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E-Procurement

Whatis E-Procurement?

It is a Business to Business (B2B) web based system that will enhance
our current requisitioning process.

» /5% E-Procurementprocesses
« 25% Businesses that are not set-up through
E-Procurement

How does it work?

The web based shopping cart method is used to process orders.

What are some of the benefits?
e Point and click method used which will save time and cost

e Multiple vendors on one requisition done thru shopping cart
process.

e Timeline of activity provided throughout entire process

¢ Increased discounts provided to WSSU due to other state
schools/agencies utilizing Sci-Quest E-Procurement system.

E-Procurement Manual Page 3 0f 43 Winston Salem State University



Logging into E-Procurement

https://usertest.sciquest.com/apps/Router/SAMLAuth/WinstonSalemState
(NOTE: TEST URL LINK)

WINSTON
SALEM

STATE

UNIVERSITY

UserlD: (user account name, e.g. smithj)

Forgot Your Password? Unable to Login? Click Her for assistance.

rify this page is hosted by General Administration

e Input User name example: valentineje (lowercase)
e Password (Network Password)
e SignIn
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https://usertest.sciquest.com/apps/Router/SAMLAuth/WinstonSalemState

Getting Started...............

1. Always check FGIBAVL in Banner before inputting a requisition

| 4| Oracle Fusion Middleware Forms Services: Open > FGIBAVL o o

lFiIe Edit Options Block Item Record Query Tools Help

& ®Il>E]<ElE]@lﬁ@l@@[%IEIEI[%@M-I-—I@I@)I .

rEEuujuut Awvailability Status FGIBAVL
[w= 117026 ¥ Purchasing
(=ele=Te ,?F 53200 [ [] Pending Documents
[+ 912000 [T  Other Contract Serv(i)
Commit Type: 170 [7 Institutional Support
Control Keys —=  Fund: 117026 Organization: 53200 Account:  |913800 Program: |170
e . N _ Pending

Account Title Adjusted Budget YTD Activity Commitments Available Balance TrETET S

SO  |Suppies and Materials Pool(L4) | 80000 | 0.00 | 0.0 80000 [ =
932000 [Communications Pool(Le) | 2,600.00 | 0.00] 0.00 260000 [

|9430m |Rent Lease Oth Equip Pool(L4) | 5‘DDD.DD| D.DD| D.DD| 500000 [

| | | | | | =

| | | | | | C

| | | | | | L

| | | | | | C

| | | | | | C

| | | | | | C

| | | | | | C

| | | | | | O

| | | | | | C

| | | | | | C

| | | | | | [ N

Total: [ 3,400.00] 0.00 0.00] 8,400.00 g ©

A e e e e e e e e e e e R e o | »
Account Code. Duplicate ltem to view Pending Documents. |
Record: 13 [ o | | <osC= J

Home Page...............
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2. Always clear up your “Action Items”. See below on Home Page

Jeanette Valentine ¥ % Adionltems@ Notifications ® 000USD Q

kopping  Shopping Home ¥ Home/S

Shop |Everything Vi m ‘

Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

¥ Showcased Vendors ?

wnel | O

The University Budget Ogicqust
approve all expenditures from sta¥Q fuMs
Orders will not be processed
without proper approvals.

PN = w »

2

anceve | FSTRAL Gine

nobody@sciquest.com | phQne: +1 (919) 659-6000
Site Map

To return to your home screen, you can click the shopping cart, or the house.
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Three categories used in SU Express

Showcased Vendors

Multiple Supplier catalogs are combined into one internal virtual
catalog. This is very handy for searching across multiple catalogs at
once.

Punch-out

Individual external supplier catalogs. Each Punch-out site will have
a unique layout and function differently for specified categories.

Non-Catalog

An order form designed to accommodate purchases for products not
available through hosted or punch-out catalogs.
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Showcased
Vendors

When items are searched, all items throughout the
catalog which meet criteria will appear.




Exercise 1 - Showcased Vendors

1. Under Showcased VVendors
e Click Grainger

Jeanette Valentine ¥ #  Action Items [909] Notifications W 000USD Q
i
= ?
=
W Shop  Shopping  Shopping Home ¥ Home/Shop
Shop |Everything Vv m
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppfiers | categories | contracts | chemicals
v Showcased Vendors 2
The University Budget Office must v
approve qll expenditures from state funds. @ -
Orders will not be processed
without proper approvals.
+ Punch-out Grainger ] 2
Q
At s 75054

— s
I Punch Out

Resources
nobody@sciquesifom | phone: +1 (919) 659-6000
Site Map

2. A box will appear
« Inside the box type...............hammer

» Click the magnifying glass

@ Jeanette Valentine ¥ ¢ Action Items [909] Notifications ™ 0.00
Il
2

-
W Shop  Shopping  Shopping Home ¥ r 8 Logout
Shop |Everything v ‘Hammer X m
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Everything : Grainger + Hammer

Showing 1 - 10 of 4000+ Results What does "+" mean? Compare Selected: 0
Add Keywords ?  Results Per Page (10 V| Sort by:| Best Match v [#]Page(1 V|of400(x| 2
[ 6o | g{ L Claw Hammer Hickory 20 Oz from Grainger 25.29 UsD
Part Number 2A521 EA
N krgenimage Manufacturer Info D020 - (VAUGHAN) 1 Add to Cart |V
Filter Results 2 W |

add favorite | compare
Where are my counts?

Claw Hammer Fiberglass 16 Oz from Grainger 29.12 Usb
By Product Flag f— = 9 J
Part Number 2A522 EA
Green 4 largerimage  \janyfacturer Info FS20 - (VAUGH, i Add to Cart |V
By Supplier = add favorite | compare
Showing only results matching:
Grainger @ f == Rip Hammer Hickory 16 Oz from Graj 22.82 UsD
: Part Number 2A523 EA
By Category 12 largerimage  pjanufacturer Info 99 - (VAUGHAN) n Add to Cart | V]
Adjustable wrenches o add favorite | compare
Aluminum bolted structural assemblies
Anchor screws ! o Soft Face Hagarfier 6 Oz Hickory from Grainger 18.52 UsD
Axes r 2A528 EA
Battery adapter or accessories more... larger image Eachirer Infa: SF6 - (VAUGHAN) il Ao Cat ﬂ

By Packaging UOM

add favorite | compare

The word hammer returned

-~

results

E-Procurement Manual
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3.

Click GO

Under “Add Keywords”
Type....wood

Jeanette Valentine ¥ #¢  Action Items [346] Notifications W

-
W Shop  Shopping  Dashboard  Shopping Home
Shop Everything E hammer m ]
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Everything : Grainger + hammer Additional Keywords: wood
Showing 1 - 10 of 54 Results _Compare Selected
d Keywords 2 ResultsPerPage 10 [~] Sortby: Best Match =] alPage 1[x]of6[x
e [Go| . Hammer Wood Rip from Grainger 16.61 Ul
Part Number 4YR60 EA
larger image Manufacturer Info 4YR60 ESTWARD) 1
Filter Results 2 ]
add favorite | compare
By Supplier
Showing only results matching: & Curved Pein/Finishing Hammer Wood from Grainger 9.99
Grainger (54) G Part Number 6GRPO EA
gy | lwoerimage  Manufacturerinfo NUPLA) 1
By Category
add favorite | compare
Axes (2)
Demolition hammers (1) 4,_\ Utility Pick Hammer Wood 8.5 Oz from Grainger 9.99 usr
Hammers (40) Part Number 6GRP1 EA
Maliets () largerimage  Manufacturer Info 6894024 - (NUPLA) "
Tool attachments and accessaries (5) a
add favorite | compare
By Packaging UOM
EA (54) Door Skin Hammer Wood 14 Oz from Grainger 9.99 s
Part Number 6GRP3 EA
BRI Iyp, W sssaozg e ;
Products (54) add favorite | compare

{Search has narrowed down the results. Note: See by category}

4. Click item 1 by clicking “Add to cart” (highlighted in blue)

S

+

Jeanette Valentine ¥ ¥ Action Items [ 346

Notifications

0.00 USD

0

?

Q

Note: Under add favorite\compare, see new added line - L item(s) added, view cart
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W Shop  Shopping ~ Dashboard  Shopping Home
Shop | Everything E] hammer m I
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Everything : Grainger + hammer Additional Keywords: wood
Showing 1 - 10 of 54 Results _Compare Selected: 0 |
Add Keywords 2 ResultsPerPage 10 [v] Sortby: 8est Match = alPage 1[x]of6[x
aed [ o] . Hammer Wood Rip from Grainger 16.61
Part Number 4YR60 EA
larger image Manufacturer Info 4YR60 - (WESTWARD) 1 Add to Cart | ¥
Filter Results ? i
add favorite | compare
By Supplier
Showing only results matching: Curved Pein/Finishing Hammer Wood from Grainger 9.99
Grainger (54) W Part Number 6GRPO A
. largerimage  Manufacturer 6894025 - (NUPLA) 1 Add to Cart |V,
By Category "] . =
add favorite | compare
Axes (2)
DemoiRion hamynece (1) Utility Pick Hammer Wood 8.5 Oz from Grainger 9.99 Usr
Hammers (40) Ponaiiib S EA
Mallets (6) larger image Manufact 689 (NUPLA) 1 | Add to Cart | v
Tool attachments and accessaries (5) a
add favorite | compare
By Packaging UOM
EA (54) Door Skin Hammer Wood 14 Oz from Grainger 9.99 ust
Part Number 6GRP3 EA
Result Ty Nhweiieac 1 94020 - (NUPLA
By ype R Manufacturer Info 6894020 - (NUPLA) 3 PP
Products (54) add favorite | compare



Click ............ 1 item(s) added, view cart

Jeanette Valentine ¥

%  Action Items [34s] Notificati ® 1661USD Q

- }’fw
e
BBl wshop  snopping  Dasnboara  Shopping Home
[ Shop | Everything | hammer [ Go | ]
& Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categonies | contracts | chemicals
Results for: Everything : Grainger + hammer Additional Keywords: wood
m Showing 1 - 10 of 54 Results o
Add Keywords ? | Results PerPage 10 || Sort by: Best Match =l 2irage 1[z|otein] 7
o oaa [Go ] ‘_ Hammer Wood Rip from Grainger 16.61 150
Part Number EA
Kocuatactiver ih R60 - (WESTWARD) 1
Elbne B din z add favorite | compare
By Supplier 1 item(s) added, view cort  efmmm—m—_—
Showing only results matching:
Grainger (54) & Curved Pein/Finishing Hammer Wood from Grainger 9.99 Uil
Part Number G
By, 2 - A fact Inf A N =
Ry Gt arger image Manufacturer Infc 689, NUPLA) 1
b 3 - add favorite | compare
Ham
Utility Pick Hammer Wood 8.5 Oz from Grainger 9.99 sl
Tool attachments and accessories (5) § EA
Inf NUPLA) 1
By Packaging UOM add favorite | compare
EA (54)
= Door Skin Hammer Wood 14 Oz from Grainger 9.99 1
Lol By Type Part Number € EA
Produc. (54 sacturer Infc 6894 NUPLA) 1 Add to Cart | ¥

Name this Cart: Currently displays today's date and your user name. Rename cart so that
you can later identify this requisition. For example: Prof. Jones lab supplies- Grainger

-

Notifications

Jeanette Valentine ¥ ¢  Action ltems

My Carts and Orders ~ Open My Active Shopping Cart ¥

* Continue Shopping

Litem(s) for a total of 16.61

.H Shopping Cart o e

2014-07-14 valentineje 01

Name this cart:

[ Procesd o checkout']

Select All [~

Have you made chafiges? | update 21 Help | | Add Non-Catalogltem | | | Emptycart |  Perform an action on (0 it -
Grainger [J§ oo Add Non-Catalog Item
Billing 1 | eait
A Division of W W Grainger, 8101 North Point Blvd, Winston-Salem, NC 27105 US
Product Description Unit Price Quantity Total
Hammer Wood Rip 1661 1 16.61 150
Part Number 4YR60 EA [ Update
Manufacturer Info  4YR60 - (WESTWARD)
[y = Commodity Code  [27111602 p
Hammers
Taxable =
Capital Expense [
view cart history
~ e Valentine ¥ * Action | 346| Notifications W 16.61
- rts and Orders ~ Open My Active Shopping Cart ¥ | £ ogou |
L] ¥ Shoppindygart o seanstie vaienii 4 Continue Shopping 1tem(s) for a total of 16.61
g‘ Name this cart: | Prof. Jones lab supplies - Grainger
e —
m v
Have you made changes? | Update 1 Help | | Add Non-Catalogltem | | | Empty cart = Y {0 it ted)... |v|  Select All T
& | Add Non-Catalog Item |

Grainger [J§ more it
Billing 1 | gan
A Division of W W Grainger, 8101 North Point Blvd, Winston-Salem, NC 27105 US

Product Description

Unit Price  Quantity Total [
16.61 1
EA

16.61

Ttem added on

Hammer Wood Rip
Jul 14,2014

-

larger image

Add to Favorites Part Number aYR60 = 1

Manufacturer Info  4YR60 - (WESTWARD)

[ Remove
PR~ I Commodity Code 27111602 »
Hammers
pl

Taxable

Capital Expense

Checkout”

8. After cart is named, click “Update” then click “Proceed to
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9. The below highlighted message bar will inform you of the required field(s) that must be
addressed. Note: Message required fields are subject to change for our exercises.

Please begin to notice Jeanette Valentine ¥ Action Items [3a6] Notifications W 1661USD Q

this message bar!!!!

S Logout
Place Ord
hoppi PE
4h Almost ready to go! The list below needs to be addressed before the request can be submitted.
+ Required field: Account
+ Required field: Fund
Requisition PR Approvals PO Preview Comments Attachments History
Summary  Shipping  Biling  Accounting Codes  Supplierinfo  Taxes/S&H a2
Hid: descriptions
Accounting Codes ?
ply to all i I by |
Fund Organizati Program Account odit
© Required field O Re: d field
For selected line items | Add To Favorites R o |
Grainger [Jf more info
Billing 1
A Division of W W Grainger, 8101 North Point Blvd, Winston- Q. NC 27105 US
Product Description Catalog No Size / Packaging UnitPrice  Quantity Ext.Price |
4YR60 EA 1661 1EA 16.61 USD

1 Hammer WoodRip g more inf
Accounting Codes (same as header)

10.  Click highlighted “Required field” under fund code. For class exercise, Input fund listed
on handout. Click on account, Note: Account code 929000 is for class purposes only.

Note: Please always use correct account code that coincide with description of what you are ordering in
Production Environment.
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11. Click “recalculate/validate values” and save

add split

Organization Account

53200
Select from all values...

117026
Select from profile values...
Select from all values...

© Required field

recalculate / validate values

12. Note: Ship to may appear 1st time until you have been set up.

Raise your hand and we will assist. Note: You will not have this problem in production; we will set
up your ship to for you.

13. Internal and External Notes and attachments

< Internal Notes and attachments are messages and attachment to share with your
Purchasing Buyer

e External Notes and attachments are for the vendor
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14.  Click “Internal Notes and Attachments"

Jeanette Valentine ¥ f  Action Items [3a6] Notifications ™ 1661USD Q

P internal Notes and Attachments | @ External Notes and Attachments m @

4 Return to shopping cart & Continue Shopping

 You have completed the required i*ﬂmtim in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

Requisition PR Approvals PO Preview Comments Attachments History

Summary ~ Shipping  Biling = Accounting Codes  Supplierinfo  Taxes/S&H R
Hide value descriptions
Accounting Codes ?
These values apply to all lines unless
Fund Organization Program Account adit
117026 53200 170 929000
Purchasing Purchasing ther Supplies(L4)
For selected line items | Add To Favorites B2 c- |
Grainger [Jf morinfo
Billing 1
A Division of W W Grainger, 8101 North Point Blvd, Winston-Salem, NC 27105 US
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext.Price [
1 Hammer WoodRip g  more info 4YR60 EA 1661 1EA 1661UsD |

Accounting Codes (same as header) ;
edit

Click External Notes and Attachments

\E Jeanette Valentine ¥ #  Action ftems [s09] Notifications W 1687USD Q

vy

W Shop My Cartsand Orders | Open My Active Shopping Cart ¥ Intemal Nftes and Attachments - 1401423 - Drait Re

m ¥ Accounting Codes | @ Internal Notes and Attachments | % External Notes and Attachments | @ Final Review

4 Return to shopping cart &) Continue Shopping

& You have completed the required informjtion in this step. At this point, you can do the following:

Proceed to the next step: External Notes and Attachments. Go straight to the end: Final Review.

P &N = w 2

Requisition PR Approvals PO Preview Comments Attachments  History

F

Summary  Shipping  Biling  Accounting Codes  SupplierInfo  Taxes/S&H a

Hide value descriptions

=

Internal Notes and Attachments 2
These values apply to all fines unless specified by line item
Internal Note | edit
Internal Attachments

Add Attachments.

For selected line items | Add To Favorites Ml s |

Grainger [Jff more info..
Billing 1
A Division of W W Grainger, 8101 North Point Blvd, Winston-Salem, NC 27105 US

Product Description Catalog No Size / Packaging UnitPrice  Quantity Ext.Price [
b Hammer Wood Claw g more info.. 4YR59 EA 16.87 1EA 1687usD [
Internal Note [ eait

15.  Internal & External note: Click edit and type your note to Buyer. Click Save

Internal & External attachment: Click add attachment. Type a file name, click file and
import file from desktop, stick or drives
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16. Click Final

d o
=

L W shop  MyCartsand Orders  Open My Active Shopping Cart w | External Notes and Attachmer 152 - Drat Re

8 [ Generat | B stipping | @ iling | B Accounting Coded | ' interal Notes and Attachments |  External Not

Review

Notifications W 1661USD Q

Jeanette Valentine ¥ ¥ Action Items

D Final Review Place Order

4) Return to shopping cart 4 Continue Shopping

& You have d the requirgd i ion in this step. At this point, you can do the following:

Proceed to the next step: Final Review.

Summary  Shipping

Requisition PR Approvals PO Preview Comments Attachments History

=Y

Hide value descriptions

Biling | Accounting Codes  Supplierinfo  Taxes/S&H

External Notes and Attachments ?
These values apply to all lines unless specified by line item
Note to all Suppliers edit |
Attachments for all suppliers
add attachment.
For selected line items | Add To Favorites B o |
Grainger [Jff mor= o
Billing 1
A Division of W W Grainger, 8101 North Point Blvd, Winston-Salem, NC 27105 US
Product Description Catalog No Size / Packaging UnitPrice  Quantity Ext.Price [
1 Hammer Wood Rip gg  more ino 4YR60 €A 1661 1EA 1661UsD |

External Note | edit

% Action ltems Notifications W 1661USD Q

i

W Shop  MyCartsand Orders ~ Open My Active Shopping Cart ¥

D Shipping | ¥ 8illing D Internal Notes and Attachments | @ External Notes and Attachments

4 Return to shopping cart &) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Hide header

Cart Name
Description
Priority
Prepared by
Standing Order
PO Class Code

NOTE: For your file, audit purposes, approval, etc, please PRINT requisition before

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping  Biling  Accounting Codes  Supplierinfo  Taxes/S&H 8 2
Hide value descriptions
General = Shipping 2 Billing 2
Prof. Jones lab supplies - Grainger edit | Ship To <ait | Bill To edit
Attn: Jeanette Valentine Accounts Payable
. Phone: +1 (336) 750-2803 601 S. Martin Luther King Jr. Dr
Horud Room: 111 Winston-Salem, NC 27110
Jeanette Valentine Winston-Salem State University United States
x 601 S Martin Luther King Jr. Dr
Alumni House
Winston-Salem, NC 27110 Credit Card Info edit
United States No credit card has been assigned.
manage your cards...
Delivery Options edit
i x
Expedie: Billing Options edit
Ship Via Best Carrier-Best Way Aiourting Date

Requested Delivery Date

you click PLACE ORDER.

17.  Click Place Order

E-Procurement Manual
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@ Jeanette Valentine ¥ % Action Items [346] Notifications ™ 000USD Q
By
! W Shop  MyCartsand Orders ~ Open My Active Shopping Cart ¥ ubmitted - Requisition 1177952

Requisition Information 2

o Congratulations! You have successfully submitted your request. If you need to view or print a copy, click Quick View . or view its
status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search page.

Requisition number 1177952 view

Requisition status Pending

Cart name Prof. Jones lab supplies - Grainger
Requisition date 7/14/2014

Requisition total 1661 USD

Number of line items 1

What would you like to do next? Here are links to some common actions.

+ Search for another item

+ View order history

+ Check the status of an order
+ Return to your home page

+ Create new draft cart
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Comparison Method of Showcased Vendors

1. Beside Shop everything input Flashlight and click Go

Jeanette Valentine ¥ ¢ Action Items [909] Notifications ™ 0.00USD Q

iy

W Shop  Shopping  Shopping Home ¥ e/Sho

*

Shop |Everything ¥ m

Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

v Showcased Vendors 2
The University Budget Office must
approve all expenditures from state funds. G —
Orders will not be processed SRS © -
without proper approvals.

F P &N W

7

v Punch-out ?

‘i
;
|

My Resources
nobody@sciquest.com | phone: +1 (919) 659-6000

o) Site Map

2. Under Add Keywords, type ......... C Yellow and click Go

Jeanette Valentine ¥ * Action Items [909| Notifications ™ 000USD Q

L] U
)] ]

"

A B w shop  Shopping  Shopping Home ¥ Product Search - Al

Shop |Everything V‘ Flashlight m J

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals
Results for: Everything : Flashlight Additional Keywords: C Yellow

Showing 1 - 10 of 20 Results

Add Keywords 7 Results Per Page [10 V| Sort by:|Best Match v (4] Page[1 v|of2(n] 2

C Yellow m Flashlight C Yellow 10 000 Candelas Candle Power 2 Batteries from Grainger 9.99 50
Part Number 4)c03 EA
Manufacturer Info 1800C - (PELICAN) 1 | Add to Cart v

Filter Results ? “
add favorite | compare

By Supplier

Grainger (20) i - Flashlight Xenon Yellow 53 L C from Grainger 42.03 Uso
. - & Part Number 4)c10 EA
By Supplier Class firgeniinage Manufacturer Info 20000102406 - (PELICAN) 1 ['Add to cart |v]

Minority - Certified Women Owned ]

add favorite | compare
Business (20) | com

By Category Flashlight C Yellow from Grainger 155.00 s
Emergency lighting and accessories (16) Part Number SRVS2 EA
Flashlight (4) Manufacturer Info 7050 - (PELICAN) 1 Add to Cart n
= - add favorite | compare
By Packaging UOM
EA (20) @ == E3937 Flashlight LED Yellow 44 L C from Grainger 80.01 U
i Part Number 5XA81 EA
By:Result Ty 1aigeximage Manufacturer Info 33244 - (STREAMLIGHT) i ['Add to cart | v
Products (20) a

add favorite | compare
Ru Manufactirar Yo

3. Note: Listed under “filter results” by supplier, you may have various vendors to compare
prices

4, Click Add to Cart for any of the flashlights and see if you can complete requisition on your
own.
Note: If not, assistance is available.
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Punch-Out Catalog

Takes you to specific external requested vendor and their catalog information

e
ﬂ«'f']‘l t:':’e'ﬁ %

-

E-Procurement Manual Page 18 of 43 Winston Salem State University



Exercise 2 — Punch-Out Catalog

1. Under Punch-Out, click “Camcor, Inc”. (you are taken directly to the vendor catalog)

Jeanette Valentine ¥ ¥k Action Items [909] Notifications W 0.00USD Q

= ?
ot

W Shop | Shopping | Shopping Home ¥ /S

Shop |Everything W m

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals

v Showcased Vendors ?

o

The University Budget Office must
approve all expenditures from state funds.
Orders will not be processed
without proper approvals.

F P& & o 3

¥ Punch-out 2

v

A 510D ey camcor o [0 G

Punch Out
A

P (™G T—
T W o

My Resources
nobody@sciquest.com | phone: +1 (919) 659-6000
Site Map

2. Under Digital Cameras — click “Camcorders”

SelectSite PunchOut m

s A
camcor. INc® B4 EmailSupport [ (800) 868-2462
Search H For Schools B  For Guvernment B Resource Center »  Brands B My Account [ SOREIX']
WELCOME UNC Consortium
Categories
Au
Presentation
, = Digital Cagheras AV Presentation Audio
Cameras & Photography —_—— —_—
Point & Shoot Ggmeras Multimedia Projectors Headphones
are SLR Camera: Document Cameras Microphones
Eompuitars &BFintars Camcorders Projection Screens Players & Recorders
Digital Memory Interactive Boards Speakers
PSCUMENL Camery Camera Department Replacement Lamps PA Systems
feadhones Audio Visual Dept Audio Department
nteractive Boards
Photography Video Digital Office
oice Flimitoce 8-l pert Lighting Camcorders 3D Printers
Telescopes & Binoculars Lenses LCD Television Tablet Computers
Filters Video Editing Duplicators
TVs & Monitors
Tripods Video Department Digital Office Department
Video Camera Cases
Photography Department v

Please note: This is a PunchOut request and each vendor setup will be different.
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FYI - if the wrong vendor is clicked, you can cancel and return to home page.

SelectSite PunchOut

—
Cancel PunchOut

camcor. i

nC" P4 Email Support D (800) 868-2462

Search H For Schools »  For Government »  Resource Center »  Brands » My Account [[S_GEEKXI)

Refine your Search

Filter Selections

Resolution >
Brand >
Optical Zoom >
Memory Type >
Price Range >

Audio

AV - Presentation

Cameras & Photography

Carts

Computers & Printers

Document Cameras

Headphones

WELCOME UNC Consortium

Home » » Video/Camcorders

. Video Camcorders

Camcorder Video Cameras

Looking to make a video for your next school proje
shooting high quality video easier than ever. With a va

& meeting? We carry camcorders from Panasonic, Sony and Canno
of video cameras available, we've got the right cam

BB (23 | Next

corder at the right pric

FREE FREE [ FREE
Canon VIXIA XA10 Canon XA25 Digital Canon XA20 Digital
Professional Camcorder Camcorder - 3.5" - Camcorder - 3.5" -
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3. Click on any camcorder

4. Click “Add to Cart” and review order

5. Click “check out”

6. You will see “Punchout Order Review” - Click “Submit Order”

7. Don’t forget to edit Name of Cart and click update — click “Proceed to Checkout”

% Jeanette Valentine ¥ W Action Items [909] Notifications ™ 41999USD Q
!
s

B
! ™ Shop My Cartsand Orders ~ Open My Active Shopping Cart ¥ art - 14014 raft Requisitic
.J s Shopplng Cart tor Jeanette Valentine ) Continue Shopping 11Item(s) for a total of 419.99 uso

subtotal 9.99 USD
estimated tax, shipping & handling: ~ 0.00 USD

Name this cart: |2015-08-07 valentineje 01

Proceed to Checkout

Have you made changes? | Update ‘ & | @ Help | | AddNon-Catalogitem | | | Empty cart Perform an action on (0 items selected). ‘v Select All []

anoor-ing I Camcor Inc  moreinfo..

The item(s) in this group was retrieved from the supplier's website. What does this mean?

| Add Non-Catalog Item |

You can no longer access this item(s) on the supplier’s website. What does this mean?
Line(s): 1

Product Description Unit Price  Quantity Total []
“e'::g";“;;g Canon VIXIA HFR62 32gb Full HD Camcorder , includes $30.00 Instant Rebate good thru 31-Oct-2015 ¢- 419.99 Usp 1 41999 usp L
| Add to Favorites Part Number 113356373 EA
‘ Remove Manufacturer Info  0278C004 - (CANON)

[ More Actions - | Commocity Code: Ap121516 U

Lab Video Cameras
Taxable O
Capital Expense O

view cart history

NOTE: CHECKOUT PROCEDURES ARE THE SAME FOR ANY OF THE
THREE CATALOG CHOICES
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8.  Click highlighted “Required field” input appropriate information

Note: Use fund and account on provided handout

Jeanette Valentine ¥ cti Notifications ™ 419.99 USD

oy

W Shop My Cartsand Orders ~ Open My Active Shopping Cart ¥ Accounting Codes - 1401460 - Draft Requisition

¥ Shipping | ¥ Billing [ T Accounting Codes | ' Internal Notes and Attachments | % External Notes and Attachments Place Order

4 Return to shopping cart %) Continue Shopping

4 Almost ready to go! The list below needs to be addressed before the request can be submitted.

* Required field: Account
+ Required field: Fund

Requisition PR Approvals PO Preview Comments iAnachments “ History |
a -

Summary  Shipping = Billing ‘7 ing Codes ‘ Supplierinfo  Taxes/S&H

Hide value descriptions

2

[Leat

Accounting Codes
These values apply to all lines unless specified by line item

Fund Organization Program Account

(] Required field

© Required field

For selected line items [Add To Favorites N <o |
Camcor Inc moreinfo..
Product Description Catalog No Size / Packaging UnitPrice  Quantity Ext.Price [
1 Canon VIXIA HFR62 32gb Full HD Camcorder , includes $30.00 Instant Rebate good thru 31-Oct-2015 ¢ more 113356373 EA 419.99 1EA a19.99usp [
info...
Ac:]ozming Codes (same as header)

9.  After “Required field” information is inputted, click “recalculate and save”

Accounting Codes

Organization

117037 L ] 929000
Select from profile values... Select from all values...
Select from all values... © Required field
N

© Required field

recalculate / validate values
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10. Insert internal/external notes and attachments, click Final Review

Note: Final Review will display entire order.

B

W Shop My Carts and Orders ~ Open My Active Shopping Cart ¥ Accounting Codes

1401460 - Dratt Requisition
v Shipping v Billing [ # Accounting Codes P Internal Notes and Attachments | @ External Notes and Attachments | @ Final Review

4 Return to shopping cart &) Continue Shopping

& You have pleted the required inf ion in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

Requisition PR Approvals PO Preview Comments Attachments History
Summary Shipping Biling  Accounting Codes  Supplier Info Taxes/S&H a8 2
Hide value descriptions
Accounting Codes 2

These values apply to all lines unless specified by line item

Fund Organization Program Account ‘“‘_'"
117037 53400 170 929000
Financial Systems Finance Systems

Other Supplies(L4)

For selected line items [Add To Favorites V‘ m
Camcor Inc more info..
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 Canon VIXIA HFR62 32gb Full HD Camcorder , includes $30.00 Instant Rebate good thru 31-Oct-2015 §-  more 113356373 EA 419.99 1EA a19.99usp [
info...

Accounting Codes (same as header)

[Lea

Jeanette Valentine ¥ ¥ Action Ite Notifications ™ 41999USD Q

v

W Shop My Carts and Orders  Open My Active Shopping Cart @ Summary - 1401460 - Draft Requisition

v Shipping v Accounting Codes @ Internal Notes and Attachments | % External Notes and Attachments

4 Return to shopping cart 4 Continue Shopping

& All done! The required inf ion has been leted and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping Billing Accounting Codes Supplier Info Taxes/S&H a
Hide header Hide value descriptions:
General 2 Shipping 2 Billing 2
Cart Name 2015-08-07 Jeanette's camcorder edit | Ship To edit | Bill To edit |
Description Attn: Jeanette Valentine Accounts Payable
Priori N ! Phone: +1 (336) 750-2803 601 S. Martin Luther King Jr. Dr
oLy orma Room: 111 Winston-Salem, NC 27110
Prepared by Jeanette Valentine Winston-Salem State University United States
Standing Order x 601 S Martin Luther King Jr. Dr
Alumni House
PO Class Cod:
h Winston-Salem, NC 27110 Credit Card Info edit |
United States No credit card has been assigned.
manage your cards...
Delivery Options edit ‘
i x
Expedite Billing Options edit |
Ship Via Best Carrier-Best Way

Accounting Date
Requested Delivery Date

View/edit by line item...

NOTE: For audit purposes, approval etc, please PRINT requisition before you click
PLACE ORDER.

E-Procurement Manual Page 23 of 43 Winston Salem State University



11.  Click Place Order

Notifications ™ 41999USD Q

S

W Shop My Carts and Orders ~ Open My Active Shopping Cart ¥ Summary - 1401460 - Draft Requisition

D Shipping | @ Biling | P Accounting Codes | % Interal Notes and Attachments | @ External Notes and Attachments m—

4 Return to shopping cart 4) Continue Shopping

& All done! The required inf ion has been pleted and this request is ready to be submitted.

«——
Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping Billing = Accounting Codes Supplier Info Taxes/S&H a
Hide header Hide value descriptions:
General ? Shipping ? Billing ?
Cart Name 2015-08-07 Jeanette's camcorder e Ship To edit ‘ Bill To edit ‘
Description Attn: Jeanette Valentine Accounts Payable
Prioi N ! Phone: +1 (336) 750-2803 601 S. Martin Luther King Jr. Dr
tionty. ormnd Room: 111 Winston-Salem, NC 27110
Prepared by Jeanette Valentine Winston-Salem State University United States
Standing Order x 601 S Martin Luther King Jr. Dr
PO Class Code Alfzmm e
Winston-Salem, NC 27110 Credit Card Info edit ‘
United States

No credit card has been assigned.

manage your cards...

Delivery Options edit ‘

i X
Expedite Billing Options edit ‘
Ship Via Best Carrier-Best Way

Accounting Date
Requested Delivery Date

View/edit by line item...

Jeanette Valentine ¥ *  Action Item

ol

W Shop My Cartsand Orders  Open My Active Shopping Cart ¥

Requisition Information 7

@ Congratulations! You have successfully submitted your request. If you need to view or print a copy, click Quick View . or view its
status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search page.

Requisition number 1401460 view

Requisition status Pending

Cart name 2015-08-07 Jeanette's camcorder
Requisition date 8/7/2015

Requisition total 419.99 USD

Number of line items 1

What would you like to do next? Here are links to some common actions.

« Search for another item

« View order history

« Check the status of an order
« Return to your home page

« Create new draft cart
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Non-Catalog
ltems

It is recommended that shoppers purchase from hosted or
punch-out catalogs. However there are times when items are
not available from either source. This is when Non- catalog

items are chosen.

Contact Us

10 function pocket tool

No 1tems at this time!
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Exercise 3 — Non Catalog

1. Click on Non-Catalog item (located below Shop Search Box)

= E Jeanette Valentine ¥ ¥ Action Items [e09| Notifications W 000USD Q

i

W Shop  Shopping  Shopping Home ¥ Home/Shop

Shop |Everything V‘\ m

Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

v Showcased Vendors ?

The University Budget Office must

approve all expenditures from state funds. —_— —_—
Orders will not be processed T ©

without proper approvals.

Punch Out

Ao BI0O-RAD @ camcor.inc ’ B ‘ G ‘

[
i
f
i

My Resources
nobody@sciquest.com | phone: +1 (919) 659-6000
Site Map

2. Type Carpet Central Inc.
Note: If vendor is not listed, contact Purchasing Services.

or
Supplier Search

Product Description Catalog No.

All

v

254 characters expand | clear
remaining

P Product Details

@& Controlled substance

€ Recycled

¢ Hazardous material
Radioactive

& Rad Minor

4 select Agent

£ Toxin

] Energy Star
Green

bkalei) Save and Add Another | Close

Commodity Code

Manufacturer Name

Manufacturer Part No

oooooooono
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3. Fill in all required fields:

Product Description Carpet for Red Room in Thompson Center
Catalog No C456789

Quantity 1

Price Estimate 50.00

Packaging yd

Non-Catalog Item

Carpet Central Inc /e diferent supplier
PO Box 2035, Greensboro, NC 27405 US

&l Distribution Methods

Product Description

A

v
254 characters expand | clear

remaining

E Product Details
€ Controlled substance
€ Recycled
.

4

Commodity Code

Manufacturer Name ;
material

& Radioactive

& Rad Minor

& Select Agent

£ Toxin

B Energy Star
Green

Save and Add Another | Close

Manufacturer Part No

o o o o o o

4, Click search light next to “commodity code”

Non-Catalog Item
Carpet Central Inc 5/t different supplier
PO Box 2035, Greensboro, NC 27405 US

(&l Distribution Methods

Product Description

254 characters expand | clear
remaining

E Product Details

@ Controlled substance

& Recycled

¢ Hazardous material
Radioactive

& Rad Minor

4 Select Agent

£ Toxin

B Energy Star
Green

Commodity Code
Manufacturer Name

Manufacturer Part No

Oo00ooooooa

Save and Add Another | Close
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! Commodity Code Search

Code starts with... ‘

-

Description contains... ‘ |
Em "\
N\

5. Beside Description contains — type..... Carpet

6. Click “search”

7. Select - Carpeting

Non-Catalog Item

Carpet Central Inc s</ec different supplier

PO Box 2035, Greensboro, NC 27405 US

[ Distribution Methods

Product Description . i i Packaging
| 1EA - Each

254 characters expand | clear
remaining

£ Product Details

C ity Code 30161701 ] [0 @ Controlled substance
! O € Recycled

0 # Hazardous material
Manufacturer Part No 1 & Radioactive

O & Rad Minor

0 & select Agent

[0 % Toxin

O = Energy Star

O A Green

Save and Add Another | Close

Manufacturer Name

If you know that the product is recycled, green, hazardous material, etc., mark it by placing a check mark
in the checkbox next to appropriate product.

If ordering Multiple items, click Save and Add Another. This will allow you to run reports according

to the types of purchase.

Note: If ordering one item, click Save and Close
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8. Click the link that shows the cart and dollar value

Jeanette Valentine ¥ f¢  Action Items [s0s] Notifications ™ 5000USD Q

?
*

W Shop  Shopping  Shopping Home ¥

Shop |Everything v| m

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals

v Showcased Vendors 2

The University Budget Office must
approve all expenditures from state funds. R— i
Orders will not be processed Sl ® -

without proper approvals.

F P& & w 2

=
<
:
H

Punch Out =4

My Resources
nobody@sciquestcom | phone: +1 (919) 659-6000
Site Map

9. A popup window will appear, click “view my cart”

if
ey

W Shop  Shopping  Shopping Home ¥

Carpet for Red Room in Thomp... View My Cart

Shop |Everything ¥ Price: 50.00 USD -

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories 0.00 USD

v Showcased Vendors 2

P N &= w »

The University Budget Office must

approve all expenditures from state funds. e Fiber ——
Orders will not be processed @ -

without proper approvals.

(.

)
<
§

Punch Out 4

My Resources
nobody@sciquest.com | phone: +1 (919) 659-6000
Site Map

[
Ll
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10.  Name this cart and click “update”

11 Click Proceed to Checkout

S ——

W Shop  My(Cartsand Orders  Open My Active Shopping Cart ¥

4 Continue Shopping 1ltem(s) for a total of 50.00

2

7 Help | | AddNon-Catalogltem | | | Empty cart

(12

Have you made changes? | update |

Carpet Central Inc moreinfo..
Product Description

remaddedon  Carpet for Red Room in Thompson Center 3

Aug7, 2015
["Add o Favorites | PartNumber  C456789
Remove | Commodity Code W »
—— Carpetin,
| More Actions |+ | "peting
Taxable a

Capital Expense [

view cart history

12.  Input Fund and Account Code as in previous exercises

13. Recalculate and Save

%  Action Items Notifications ™ 50.00

tte Valentine ¥

) :

= g
W Shop  MyCartsand Orders  Open My Active Shopping Cart ¥ Acc

P Shipping P Intemal Notes and Attachments | & External Notes and Attachments Place Order

4 Return to shopping cart 4 Continue Shopping

4h Almost ready to go! The list below needs to be addressed before the request can be submitted.

+ Required field: Account
« Required field: Fund

I " Requisition PR Approvals PO Preview Comments Attachments History
= Summary  Shipping Biling  Accounting Codes  Supplierinfo ~ Taxes/S&H a -
Hide value descriptions
Accounting Codes ?
These values apply to alllines unless specified by fine item
Fund Organization Program Account edit
© Required field © Required field
For selected line items | Add To Favorites N o |
Carpet Central Inc  moreinfo.
Product Description Catalog No Size / Packaging UnitPrice  Quantity Ext.Price  []
€a56789 YD 50.00 1YD 50.00usD [

X Carpet for Red Room in Thompson Center 3  more info..

Accounting Codes (same as header)
edit
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14.

W Shop My Cartsand Orders  Open My Active Shopping Cart ¥ Accounting 14

Insert internal/external notes and attachments.

% Shipping | P Billing % Intemal Notes and Attachments | " Extemal Notes and Aftachments | @ Final Review

Jeanette Valentine ¥

% Action Items [s0s] Notifications W 5000USD Q

%) Return to shopping cart 4 Continue Shopping

& You have leted the required infe

in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

F PN & " 2

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping  Biling  Accounting Codes  Supplierinfo  Taxes/S&H
Fund Organization
117037 53400

Financial Systems Finance Systems

Carpet Central Inc more info

Product Description
1 Carpet for Red Room in Thompson Center [  more info...
Accounting Codes (same as header)

15.  Click “Final Review”
Note: Final Review will display entire order

Accounting Codes
These values apply to all lines unless specified by fine item
Program

170

Catalog No
€456789

P Intemal Notes and Attachments | @ External Notes and Attachments | % Final Review

(=18
Hide value descriptions
?
Account [ndt;]
929000

Other Supplies(L4)

] |

For selected line items | Add To Favorites

Size / Packaging UnitPrice  Quantity Ext.Price [
YD 50.00 1YD 50.00usD [
| edit

Jeanette Valentine ¥ f¢  Action Items [s0s] Notifications ™ 5000USD Q

Place Order

4) Return to shopping cart 4 Continue Shopping

Proceed to the next step: Final Review.

& You have completed the requ#d information in this step. At this point, you can do the following:

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping Billing ~ Accounting Codes ~ SupplierInfo = Taxes/S&H

Carpet Central Inc  moreinfo.

Product Description
1 Carpet for Red Room in Thompson Center 3  moreinfo..

Note to all Suppliers

Attachments for all suppliers

Add Attachments

Catalog No
C456789

External Note

S

Hide value descriptions

External Notes and Attachments 2

These values apply to all fines unless specified by fine item

v &

For selected line items | Add To Favorites

Size / Packaging UnitPrice  Quantity Ext.Price [ ]
YD 50.00 1YD 50.00 USD O
edit

NOTE: For audit purposes, approval etc, please PRINT requisition before you click

PLACE ORDER.
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16.  Click Place Order

Jeanette Valentine ¥ ¥k Action Items [s09] Notifications W 50

-

W Shop  MyCartsand Orders ~ Open My Active Shopping Cart ¥ Surr

Requi

% ‘Shipping | " Billing | ' Accounting Codes | % Intemal Notes and Aftachments | % Extemal Notes and Aftachments

4 Return to shopping cart 4 Continue Shopping

& All done! The required inf ion has been leted and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping Billing  Accounting Codes = Supplierinfo  Taxes/S&H (=
Hide header Hide value descriptions
General 2 Shipping 2 Billing 2
Cart Name 2015-08-07 Red room carpet edit | Ship To edit | Bill To [eait |
Description Attn: Jeanette Valentine Accounts P?yable )
Priori N I Phone: +1 (336) 750-2803 601 S. Martin Luther King Jr. Dr
riority ormal ) Room: 111 Winston-Salem, NC 27110
Prepared by Jeanette Valentine Winston-Salem State University United States
Standing Order x 601 S Martin Luther King Jr. Dr
Alumni House
PO Class Cod
RN Winston-Salem, NC 27110 Credit Card Info
United States No credit card has been assigned.
manage your cards..
Delivery Options edit
: % —
Expedite Billing Options it |
Ship Via Best Carrier-Best Way

Accounting Date
Requested Delivery Date

View/edit by line item.

h
/3

Jeanette Valenti % Action Items [s09] Notifications ™ 0.00 USD

-

X
W Shop MyCartsand Orders  Open My Active Shopping Cart v Subm

Requisition I 2

@ Congratulations! You have successfully submitted your request. If you need to view or print a copy, click Quick View . or view its
status on the Approvals Tab.

P N & W

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search page.

[

Requisition number 1401549 view
o Requisition status Pending
Cart name 2015-08-07 Red room carpet
Requisition date 8/7/2015
Requisition total 50.00 USD
Number of line items 1

What would you like to do next? Here are links to some common actions.

« Search for another item

* View order history

* Check the status of an order
* Return to your home page

» Create new draft cart

1438063382409

R125% v
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SPLITTING
ACCOUNT CODES

For this exercise, please go to the VWR catalog and search for “Divider Tote Box”. Place two (2) items in your

cart. Click ...........1 item(s) added, view cart

1. After clicking - Proceed to Checkout

Jeanette Valentine ¥ dr  Action Item:

Open My Active Shopping Cart ¥

My Carts and Orders

alentine

'H Shopping Cart 1o e

Name this cart: |2015-08-07 valentineje 01

«/ Continue Shopping

W 2484 USD

ications

2ltem(s) for a total of 24.84

Proceed to Checkout

7 Help | | AddNon-Catalogltem | | | Emptycart form ar

Have you made changes? | update |

VWR International Inc. o info.

Product Description

COVER INSERT TOTE BOX Olympic Divider Tote Box Cover Insert style to fit inside rim of tote box. Finger hole for easy
Black. Made of Bentron conductive polypropylene-base material. Fits the following Olympic tote boxes: 22221-294 -290 -288.

Ttem added on
Aug 7. 2015

| Add to Favorites |

Part Number 19767-008 (EA)
Manufacturer Info  CI92000CAS - (INTERMETRO INDUSTRIES CORP)
)

Remove

More Actions v
Commodity Code 24101501

Cart Accessories

Taxable [

Capital Expense [

Item added on
Aug7, 2015

TOTE STAT DISP BENSTAT 10X7X3 Olympic Divider Tote Box Blue. Durable stackable. High-impact strength. Made of Benstat

di 1 b. I : 2.8L. Dimensions int

h label areas on all sides. Capaci

polyp
16.5Wx23.2Lx8.6Hcm
Part Number 82002-520 (EA)
Manufacturer Info  TB91035BAS - (INTERMETRO INDUSTRIES CORP)

| Add to Favorites
Remove

More Actions | ¥

Click Required Field and input Account Code
Click “recalculate” and save

Jeanette Valentine ¥

% Action ltems [909]

4 Return to shopping cart

»
>

tion on (0 iter ected)...|v  Select All []
| Add Non-Catalog Item |

UnitPrice  Quantity Total []

136500 1 13.65 uso -

WUNITEA [ Gpdate

111900 1 11.19 uso 1

IUNILEA [ Goamte

Noti W 2484USD Q

Place Order

4 Continue Shopping

4k Almost ready to go! The list below needs to be addressed before the request can be submitted.

« Required field: Account

« Required field: Fund

‘ ‘ Requisition PR Approvals PO Preview Comments Attachments History

easy removal. Black. Made of Bentron conductive polypropylene-base material. Fits the following Olympic tote
boxes: 22221-294 -290 -288. a
Accounting Codes (same as header)

more info

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H = 2
Hide value descriptions
Accounting Codes ?
Thes apply to all lines unless specified by line item
Fund Organization Program Account edit
© Required field © Required field e
hl
For selected line items | Add To Favorites va
VWR International Inc. o= info
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 COVERINSERT TOTE BOX Olympic Divider Tote Box Cover Insert style to fit inside rim of tote box. Finger hole for 19767-008 (EA) 1UNIT 13.65 1EA 13.65 USD
EA
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S.

If split is required per line, stroll to line item that needs to be adjusted, Click box beside Ext.

Price and click edit

eValentineY W Action tems [909] Noti

R

s | & Intemal Notes and Attachments | @ External Notes and Attachments

4) Return to shopping cart

& You have d the required inf ion in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

4) Continue Shopping

Click “add split”

Accounting Codes

Resuisiten, PR Approvals | PO Preview | Comments | Attachments,) History -
Summary  Shipping Accounting Codes ~ Supplierinfo  Taxes/S&H a
Hide value descriptions
Accounting Codes 2
These values apply to all lines unless specified by line item
Fund Organization Program Account | edit |
117037 53400 170 929000
Financial Systems Finance Systems Other Supplies(L4)
For selected line items 'Add To Favorites V‘
VWR International Inc. more info.
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext.Price [ | ———
1 COVER INSERT TOTE BOX Olympic Divider Tote Box Cover Insert style to fit inside rim of tote box. Finger hole for 19767-008 (EA) 1UNIT 13.65 1EA 13.65UsD ||
easy removal. Black. Made of Bentron conductive polypropylene-base material. Fits the following Olympic tote EA
boxes: 22221-204 -290 -288. g moreinfo..
Accounting Codes (same as header)

Fund Organization Program

117037 53400 170
Select from profile values... Select from all values...
Select from all values...

Select from all values..

Eoud Cancel

Account add split

929000
Select from all values...

recalculate / validate values
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6. Click drop down boxes beside add split: Choose method

e 09 of Price
» 9% of Quantity
 Amount of Price

Accounting Codes
Fund Organization Program Account add split
117037 53400 170 1929000 0 femove
Select from profile values... Select from all values... Select from all values... Select from all values...
Select from all values...
117037 | }53400 170 929000 0 TERONE:
Select from profile values... Select from all values... Select from all values... Select from all values...
Select from all values...
Split Total 0% add split

recalculate / validate values show monetary calculations

[

Input appropriate Account Codes and split method

add split

Account

Accounting Codes
Fund Organization Program
[117037 53400 170 929000 remove
Select from profile values... Select from all values... Select from all values... Select from all values...
Select from all values...
‘117026 53200 1170 929000 50 Temove
Select from profile values... Select from all values... Select from all values... Select from all values...
Split Total 100% add spiit

Select from all values...
recalculate / validate values show monetary calculations

EY o

8. Click “recalculate” and ““save”

Winston Salem State University
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9. Notice how the line looks being split between two account codes

Notifications W 2484USD Q

Summary  Shipping  Biling  Accounting Codes  Supplierinfo  Taxes/S&H 8 2
Hide value descriptions

2

Accounting Codes
These values apply to all ines unless specified by line item
fund Organization Program Account edit |
117037 53400 170 929000
Financial Systems Finance Systems Other Supplies(L4)
L copy to other lines
@ Accounting Codes values vary by line
For selected line items [Add To Favorites Ml 6o |

VWR International Inc. more info.

Product Description Catalog No Size / Packaging UnitPrice  Quantity Ext.Price ||
1 COVER INSERT TOTE BOX Olympic Divider Tote Box Cover Insert style to fit inside rim of tote box. Finger hole for 19767-008 (EA) 1UNIT 13.65 1EA 13.65USsD
easy removal. Black. Made of Bentron conductive polypropylene-base material. Fits the following Olympic tote EA
boxes: 22221-294 -290 -288. g moreinfo..
Accounting Codes
® values have been overridden for this line
Fund Organization Program Account % of Price
117037 53400 170 929000 50%
Financial Systems Finance Systems Other Supplies(L4) <
117026 53200 170 929000 50%
Purchasing Purchasing Other Supplies(L4)

copy to other lines

Note: If you have only one item being split, perform the split at Header record under Accounting Codes

E Jeanette Valentine ¥ ¥ Action Items Notifications W 2484USD Q

W Shop My Cartsand Orders  Open My Active Shopping Cart v Account.

D Shipping | P Billing | & Accounting Codes nternal Notes and Attachments | @ External Not¢ s and Attachments | & Final Review

# You have leted the ired inf ion in this step. At this point, you can do the following:

- )

4 Return to shopping cart ) Continue Shopping

Proceed to the next step: Internal Notes and Attachments. Go straight to the end{Final Review.

F PN & W

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping Biling  Accounting Codes ~ Supplierinfo ~ Taxes/S&H a2
& v Hide value descriptions
Accounting Codes ?
These values apply to all lines unless specified by line item
Fund Organization Program Account el
117037 53400 170 929000
Financial Systems Finance Systems Other Supplies(L4)
copy to other fines
@ Accounting Codes values vary by line
For selected line items{Add To Favorites V‘ m
VWR International Inc. more ino.
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext.Price [
b COVER INSERT TOTE BOX Olympic Divider Tote Box Cover Insert style to fit inside rim of tote box. Finger hole for 19767-008 (EA) 1UNIT 13.65 1EA 1365UsD
easy removal. Black. Made of Bentron conductive polypropylene-base material. Fits the following Olympic tote EA

boxes: 22221-294 -290 -288. gy mor= info..
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Document Search
Simple Search

1. Click on the “document search” tab.

Jeanette Valentine ¥ W Action Items [344] Notifications ™ 000USD Q

@
ple= | @B

2. Click “Search Documents” from the drop down menu.
3. Method 1

» Click All Documents /Requisition and/or Purchase Order from drop down

Method 2

= Input other data such as document number, user id, vendor name etc.

‘%’ Jeanette Valentine ¥ ¥ Action Items [344] Notifications ™ 0,00 USD
- ;::as&mummu Document Search  Search Documents ¥
Search Pur(haseOrdevsTI All Dates ?lm
Go to: ad h | m t | my b di

4, Input “date range”, if applicable.

E-Procurement Manual Page 37 of 43 Winston Salem State University



5. All results that match the criteria will return.

Jeanette Valentine ¥ ¢ Action Items [344| Notifications

A i
Lo 2

! & Orders & Documents ~ Document Search ~ Search Documents ¥

Showing 1 - 20 of 41 Results Last 30 days (6/12/2014-7/11/2014)

3| Filtered by * Results Per Page 20 | Sortby: Bestmatch v 2l Page 17]of3 (8] 7
Type: All Documents Document Number Type Owner Document Date/Time Supplier Document Total

m Omte Renge et 31 duye 11762423 Requisitions Jean Scales 7/10/2014 3:45 PM VWR International Inc 9.80 USD

Export Search X 1176149 4 Requisitions Jeanette Valentine 7/10/2014 3:40 PM VWR International Inc. 0.00 USD

m X 1176134 A Requisitions Jeanette Valentine 7/10/2014 3:11 PM Carpet Central Inc 0.00 USD
Refine Search Results 2 % 1176035 4 Requisitions Jeanette Valentine 7/10/2014 2:48 PM Camcor Inc 0.00 USD
Type X 1168582 % Requisitions Jeanette Valentine 7/10/2014 1:59 PM Grainger 0.00 USD
All Documents v/ P0017300 24 Purchase Orders Jacqueline Jenkins 6/26/2014 7:29 AM Bio-Rad Laboratories 264,00 USD
Date Range v 116849312 Requisitions Jacqueline Jenkins 6/26/2014 7:28 AM Bio-Rad Laboratories 264.00 USD
Last 30 days =l v Poo17299 2 Purchase Orders Jacqueline Jenkins 6/26/2014 7:21 AM Bio-Rad Laboratories 477.00 USD
Supplier v 11685132 8 Requisitions Jacqueline Jenkins 6/26/2014 7:09 AM Bio-Rad Laboratories 477.00 USD
2o 'f“" ot / P0017298 '\ Purchase Orders Jacqueline Jenkins 6/26/2014 6:59 AM Bio-Rad Laboratories 1.290.00 USD
\:V:f,‘fn",”,‘) v/ 1168510 % Requisitions Jacqueline Jenkins 6/26/2014 6:58 AM Bio-Rad Laboratories 1,290.00 USD
Grainger (1) imore]  P0017297 Purchase Orders Jacqueline Jenkins 6/26/2014 6:53 AM Bio-Rad Laboratories 765.01 USD
Depaciment 7 118as0a 2 Reauisitions Jacaueline Jenkins 6/26/2014 6:52 AM Bio-Rad Laboratories 765.01 USD

6. To “Refine Search Results” change fields on the left side of the screen.

alentine ¥ W Action Ite Notifications

*>

LB & Orders & Documents ~ Document Search  Search Documents ¥ o

Start New Search | Edit Search

Showing 1 - 20 of 41 Results Last 30 days (6/12/2014-7/11/2014)

.} Filtered by 4 Results Per Page 20 [*] Sortby: Bestmatch ¥ alpage 1[7]of3(8] 7

Type: All Documents Document Number Document Type Document Owner Document Date/Time Supplier Document Total
Date Range: Last 30 days 1176242/ Requisitions Jean Scales 7/10/2014 3:45 PM VWR International Inc 9.80 USD
Export Search X 1176149 4 Requisitions Jeanette Valentine 7/10/2014 3:40 PM VWR International Inc. 0.00 USD
X 1176134/ Requisitions Jeanette Valentine 7/10/2014 3:11 PM Carpet Central Inc 0.00 USD
Refine Search Results ? X 1176035 % Requisitions Jeanette Valentine 7/10/2014 2:48 PM Camcor Inc 0.00 USD
Type % 1168582 % Requisitions Jeanette Valentine 7/10/2014 1:59 PM Grainger 0.00 USD
All Documents [~ / P0017300 % Purchase Orders Jacqueline Jenkins 6/26/2014 7:29 AM Bio-Rad Laboratories 264,00 USD
Date Range /116849312 Requisitions Jacqueline Jenkins 6/26/2014 7:28 AM Bio-Rad Laboratories 264.00 USD
Last 30 days v Po017299 2 Purchase Orders Jacqueline Jenkins 6/26/2014 7:21 AM Bio-Rad Laboratories 477.00 USD
Supplier Y v 1168513 2 8 Requisitions Jacqueline Jenkins 6/26/2014 7:09 AM Bio-Rad Laborataries 477.00 USD
B"" Q‘_“’ ““t’“'"“”'"" ”‘:1 / P0017298 4 Purchase Orders Jacqueline Jenkins 6/26/2014 6:59 AM Bio-Rad Laboratories 1,290.00 USD
\:V:Z‘,“:‘“ i PG v 11685103 Requisitions Jacqueline Jenkins 6/26/2014 6:58 AM Rad Laboratories 1,290.00 USD
Grainger (1) imore] o/ P0017297 % Purchase Orders Jacqueline Jenkins 6/26/2014 6:53 AM Bio-Rad Laboratories 765.01 USD
D.P.mm 7 1168800 L Reauisitions Jacaueline Jenkins 6/26/2014 6:52 AM Bio-Rad Laboratories 765.01 USD

Advance Search

1. Click on the “advanced search” link.

e v * Ac

Jeanette Valen

i

¥ Orders & Documents Document Search Search Documents ¥ Jocument Search

Search |All Documents El | | | All Dates El m

Enter search terms suchfas document numbers, suppliers, and product information

v
Go to: advanced search | my requisitions | my purchase orders

2. Click the “document type”.
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Jeanette Val

b

B —
@ Orders & Documents  Document Search  Search Documents ¥ Do ot Se

Go to: simple search | my requisitions | my purchase orders | my forms

Search All Documents v| simple search

General Document Identification

Document Number(s)

Document Information
Participant(s) L
Owner )
Date All Dates =~
Total Amount v
Supplier »
Department R
Item/Product Information

Catalog Number(SKU)
Product Description

Product Flags 1@ controlled substance [_| B Energy Star
1 & Green [T # Hazardous material
[J & Rad Minor [ @ Radioactive
[ & Recycled ] & select Agent
& Toxin
> m

3. Fill in the necessary fields

Click <

5. All results that match the criteria will return.

Notifications ™ 0.00USD Q

|
= 2
. =

w ®

- — —
N v : v 1 Vv ?
Search Details 2 Results Per Page |20 Sort by: Best match | 4| Page of 397 |2/
Document Number Document Type Document Owner Document Date/Time Supplier Document Total
g Filtered by £ 1401564 "X Requisitions Jeanette Valentine 8/7/2015 11:25 AM VWR International Inc 24.84 USD
Type: Al Docmens 1401549 0 Requisitions Jeanette Valentine 8/7/2015 11:03 AM Carpet Central Inc 50.00 USD
Date Range: All Dates u
E 1401460 - Requisitions Jeanette Valentine 8/7/2015 10:05 AM Camceor Inc 419.99 USD
71401423 % Requisitions Jeanette Valentine 8/7/2015 7:46 AM Grainger 16.87 USD
m 1400439 2 0 Requisitions Jean Scales 8/5/2015 2:38 PM Carpet Central Inc 50.00 USD
efine Searcn Resul ? P0018119 -4 urchase Orders eanette Valentine 120/ & Andrea M Thompson .
i Refine Search Results ? 7 Purchase Ord J Valenti 7/20/2015 11:07 AM d Th 450.00 USD
_ T v 1389999 % Requisitions Jeanette Valentine 7/20/2015 10:58 AM Andrea M Thompson 450.00 USD
ype
a v P0018111 X Purchase Orders Jacqueline Jenkins 7/20/2015 10:23 AM Cindy’s Dry Cleaning 2.00 USD
All Documents J
v 13915718 Requisitions Jacqueline Jenkins 7/20/2015 10:21 AM Cindy’s Dry Cleaning 2.00 USD
Date Range // P0018110 Purchase Orders Jacqueline Jenkins 7/20/2015 9:59 AM Cindy's Dry Cleaning 2,00 USD
All Dates v/ 1391580 Requisitions Jacqueline Jenkins 7/20/2015 9:56 AM Cindy’s Dry Cleaning 2,00 USD
v P0018109 Purchase Orders Jacqueline Jenkins 7/20/2015 8:24 AM Cindy’s Dry Cleaning 2.00 USD
Supplier % v/ 1391485 % Requisitions Jacqueline Jenkins 7/20/2015 822 AM Cindy's Dry Cleaning 200USD
Office Depot (4325) A i &
i X 1390023 -4 Requisitions Mary Fries 7/16/2015 %:14 AM Grainger 0.00 USD
Grainger (1449)
Fisher Scientific (614) £ 1390022 X Requisitions Elaina Barron 7/16/2015 9:06 AM Carpet Central Inc 50.00 USD
tral Inc (46
CarperCentatine £162) fooeel 1390020 -4 Requisitions Constance Daniels 7/16/2015 9:05 AM Carpet Central Inc 50.00 USD
Department T 1389974 A Requisitions Elaina Barron 7/16/2015 9:04 AM VWR International Inc. 18555 USD
Hon e 138997214 Requisitions Megan Edwards 7/16/2015 9:04 AM Carpet Central Inc 50.00 USD
Name (Name) (368)
Division of Nursing (Division of Nursing) 1389971 % Requisitions Louis Forrisi 7/16/2015 9:03 AM VWR International Inc. 9.80 USD
‘1507) * 1389989 =L Requisitions Elaina Barron 7/16/2015 8:51 AM VWR International Inc. 18.55 USD

To “Refine Search Results” changes fields on the left side of the screen.
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Chemical Structure Search

Click on the “chemicals” link on the home page.

& ~§U_ Jeanette Valentine ¥ ¢  Action ltems [3a4] Notifications W 000USD Q

A B wshop  Shopping | Dashboard  Shopping Home

Shop  Everything m E I

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals < m—————

Using the structures to the right drag and drop them on the blank page to create a structure to
search for. Click “Search”.

New Search |

Chemical Structure Search Help - Chemical Structure Search

The Structure Search interface ts used for performing structure and
keyword searches to find avalable structures and also the related hosted
catalogs.

Product Na:

Substructure |-

20 |~
ype
structure to the result sat.

Search |
* Search fields-Product Name, CAS number, molecular formula, .

and molecular weight can be used by themselves or in T DA O A B

combination with other fiekds and/or a structure drawing. Al
* Struc rawing Use the tools to the left of the drawing box g caNione

and menu options 1o specfy any properties of the - > Pi&d

stucture. More ':'

Training Video o)

Click here for a brief training video

Search |

The search returns all elements that contain the structure.

Check the box beside all the elements you wish to perform a catalog search with. Click
“search catalog” next to one of the selected elements.

- Search Parameters

Senrch Type Substructure
HN

New Search| | Edit Query |
Results per page |20 (=]

{ No. of Structures meeting the search criteria: 111
aa]zose Gaaneh Gataiog ] Mask| Zove] Sasrch Catateo] B Ma! Zocer

e CAS tmies 12088220
Maa|zosn Gunen Gotaiag] €] o] Zose] Sasrch Catateg] 0] s Zocen] Sasch Cataes 0] MasZoom) Seswa Catwos 0

cH, CHy
5 CH, X 0 s p H
(. - O O e NS e NSw
EI ; 1] ‘ [ 1

AL Morner 17228 amee 2828 CAS tmbas | 277580 A Mombes - e30.088
o Zoare e T Sasrch Cotateg| C)| M Zoce] Sasen Gatates] 0| ak Zeom) Sees Catwos] 0]
o T T T— T—
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5. The search will returns all items available within the hosted catalogs.

)

D - & & X| 2 product Search

File Edit View Favorites Tools Help

15 (= Suggested Sites v [If] Mainsaver Web Module M... £ Banner INB &3 https--ramtechwssuedu-s... (=) WSSU Kbox Software Port... §2 | Upgrade Your Browser v 3] Free Hotmail

»

P

2 PN & o 2

Filter Results

-

By Supplier 12

Fisher Scientific (1) .z

Sigma Ald:

Spectrum Chemicals & Laboratory Products (6)

VWR International Inc. (11)

By Supplier Class

State Contract Supplier (1) ==

By Category 12
Biochemical Reagents (1)

Derivatization Reagents (2)

Fine Chemicals (11)

Orga

sil

n Compounds (3)
[osoll | specialty Organic Chemicals (4)

By Paciaging UOM

W Shop  Shopping ~ Dashboard ~ Shopping Home

Jeanette Valentine ¥ W Action Items (344

Shop | Lab Supplies [*] 6282 [ Go | l

Go'to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

Results for: Lab Supplies : 86282

Results Per Page | 10

Sort by:  Best Match =]

from Fisher Scientific

Part Number AC118215000

Manufacturer Info 118215000 - (Acros Organics)
CAS Number 86-28-2

-

9-ETHYLCARBAZOLE, 98% (HPLC) from Sigma Aldrich

Part Number 62043-250G
Manufacturer Info 62043 - (SIGMA-ALDRICH)
CAS Number 86-28-2

N-Ethylcarbazole, Technical from Spectrum Chemicals & Laboratory Products
Part Number 98

Manufacturer Info {Spectrum Chemical)

CAS Number

N-Ethylcarbazole, Technical from Spectrum Chemicals & Laboratory Products
Part Nu

Manufacturer Info Spectrum Chemical)

N v [ mm v Pagev Safetyv Toolsv

Showing 1 - 10 of 21 Res

1

1

Notifications ™ 0.00 USD

X @Convert v MSele

ults _Com

4/page|1[x]of 3 &

N/A

500g, EA
Not Available
add favorite | compare

9.9 s
2509, EA

add favorite | compare

44.03 e
259, EA

add favorite | compare

85.17 U0
100g, EA

% 125%
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o

- &

) Orders & Documents  Document Search  Search Documents ¥

4 Back to Search Results

A
-
L
(4
jul
h

Copy to Cart

Jeanette Valentine ¥

Do a document search and bring up the requisition for VWR International Inc.

Under available actions dropdown, select “copy to new cart”, click go.

Notifications ™ 000USD Q

% Action Items [9!

+| lof5Results »

Requisition Number(s) | 1401564 vV

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Shipping Billing Accounting Codes Supplier Info Taxes/S&H
Hide header
General ? Shipping ?
Status Pending Ship To
Mgr Approval Attn: Jeanette Valentine
@ Submitted 8/7/2015 11:25 AM Phone: +1 (336) 750-2803
Cart Name 2015-08-07 valentineje 01 Room: 111 -
. Winston-Salem State University
Description 601 S Martin Luther King Jr. Dr
Priority Normal Alumni House
Prepared by Jeanette Valentine Winston-Salem, NC 27110
. United States
Standing Order x
PO Class Code
Delivery Options
Expedite x
Ship Via Best Carrier-Best Way
Requested Delivery Date
View/edit by line item.
Accounting Codes
Fund Organization Program
17037 52400 170

new shopping cart opens.

My Carts and Orders  Open My Active Shopping Cart ¥

>H Shopping Cart o

2015-08-07 valentineje 02

Name this cart:

Have you made changes? | update

VWR International Inc. more info

16.5Wx23.2Lx8.6Hcm

Remove
Part Number

 More Actions | ~

4.

| VR RYYT R Copy to New Cart vEa

Hide value descr

Billing 2
Bill To
Accounts Payable
601 S. Martin Luther King Jr. Dr
Winston-Salem, NC 27110
United States

Credit Card Info
No credit card has been assigned.

Billing Options
Accounting Date

View/edit by line item.

Account

a>a0nn

Change name, click update, and proceed to checkout.

Jeanette Valentine ¥

& | T Help |

82002-520 (EA)
Manufacturer Info  TRO102SRAS - (INTFRMFTRO INDUISTRIFS CORPY

Add Non-Catalog Item | |

% Action ltems [s10] Notifications W 2484USD Q

*/ Continue Shopping 2 Item(s) for a total of 24.84

Proceed to Checkout

Empty cart form an action on (0 iterr lecte v SelectAll (]

Add Non-Catalog Item

Product Description Unit Price  Quantity Total
g1 COVER INSERT TOTE BOX Olympic Divider Tote Box Cover Insert style to fit inside rim of tote box. Finger hole for easy removal. 1365 1 13.65 1
z . &0 G . i 3 R i y INIT, EA
PP Black. Made of Bentron conductive polypropylene-base material. Fits the following Olympic tote boxes: 22221-294 -290 -288. 1UNIT, E [ Update
e Part Number 19767-008 (EA)
T Manufacturer Info  CI92000CAS - (INTERMETRO INDUSTRIES CORP)
More Actions |~
Commodity Code 24101501 P
Cart Accessories
Taxable |
Capital Expense 1
e BENSTAT 10X7X3 Olympic Blu 11900 1 11.19 uso [
s ] ative polypropylene-base material. Smooth label are 1UNITEA [ ypdate

Complete your requisition. If you have any problems, please ask for assistance.
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NOTES:
1. REVIEW requisition tabs

PR Approvals
PO Review
Comments
Attachments
History

2. SU Express production cite

REMINDERS:

e Always check your budget prior to submitting your requisition

e Always check and make sure you have selected the correct address for the vendor

e Always check and make sure the vendor has a fax number, if there is no fax, make sure
Purchasing has updated the vendor file with an email address for PO distribution

e When you have more than “1” line item, do not split at the header, split at the line

e Always attach your quotes internally and externally

e Most importantly, if your purchase is under $2500 and the vendor accepts the p-card, please
use it.
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