HOW TO:
MAKE A UNIMARKET

PURCHASE

You can also always send Melanie or Angela an Amazon wish list and they can place the order for you instead!
Melanie Writer: mwriter@sandiego.edu Angela Tsang: ttsang@sandiego.edu
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Review that the Item Description matches the supplies you want to order.

Spend Category should state “Supplies”, and confirm that the Quantity, Unit Cost,
and Extended Amount are correct.
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Maylaywood A19 LED
Light Bulbss, 60 Wastt
Equivalent LED Bl
Daylight White SO00K,
850 Lumen, E26 Base,
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Bright White LED Bulb, 4
Pack

Scroll over to the right and double-check that the Memo line matches what you have
entered in Step 7. Confirm that “Biology” is selected in the Cost Center.
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Click “Submit” after checking that all the information is accurate. After submitting,
you should receive two confirmation emails: 1 from vendor and 1 from Unimarket.

If you used the Biology Cost Center, please forward the Unimarket confirmation
emails to Angela (ttsang@sandiego.edu) and Melanie (mwriter@sandiego.edu) for
budget tracking purposes. Include the class number related to the purchase in the
email. Thank you very much!

QUESTIONS?

ASK ANGELA (TTSANG@SANDIEGO.EDU) OR




