cart page. Review your 
line item(s) to make sure they are correct. From there, in the upper right hand 
corner, select the Assign button to assign your cart to a Requestor, or Checkout 
to complete the checkout process.  
 

 
 

 For a step-by-step walkthrough of the checkout process, please see the Checkout 
Process tip sheet. 

 
 
 


