Purchase Requisition Instructions

Office supplies must be ordered online via A-Z Office Resources, Inc.’s website.
1) Enter the order online at orders.azorinc.com (instructions below).

2) Attach a copy of the online order to a purchase requisition form. (see sample

below).

3) Get the budgetary official’s signature/authorization. Your online order will be

placed on hold.

4) Once the Purchasing department receives your signed purchase requisition,

your order will be released.
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Instructions for online ordering:

1
2.
3.
4

Go to orders.azorinc.com

Enter your username (same as PSTCC username)

Enter your password (obtain from Purchasing Office, ext. 6601)

You can place the order by using the Browse, Zip Order, or Quick Order option.

a. Use the Browse feature to search by stock number, keyword, manufacture, or

b.
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the predetermined categories.

Zip Order pulls the favorites list into an order form. From here you can
change quantities and then select “add to cart.”

Quick order is used when you know all of your item numbers. You can use
anywhere from 5 to 20 rows. Prefix, item # and Qty must be filled in.
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This Order.” A new screen will display a printer friendly copy of the invoice.
Print the invoice.

Place the order on hold.

Attach invoice to a Purchase Requisition with reference to your A-Z order.

If you experience any problems using the online catalog, email our PSTCC representative
at sharnes@azorinc.com.

For instructions on the purchasing process, visit the Purchasing & Auxiliary Services

website at;

www.pstcc.edu/departments/business finance/purchasing/questions.html



mailto:sbarnes@azorinc.com
http://www.pstcc.edu/departments/business_finance/purchasing/questions.html

