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create template3

2. From the eBuy home page click
on “Enter Application” button.

1. Log on to the USPS intranet. Click on eBuy or 
type http://ebuy.usps.gov in the address line.
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5. Click on “Create a New On Catalog
Requisition” link under Quick Clicks.

3. Enter your User ID and Password and click “Log On.”

4. On the next screen click on the “eBuy” link.
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7. Enter the MSC item #. The quantity and
select “MRO Supplies-MSC” in the supplier
field. Click on “Add Item” button. Repeat
process until list is complete. Tip: Make sure 
to enter entire part number including zeros.

6. To add items to this new requisition,
click on “Add Item” button.
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9. Click on the “Justification” button. Type 
in the justification for purchasing and click 
the “Save” button. Then click on “Close
Justification/Comments Summary” button.

8. Scroll down to bottom of  The Requisition
Summary and click on “Save As Template” 
link. Tip: Templates can be renamed to make
them easier to find later. To do this, go back to
the home page. Click on “Requisition Templates”
Button under Quick Clicks. Using the drop 
down menu, select “Rename Requisition.” 
After renaming the requisition, click OK.
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create requisition

create template7

Log in using steps 1 – 4 in previous example.
5. Click on “Requisition Template” link under

Quick Clicks.  

10. When everything is correct, click on the
“Submit Requisition” button at the bottom 
of the page. A message will appear on the
screen indicating your requisition has been
successfully submitted. After the order goes
through all stages of the approval process, it
will be sent to MSC. It’s that simple!
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7. To remove an item from the requisition, click the
“select line” box for the item. Then click on the
“Delete Selected Lines” button. 

To change the order quantity for an item, 
click on the “Details” link (off to the far right). 

6. Then click on the specific template to view the list
of products contained in it. Scroll down to bottom
of page and click on “Open as Requisition” button.
This will create a new requisition.
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9. When everything is correct, click on the “Submit
Requisition” button at the bottom of the page. 
A message will appear on the screen indicating
your requisition has been successfully submitted. 
After the order goes through all stages of the
approval process, it will be sent to the supplier.

8. Change the quantity and then click on “Update
Quantity” button. Then click on “Close Details”
button. Click on “Justification” button. Type 
in the justification for purchasing and click 
the “Save” button. Then click on “Close
Justification/Comments Summary” button.
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multiple catalog requisition

Log in using steps 1 – 6 in the first example.
7. Add all the items from the first catalog you’re

in. (i.e. MRO Supplies – MSC Industrial
Supply). Click on “Add Item” again.

10

8. This time click on “Browse Catalogs” button.

9. Click on the “Multiple Catalog Search” button.
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10. Select the other catalog(s) that you want 
to search in. Once you find the item in the
catalog you want, click on “Add Item” again.
Repeat process until requisition is complete.

1. From the home page click on the Catalogs tab.

check inventory/
print MSDS
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2. Select the catalog you want to order from.

3. Find the item you wish to check or print an
MSDS for and click on the underlined blue
description.
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4. A picture and description of the item will be
displayed on your screen.

5. Scroll down to the bottom of the details page
and click on the Supplier URL: link.
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6. At the next pop-up screen click
on the web site link.

7. Next, you will see some information listed
about the product selected. In the top right
of the text box where it says “Check Stock,”
type in the quantity you wish to purchase
and click “Check Stock.”

8. You will then receive a message telling you
if MSC has the requested quantity and if it
is ready to ship. While at this same page
you can print an MSDS if needed. Click
on the MSDS link.
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9. A PDF file of the MSDS for the selected
item will be displayed. (Click print.)

10. Click on the close application “X” button
in the top right corner of any pop-up windows
to return to your ebuy requisition.
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