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EProcurement System

Completing and Placing the Order

To complete and place an order, SupplierConnect has many features. Often times you may
use SupplierConnect to create and place a single supplier order. For purposes of
demonstration only, this requestor has created an order with two suppliers, the screen below
shows:

1. B & H Photo

2. CDW-G

g L = 2010-02-04 jecocker 01 | 4 item(s), 34.82 USD
SUPDILE
> search for BN ONG I ==
EProcurement Sysiem

profile

approvals history

o [ o] [T — [

\—+ [or Approvais] —+ — 4
Add Non-Catalog Ttam | Save &
Cart Nams [2010-02-04 jecooker 01 PO Typs I

Description |
Priority [Normal =1

Supplier / Line Ttem Details 2
Show line details For selactad line items [ Add To Favorites =l L&e

B&H Photo-Video.com Corp more info... 50 Number To Be Assignad

Purchase Orders 1

420 Ninth Avenue, New York, NY 10001-2404 US

The items were ratrieved from an extarnal supplier site, thersfore your sbility to edit or view the items in this application may be limitad. Click this message for meore details.
The following lines cannot be accessed on the supplier's website. Click this message for more details.  Line(s): 1, 2

Add non-catalog item for this supplier...

Product Description Catalog No size { Packaging Unit Price  Quantity Ext. Price [
1 ZAC-STD-4 Compact Alloy Tripod £ mare info... AIZACSTD4 EA 9.95 1EA s.ssuso [
2 HandiPad Mini Tabletop Tripod €F  mere infa.., CATAZ EA 649 1EA sasusc [
Supplier subtotal 16.44 USD
cbwe ® 0 mars info... PO Number To Be Assigned

Fulfillment Address 1
230 M. Milvaukes Ave., Vernon Hills, IL 60061 US

The itams were retrieved from an external supplier sits, therefore your ability to edit or view the items in this application may be limited. Click this message for more details.
The folloving lines cannat be accessad on the supplier's websits. Click this messags for mors details.  Line{s): 3, 4

Add non-catalog item for this supplier...

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
3 SanDisk Cruzer Micro USE flash drive 2 GB £ mer= info.. 1395553 EA 9.72 1EA s.72usp [0
4 Adesso 3 button Desktop Optical Mouss HC 3003UB £ mersinfo... 1507517 EA 8.66 1EA s.esusp [
Supplier subtotal 18.28 USD
Shipping. Handling, and Tax charges are calculated =nd charged by =ach supplier. The values shown here are for estimation purposes, budget checking, and Subtotal 34.82
workflow approvals. Shipping 0.00
Handling 0.00
Total 34.82 USD

| Save |

A requestor could perform all the shipping, billing and accounting for both suppliers at the
same time or the requestor could split the suppliers up into separate carts/requisitions by
using the drop down menu selection “Move to another cart”.

If you choose to perform all basic ship/bill to and accounting information together, when the
order is placed, separate purchase orders will automatically be sent to each company.



This guide will split the suppliers and treat them as individual carts/requisitions.

Steps:
1. Click the top box above the prices for one vendor
2. Use the drop down box to choose “move to another cart”

N7 2010-02-04 jecooker 01 | 4 item(s), 34.82 USD

Sesrch for [ETTTNETGNC I

approvals history profile
draft carts | favorites | my requisitions ?
- [ o] TR > ]
"+ e approvaiz]— (£ previes] —"
‘Add Non-Catalog Ttem Save =
Cart Name [2010-02-04 jecaoker 01

PO Type

Description
Priority [ry—

Show line details

I
#2 Move to another cart. Click Go. :
%EMQ\M to Another Cart

B&H Photo-Video.com Corp more info... 8O Number To Be Assignad
Purchase Ordars 1
420 Ninth Avenue, New York, NY 10001-2404 US

The items were retrieved from an external supplier sits, therefore your ability to sdit or view the items in this appll:atlon may be limited. Click this messags for more details.
The folloving lines cannot be accessed on the supplier's website. Click this message for more details.

Lina(s):
Add non-catalog item for this supplier..
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price  [J
1 ZAC-STD-4 Compact Alloy Tripod £ more info... AIZACSTD4 EA 9.95 1EA s.esuso [
2 HandiPod Mini Tabletop Tripod £ mare info.. CATAZ EA 5.43 1EA s.asusp [
sD
COWG 3 Q @ mor=info.. P
Fulfillment Address 1 :
230 N. Milwsukss Ave., Vernon Hills, IL 60061 US Selects a]l 1tems.
The items were retrieved from an extemal supplier site, therefore your ability to edit or view the items in this application may be
The folloving lines cannot be accessed on the supplier's website. Click this massage for more detsils.  Line(z): 3, 4
2dd non-catalog item for this supplier...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
] SanDisk Cruzer Micre USE flash drive 2 GB £} mers infa.., 1395553 EA 9.72 LEA s.7zUsp [0
a Adesso 3 button Deskiop Optical Mouse HC 3003UB £ mers info.. 1507517 EA 8.66 1EA s.66UsD [0
Supplier subtotal 18.28 USD
Shipping. Hzndling, and Tax charges are calculstad and charged by each supplier. The values shown here are for estimation purposes, budget checking, =nd Subtotal 34.82
viorkflow approvals. Shipping 0.00
Handling 0.00
Total 34.82 USD

1.Save |

-After Step 2, “Move to another cart” has been clicked GO, a small window will open
to confirm this decision. The “Select a cart” will already be populated with “Move to
new cart”. Click “Move”. There will then be only one cart/requisition to work with.

) Mozilla Firefox =[O
m https:/#solutions sciquest.com/apps/Router/MoveReqline?Param_Lineltems=5391623€ ‘*]':f

Mowve Lines ?

FPlease select the appropriate cart to which the selected line items(s) are to be moved.

Select a cart: fMove to new cart j

_Move | Close |




Edit Screen:

The “Edit” screen is the starting point for preparing the cart/requisition for review and
approval.

Edit Cart screen.

profile

Craate Cart — -
s [oR Approvais] —+ — 4
@ Required field: Account
Add Non-Catalog Item

Cart Nam= |zuw-uz-u4 jecooker 01 PO Type |
Description |

Priority | Mormal |7

Supplier / Line Item Details

Show line detail

For selected line iterms [ Add To Faverites
B&H Photf-Video.com Corp more info.. PO Number To Be Assignad
Purchase Ofders 1
420 Ninth 4venus, New York, NY 10001-2404 US

The itemsfwere retrieved from an external supplier sits, tharefore your ability to edit or view the itams in this application may be limited. Click this message for more details.
The following lines cannot be accessed on the supplier's website. Click this message for more details.  Line(s): 1, 2

fadd non-catalog item for this supplie
Product Description

Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
ZAC-5TD-4 Compact Alloy Tripod £F  more info.., AIZACSTD4 EA 9.95 1EA s.esuso [0
z HandiPod Mini Tabletop Tripod € mors info... CATAR EA 6.49 1 EA 43 uso [
Supplier subtotal 16.44 USD
sSifipping, Handling, and Tax charges are calculated and charged by each supplier. The values shovm here are for estimation purposes, budget checking, and Subtotal 16.44
vrkflow approvals. Shipping o.00
Handling 0.00
Total 16.44 USD

_save |

On this screen you may give the cart another name. A suggestion is to name the cart the

name of the supplier and a date. Ex. B & H 02-28-10. This will allow for easier lookup in
future screens.

urement System

home/shop favorites =pprovals history profile

Add Products|—» [0S —

\—+ [R Approvals] = [Fo Pravied—

) Required field: Account
Add Non-Catalog Ttem Save
Cart Name B B H 02-28-10

F=""—"—| New Cart Name: B & H 02-28-10 |~ '—

Supplier / Line Item Details

?
Show line details For selected line itemns [ Add To Favorites J ="
B&H Photo-Video.com Corp more info.. PO Number To Be Assignad
Purchase Orders 1

420 Ninth Avenus, New York, NY 10001-2404 US
The items wers ratrisved from an external supplier site, therafore your ability to adit or view the items in this application may be limited.
The folloving lines cannot be accessed on the supplier's website. Click this message for more details.  Line(s): 1, 2

Add non-catslog item for this supplier...

Product Description

Click this message for more datails.

Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 ZAC-STD-4 Compact Alloy Tripod € more info.., AIZACSTD4 EA 9.95 1EA s.ssuso [
2 HandiPod Mini Tabletop Tripod £ morzinfo.. CATA2 EA 6.49 1 EA casuso [
Supplier subtotal 16.44 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and Subtotal 16.44
vorkflow spprovals. Shipging o.00
Handling 0.00
Total 16.44 USD

Save



Edit Screen cont’d.

The requestor may choose to “Show Line Item Details.” This is demonstrated below.

%% 2010-02-04 jecooker 01 | 2 item(s), 16.44 USD

Cart - Draft Requ

approvals history

active cart

ey (58 rocac] » [EEEE » [mimd
2 Error Message L+ o= Approveis] > [£0 previe] —
3 Required field: Account

Add Non-Catalog Ttem Save =
Cart Name [eeHoz-z8-10 Add to |

Description |

iorty [ioma Favorites

Supplier / Line Item Details L =" " P~ B

Hide line detsils For salected line items [ Add To Favorites =] L&e
B&H Photo-Video.com Corp more info...

PO Number To Be Assigned
Purchase Orders 1
420 Ninth Avenue, New York, NY 10001-2404 US
The items vere retrieved from an external supplier site. therefore your ability to edit or view the items in this application may be limited. Click this messags for mors details.
The folloving lines cannot ba accessad on the suppliar's websits. Click this message for mora details.  Line(s): 1. 2
Add nen-cataleg itam for this supplier..

Product Description

Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 ZAC-STD-4 Compact Alloy Tripod £  more info.. ATIZACSTD4 EA 9.05 1EA 8.895usp [
Supplier Part Auxiliary ID ZAC-STD-4 Line Number Internal Note add note...
more info.. External Note add note...
Commodity Code [45120000 search..
Lab Camers Accessories
2 HandiPod Mini Tabletop Tripod £ more info.., CATAZ EA 6.49 1EA s.40usD [
Supplier Part Auxiliary ID Ta-2 Line Number | Internal Note add note...
more infa... . Extarnal Note add note...
Commedity Cods [45120000 search...
Lzb Camera Accessories
Supplier subtotal 16.44 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values showm here are for estimation purposes, budget chacking, and Subtotal
viorkflow approvals. Shipping
Hzndling
Total 16.44 USD
save |

In this illustration, the requestor can see the manufacturer name, part number, commodity
code, any internal/external notes, etc.

If the items that appear are correct, additional information may be added. In this illustration
there is a field with a yellow boarder and with the words “Required field: Account” in red.

This means that before this order can be completed, the requestor must provide the
“account” number. When the error messages have been corrected, the order will be ready to
place into the workflow for a purchase order.

Note: In the drop down, there are the words “Add to Favorites”. Selecting a particular item
or all items and then selecting the function “Add to Favorites”, the items will be copied to
the requestors SupplierConnect “favorites list” NOT the supplier B & H Photo favorites list.
The purpose of this function is that a cart may be created from the requestors “Favorites”.

In the same drop down where “Add to Favorites” is located are other functions:
-Remove selected items
-Remove all items (empties the cart)
-Move to another cart (if you have multiple carts as illustrated above)

-Add to Draft Cart or Pending PR/PO (PR =Purchase Requisition/PO = Purchase
Order.)




Add Non-Catalog Ttem Save
Cart Nam= IB & H 02-28-10

home/shop |

EProcurement System

favorites | forms

3 Required field: Account

approvals

history profile

Add Praducts] —» A= —+

Place Order

% '+ [eR Approvals| —» [P0 praview| —

Priority

Sh

Description

[ —

s

Click “Review” to

open the entire order

Supplier / Line Ttem Details

—

B&H Photo-Video.com Corp

more infa...

For selactad line items [ Add To Favoritas

Purchase Orders 1
420 Ninth Avenue, New Yorle, NY 10001-2404 US

Line(s]: 1, 2

PO Number To Be Assignad

The items ware retrievad from an extarnal supplier site, thersfora your ability to adit or view the items in this application may be limited. Click this massags for more details.
The follaving lines cannot be accessed on the supplier's website. Click this message for more details.

Click the box “Review” on the flowchart at the top of the page. The “Review” screen is
displayed.

Requisition Summary View

PR 85~ e Preview|| Comments || History |

Add Products| —

" [or_Appravais] > _t

Place Order

&

Req Delivery

Best Carrier-Best Way

Summary=f Shipping | Billing | Accounting Codes | Supplier Infa | Shipping and Handling P
Hide headsr Hide value descriptions
General 2 Shipping Billing 2
Cart Name B & H 02-28-10 ship To Bill To
ATTN: John Cooker Accounts Payable
Deseriptien Bldg/Room WH1308 One HACC Drive
Briority Hormal HACC - Service Center Harrisburg, PA 17110299
Srepared by John Cookar One HACC Drive United States
Harrisburg, PA 17110
Preparad for John Cookar United Stotes . .
20 Type Shlpplng Biling Options
Accounting Date 2/28/2010
Delivery Options i
Expedite x
General

Billing

View/edit by ling item...

View/edit by line item.
Accounting Codes B
Chart Fund Organization Account Brogram Activity
c 1co01 cz1006
c Central Unrestricted Cradit

Purchasing

Internal Notes and Attachments

@ Required field

162
General Admin & Logistical

Services

Internzl Note

Internzl sttachments

add attachment...

Note to all Suppliers

add attachment..,

View/edit by ling item...

External Notes and Attachments

Attachments for all suppliers

B

Hide line details

[ A2 Bhata Vidan com com

it

Supplier / Line Item Details

For selected line items [ Add To Faverites

There are FIVE tabs and most have sub tabs. This view is the Requisition — Summary where
much of the review and modifications take place.



Review Screen Description cont’d.

There are THREE large boxes: General, Shipping, and Billing. —

General:
1. The cart name may be modified by clicking “edit”.
2. The requestor (prepared by) name is provided.

Add Non-Catalog Item |

Requisition | PR Approvals || PO prewew” Comments || History:

Summary Shipping | Billing | Accounting Codes | Supplier Info

Hide header

General 4
Cart Name B B H 0O2-28-10
Description <I—
Pricrity MNormal
— Prepared by John Cooker
Prepared for John Cooker

PO Type

Shipping:
The shipping information has been provided by the profile information defaults
however “Attn:” and “Bldg/Room” may be changed by clicking “edit”.

Shipping 2

Ship To
ATTH: John Cooker
Bldg/Room WH130B
HACC - Service Center
COne HACC Drive
Harrisburg, PA 17110
United States
Delivery Options
Expedite x
Ship Via Best Carrier-Best Way
Feg Delivery

Wiew edit by line item...

Billing:
The billing information has been provided by the profile information defaults,
however, it should ALWAYS be Accounts Payable.

Billing 7
Bill To
Accounts Payable
One HACC Drive
Harrisburg, PA 17110-2993
United States
Billing Options
Accounting Date 2/zefz010

Wiew/edit by line item...




Review Screen - Billing cont’d.

The Billing Options “Accounting Date” should be the date you are placing the order.
For example, if you began the order several days prior and are just now placing it, the

date will reflect the original date. It is recommended to change the accounting date
to the date you place the order.

Bill To

Accounts Payable
One HACC Drive
Harrisburg, PA 171
United States

Billing Options
| Accounting Date

Billing

10-2559

z/zg/z010

?

Ordering Date.
Edit to correct.

wWiew/edit by line item...

Accounting Codes:

L

SULLMDLLE
EProcurement System

home/shap

B  dioft carts | favorites | my requisitions
Create Cart

) Required field:
Add Mon-Catalog Ttem

Requisition |[ PR Approvals ][ PO Preview|[ comments [[ History |

Account

=pprovals history

(A Products] -+ £ car —+ [
" [ Aprovais] — [0 previed —

=¥{ B &H02-28-10 | 2 item(s), 16.44 USD
Search for [ERSETETTE I T

profile

Place Order

&

Summary | Shipping | Billing | Accounting Codes | Supplier Info | Shipping =nd Handling

7
Hide headar Hide valuz descriptions
General 2 Shipping ? Billing ?
Cart Name B & H O2-28-10 Ship Ta Bill To
ATTN: John Cookar Accounts Payable
D e
=serption Eldg/Room WH1308 One HACC Drive
Priority Mormal HACC - Service Center Harrisburg, PA 17110-2999
Prepared by John Cooker One HACC Drive United States
Harrisburg, PA 17110
Prepared for John Cooker United Stotes
PO Type Billing Options
Accounting Date 2/28/2010
Delivery Options
Expadite X
Ship Vis Best Carrier-Best Way Visw/edit by lins itzm...|
FOAPAL infi i e
1nformation.
—_— Visw/edit by lins item...
Accounting Codes Cl- k “Ed- ) 2
Chart Fund Organization Account Brogram 1C it" to
c u1coot cz1008
c Central Unrestricted Credit

Purchasing

General Admin & Logistic

@ Required field Services

change accounts.

In the illustration above, all the accounting information is filled in using defaults chosen in
the user profile. If no defaults were chosen or the requestor needs to change the codes,

follow these steps:

1. Click “EDIT” (at the far right). The screen below illustrates how to change or add

accounting codes.



Accounting Codes cont’d.

Accounting Codes

Chart Fund Organization Account Program Activity add split

= [uicoor

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

[cat00e [

Select from profile values... Hide profils values...

Select from all values...
- Instructionz| Supplies
- Office Supplies
- Printing/Copying
- Purchasing Bid Advertising
- Other Burchased Services
- Equipment Rentals/Leases
- Conf Registration/Training Fas...
- Conf/Training Travel Expense
- InState Travel Exp/Non Confere...

[1ea
Select fram profile values...
Select from all values...

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

Select from zll values...

2

2. Click “Select from profile values’

3. If all the accounting values were added at the profile modification step they will
appear under the FUND, ORG, ACCT, and PROGRAM.

4. Click on one of the values in the drop down and the value will be placed in the field
as seen in the screen below.

Accounting Codes T[X

Chart Fund Orgznization Account Program Activity zdd split

s Uico01

Gelect from profilz valuzs..,
Select from all values.,

C31006

Select fram profile valugs..
Select from all values..

[730007 163

Select from profile valugs.. Select from profilz valuzs..
Select from all valuzs., Select from all valuzs.,

Selzct fram profile valugs .
Select from all values..,

Select from all valuzs..

[Save| _Cancel |

Split Accounting:

Two primary accounting splits are possible:

e Entire order

e By Line
An entire order may be split by: % of price or % of quantity. When the words “add split”
is clicked, the screen below opens with two types of splits and two accounting lines.

Note: If more splits of the order are necessary, click the “add split” again until you have
the proper number of lines.

% of price or % of quantity

- v 7 x

Accounting Codes

Chart Fund Organization Account Bragram Activity lererye| adé split
= [uicoor [c3100s [ [152 remove
Select fram profil values.., Select fram profile values.., Selectfrom profile values..  Select from profile values...  Select from profile values... Select fram all values...

Select from all values... Select from all values... Select from all values... Select from all values... Select from all values...
= [uicoo: [c31008 [1e3 I [o remove
Select fram profile values... Select from profile values.., Select from profile values... Select from profile values. Select from profile values. Select from all valugs..
Select fram all values... Select from all values... Select from all values.. Select from all values... Select fram all values...
Total 0% add split

_save |

Cancel

recalculate / validate values

8



Split Accounting cont’d.

Individual lines may have split accounting. In order to make splits to individual lines, the
requestor must change from “Requisition — Summary” to “Requisition — Accounting
Codes.”

Search for [EEETEETNETIC E e

approvals history profile

Add Praducts| — [Edit cart| —+ [N Blaca Ordar]
'+ [or Approvais| > —*

Add Non-Catzlog Ttem &

Requisttion [ o7 Approveiz [P0 Previen]| Comments || Hisory

Summary | Shipping | Biling | Accounting Codes | Supplier Info | Shipping and Handling 2

Requisition Requisition
Summary Accounting Codes

Next instead of editing the “Accounting Codes” area, go to the “Supplier/Line Item Details”
and click “edit” on the line item where the split needs to occur.

=¥9 B &H02-28-10 | 2 item(s), 16.44 USD

'

"r““m.m System Accounting Codes - Draft Requisition

home/shop =pprovals history profile

draft carts |

Create Cart Add Products| — [Edit Cart] —» [N Place Order]
\ s [ mparmvaie] -+ o pme]—

&

Requisition |[ PR Approvals || PO Preview|[ comments |[ History |

Summary | Shipping | Billing | Accounting Codes | Supplier Info | Shipping and Handling ?

Hide value descriptions

Accounting Codes B
These values apply to 2ll lines unless specifisd by line itam
Chart Fund Organization Account Program Activity
c uUicool C21006 720007 163
c Central Unrestrictad Cradit Purchasing Office Supplies General Admin & Logistical

- Click on Edit to do

|
1 1 Supplier / Line Item Details : 7
Supplier / Line / =~ ... Line Item .

B&H Photo-Video.com Corp mar Item Details Accounting SP].it.

Burchase Orders 1

420 Ninth Avenue, New York, NY 10001-2404
Product Description Catalog No Size [ Packaging Unit Price  Quantity e [
1 ZAC-5TD-4 Compact Alloy Tripod £ mors info... AIZACSTD4 EA 9.95 1EA 5 |
Accounting Codes (same as header)

2 HandiPod Mini Tabletop Triped ¢ morz info.., CATAZ EA 6.49 1EA 6.40uUsD [

Accounting Codes (same as header)




Line Item Accounting Splits cont’d.

Line item splits may be done by:
-% of price
-% of quantity
-Amount of price
-Amount of quantity

Accounting Codes 7 x
Chart Fund Organization Account Program Activity T Eres 5] e =slic
[e [uzcoor [c=2100e I [1s2 [ e of Gty remove
Select from profile values..  Select from profile valuss...  Select from profile values...  Select fram profile valuss..  Select from profile values..  Select from all values.. | Amount of Prica
Select from all values... Select from all values... Select from all values... Select from all valugs... Select from all values... Amsunt of Oty

= | [Si00e I = I [ remove
Select from profile valuss..  Select from profile valuss..  Select from profile values...  Select from profile valuss..  Select from profile valuss..  Select from all valuss.
Select from all values... Select from all valuss... Select from all valuss... Select from all valuss... Select from all valuss...
Total 0% add split

recalculats [ validats valuss

Save Cancel

Note: If more splits of the line is necessary, click the “add split” again until you
have the proper number of accounting lines.

10



Internal and/or External Notes and Attachments FOR the “entire” Purchase Order:

The requestor may add internal and/or external notes, add attachments such as quotes, file

and URL links.

Note: The “external notes” and/or “attachments” will print on the purchase order above the

line items.

EProcurement System

home/shop | favorites

Add Non-Catalog Ttem

Requisition || PR Approvals || PO Preview|| comments || Histary |

approvals history profile

i ot - i - [

Place Order

'+ [om approvals] -+ [0 previed —

(=

Summary | Shipping | Billing | Accounting Codes | Supplier Info

| Shipping and Handling

7

comments.

Hide header Hide value descriptions
General ? Shipping ? Billing ?
Cart Name B & H 02-28-10 Ship To Bill To
; ATTN: Iohn Cooker Accounts Payable
D t
sserieten Bldg/Room WH1308 One HACC Drive
Priority Hormal HACC - Service Center Harrisburg, PA 17110-2589%
Preparad by John Cooker One HACC Drive United States
Harrisburg, PA 17110
Prepared for John Cooker United States
PO Type Billing Dptions
Accounting Date 2/28/2010
Delivery Options <
Expedite X
Ship Viz Bast Carrier-Best Way Viewfedit by line item...
Req Delivary
View/edit by line item..,

comments.

i Internal Notes: Edit | Accountina Codes External Notes: Edit :
Chart Account Program
c opens a box to make 720007 2 | opens a box to make
C Office Suppliss Genzral Admin & Log]
Services

Internal attachments

add a[tachmen[..‘R

Attachments for 2ll suppliers

add artachment...

™SS

<&t by line item..,
Internal Notes and Attachments \ P External Notes and Attachments T -
Interal ot Nots to all Suppliers

wemesd Add Attachments: Allows
8P the selection of a file or a
ome | URL link. Click SAVE.

Supplier / Line

?

Item Details §
E [2a47- €

lactad ling it

Add Attachments: Allows

Internal Note
Intsrnzl Note

expand | dear

| Save |

Cancel

Internal Note

Nots to all Suppliers

the selection of a file or a
URL link. Click

[ fce

w/edit by line item...

External Info

B

expand | clear

LSeve| Cancel

External Note

11
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Notes & Attachments Cont’d.

Internal attachments 7/ X

Attachment Type r Attachments for all suppliers ?7[x

BE ent Details Attzchment Type [Fie T
Link/URL Attachment Details

I File Name —
Pl [ Lo | —
(S| Concel | |save | Concel |
Internal Attachments: External Attachments:
File or URL File or URL

File Name

Internal and/or External Notes & Attachments at the “Line” level:

B&H Photo-Video.com Corp 3¢ mor=info.. PO Number To Be Assignad

Purchase Orders 1 View/adit by line itam...
420 Ninth Avenue, Hew York, NY 10001-2404 US

The items were retrieved from an external supplier site, therefore your ability to edit or view the items in this application may be limited. Click this message for more details.
The following lines cannot be accessed on the supplier's website. Click this message for more details.  Line(s): 1, 2

Add non-catalog item for this supplier...

Product Description Catalog Ne Size [ Packaging Unit Price  Quantity Ext. Price [
1 ZAC-5TD-4 Compact Alloy Tripod £ mors info.., AIZACSTD4 EA 9.95 1EA ER-LATED T

Supplier Part Auxiliary ID ZAC-5TD-4 Line Number Intarnal Note

mars info... Commedity Code 45120000 Intarnal sttachments

Lab Camers Accessories
add attachment...

Externsl Note
Attachments for supplier
add attachment...

2 HandiPod Mini Tabletop Tripod £  mors info... CATAZ EA 6.49 6.49 USD

Supplier Part Auxiliary ID TA-Z Line Number Internzl Note
mars info.., Commeodity Code 45120000 Internz| sttachments

Lab Camera Accessories I Click Edit tO open a

External Mot

Attachments for supplisr free form text box.

add attachment...

Edit Line

Product Dascription Size / Packaging
1 HandiPod Mini Tabletop Tripod £} mors info... CATAZ EA 6.4 1EA 6.49 USD
Supelier Part Auxiliary 1D TA-2 Line Number |:| Internal Note
more info.., .

Commodity Cods 45120000 search...

Lab Czmerz Accessories
=xpand | clear

External Note E

expand | clear
Boxes for entering internal
and/or external text.

The box below is an illustration of how a requestor can add file or URL to the line.

Internal attachments

Attachment Type |—

Attachment Details

|
[

Save | Cancel |
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PLACING THE ORDER:

If there are no error messages and the requestor has verified shipping, billing, accounting
date, inserted any accounting splits, notes and or attachments, the cart is ready to proceed

towards being an order.

EProcurement System
home/shop

favorites

active cart

approvals

N7 B&H02-28-10 | 2 item(s), 16.44 USD

Search for [EXETPTTNCTE I e

history

profile

N )

draft carts | favorites | my requisitions

Create Cart

Add Non-Catalog Ttem

Requisition || PR Appraval ] PO Preview|| Comments [ Histor]

Add Products|— [Edit Cart| — [0S

Place Order
"+ [or apsrovals —>_5‘/\

Summary | Shipping | Billng | Accounting Codes | Supplier Info | Shipping and Handling

Click “Place Order”.

Delivery Options
Expedite

Ship Via

Raq Dalivery

x

Best Carrier-Bast Way

View/edit by line item...

Hide header Thos valus descnphion
General Shipping 2 Billing 2
Cart Name B & H 02-28-10 Ship To Bill To
it ATTN: John Cooker Accounts Payable
D t
sscription Bldg/Room WH130B One HACC Drive
Priority Normal HACC - Service Center Harrisburg, PA 17110-2999
Preparad by John Cooker One HACC Drive United States
Harrisburg, PA 17110
Preparad for John Cooker United States
PO Type illing Options

Accounting Date

2/28/2010

View/edit by line itzm...

Click the box “Place Order”. Once initiated, a new screen will appear. It is called the

“Requisition Information”.

home/shop I favorites 1

active cart

Create Cart

draft carts | favorites | my requisitions

forms

history

Edit Cart|—b

more >> | [=]

Place Order
\—+ PR Approvais] —+ [0 previen] —

Requisition number
Cart name
Recuisition dats
Requisition total
Humber of line items

Requisition Information
Requisition number 357295 has been submitted for shopping cart 2010-01-20 JECOOKER 01

357255 view

2010-01-20 JECOOKER Ot

2/18/2010
16.44 USD
z

What would you like to do now?

= Search for another item

= View order history

» Checl the status of an order
» Return to your home page

» Create new draft cart

This completes Completing and Placing the Order Guide.

A requestor can go into the SupplierConnect system to:
e See the requisitions that they created
e View the status in the workflow
e See which approver hasn’t approved the order
e View History after the approval was given
e Track the order through the individual vendor sites
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