
Internal Orders for Inventory items supplied by the IP&O Warehouses 

IP&O Warehouses have worked with the RU MarketPlace team to create a process to support 

ordering Employee Uniforms and Supply Central items using the requisitioning process in RU 

MarketPlace.  Two hosted Catalogs will be loaded and maintained in RU MarketPlace which 

when ordered from will trigger Internal Transfer Orders from the Warehouse while still 

maintaining the approval controls.  The Warehouse team will release / pick / and deliver to 

fulfill these orders. 

------------------------------------------------------------------------------------------------------------- 

Log into RU MarketPlace – users will Log In via the existing Single Sign On process and begin on 

the Home Page for shoppers 

 

 

Two shopping banners will be available for the IP&O items 

1- IP&O Warehouse 

2- IP&O Uniforms Warehouse 

 

 

 

 

 

 

 

 



Click on the appropriate banner and select the flashlight to view the entire catalog.  If you know 

the part# you can enter that and then search to bring up your item only. 

 

 

 

 

 

 

Use filters and keywords to find your items 

 

 

Add you items to your cart and checkout like any other RU MarketPlace order 



 
 

 

Confirm accounting codes  

 

 

 

 

 



*** IMPORTANT *** 

Per the controller’s office – ALL Internal Purchase Orders MUST USE an account or expenditure 

type value between 70000 – 79999.   

The system has built in controls that will auto reject your order with no error message in the 

history tab if you do not meet account / expenditure type value requirement. 

If your requisition is returned by the system PLEASE check the account / expenditure type 

condition before contacting the Help Desk. 

 

------------------------------------------------------------------------------------------------------------------------------- 

Ordering when your department has an existing blanket order with IP&O 

Some departments establish a blanket order with the inventory warehouse. If you are releasing 

inventory orders to be charged against an existing IP&O Blanket Agreement, you must 

reference that number on the requisition during the checkout process. 

Click on the edit button 

 

 



Enter your IPO Blanket Number in the field -click Save and continue the checkout process 

 

 

 

Because the department has previously completed the purchasing authority and department 

approval to create the blanket order – the system will only create the internal transfer order 

and send it to the warehouse for fulfillment and the blanket order number will be invoiced as it 

is today for the IPO process. No new purchase order will be created and no new approval will 

be required. 

The WF will only show the export of the internal inventory order. 

 



All questions or issues for inventory orders- e.g. availability, delivery, pricing, training 

Contact: 

Uniforms: 
uniforms@ipo.rutgers.edu 
848-445-6767 
   
Warehouse Main: 
warehouse-support@ipo.rutgers.edu 
848-445-2315 
  
Supply Center: 
732-235-4147 

 

For questions or issues for RU MarketPlace – e.g. approvals, access, non-inventory training 

Contact : procure@finance.rutgers.edu / Phone : +1 848-932-4375 
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