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Procure to Pay 
 
  
How to Shop Internal Suppliers in the RIAS  
 
1. Go to the “RU Internal Suppliers” Search area in your I-Procurement Home Page. (DO NOT 

SELECT NON-CATALOG REQUEST) 
 
2. Type in a key word from the description (item), internal item number or the supplier of the 

internal supplier site. (Best results can be received by entering the Internal Item Number or if 
only a part of the description or supplier followed by the % sign is entered. A list of all the IPO 
Suppliers and their internal item numbers are posted on the RIAS website: 
http://rias.rutgers.edu/IPOSuppliers.html) 

 
 
 

 
 

3. Select the item, enter Quantity (quoted amount received) and click “Add to Cart”. 
 

 
 
 
 

 

Using the IPO Internal Item 
Number here will provide 
more precise results. 
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4. Enter any required information (items marked with an asterisk *) and click on Continue. 
 

 
 
5. At the next screen you will see the item added in the shopping cart area under “Recently Added 

Lines”. Click on “View Cart Checkout” to continue.  
 

 
 
6. At the Shopping Cart Contents page, quantity can added if not done in step 3 or it can be 

changed. REMEMBER DO NOT CHECK THE QUICK ORDER BOX. Click on 
“Checkout” to continue to complete the requisition process. 

 

 


