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How to Order Free Office and Classroom Supplies via Workday

The Wesleyan Office Supply Free Store is open for shopping in Workday/OneSource and in person. The Office
Supply Free Store is your first stop for all office and classroom supplies. Run by the Sustainability Office with
support from the Purchasing Office and Facilities, all items are free. Please check here first before purchasing from

other suppliers.

This guide shows you how to order items from the Wesleyan Office Supply Free Store through the Workday
procurement portal, from connecting to the supplier website to finalizing your checkout.

Connect to Supplier

1. From the home screen, click Requisitions in the Organization menu.
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2. Click Connect to Supplier Website in the bottom right corner.

Ordering Methods

Request Non-Catalog ltems

@ Add from Templates and Requisitions

Select from Requisition templates and
past Requisitions

v
3. Click Connect for the OneSource supplier.
> Supplier Website ¢
Requester Currency Requisition Type
versity Catherine Kost usD OneSource Punchout Purchase
1 item
Logo Supplier Link Name Multi-Supplier Supplier Description
.-/--_-\\ OneScurce
| |
wr

4. Select Wesleyan Office Supply Free Store Fall 2026. This store should appear first in your list of suppliers on
the home page. Click the heart to favorite it.
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Q. Find Supplier Select Tags ~ Favorites Only 20 suppliers Premium
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Select a Product

Each listed item in the catalog includes a description and image. Because all items in the store are donated, each
item ordered may not match the item pictured exactly. The catalog is updated monthly.

5. Click View Options for the product you’d like to order.

" Sort By
Products and Services 139items | Relevance « || GridView @ | ListView =

Printer Cartridge $0.00 Each

Supplier: Wesleyan Office Supply Free Store : Add To Cart
i, Product Code: 13.1(3) I 1 T

M AddTo Compare = Add To List

Cable organizers
Supplier: Wesleyan Office Supply Free Store
[ Product Code: 5.7.2(&)

m Add To Compare

Battery $0.00 Each

Supplier. Wesleyan Office Supply Free Store
e i Product Code: 21.6@)

M Add To Compare = Add To List

If you know the name of the item you are looking for, you can also use the search feature at the top of the page.

BB Marketplace v f ETW U ne SU urce ~- Wesleyan Office Supply Free Store Fall 2026 - Stapler X

=]
Merketplece Wesleyan Office Supply Free Store Fall 2026
v CTW OneSource > Wesleyan Office Supply Free Store > Wiesleyan Office Supply Free Store Fall 2026
Fuchasing
= . Sort By
Lists Products and Services 2Zitems | Relevance v GridView B  ListView =
£
Stapler $0.00 Each
Compare

Supplier: Wesleyan Office Supply Free Store
g Product Code: 8.1.1®

@ AddToCompare =, Add To List
Orders

=
Transactions Stapler $0.00 Each
’/ > Supplier: Wesleyan Office Supply Free Store
f Product Code: 8.1.3@®

@ Add To Compare = Add To List

Friday, November 6, 2026 11:05AM | Terms and Conditions | PrivacyPolicy | Copyright ® 2005-2026 Unimarket. All Rights Reserved.
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6. Select the number of that item you’d like to order. The store will only allow you to select as many of that item
as are in stock.

3-Ring Binder

CTW OneSource > Wesleyan Office Supply Free Store > Wesleyan Office Supply Free Store Fall 2026

3-Ring Binder
4

$0.267 Each

= 2 t Add To Cart = Add To List @ Add To Compare

LShare Product

iz, Offce Supply Fres Stare Details & Shipping
Supplier Wesleyan Office Supply Free Store Product Cod
Catalog Wesleyan Office Supply Free Store Fall 2026 Manufacturi
Shipping tandard Delivery Category

7. You may also order multiple items in one order.

Shopping Cart

Wesleyan Office Supply Free Store + Add to Shopping List i Clear Shopping Cart

PRODUCT QUANTITY PRICE SUBTOTAL
" $0.00 /Each $000  @Remove
- - 3-Ring Binder (23.1.3) 2
e, Offce Sl FoeSre = g ®Details
Ppm——— Printer Cartridge (13.1) 1 R £ SO0 @Reew
—— 1P 96A @ Details
$0.00 /Each $0.00 T Remove
i Cable organizers (5.7.2) 1
L A b b @ Details
$0.00 /Each $000  f@Remove
P Stapler (8.1.1) 2
e O 0euis

Supplier Total: $0.00
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8. Note the name of the person who is receiving the item and decide if you prefer Delivery or Pickup. If you

select delivery via campus mail, enter the campus delivery address.
When finished with selections, click Add to Cart.

Delivery vs. Pickup

Please put the name of the person receiving the item.

Nam
Catherine Kost

Delivery options:
Campus delivery: All orders placed by 12 PM each Tuesday will be packaged and delivered to Wesleyan Station to be delivered
to you via campus mail on Wednesdays.

2. Pick up: ltems may be picked up at WesThrift during open hours, MWF 12-1:30 PM or by appointment.

Please select how you would like to receive your item(s).

up (284 High basement - WesThrift Free Store) @ Delivery via campus mail

Please note building g ol icable), street address, and room number.

Campus Address

armz and Canditinne | Privaru Paliev | Conurinht © 2005-2026 Linimarkat All Rinhte Racarvad

= 1 9P Hdd To Cart Add

9. C(Click View Cart.

Added item "Cable organizers' to your cart.

Cable organizers
'ﬁ' MWesleyan Office Supply Free Store

Oty 1 $0.00

Al Ry
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Complete Checkout

10. Click Checkout in the shopping cart.

hopping Cart

Jesleyan Office Supply Free Store

+ Add to Shopping List {ij Clear Shopping Cart

PRODUCT QUANTITY PRICE SUBTOTAL
0.00 Each 0.00 w
/] B T R Cable organizers (57.2) 1 . Lt o 9 Rermiive
G ® Details
Supplier JetT 5080
11. Click Checkout in Workday.
Companr Requester Requisition Type Total Amount Currency
E WU Wesleyan University Catherine Kost OneSource Punchout Purchase $0.00 usD
Financials
Organization
o o
[}
Personal 1item .
Edit
-E Cable organizers Name: Catherine ... 1 ko "
Description Cable organizers
Erochisment s0.00 Name: Catherine Kost
or Receiving Method: Delivery via campus mail
(=Y Campus Address: 55 High Street
Recruiting
Supplier Iltem Identifier 572
Commedity Code 44000000 - Office Equipment and Accessories and Supplies
Team
Spend Category SC00147 - Supplies Office
i Supplier Weslevan Office Supply Free Store
Supplier Contract (empty)
Quantity 1
Unit of Measure Each
Unit Cost 0.00
H Extended Amount 0.00
Saved

¥,



y
\
Wesleyan University

12. Click Submit to place the order.

Requisition Type | % OneSource Punchout Purchase

High Priority |-:|

Sourcing Buyer |

Submitted by Catherine Kost

Memo to Suppliers

Internal Memo ‘

~ Goods
1 item
®
ltem Deseription Commodity Code
) Oplile offanzsis x 44000000 - Office
I\am? Ea1hErmeKr->s‘ Equipment and
Receiving Method: Delivery 5
2 Accessories and
via campus mail :
Campus Address: 55 High Supplies
Street
4
~ Services

(s

Save for Later

Continue Shopping | |

Receive Your Items

Campus delivery: If you select campus delivery and place your order by Tuesday morning, items will go out in the
weekly WesStation mail delivery on Wednesdays during the academic year. During the summer, items can be

picked up from WesStation.

Exten:

*Spend Category *Quantity Unit Cost Amc

x SC00147 - — Quantity *
Supplies Office e 1

Unit of Measure %

Each

Pickup: If you select pickup, items can be picked up during WesThrift Free Store open hours, Mondays,

Wednesdays, or Fridays, 12:00-1:30 PM, during the academic year. If you are unavailable during that time, contact

the Sustainability Office.

Questions? Visit https:

www.weslevan.edu/sustainability /resources /officesu

Sustainability Director Jen Kleindienst at jkleindienst@wesleyan.edu.

lystore.html or email


https://www.wesleyan.edu/sustainability/resources/officesupplystore.html
mailto:jkleindienst@wesleyan.edu
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