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DEFINITIONS: 
Non-Catalog Order: A requisition for goods or services unavailable through one of the established punch-out catalogs.  

Punch-out Catalog Order: A requisition for goods or services using an integration of DustyBuy and the supplier’s online 
catalog. Available Punch-Out Catalogs include office supplies, furniture, textbooks, computers, IT-related equipment, 
scientific and medical supplies, and MRO supplies. 

Non-PO Invoice: A Non-PO Invoice is created to process a payment for under $25,000. Appropriate uses of a Non-PO 
Invoice include reimbursing employees, travel expenses for non-TAMIU employees, subscriptions for which an invoice 
has been received, and payment to an independent contractor for which an invoice has been received. Additional 
information can be found in the Purchasing Procedures Manual.  

Important fields to fill out when creating a requisition or invoice. 
Cart Name: This description will identify what is being purchased. The description will populate FAMIS when reviewing 
your account’s transaction information.  

Ship-to: A ship-to address must be included with every document. This allows Central Receiving to identify who a 
package belongs to. 

Department Code: The Department Code identifies which department will pay for the goods or services. Department 
Codes can be found by either searching using the magnifying glass icon or typing the department code starting with 16-.  

Account Code: The Account Code identifies which account will pay for the goods or services. Account Codes can be 
found by either searching using the magnifying glass icon or typing the Account Code starting with 16-. 

Internal Notes/Attachments: Include IT-approved quotes, IT-Security documents (TX RAMP, VPATs, Security) approvals, 
insurance documents, if necessary, quotes, executed contracts, Sole Source justifications, etc. 

Catalog No: The Item number/SKU of the goods or services being purchased. If not available, enter N/A. 

Commodity code: The code used to identify the good or service being procured. A cheat sheet of commonly used codes 
will be available here. 

NAVIGATION ICONS:  

 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.tamiu.edu/adminis/purchasing/purchasing-manual-rev-7.2023.pdf
https://www.tamiu.edu/adminis/purchasing/dustybuy.shtml


Rev. March 2026 
 

 

 


