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2.0 Searching for Items and Filtering Results
Target Audience: Shopper/Requester

1. Once logged into SciQuest, users can shop for items using two
methods. Users can click the Shopping Cart icon and search for a
product in the search field OR users can use the Shop at the Top
shortcut on the Shopping Homepage to search for products. Products
can be searched by a keyword, catalog number, or CAS number.
Search for a product and Click the magnifying glass or GO button.

RN G5 T, sciQuesT

Shopping

Shopping
My Carts and Orders By Keyword ' o
GoTo
Shop Home | Advanced Search | View Favorites | View Forms

Mon-Catalog ltem  Quick Order

Browse By

Suppliers | Categories Contracts | Chemicals

. Reporting

(OR)
Shop |Everything '| |m J

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

2. Results will be populated with the ability to filter products by product
flag, supplier, category, supplier class, packaging UOM, etc.

Results for: Everything : pad

Showing 1.- 20 of 4000+ Results What does "+" mean?

Add Keywords 7| |Results PerPage [20 + Sort by:  Best Match 2 lPage|l v |of200[s] 2
@ Staples Glue-Top Writing Pads Narrow Ruled White 8 1/2 x 11 50 Order from Supplier
Sheets/Pad 12/Pk from Staples oz

add favorite | compare

Filter Results
Where are my counts?
By Product Flag
Staples Glue-Top Writing Pads Narrow Ruled Canary 8 1/2 x 11 50
Sheets/Pad 12/Pk from Sta
13 Part Number
Manufacturer Info

Ordler from Supplier ©
>4

add favorite | compare

Recycled

By Supplier
Lowe

Order from Supplier 7
eA

add favorite | compare

DESK DOUBLE PAD PED 72X36 from Staples

Part N
Manu

rerInfo HONI073INN - (HON)

Order from Supplier A
PK
add favorite | compare

Quartet Flipchart Pad Retainer Accessory for 51E/56E Telescoping Order from Supplier ©

Display Easels Black from Staples N
Part Number
Manufacturer Info

add favorite | compare

Filters can be applied by clicking the “ji icon. Choose the appropriate
filter and select Filter.

Filter Results ?

By Product Flag

REC}rElEd (10) Filter By Category X

O Meeting planners (4)

I paper or pad holder or dispensers (12)
[ iochemical Reagents (6) 2| Paper pads or notebooks (145)

[ eorder packs (1) O Pre-printed notepad (3)

] Business forms or questionnaires (19) ] Reward stickers (1)

[ €lassroom activity books (10) [ sales forms or sales books (1)

Cecom puter bags (3) O Shape stickers (1)

[l computer support parts or accessories (1) [ stands (1)

] Decorative stickers (1)

[ Educational or vocational textbooks (7)

O Addressing or mailing labels (1)

By Suppller ] appointment books or refills (1)

SIGMA ALDRICH
INCORPORATED (6)
Staples (212)

By Supplier Class

(AT) Disabled Veteran Business

Enterprise (212)
o

Addressing or mailing labels (1)

By Category

Appointment books or refills (1)
Biochemical Reagents (6)
Border packs (1)

Business forms or

- - more..
questionnaires (19)

By Packaging UOM e
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2.1 Comparing Catalog Product Results
Target Audience: Shopper/Requester

Multiple catalog items can be selected for side-by-side viewing to
compare item details to help make well informed decisions.

1. Within the search results, select the Compare link listed below the
unit of measure for items that are being compared.

Results for: Everything : Paper pads or notebooks + pad

Showing 1 - 20 of 2167 Results

Add Keywords ? | |Results PerPage |20 v Sort by: | Best Match v 3] Page[1 v |of109[x] 7
0] Staples Glue-Top Writing Pads Narrow Ruled White 8 1/2 x 11 50 Order from Supplier 2
Sheets/Pad 12/Pk from Staples o7
Part Number 246793 i favorite
Filter Results 2 Manufacturer Info 185975TP - (STAPLES)
By Product Flag arger image
Recycled (55) Staples Glue-Top Writing Pads Narrow Ruled Canary 8 1/2 x 11 50 Order from Supplier 51
By Supplier Sheets/Pad 12/Pk from Sta;iles bz
Staples (2167) Part Number B 2dd favorite

Manufacturer Info 11296 - (STAPLES)

By Supplier Class

eran Business

Ampad Evidence Data Pad 12 Columns + Summary 8 1/2 x 11 50
Sheets/Pad from Staples
By Category = Part Number

Showing only results matching:

Order from Supplier 2

add favorite

Manufacturer Info

Paper pads or
notebooks (2167)

larger image
show all...

2. A check mark will appear next to icons that are being compared. After
selecting multiple items for comparison, select the Compare Selected
button in the top right corner.

Results for: Everything : Paper pads or notebooks + pad

Showing 1 - 20 of 2167 Results | [t SETEE=rEaEs
Results Per Page (20 ~ Sort by: | Best Match A 1|Page|l r|of100|k|?

Staples Glue-Top Writing Pads Narrow Ruled White 8 1/2 x 11 50 Order from Supplier A

Sheets/Pad 12/Pk from Staples Dz
Part Number 2467 add favorite | |eﬂ1:'-.-
Manufacturer Info STAPLES)

arger image

Staples Glue-Top Writing Pads Marrow Ruled Canary 8 1/2 x 11 50
Sheets/Pad 12/Pk from Staples

Part Number 246801

Manufacturer Info 11296 - (STAPLES)

Order from Supplier 2
DZ

add favorite | remor

arger image

Ampad Evidence Data Pad 12 Columns + Summary 8 1/2 x 11 50

Sheets/Pad from Staples
Part Number
Manufacturer Info

Order from Supplier 2
EA

add favorite | |eﬂ1:'-.-

arger image

3. Selected product specification comparisons will appear adjacent to
one another.

Add To Active Cart (2] o |
Select
Add to Cart
Product Details Ampad Data P umns + Staples Glue-T ing Pads Narrow Ruled Canary B Staples Glue-T rrow Ruled White 8
Summary 8 1/2 x 11 50 Sheets/Pad 1/2 x 1150 Sheets/Pad 12/Pk 12x 2
Catalog No. 510545 246801 246793
Price Order from Supplier 51 Order from Supplier 7 Order from Supplier &1
Supplier B Stoples IS Staples B Staples
Category Paper pads or notebooks Paper pad or notebooks Paper pads or natebooks
Uom
Price per UOM
Product Size
Price per Product
Size Unit
Select units... ¥
Category UNSPSC 14-11-15-14 14-11-15-14 14-11-15-14

Color
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2.2 Search by Supplier/Shop by Supplier
Target Audience: Shopper/Requester

1. In addition to searching for products, users can also browse SciQuest
by suppliers by accessing the browse by Supplier link on the home
page OR by using the Shopping Cart in the left hand navigation
menu,

Shopping Shopping
My Carts and Orders By Keyword r Q
Go To

Admin

Shopping Home  Advanced Search | View Favorites | View Forms

Mon-Catalog Item | Quick Order

Browse By

Categories | Contracts | Chemicals

(OR)

Shop |Everything v m J

Goto: advanced search | favorites | forms | non-catal og itern | quick order Browse: suppliers jcategories | contracts | chemicals

2. A comprehensive list of suppliers will appear and users can filter
based on hosted catalog, punch-out supplier, etc. Expand the search
filter on the Browse by Supplier page to view the supplier filter.

Showing 1- 20 of 1148 Results

Results Per Page (20 + Sort by: | Best Maxct

Supplier Name Type  Preference
““NEW SUPPLIER™* &
**SUPPLIER OF CHOICE™ >
A DWYNNE COMPANY INC ¥ ]
4 DAIGGER & COMPANY INCORPORATED & >}
A J LABGURDETTE INCORPORATED 3 o]
ABW INC >
AALBORG INSTRUMENTS & CONTROLS INCORPORATED ¥ ]
ABBOTT MOLECULAR INCORPGRATED &
ABCAM INCORPORATED >
ACADIAN AMBULANCE SERVICE INCORPORATED ]

Results Per Page [20 ~

™ Shop Shopping Browse By Suppliers <

[Z- Click to expand Search for Supplier Filter ? ]

Showing 1 - 5 of 5 Results

3. Users can search for suppliers by supplier name and/or supplier type.
Select the Supplier Type dropdown box to perform a more specific
search. After entering the supplier criteria, select the Search icon.

[=| Search For Supplier ?
Supplier

Supplier Type |Hosted Catalog  *

4. Supplier results will appear along with icons describing the supplier
type and supplier preference. To see an icon definition, hover the
mouse over that icon. By clicking on the supplier name from the initial
search results page, a summary of the supplier will be displayed.

™ Shop Shopping Browse By > Supplierse

(5 Click to expand Search for Supplier Filter ? back to shop...

Showing 1 - 5 of 5 Results

Results Per Page |20 ~ Sort by:| Best Match 1|Pagelofl|r| legend ?

Supplier Name Type Preference Supplier Name Type Preference

OF ™®  SIGMA ALDRICH INCORPORATED e
=

Lowe's Home Centers LLC ?].} ﬂ Staples e =
GIAGEN, Inc. mo  |w e
@

5. To access a supplier's punchout catalog from the search results,
select the 4 icon.

™ Shop » Shopping Browse By » Suppliers<

[ Click to expand Search for Supplier Filter ? back to shop..

Showing 1 - 5 of 3 Results

Results Per Page (20 * Sort by:| Best Match 4|/Pagelofl|®| legend ?

Supplier Name Type Preference Supplier Name Type Preference

BD Biosciences W& ™ | SIGMA ALDRICH INCORPORATED we

E &
Lowe's Home Centers LLC :1].} m Staples e m
QUAGEN, Tnc, [l Z
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5. To shop by supplier, access the Advanced Search link on the home
page OR from the Advanced Search link in the left hand Shopping
Cart navigation menu.

Shop |Everything v

o |

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

Go to:

(OR)

) Shopping Shopping
il
My Carts and Orders By Keyword r Q
E. . Go To
(T Shopping Home iew Forms
m Mon-Catalog Item | Quick Order
Browse By
|I| Suppliers | Categories | Contracts | Chemicals

6. From the Advanced Search page, enter the desired supplier Name
and click the Search button. Suppliers

® Shop » Shopping > Shopping Homew Home/Shop

Advanced Search |Everything v simple search

Find Results That Have:

Lowe's Home Centers LLC |]

—

All of These Words
Part Number (SKU}

Supplier

Manufacturer Name

Other Options

Exact Phrase Exclude Words

Any of These Words

Hide Advanced Search on search results

7. Search results for the supplier will appear.

W Shop > Shopping » Shopp

ing Home =

Advanced Search |Everything v

Find Results That Have:
All of These Words |
Part Number (SKU)

1 Supplier
Manufacturer Name

Lowe's Home Centers LLC

Other Options

Exclude Words

Exact Phrase
Any of These Words

Hide Advanced Search on search results

simple searc!

s | non-catalog item | quick order  Browse: suppliers | categories | o 5| chemicals

Results for: Everything : Lowe's Home Centers LLC

Showing 1 - 20 of 4000+ Results What does "+" mean?

Add Keywords 2 Results Per Page |20 v Sort by: | Best Match v
E HighPoint Shed from Lowe’s Home
Part Number 274588
Manufacturer Fa—
Filter Results ? m

Where are my counts?
5 274592 ARROW 10-12 HIGHPOINT STEEL SHED
o Sreplien from Lowe's Home Centers LLC

Showing only results matching: Part N 25-LW1012F8

ber 27
Manufacturer A

- -}

By Category Te
274596 ARROW 10-14 LINDALE STEEL SHED
from Lowe's Home Centers LLC
Part Number 27
Manufacturer A

Lowe's Home Centers LLC T

Adhesives
re, forestry and garden
ols

25-1X1014FB

culation and parts and
accessories =2

4| Page|l ¥ |of 200(]?

298.00 usD
BX

T o o o v
add favorite | compare
424.00 usC

BX

Y o o v
add favorite | compare
548.00 usD

BX
R o o o v

add favorite | compare

8. Suppliers are classified with descriptive icons. Hover mouse over an
icon to see description. Complete legend of icon descriptions below.

(AT) Disabled Veteran | 3=
Business Enterprise

(AT) SBA Small v
Disadvantaged
Business Enterprise
[AT) Small Business | %

Enterprise
(AT) Veteran Owned | ]
Business Enterprise
(AT) Women Owned @
Y

(=
=

=

UK Science Catalog

Supplier is Active

Supplier is Inactive

Hosted Catalog

Coming Soon

Business Enterprise Supplier
|i'| CAD Science Catalog New Supplier
Y Minaority - Certified PunchQut Supplier

African-American
owned business

—“ Minority - Certified @ | PunchOut s running
owned business slowly
| Science Catalog (30 PunchQut is not
Supplier available
e Non-Catalog ltem El Non-Catalog




Tulane
University

Cart Creation

2.3 Creating Shopping Carts from Punch-out Catalog

Target Audience: Shopper/Requester

Users can create shopping charts from supplier punch-out catalogs. A

punch-out catalog is a catalog that resides in the supplier's website. When
users shop using a punch-out catalog, they are directed to the supplier's

catalog to fill up a cart and then return it to SciQuest for processing.

1. From the Shopping Homepage, click the Cart icon and search for a
product in the search field. Products can be searched by a keyword,
catalog number, or CAS number.

Go To
Admin

Non-Catalog Item | Quick Order

Browse By

shopping 4 ShoPping
My Carts and Orders By Keyword Motepad Q

Shopping Home | Advanced Search | View Favorites | View Forms

Suppliers | Categories | Contracts | Chemicals

2. Search results will be displayed and product details can be accessed

by clicking on the product description.

Results Per Page Sort by: |Best Match hd

Staples Perforated Notepad Wide Ruled White 8 1/2 x
11 3/4 50 Sheets/Pad 12/Pk from Staples

Part Number 163865
Manufacturer Info 23643/26785 - (STAPLES)

larger image

EmCmER  Staples Perforated Notepad Narrow Ruled White 5 x 8

50 Sheets/Pad 12/Pk from Staples
Part Number 163873
Manufacturer Info 23642/26784 - (STAPLES)

larger image

Staples Perforated Notepad Wide Ruled White 8 1/2 x
14 50 Sheets/Pad 12/Pk from Staples

Part Number 281303

Manufacturer Info 23644/26786 - (STAPLES)

larger image

4 Pageofll k| ?

Order from Supplier &
DZ
add favorite | compare

Order from Supplier &

DZ
add favorite | compare

Order from Supplier 2
Dz
add favorite | compare

SCIQUEST

3. A pop up screen will present product and supplier details.

Supplier
Part Number

Manufacturer
Name

Manufacturer
Part Number
System
Packaging

arger image

Product Details
Supplier UOM
Supplier Size
Buyer UOM
Category
Category UNSPSC
Color
Image URL
Lead Time
More Information URL
UNSPSC

Staples Perforated Notepad Wide Ruled White 8 1/2 x 11 3/4 50 Sheets/Pad 12/Pk

4. Return to the search results screen and select the option to Order
from Supplier. The webpage will be redirected to the supplier’s

punch-out page.

Results Per Page

Fe=m===_ Staples Perforated Notepad Wide Ruled White 8 1/2 x [Order from Supplier 7 ]
11 3/4 50 Sheets/Pad 12/Pk from Staples 7
Part Number 163865

Manufacturer Info

larger image
EEENER  Staples Perforated Notepad Narrow Ruled White 5x8  Order from Supplier 51
50 Sheets/Pad 12/Pk from Staples Dz
Part Number 163873

Manufacturer Info

larger image
fw=m==_ Staples Perforated Notepad Wide Ruled White 81/2x  Order from Supplier 2
14 50 Sheets/Pad 12/Pk from Staples DZ
Part Number 281303

Manufacturer Info

larger image

Staples Perforated Notepad Wide Ruled White 8 1/2 x 11 3/4 50 Sheets/Pad 12/Pk

Sort by: | Best Match v

Staples
163865
STAPLES

23643/26785

Dz

bz

12

Doz

Paper pads or notebaoks
14-11-15-14

http://ac-order.staplesadvantage... 1
1

http://order.staplesadvantage.co.. A
14-11-15-14

4|Page|l W|ofil|*| ?

add favorite | compare
23643/26785 - (STAPLES)

add favorite | compare
23642/26784 - (STAPLES)

add favorite | compare
23644/26786 - (STAPLES)
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5. You will be redirected to the supplier’s punch-out site and will be able
to add products to the Cart. Add a product to the Cart by selecting the
Add to Carticon.

I = sHoP ~AcCGount Number: T0105521DAL

Messages  nepv A MyAcoount v

STAPLES Tulane vty e 5000
Business Advantage University
Ottems
= q] T cEs | wmw wn
PURCHASED ~ CATEGORES ©  ORDER *  LISTS v  DASHBOARD™

Home / Paper & Stationery / Notsbooks & Netepads / Notebooks & Notepads: porversion ) e

CUSTOMERS ALSO VIEWED

(S:‘Zaples® Perforated Notepad, Wide Ruled,
White, 8 1/2" x 11 3/4", 50 Sheets/Pad, 12/Pk

BIFF tom 92064328755 | Customer s £165585

$4.99 oz

P AddtoList

Stapies® Parforated Notepad
Narmow Ruled, White, 5° X 8°..

* %k K 050

$7.72 oz

@ view Larger BB Pk p Ty

6. Once the item is added to the Cart, Checkout and then Submit Order
- note that each catalog will be different but workflow will be similar.

I = sHoP

STAPLES

Account Number: 70103521DAL Messages Helpv A& My Account v

Your Store v
Set Your Store

Tulane - $12.71

Business Advantage Universjty
2 llems.
| SEARCH Q ‘ REGENTLY BROWSE QUICK YOUR YOUR
PURCHASED  CATEGORIES v ORDER ~ LISTS ~ DASHEOARD ¥
——
° 1 ltem successfully added to your Shopping Subtotal: $12.71 | Continue S
Gart
I & sHoP Account Number: 70108521DAL. Messages Helpv & My Account v
| Your St v
STAPLES Tulane Your Store - $12.71
Business Advantage University
2ltems
SEARCH Q ‘ REGENTLY BROWSE Quick YOUR YOUR

PURCHASED  CATEGORIES “ ORDER ~ LISTS ~ DASHBOARD

B POF version 8 Print
SUBTOTAL $12.71
TOTAL $12.71
Update
SUBMIT ORDER

ltems for Delivery

7.

After the order has been submitted on the supplier’s punch-out site,
you will be redirected to SciQuest. The order will now appear in your
SciQuest cart. (Save this cart now for use in subsequent training
modules: UserName_Punchout Supplier Cart, then select Update button.)

4/ Continue Shopping

AH Shopping Cart s« roultuiane

2ltemls) for s total

] estimated tax. shipping &

—— .

Name this car[ Ptulane Punchout Supplier Cart

Have you made changes B | T Help | [Add Non-Catalogttem | | [Emptycart | | Perform an action on (0 tems selected).. | = Sel
o | SR e
The ftem(z) in this group was rewisvad from the supplier's website, What doss this mean?
Need to make changes? MODIFY ITEMS | VIEWITEMS Itemis) was retrieved on: 11/9/2016 10:35:48 AM
Line(s): 1, 2
Unit
Product Description Price  Quantity Total
]E;'GE??E;,‘;'G‘ Staples Perforated Notepad, Wide Ruled. White 81/2" x 11 49%us0 L 4.99 usp
3/4", 50 Sheets/Pad, 12/Pk §- =4
Part Number 163865
Manufacturer Infe  23643/26785 - (TOPS BUSINESS FORMS)
[ More Actions [«
Commodity Code | Paper Materials and Products v
Type None v
Femedgeden  Staples Perforated Notepad, Narrow Ruled, White, 5” x 8", 50 772usD0 L 7.72usD
Sheets/Pad. 12/Pk §- =4
Part Number 163873
Manufacturer Info  23642/26784 - (TOPS BUSINESS FORMS)
[ More Actions [ -|
Commodity Code | Paper Materials and Products v
Type None

Users can also add products to a cart from the Shopping Homepage
(m icon), search for a product or choose one of the catalog
suppliers. For this module, we will search via supplier.

+ Catalog Suppliers ?

2l 2l 2 A A

Aimas | ©BD | @z | o | (T | @t

1 Bl Eal A

Fisher
sasss iPORE

11
el

Thermo Fisher
fomery Life

+~ Non-Catalog and Payment Requests ?
[E} [E] E]
Non-Catalog Anocther
Supplies Pre Blanket Order Chepck ':Eq:est
Prod Form reFro
+ Special Requests ?
Gi B
N“;:;p":i';?a“ PO Change
Request P.. Order Pre Prod
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9.

Choose a catalog supplier and click the tile icon to be directed to the
supplier’s online punch-out catalog.

+ Catalog Suppliers

b n
Airgas « BD BIORAD ® Haherine
Exl A Eal
Hleker Thermofishor
Dt | mewe | @B | TR
;] 7

+~ Non-Catalog and Payment Requests Staples
e o
Non-Catalog Another
. Check Request
Supplies Pre Blanket Order PunchOut
Prod Form Pre Prod -

10. Users will be redirected to the supplier’'s SciQuest portal to shop as
normal. Products can be added to the shopping cart from the punch-
out site. Follow steps 5-7 from this module to add items to your

SciQuest cart.

SelectSite PunchOut.

Account Number: 70103521DAL Messages Helpv 4 My Account v
STAPLES Tulane e = $0.00
Business Advantage University
0 hems
‘ SEARCH Q ‘ REGENTLY BROWSE QUICK YOUR YOUR
PURCHASED CATEGORIES ~ ORDER ~ LISTS ~ DASHBOARD ~

Up to 60% off workday essentials.

Save on products for every part of your business >

RECOMMENDED FOR YOU

B=‘E

Staples Copy Paper 8- Sharpie® Fine Point
/2" x 11", Case Permanent Markers, ...

Stapies® Pertorated Staples® Retraciable >
Notepad, Wide Rule. Ballpoint Pens, Medi

2.4 Canceling punch-out Sessions
Target Audience: Shopper/Requester

1. To cancel a punch-out session, select the Cancel punch-out icon at
the top right hand corner of the Supplier punch-out screen. You will be
redirected to the SciQuest shopping homepage.

Cancel PunchOut l

SelectSite PunchOut

Account Number: 70103521DAL Messages  Helpv A My Accoumt v
STAPLES Tulane | e = $109.78
Business Advantage Unlver_g]ty
1Hem
‘ SEARCH Q ‘ REGENTLY BROWSE QUICK YOUR YOUR
PURCHASED CATEGORIES ~ ORDER ~ LISTS ~ DASHBOARD ~

[
° 22 Items successfully added to your Shopping Subtotal: $109.78 | Gontinue Shopping m
Gart

3
3

FREQUENTLY BOUGHT TOGETHER
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2.5 Creating Favorites
Target Audience: Shopper/Requester

Users can store frequently ordered and preferred items for fast retrieval
and requisitioning. Within SciQuest, there are two types of favorites items:
Personal Favorites and Organization Favorites. Personal favorites are
those that an individual identifies for future purchasing. With personal
favorites, folders and sub-folders can be created to manage the favorites;
users have full control over items in their personal folders. Organization
favorites and folders are defined by site administrators.

1. After searching for and identifying the desired item in SciQuest (7ot
from a catalog punch-out), click the Add Favorite link to select the
item as a favorite.

Results Per Page |20 ~ Sort by: | Best Match r 4|Page|l v |of200|k|?
S500UM Sterile Syringe Filcon 100Pkg from BD Biosciences 182.00 usD
Part Number 340617 S00microm, CAS
Manufacturer Info 340617 - (BD Biosciences Immunocytometry) n 'Add to Cart n
ompare

20UM Sterile Cup Filcon 100Pkg from BD Biosciences 182.00 usD
Part Number 340621 20microm, CAS
Manufacturer Info 340621 - (BD Biosciences Inmunocytometry) i n
add favorite | compare

Hu CD11b/Mac-1 Alexa 700 ICRF44 100ug from BED Biosciences 315.00 u=D
Part Number 557918 0.1mg, EA
Manufacturer Info 557918 - (BD Biosciences Pharmingen) 1 n
add favorite | compare

Btk (pY551)/Itk (pY511) Alexa 488 50Tst from BD Biosciences 250.00 uso
Part Number 558130 SOTEST, EA
Manufacturer Info 558130 - (BD Biosciences Pharmingen) 1 n

add favorite | compare

Within the Add Favorite dialogue box under Step 1: Edit Iltem Details,
enter an item nickname, quantity and item description for the selected
item. Proceed to Step 2:Select Destination Folder and select the Add

New link. Add Favorite

Step 1: Edit Item Details
BD Biosciences, Catalog No. 340617
— oo o
ftem Nickname 500UM Sterile Syringe Filcon 100Pke

g uantity * 1
—_— Description

472 characters ramaining

Step 2: Select Destination Folder

“ Personal

You have no personal favorites.

“ Shared

You have no shared favorites,

* Required Save Changes Close

From the Add New dropdown menu, select Top level personal folder.

Top level personal folder

Add New &

Enter a Name and Description for your Favorites folder and select

Save Changes.
Create Personal Folder

. *
q Name BD Biosciences

BD Biosciences Favorities
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5. To purchase items from your Favorites list, return to SciQuest home
page (m), and select Favorites.

Shop |Everything v m

Go to: advanced sear:"l favorites 'r‘c*n's non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals

6. To add one or more items to the cart, Edit the value in a product’s
Quantity field as necessary (to select a quantity other than the
product’s default value). Click the product’s Select checkbox. Note:
this also works to select and add multiple items.

Experiment E3214 Folder Actions w | 2

¥ Display items that are no longer available Actions for Selected Fav

20UM Sterile Cup Filcon 100Pkg from BD Biosciences 182.00 uso
Part Number 340621 20microm, CAS
Manufacturer Info 340621 - (BD Biosciences Immunocytometry) L

Edit | Move | Copy | Delete

500UM Sterile Syringe Filcon 100Pkg from BD Biosciences 182.00 uso
Part Number 340617 500microm, CAS
Manufacturer Info 340617 - (BD Biosciences Immunocytometry) L

Edit| Move | Copy | Delete
Syringe for experiment e3214

Hu CD11b/Mac-1 Alexa 700 ICRF44 100ug 315.00 uso
from BD Biosciences 0.1mg, EA
Part Number 557918 il

Manufacturer Info 557918 - (BD Biosciences Pharmingen) Edit| Move | Copy | Delete

7. After selecting products to be added to the cart, select the Actions for
Selected Favorites dropdown box and select Add to Cart. Save your
cart as UserName_Supplier_Favorites.

Actions for Selected Favorites w

:

Edit 7
Move
Copy

Delete

7. Navigate to your Shopping Cart Summary to view newly added items.
% = A W§7900USD o l

Paul Tulane *

PTulane BD Favorites Cart

WView My Cart

g BD Hu CD11b/Mac-1 Alexa 700 ICR...

@ BD 500UM Sterile Syringe Filcon 10...

@, BD 20UM Sterile Cup Filcon 100Pkg

679.00 USD
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2.6 Create Shopping Carts from Favorites
Target Audience: Shopper/Requester

The Favorites functionality allows individuals and organizations to store
items that are referenced or ordered on a regular basis. Both options are
controlled by permissions. Once items are saved to Favorites they can be
added to a shopping cart.

1. Favorites can be added to a shopping cart by selecting the Favorites
link from the home page OR by accessing the View Favorite link from
the Shopping navigation menu.

Shop |Everything ': m J

rmns | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

My Carts and Orders By Keyword
Go To

e Shepping Home .idy'ar:e View Favorites | View

Non-Catalog Ikem | Quick Order

hd Q

Browse By

Suppliers | Categories  Contracts | Chemicals

2. From the Favorites page, Select the Favorites folder with the products
that should be added to your cart.

Favorites ?

Q Search | Add New w

“ Personal

l BD Biosciences l

aples Favorite Folder

“ Shared

Sha

2.7 Creating Shopping Carts from Hosted Catalogs
Target Audience: Shopper/Requester

Users can create shopping carts by selecting items from a supplier hosted
catalog. A hosted catalog is a version of the supplier's on-line catalog
hosted in SciQuest. Unlike the punch-out catalog, a hosted catalog does
not redirect users to the supplier’s external website. When a product
search is performed in SciQuest, the products in all of the hosted catalogs
are searched.

BD Biosciences and Apple Computers are a few examples of suppliers
with hosted catalog capabilities. Refer to Step 2.2 - Search by Suppliers -
to identify more suppliers with hosted catalog capabilities.

1. From the Shopping Home page [ select the link Advanced Search.

Shop | Everything v m J

favorites | forms | non-cataleg item | quick order  Browse: suppliers | categories | contracts | chemicals

2. The advanced search screen will appear. In the supplier field, enter
the name of the supplier with hosted catalog capabilities and click
Search.

simple search

Advanced Search |Everything M

Find Results That Have:
All of These Words [SL.ppIier
Part Mumber (SKU)

:BD Biosciences ]

Vianutacturer Name

Other Options

Exact Phrase Exclude Words

Hide Advanced Search on search results

Any of These Words
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3. From the search results, edit the quantity of items to be ordered and
select the Add to Cart button.

Results for: Everything : BD Biosciences
Showing 1 - 20 of 4000+ Results What does "+" mean?
Add Keywords o Results Per Page |20 ~ Sort by:| Best Match v 4|Page|l v |of200(x|?
m 500UM Sterile Syringe Filcon 100Pkg rom BD Biosciences 182.00 uso
Part Number
- (BD Biosciences Immun

: 500microm, CAS
- ' i B Addio Cart |v]

Manufacturer Info

Filter Results ?
Where are my counts?
N 20UM Sterile Cup Filcon 100Pkg from BD Biosciences 182.00 usD
By Supplier
Part Number 20microm, CAS

Showing only results matching: Manufacturer Info 4 (D Biosciences Immunocytometry)
e mmeerenet B o Cart v
BD Biose Lic
joseieneEs add favorite | compare
By Category Te
Hu CD11b/Mac-1 Alexa 700 ICRF44 100ug from BD Biosciences 315.00 uso
Part Number 557918 0.1mg, EA
Manufacturer Info 557918 - (BD Biosciences Pharmingen) L n
add favorite | compare
Cell Culture Media more.. Btk (pY551)/Itk (pY511) Alexa 488 50Tst from BD Biosciences 250.00 uso
Part Number SOTEST, EA
By Packaging UOM . rer ) Bioscienc mingen) .
-‘:is ging ’rv_wa ufacturer Info (BD Biosciences Pharmingen) r [ to Cart 17}
o add favorite | compare
By Result Type pl20Catenin(pS268) A488 9a.390 50Tst from BD Biosciences 245.00 u=D
Products Part Number 558558 SOTEST, EA
Manufacturer Info 558558 - (BD Biosciences Pharmingen)
- g= L Add o Cart
By Manufacturer L Lt e

add favorite | compare
BD Biosciences Immunocytometry

4. Once the items have been added to your cart, a green Success
dialogue box will appear, the Cart Summary in the upper right hand
corner will update and a note below the Add to Cart button will update
as well.

Paul Tulane d (M7 & 'W182.00USD _
SCIQUEST
Q © e ?

1 item added, view cart.

Shopping Home ct Search - A

Advanced Search | Everything v

Find Results That Have:
All of These Words Supplier BD Biosciences

Part Number (SKU) Manufacturer Name

Other Options

Exact Phrase Exclude Words

[ Search | Hide Advanced Search on search results

Goto: simple search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals

Any of These Words

Results for: Everything : BD Biosciences

Showing 1 - 20 of 4000+ Results What does "+" mean?

o Results Per Page |20 ~ Sort by: | Best Match v 4|Page|1 v |of200|®| 2

m S00UM Sterile Syringe Filcon 100Pkg from BD Biosciences 182.00 uso
Part Number

@ S00microm, CAS
M ) Biosciences | ytometry)
- u W i o v

lanufacturer Info ces Immunocytometry
add favorite | compare

1 item added, view cart.

5. To save your current cart, click the cart summary Icon in the upper
right hand corner.

Paul Tulane> + |™ & ™ 18200USD

6. Selectthe View My Cart button.

PTulane_Hosted Supplier ...

@ BD S_UUUM Sterile Syringe Filcon 10... w My Cart

182.00 USD

7. Inthe Name this Cart field, enter UserName_Hosted Supplier Cart as
the cart’s name and select Update

W Shop - My Carts and Orders  Open My Active Shopping Carte

4/ Continue Shopping

1Ttem(s) for a total of 182.00 uz

Proceed to Checkout m
o
Have you made changes? @ Help | | Add Non-Catalog Item | | | Empty cart | Perform an action on (0 items selected)...

Add Non-Catalog Item

ﬁ Shopp\l’lg Cart for Poul Tulane

Name this cart: [PTulane_Hosted Supplier Cart 1

v| Select

&BD J BD Biosciences ™ e inio..

Product Description Unit Price Quantity Total

S00UM Sterile Syringe Filcon 100Pkg 18200us0 |1 182.00 uso
500microm, CAS

T —— <
Manufacturer Info 340617 - (BD Biosciences Immunocytometry)

I Code -
n Commodity Code | Laboratory Supplies v

Type Mone v
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2.8 Assign Shopping Cart to Requestor
Target Audience: Shopper/Requester

You have the opportunity to assign a Shopping Cart to another user. This
option is relevant to a Shopper role, as they can assign their draft cart to a
department Requestor to fill in the accounting information. Assigning a
cart is also useful to aggregate multiple items for different users, while still
consolidating the request to one order

1. Click the Shopping Cart icon and choose the My Carts and Orders
option. To option an existing cart, select the View Draft Shopping
Carts.

. My Carts and Orders
.] Shopping
] O
pen My Active Shopping Cart
@ My Carts and Crders -
View Draft Shopping Carts @
41 Admin | e Wy Orders (Lsst 90 Dzyz)
|I||_

2. All draft carts will appear, select the desired cart for editing by clicking
the Favorites Shopping Cart.

Active Cart Shopping Cart Name Date Created Cart Description Total Delete

3. Once the active shopping cart is open, click the Assign Carticon in
the top right hand corner.
1l}]r]:il\n§$ily SCquEST

W SNop My Carts and Orders » Open My Active Shopping Carts

Paul Tulane # » & wesicouso (EETENTNSESEENNEGD

4 Shopping Cart torpeierTuans ® Continuc Shapping

Name this cart: Hosted Catalog Cart

Have you made changes? & | 7 Help | [ AddNon-Catalog It
5 | Lowe's Home Centers LLCER o rfo..
==

Clicking the Assign Cart button allows the user to search the
Tulane directory for their Requestor, add them to their profile to
expedite future efforts, and add a note to the assignee which will
be delivered to their email via a system notification. You can
assign carts by Selecting Profile Values or by Searching for an
Assignee. To select a person based on Profile Values, select the
Select the profile value option button.

Assign Cart

® Select from profile values Search for an assignee

Select from profile values v

MNote To Assignes:
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5. To search for an assignee, choose the option button “Search for an
assignee” and click the link entitied “Search for an assignee.”

Assign Cart

) Select from pro (8] S=arch for an assignes

Selected Assignes:

Assign Cart To:

Nots To Assignes:

=3 -

6. Atthe User Search screen, t)#)e in the information of the Requestor
that is being assigned the cart and hit Search.

User Search
Last Mame
®
User Mame
Email
Department ﬂ

Results Per Page 10 ﬂ

7. Choose the appropriate person and click Select.

Mew Search

Mame & User Name = Email = Phone
Approver, April approver msguarebriggs @sciquest.com

Rice, April ARICEZ

SciQuest.Suppont@wavetulansedu +1 (504} 865-5870

8. After selecting the assignee, click the Assign button.
Assign Cart

() Select from profile values (8 Search for an sssignes

Selected Assignes: April Agprover
Assign Cart Tex Search for an assignes
Note To Assignes:

=) -

9. Once the assignee has been chosen, you will receive a confirmation
that the cart has been assigned.

W Shop My Carts and Orders - Open My Actve Shopping Cart

(@ Cart Assigned

Next Steps

You can view the cart in your draft carts ist and can unassign it, if needed, until submitted by the assignee. After a cart is submitted by the assignee, you can view it via the Document Search page
* Search for another item
* Check the status of an order
* Return to your home page

* Create new draft cart

Requisition Summary

Requisition number
Cart name
Requisition total

Number of line items

1705626
PTulane BD Faverites Cart
679.00 USD

3
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2.9 Unassign Shopping Cart to Requestor
Target Audience: Shopper/Requester

1. After logging in, click the Shopping Cart icon in the left menu panel,
navigate to My Carts and Orders and select Open My Active
Shopping Cart.

My Carts and Orders

Shopping

.JJ Open My Active Shopping Cart @
@ My Carts and Orders " ! FEInG
View Liratt Shopping Carts

[ <4 Admin

View My Orders [Last 90 Days)

2. Below your drafts, there will be another section entitled “My Draft
Assigned to Others”. If you want to unassign that requestor, select the
Unassign button.

W 570 My s 300 Orcirs Vi Dt Sn0png G
Greste cart]

Current Substitute: April Approver nd Substiuton

My Drats Assigned to Others
View Cart Date Created Assigned To Total
= 11812016

8 11972016

My Drafts legend ?

Ative Cart Shopping Cart Name Date Created Cart Descripton Toul Delete

=] Suppler Cart was 27100 | pelete]

=] gy Cart wais 22050050 Dette

=] PTulane Blanket Order w016 15000UsD Dekte

= PTulane Check Request 197206 100000UsD Dekte

= PTulane Hosted Supplier Cart 1 1erz016 18200U5D Deete|

= PTulane Hosted Supplier Cart 2 was £000USD  eete|

3. The requestor will no longer be assigned that cart and will not be
notified of the change. The assigned cart will now return to the
Shopper’s personal shopping cart and the Shopper should
communicate the changes with the Requestor.

W Srop My Carts and Orders . Open My Act =

© Continue Shopping

3ltem(s) fora total of 679.00 uso

¥4 Shopping Cart forpeuiTuiene

Name this cart: PTulane BD Favorites Cart

Have you made changes? [ Upaate

& BD | BD Biosciences ™ rore e

& | @ Help | [AdaNon-Contogtim | | [Emptycart] | Perform an act

31500v0 i 315.00 s>

O1mgEA - [ypaate
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2.10 Creating Shopping Carts from Quick Orders
Target Audience: Shopper/Requester

Quick Order allows you to order one or more products simultaneously.
Both the supplier and manufacturer part numbers are searched when
using Quick Order. If the catalog number entered is an exact match to a
product in the hosted catalogs, and there is only one match, the product is
automatically added to the shopping cart. If an exact match is not found or
more than one product is found, search results are presented to allow for
the selection of the appropriate product. Note: Quick orders are only
accessible via Hosted Catalogs.

1. To enable quick orders, it is recommended that users use the supplier
part number rather than manufacturer number. To access quick
orders, users can select the Quick Order option by selecting the
browse by Quick Order link on the home page OR by selecting the
Quick Order option in the Shopping tab of the navigation menu.

Shop |Everything v m J

Go to: advanced search | faverites | forms | non-catal og item } quick order

Browse: suppliers | categones | contracts | chemicals

My Carts and Orders By Keyword T a
) Go To
Sdun Shopping Home  Ady rch | Yhaw Favorites | View Forms
Non-Catalog [tem @
Browse By
Suppliers | Categories | Contracts | Chemicals

2. For this example, Supplier part numbers 560285 and 560289 will be
used. Once SKUs are entered, select the Add to Active Cart icon.

Quick Order back to shop..
Category Everything v

Part Number (SKU) 560285

Part Mumber (SKU) 560289

Part Number (SKU)
Fart Number (SKU)
Part Number (SKU)
Add to Active Cart

3. An add to cart confirmation will appear and the cart summary in the
top right hand corner should reflect the items selected.

Paul Tulane ¥ ¢ ™7 &3 'W 490,00 USD
UEST | Pl Tuane v & 17 43 43000 UsD |

Quick Order back to shop...

Category Everything ¥

Part Mumber (SKU)

Part Mumber (SKU)

Part Mumber (SKU)

Part Number (SKU)

Part Mumber (SKU)

[ Add To Cart Confirmation ]
Catalog No: 560285
Description: 4EBP1 (pT36/pT45) PE M31-16 50Tst
Supplier: BD Biosciences
This itemn was successfully added to your cart.

Catalog No: 560289
Description: 4EBP1 (pT69) Alexa 647 M34-273 50Tst
Supplier: BD Biosciences

This itemn was successfully added to your cart.

Paul Tulane ¥ o ™7 43 'w490.00 USD

Quick Order

@, BD 4EBP1 (pT69) Alexa 647 M34-2... Wiew My Cart

Checkout

@ BD 4EBP1 (pT36/pT45) PE M31-16 ...

490.00 USD
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3. Enter Supplier is a search-enabled field which queries the entire
supplier directory. If you cannot locate your supplier, a new supplier
request may be necessary.

2.11 Creating Shopping Carts from Non-Catalog ltems
Target Audience: Shopper/Requester

NonTCatang Requests are intended to address purchasing needs t_hat fall 4. Complete each of the required fields (indicated in bold) with the
outside of typical requests for goods and/or contract enabled supplier appropriate information. Included are: Product, Description, Catalog
Items. No., Product Size, Quantity, Price Estimate, and UOM. Adding the

. . . I . commodity code is optional, but beneficial.
Building a Non-Catalog request will not require navigation outside of the d 'S opll u Ic!

Tulane SciQuest environment. Prior to beginning a Non-Catalog Request, 5. Additional line items can be added by using the Save and Add

ensure your cart contents are empty. Non-Catalog Requests follow a Another button located at the bottom of the Non-Catalog Request
different approval route and cannot be mixed with other order types (e.g. form.

Punchout items, Catalog Items, Form items)

6. Once all necessary information has been entered, click Save and
Close This will deposit your non-catalog line items into your cart.
Navigate to the cart and save it as UserName NonCatalog Item Cart.

Once you have completed a Non-Catalog Request, you will add the items
to your cart, navigate to the draft cart and follow a standard checkout

prOCGSS- Non-Catalog Item T
. . . SCIENCE FOR LIFE LABORATORY == =<t different supplier

1. From th_e Shoeplng home page, click the r\_lon-Catang Item link TOMTESODAVAGEN 238, 171 65 SOLNA, SE

located in the “Go To” menu. It appears directly under the search bar. 4 Distribution Methods

Product Description Catalog No.  Product Size Quantity ::i‘i:renate uom
E hi M
Shop verything E J Analysis of cell sample 1234 1 g M 25.00 EA T
Go to: advanced search | favarites "n:'-“sll':r‘-ce:a og item lq.| ck order Browse: suppliers | categories | contracts | chemicals 231 characters remaining  expand :Ie:'
. . . Bl Product Details

2. The Non-Catalog link opens a separate order form which includes e —

required fields for Non-Catalog item information. Commedity | Laboratory Supslies v] O @ Controlied substance

Non-Catalog [tem 2K,

Enter Supplier]
or
Supplier Search | not known

Price

Product Descripti Catalog No.  Product Si i > uom
roduct Description atalog No. roduct Size Quantity Eirie
v EA v
A
254 characters remaining  expand | clear
B Product Details
Add Internal Attachments
Commodity v & Controlled substance
Code L] Recycled

# Hazardous material
& Radicactive

& Rad Miner

& Select Agent

# Toxin

= Energy Star

& Green

EEnLehl  Save and Add Another | Close

-
Code ®2 Recycled

¥ Rad Minor
b Select Agent
£ Toxin
= Energy Star
4 Green

Save and Add Another | Close

Proceed to your cart to begin the checkout process by clicking the

cart icor PaulTulane v d 7 & w12500usD (EEEEIEIESIEGY

2016-11-03 PTULANE

Cell sample analysis

125.00 USD
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2.12 Creating Shopping Carts from Blanket Services/Order
Target Audience: Shopper/Requester

Blanket orders should be made for intangible items only such as services,
repairs, maintenance and leasing. Blanket orders should be completed
using the Blanket Service/Order from in SciQuest.

1. From the Shopping Homepage, select the Blanket Service/Order
icon in the Non-Catalog and Payment Requests section.

v Catalog Suppliers ?
R A a a ]
Airgas @ BD @ D@LI.“' (G
a ) 2} a
= i I =3 ko
v Non-Catalog and Payment Requests ?

Non-Catalog Supplies Check Request

Blanket/ Service Order

v Special Requests ?
[

New Supplier/ Update

PO Change Order Request By

2. The Blanket Service/Order form will appear. Read the instructions
carefully and complete the form ensuring all required fields are filled
in. Required fields are in bold including the Supplier Name, Product
Description, Quantity, Blanket Order Start and End Dates.

Instructions ]

Use this form only for erdering services (as opposed to goods), or to request 3 blanket order for goods that are not found in our partner hosted catalogs or punch out catalogs

in the Quantity field below. The entire estimated amount that is entered below will be encumbered on your account. Invoices against this

Blanket ordiers require a start date and end date,

Orders for services should include a contract, agreement, or statement of work. These can be attached below:

I the suggested vendor s not found you can request a new vendor by choosing ™*“NEW SUPPLIER™ from the supplier pick list and providing the required information for a new supplier at the bottom of this form.

1 you dio ot care which supplier this order is placed with, choose **“SUPPLIER OF CHOICE™ from the supplier st

Provide as much information a5 you know about the item to be ordered: description, part number, item number, packaging quanity, and price, etc,
Supplier Info

Enter Supplier

or
Choose a sugplier from the pick st provided. If you do not care which supplier provices these services, please choose **SUPPLIER OF CHOICE™ I you have an identified supplier that is not an the pick list, please choase ""NEW
su this form.
Fye for example) please choose the 25 normal above, and check the Update Supplier box here.
Up
ion: Materisls y shop any ordler more than $2500.00 to secure the best price. I this is the only provider roduuct you may request Materials Management to reat this supplier a5 a "Sole
Source” by checking the box here. f you indicate this vendor i a sole source, you MUST provide a supporting attachment in the attachments a
Sole Suppl
Description of Service or Blanket Order, Pricing
D f Service or Scope . Pricing
Cor e Product Description Quantity Fixed Unit
2 100 The "Quantity” should refiect the total value
of unt
4
a "9 expand | clear o
total order and the fixedl unit il aways be
]

3.

If there are attachments for this order, add the attachments and select
the appropriate checkbox that corresponds with the attachment.

Instructions for Additional Product Information ? | Effective Dates and Attachments ?

Blanket Order  [11/1/2016 2
Start Date mm/d y
Blanket Order  [12/20/2016 |71
End Date mm/dd/Avyy

In the Notes to Buyer section include any information or instructions| |- =0 <=tk DH@ fiems attached.

Service Order
Contract or
Agreement

Identify the start and end dates of a blanket order.

Please check off at the right each type of attachment that is
attached below.

that will assist the buyer in placing this order.

Attach any necessary product information, sole source
Sole Source
Documentation
Additional
Supplier

Remave | Information

If a new supplier is required, complete the New Supplier Information
at the bottom of the form.

information, or supplier information here.

Notes o Buyer

New SupplerUpdateSupplirnformation

Once the form is completed, select Add to New Cart from the
Available Actions drop down menu. Navigate to the Shopping Cart
drafts and save the shopping cart as UserName_NonCatalog Item
Cart.

" B2 oo

Axailable Actions | Add and go to Cart
[Edd and go to Cart
Add te Cart and Return
Add to Cart

Add to Draft Cant or Pending PR/PD

Proceed to your cart to begin the checkout process by clicking the
cart icon located in the top right menu.

Paul Tulane * ¢ ™ A W 150,00 USD

PTulane_Blanket Order

Microphone Repairs Wiew My Cart

150.00 USD
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2.13 Creating Shopping Carts from Check Request
Target Audience: Shopper/Requester

Check requests should be submitted for services that do not require a
purchase order. All check requests must be accompanied by an invoice
upon submission.

1. From the Shopping Homepage, select the Check Request icon in the
Non-Catalog and Payment Requests section.

v Catalog Suppliers ?

Airgas @ BD cowg) ML“. Gl

Flsher cad ThormofFisher
O i L == e

~ Non-Catalog and Payment Requests

Non-Catalog Supplies Check Request Blanket/ Service Order

~ Special Requests ?
[ [

PO Change Order Request | '\ Supplier/ Update
Supplier Re...

2. The Check Request form will appear. Read the instructions carefully
and complete the form ensuring all required fields are filled in.
Required fields are in bold including the Supplier Invoice #, Invoice
Date, Invoice Attachment, Handling Code, Remittance Message,
Phone Number, Internal Payment, Supplier Information, etc.

Check Request Available Actions: | Add and go to Cart * Y cose| &

Instructions

Use this form to request p: suchas

earch subject participation payments.

rm for any payments to employees or students,

BOLD fieids ar:

Payee Information

Choose 2 Payee from the st of exiting suppliers. If the supplier does not exist in the database, choose "NEW SUPPLIER™ and provice information about the Paye at the bottom of this
form

or a new payee.

Enter Supplier

Suppiier Search

Invoice Details.
Supplier Inv #
Invoice Date =

A copy of this invoice must be attached below.

Handling Code Please selec

Remittance Message

International Payment? No

3. Complete all required fields and attached all supporting

documentation.
Invoice Details B
Supplier Inv # 29127
Invoice Date 1032005 ™
mm/dd/yyy
A copy of this invoice must be attached below.
Handling Code Hold for Pick-up Ad

Remittance Message )

Honorarium
2 aining expand | clear

Phone Number [708-231-199

Enter Justification for Payment/Valid Business Purpose

“

aining expand | clear
International Payment? ® No
Yes
Supplier Information “ Individual
Vendor
‘W9 Attached Below? ® No
Yes
Select Type of Payment Honorarium (invitation letter attached) 2
Description Price
[Commencement Speaker 11000.00

4. Once the form is completed, select Add to New Cart from the
Available Actions drop down menu. Navigate to the Shopping Cart
drafts and save the shopping cart as UserName_Check Request Cart

.M

Aymilable Actions: | Add to new Cart
Add and go to Cart
Add to Cart and Eeturn
Add to Cart
Add to Draft Cart or Pending PR/PO

Bdd to E -

3. Proceed to your cart to begin the checkout process by clicking the
cart icon located in the top right menu.

Paul Tulane* + ™ 42 W1 000.00USD

PTulane_Check Request

Check Request View My Cart

1,000.00 USD
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2.14 Submitting a Change Order Request
Target Audience: Shopper/Requester

A Change Order should be submitted to request changes for purchase

orders. These changes may include canceling lines, increasing amounts,

and changing indexes. Accounting code changes consider previous
invoice activity, complexity of accounting code on the original purchase
order, and the impact of issuing a new purchase order.

1. From the Shopping Homepage, select the PO Change Order
Request icon in the Special Requests section.

w Catalog Suppliers
A i) ) i)

Rirgas & BD cowg) (DeiL] ()b
B & s == reme

v Non-Catalog and Payment Requests

Non-Catalog Supplies Check Request Blanket/ Service Order

v Special Requests

; ‘
PO Change Order Request || "o Supplier/ Update
Supplier Re...

2. The Change Order form will appear. Read the instructions carefully
and complete the form ensuring all required fields are filled in.
Required fields are in bold including the First Name, Last Name,

Department, Email Address, Telephone Number, PO Number, Type

of Change, Details of Change, Supplier and Fulfillment Address.

3. The form is designed with required fields (*shown in bold) and

optional fields. Enter your first name and last name, PO Number and
Department. Ensure the PO number and Supplier name correspond

to the purchase order you wish to change.

4. Details of Change is an additional text to further elaborate the
requirements of the change order request.

Select Type of Change from the dropdown menu. Options include:
Change Chartfield Only, Decrease Amount, Increase Amount, or
Multiple Changes. This drop down menu allows the workflow to
properly route the change order request.

Select the Commodity Code consistent with the original purchase
order. This ensures the appropriate Procurement representative will
receive the request.

Once all necessary fields have been completed, Navigate to the
Available Actions drop down menu, select Add and Go to Shopping
Cart. This will deposit you change order request into a draft cart.
Please note: If other miscellaneous items are already in your cart
(e.g. punchout items, Non-Catalog Request, Catalog Order,), you will
receive an error message.

Change Order Available Actions:(Add to new Cart 1B x| &

CHANGE ORDER FORM
CONTACT INFORMATION
First Name Sally

mer
Email Address
Telephone Number

PO Number

Type of Change
Explanation for Other

Details of Change

Routed To

Supplier Uane Purchasing
Fulfillment Address Fulfillment Center 1:

Total 000

From the Available Actions, select Add to New Cart. Navigate to the
Shopping Cart drafts and save the shopping cart as
UserName_Change Order Request.

Svailable Actions:| A

)

Add to Cart and Return
Add to Cart
Add to Draft Cart or Pending PR/PO

A Faumrt

=T
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2.15 Submit a New Supplier/Update Request
Target Audience: Shopper/Requester

Suppliers must be setup prior to submitting a request. Please ensure you
allow sufficient time for supplier onboarding to occur. This applies for
both traditional requisitions and check requests.

1. From the Shopping Homepage, select the New Supplier/Update
Supplier Request icon in the Special Requests section.

w Catalog Suppliers ?
A 2} ) 2] A
Airgas & BD cong) =n G
El El a E]
© i i s == g

v Non-Catalog and Payment Requests ?

Non-Catalog Supplies Check Request Blanket/ Service Order

w Special Requests ?
[ [F)

PO Change Order Request | e Supplier/ Update

Supplier Re..

2. The New Supplier/Update Supplier Request form will appear. Read
the instructions carefully and complete the form ensuring all required
fields are filled in. Identify whether or not you will be updating an
existing supplier and request a new supplier. Then complete the
Supplier Contact Information to your best ability.

3. Complete all required fields and attached all supporting

documentation.
New Supplier/Update Supplier Request Available Actions: | Save * |1 cose [=
Form | kistory
7
Instructions ?
Use this form to request a new supplier or to updated an existing supplier (new address, phone, etc.
Update an Existing Supplier
Request a New Supplier @
For a New Supplier Request: please attach the following:
1) IRS W-9 or IRS W-8 form from the vendor/individual. If a completed W-9/W-8 is not received, the company will not be added.
Supplier Contact Information o

Please complete as much information as possitle for a new supplier. Supplier Name (Legal Name) is required. Include anly the changing information for 2 supplier update.
Attached W-9 or W-8 for New Supplier using the attachment button below.

Supplier Name (Legal Name) Mariane's Inc.

Business Name (i different from Legal Name) Mariana's
Strect 1 9200 5. Westemn
Strect 2

Strect 3

City Mew Orieans
State Louisiana

Zip Code 70037

Country United States
Supplier Contact Mary Helens

Contact Email mhelens@test.com

Contact Phone 702-212-2111
Contact Fax

URL

Federal Tax ID

4. From the Available Actions, select Add to New Cart.

r |[ﬁ] Close |

HAvailable Actions: | Add to new Cart

Add and go to Cart ~
Add to Cart and Return

Add to Cart

Add to Draft Cart or Pending PR/PO
Add to Favorites

Add to new Cart

3. You will redirected to your Shopping Cart. Save the shopping cart as
UserName_New Supplier Request.

¥ Shopping Cart o . 4 Continue Shopping

Have you made changes? (pame] & | help | [Asavoncamegtion ] | [smpyan] | e

Tulane Purchasing
Fulflment Center 1 [ earx




