WALMART BUSINESS ONLINE PURCHASE PROCEDURES
I. Purpose
The Walmart Business Online Purchasing Program is used to facilitate the purchase of goods in instances where it may be the most effective and efficient purchase method. Items may be picked up, delivered, or shipped.

II. Process
A. Getting Started -
1. An invitation will be sent to Jaggaer Users from a Walmart email. Click on the link to “Accept your invitation”. 
2. If a message comes up stating there is an account already set up with this email, you will need to delete that account and set that one up with your personal email account. After you have deleted your account, let us know so we can send you another invitation.
3. You will then create your Walmart Business account using your work email.
4. The only Delivery addresses permitted are the following:
Harriman campus, 276 Patton Ln, Harriman, TN 37748
Oak Ridge campus, 701 Briarcliff Ave, Oak Ridge, TN 37830
Knoxville Regional Health campus, 9575 Sherrill Blvd, Knoxville, TN 37932
5. The payment information is already setup in the master account and cannot be changed.
6. When you have completed setting up your account, please email purchasing at purchasing@roanestate.edu so we can complete the process. (You may also want to copy Michele Oran at oranym@roanestate.edu and Dana West at westdk2@roanestate.edu. We will set the transaction limit to “$.01” so all orders come to the purchasing department for approval before the order is actually placed. This is like your Amazon purchase process.

B. Placing An Order –
1. Use the Buyer User Onboarding Guide which on Purchasing’s webpage under Walmart Purchases. Walmart Business - Buyer User Guide or click on this link.
2. You can choose to have your order picked up, delivered or shipped. There is an option for Express Delivery or delivery within 3 hours for a charge but please be aware that state funds will NOT pay for this charge.
3. DO NOT place the order until you receive the requisition #. Michele or I will not approve the order in the Walmart system until the requisition # is entered on the Walmart order. There is a box to input the requisition # when you are checking out.
4. You will enter a requisition to USBank vendor #R00108959. Choose Regular PO. For the line item description, enter “Walmart Online Purchase – see attachment”. Attach a screenshot/pdf of your order from the Walmart Business site. For the Distribution of the PO, enter purchasing@roanestate.edu. Please also email Michele Oran and Dana West to let us know you have placed an order. We will then approve the order. You will receive a confirmation from Walmart stating your order has been placed.
5. If the order is for a food purchase for over $49.99, attach the signed Food Authorization Form to the requisition.
6. If the order is over $500, you will need a to attach a Request for Credit Card Purchase form signed by Marsha Mathews to the requisition. 
7. You will receive an email after you have picked up the order or the order has been delivered/shipped.  You are responsible for attaching the receipt as a comment to the PO.
