
Guide To Creating A Direct Pay Order
Attached To A Contract 

1 

2 

Navigate to www.bullybuy.msstate.edu 

Click "Direct Pay" 
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3 Click the "Select Vendor" field. 

4 Click here. 
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5 Quantity is always going to be 1 

6 Fill out any of the items you need below. 

Rate of pay-For a service 

Special handling hold for pickup or enclosure. 
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If the invoice does not have a vendor number use the date-dollar amount7 

8 Click this text field. 
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Click "Add"9 

10 Click the "File(s)" field. 
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Click "Save Changes"11 

12 Click "Add And Go To Cart" 
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Click "Proceed To Checkout"13 

14 Be sure your shipping address is correct. 
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Input your accounting sequence15 

16 Select the pencil to add your contract. 

Select the 3 dots to add an accounting sequence 
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Click "Select price or contract..."17 

18 Click here. 
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Click "Save"19 

20 Click "Save" 
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Once all your information is input select Assign cart or place order depending on21 the role you have in bullybuy. 
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