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SmartCART

SmartCART (Convenient Advanced Requisitioning Tool) is a software tool that consolidates the
ordering of those things that you need to get your job done. How does it work? Think
Amazon.com...one place where multiple vendors will list their products so your transaction and
invoicing is automatic.

The SmartCART system went live on campus May 2010. The system has various vendors to
purchase items. The Punchout Catalogs are those that go directly to the company website and
allow a user to purchase items online and then pull that information back into the SmartCART
system and and ultimately create a requisition in the Financials system. The Hosted Catalogs are
vendors that have catalogs, similar to a paper catalog, that you can search across and are specific
to CWRU.

The SmartCART system also has a Window Shopper feature. This allows users who do not have
access to Financials to create a cart and then assign that cart to their approver to create the
requisition and buy the product(s). Window Shoppers can be set up by filling out the form on the
eProcurement and Distribution website and completing training to gain access to the system.

Ultimately, the SmartCART system will have 40 vendors.
In addition, items ordered through SmartCART will not require a buyers approval. Therefore,
expediting the approval and Purchase Order process. The workflow is based on the existing

workflow that has been set up for your department.

For more information, please see the Procurement and Distribution website at
http:///campusservices.case.edu/PDSHome.aspx
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Using the SmartCART system

This section reviews the SmartCART screen(s) and the various options that are available to shop
in the SmartCART system.

Procedure

To navigate to SmartCART, login to PeopleSoft Financials.

WA C sk WESTERN RESERVE
Ur:\'l\"t ESIT YR Wi

Vorklist Add to Favorites Sign out
Personalize Content | Lavout Help
Menu = B
Search:
> My Favorites
[ Employee Self-Senvice
[- Vendors

[> Purchasing

[ eProcurement

I Services Procurement

[ Accounts Payable

- Commitment Control

> General Ledger

- Case Departmental Deposits
> Case Petty Cash Management
[> SCM Integrations

[ Set Up Financials/Supply Chain
[ Worldist

[ Tree Manager

1> Reporting Tools

[> PeopleTools

— My Personalizations

— My System Profile

— Wy Diclionary

o/ Trusted sites | Protected Mode: On H100% -

Step Action

1. Click the eProcurement link.
[ eProcurement

2. Click the Create Requisition link.
|Create Reguisitiun|

3. The Create Requisition screen appears.

Click the 2. Add Items and Services link.

|2. Add ltems and Services)
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[~ eProcurement

. CasE WESTERN RESERVE

F B2

Help
I» Buyer Center
rocurement Matrix
Create Requisition
- siions = )
_ Receive llems | L 1. Define k. 2.Addfemsand Services 8% 3. Review and Submit ‘
— My Profile
[> Senvices Procurement Add lines to the requisition, specifying the information necessary to procure each item or service.
[ Accounts Payable search: | @ Search
> Commitment Contraol SmarCART | S IR t
[ General Ledger & Smary pecial Reques
Select a Request Type
Requisition Summary Special Item Request an item that is notlisted in the Catalog.
There are no lines on this request. Fixed Cost Senice Request a one-time service for aflatfee
Please add new line in order to Variable Cost Service  Request a service for which the fee is based on the time worked.
save this requisition.
Time and Materials Request a service for which the fee is based on the time worked and materials used
Total Lines: 0
Total Amount (USD). 0
Review and Submit
« 1, |+
Done </ Trusted sites | Protected Mode: On H100% -

Action

]

Click the SmartCART tab.
nCART

NIVERSITY

= eProcurement
I Buyer Center
— Procurement hatri

e
- Manage Requisitions
- Receive tems
— Wy Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Contral
[> General Ledger

. CaSEWESTERN RESERVE

e 3

Create Requisition

“j‘?: 1. Define Requisition & 2. Add Items and Services

B

3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or senvice

Search: ||

Requisition Summary

There are no ines on this request

Please add new line in order to
save this requisition.

Total Lines: ]
Total Amount (USD). o

@, Search

Review and Submit

n

Done

/" Trusted sites | Protected Mode: On

H100%
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Step Action

5. Click the SmartCART link.
SmatCART

WA Case WESTERN RESERVE
BB UNTVERSITY G
Meru o

- eProcurement A ) m‘
I> Buyer Center Amanl
— Procureme iri

— My Profile

[- Services Procurement hi
[ Accounts Payable Everything M advanced
> Commitment Control ‘ Shop e 28] e h
[ General Ledaer -
S
B Go to: favorites | quick order  Browse: suppliers | categories
Requisition Summary
There are no lines on this request
= Action Items ? Showcased Suppliers &
Please add new Ine in order to - My Orders
save this requisition Carte - Recently Completed (5)
arts - Recently Complete X -~ E
| KD 3
Total s .  510RAD | w BD
Total Amount (USD). 0
A CASE WESTERN RESERVE :
% 1826 Punch-out
Lab Supplies
Welcome to the SmartCart!
i Fisher
Airgas || @me | DT
Office/Computar
MRO/Facilities
-
Dene +/' Trusted sites | Protected Mode: On H100% ~

Step Action

6. The SmartCART home page appears.

W SmartCART is now within the PeopleSoft Financials system. The left
Financials Menu stays in the left corner. You may minimize the menu by
clicking the - button on the top right.

The Requisition Summary is on the left side and will populate with the items
that you purchase from SmartCART in the same way it does when a requisitin
is created for a Special Item in Financials.

Step Action

7. The home/shop link will always bring you back to the Home page.
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Step Action

8. The favorites item shows a view of those items that you have marked as favorites
for the ease of frequent purchasing.

WA Case WESTERN RESERVE
BB UNTVERSITY 3
<> eProcurement A ikt
I Buyer Center Ampd
— Procurement Matrix Favorites EEEUS R Tl Catalog Mo, (SKU) -
favorites
— Wy Profile )L
[ Services Procurement & #
[» Accounts Payable (+) expand all (-} collapse =all
[ Commitment Control Get started by selecting a folder to browse favorites, or create a
[» General Ledaer ~ = Personal new folder on the left.
B — Vo personal folder available... Use Favorites for quick access to items saved by you or shared by your
organization. You may create a new folder by simply clicking on the
There are ne lines on inis request, | =) Shared “New" button, selecting the type of folder you wish to create. You can
start adding new favorites items to the folder right away. Get started
April Ttems
Please add new Iine in order to
save this requisition December Sale Items
Organizal tion Forms
Total Lines: ]
Total Amount (USD): 0
Done o/ Trusted sites | Protected Mode: On #100% -
Step Action
9. The favorites area works similar to your file Explorer on your computer. Personal

are those favorites that have been selected by the user. Shared are those that have
been posted by Procurement to highlight items or vendors.

10. The carts item will allow you view your active carts, draft carts, carts that are
assigned to you by a window shopper, favorites you have selected, and your recent
purchases.

11. The history item, allows you to search by PO, Cart, purchase order, or invoice.
These items are historical. Active and draft carts and purchases are not viewed here.

12. The Showcased Suppliers box shows those suppliers that Procurement has chosen

to highlight. They may be new vendors or vendors having specials for that month.

13. Punch-out suppliers are listed by category, those listed are the most popular
vendors in their category.

More punchout suppliers may be available than are listed on the home page.

Use the Browse: suppliers link to see all suppliers available in SmartCART.
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Step

Action

14.

The Action Items box shows on the SmartCART home page when orders have been
completed or carts that have been assigned to you.

Completed orders are those that have been Placed and a requisition created in
PeopleSoft Financials.

Assigned Carts are those that have been Assigned to you for approval and purchase
from a Window Shopper.

15.

The Welcome box will contain messages from Procurement for SmartCART users.
Messages can include, but are not limited to, new vendor information, specials from
a vendor, or notices to users.

16.

The Cart icon and information on the top right of the home page will contain
information about the cart that is being created. Information includes, the name of
the cart (default or custom), number of items and the total dollar amount purchased.

17.

The Search for area, will allow searching in hosted catalogs only. These catalogs
are hosted within the system. Searching punchout catalogs is not available from the
SmartCART system since these catalogs leave SmartCART and enter the vendor
website.

18.

Another area for searching is the "Shop at the Top" option. This is for hosted
catalogs only. Search by category using the drop down and selecting or search
using the Everything category.

19.

To utilize searching for all options which includes partial searches of your keyword.
Click the advanced search link.

WA CASEWESTERN RESERVE
RSB UNITVERSLTY i

[~ eProcurement
I» Buyer Center
— Procurement Matrix
— Manage Requisiions
— Receiv
— Wy Profile

[ Services

Home Viorklist Add to Favorites Sign out

e ltems

Procurement

[ Accounts Payable Advanced Search |Everything - simple search...
[ Commitment Contral
[> General Ledger hd Find Results That Have:
Requisition Summary Part Number (SKU) I:l Manufacturer Name I:l
There are no lines on this request
Flease add new line in order to Other Options
save this reguisition.
Include similar terms Exclude Words I:l
Total Amount (USD). 0
search change preferences
Go to: favorites | quick order  Browse: suppliers | categories
Action Items ? Showcased Suppliers
- My Orders
Carts - Recently Completed (5) . L
| KD || &BD
k‘ o 1826 Punch-out

Lab Supplies

Airgas ‘@mH IDT ‘

Welcome to the SmartCart!

Thank You For Coming

£e:

[ € mternet E100m v

Page 6




CASE WESTERN RESERVE User Manual

UNIVERSITY

ot 1826 SmartCART Manual

Step

Action

20.

The advanced search options will open. The first time you search, change your
preferences. Click the change preferences link on the bottom right of the search
area.

[chanae preferences]

R BMUNIVERSITY

Monu o

< eProcurement

I Buyer Center

— Procurement hatrix

— Create Requisition

— Wanage Requisiions

- Receive ltems

— My Profile

[- Services Procurement

[ Accounts Payable

[ Cormitment Contral

[> General Ledger |
]

CASEWESTERN RESERVE
L B

>

Requisition Summary
There are no lines on this request.

Please add new line in order to
save this requisition

Total Lines: ]
Total Amount (USD). ]

Change Gearch Preferences

Alvays include similar terms for searches

| 3 @ Inemet | o -

Step Action

21. A new box Change Search Preferences will open.
Click the check box, Always include similar terms for searches option.

22. Click the Save button.

23. Note the Preferences Saved text in the bottom right of the Advanced Search box.

24. To return to the "Shop at the Top" box, click simple search... in the top right of the
Advanced Search box.

25. To see all vendors and suppliers in SmartCART, click the suppliers link next to

Browse:.
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[~ eProcurement - - ~ n T @
AMohi ! 29F Supplies | 1item(s), 22.00 USD
I» Buyer Center ﬁ L L ! =)
— Procurement Matrix i Browse by Supplier Pl Catalog Mo, (SKU) w
E ‘ home /shop
Receive ltems - settlement
— Wy Profile
[> Services Procurement
[ Accounts Payable back h
> Commitment Control \ + Click to expand Search for Supplier Filter s =ck to shop...
[- General Ledger -
e e Showing 1 - 10 of 10 results
Requisition Summary Pags Size 20w Sortby: BestMatch dPage 1 v ofi b |legend | ?
There are no lines on this request Supplier Name Type  Preference Supplier Name Type  Preference
Please add new line in order to Airgas Great Lakes & Fisher Scientific &
save this requisition. Apple Computer & Grainger &
Total Lines: 0 BD Biosciences i) H-D'l_ﬁ Integrated DNA Technologies Inc. &
Total Amount (USD). 0
Bio-Rad Laboratories jus] ol RED Systems, Inc. jun] o
Dell & Staples Advantage &
Pags Size 20 - ] Page 1 v of1 [
« Trusted sites | Protected Mode: On H100% -

Step Action

26. The list of vendors page opens. Punch-out Suppliers are indicated by the arrow
through the bullseye icon.

217. Hosted Catalog Suppliers are indicated by an open book icon.

28. To return, click the back to shop... link in the top right of the page.
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Home Workiist Add to Favorites Sign out

[~ eProcurement
I» Buyer Center
— Procurement Matrix

Home/Shop

— Wy Profile
[ Services Procurement

[ Accounts Payable Everything -

advanced
> Commitment Control Shop | search
[» General Ledger bl
Go to: favorites | quick order  Browse: | categories
Requisition Summary
There are no lines on this request Action Items 2 Showcased Suppliers 2
Pleass add new line in order to _ My Orders
save ifis requisiten. Carts - Recently Completed (5)
am | KD | &BD
Total Lines: 0
Total Amount (USD). 0
Punch-out ?
1826
Lab Supplies
Welcome to the SmartCart!
i Figher
Aigas | ©%=e | [DT
Thank You Fer Coming .
Office/Computer
¢ O == 1
MRO/ Facilities
y
http: ffusertest seiquest, comjapps/Router/SupplistList?tmstmp=127 0746964566 [§ € mtemet 0% T

Step Action

29. To see items to purchase by category, click the categories link next to the Browse:.

SEWESTERN RESFRVE
IVERSITY i i

= eProcurement - Jﬂﬂl-’lf‘

> Buyer Center
— Procurement Matrix
reate Requisiti

eceive lems
— Wy Profile

[- Services Procurement Categories
[ Accounts Payable
[> Commitment Contral Category Search back to shop...
[- General Ledaer -

LiiLab supplies
Requisition Summary +Medica|,’clini:a|
There are no lines on this request

ﬂ' Office/Computer
Please add new line in order to —
save this requisition § rRo/Faciities

& Furniture
Total Lines: 0 N

. & Services

Total Amount (USD). 0

$supplies Manager

h Manufacturing

.]Eouk_r.

#FElectronics

3% Spedialty

ffFood/Food Equipment
Dene +/ Trusted sites | Protected Mode: On #100% -
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Step Action

30. The Categories screen appears. Each category can be expanded and drilled down for
more detail. For our example, click the Lab Supplies + button.

31. The category, becomes finer by smaller categories. For our example, click the Cell
Biology + button.

32. To drill down further, click the Cell Biology Kits link.

WP CASEWESTERN RESERVE
I} UNIVERSITY R
Menu o}

= eProcurement -
I Buyer Center !
— Procurement Matrix B cell Biology Kits  view (incl. sub-categories)

iti ‘ Apoptosis Detection  view (incl. sub-categories)

Worklist Add to Favorites

Cell Lysis  view (incl. sub-categories)

Cell Proliferation / Viability As:
— My Profile General Purpose Cell Biology  vi

[- Services Procurement

[ Accounts Payable

[- Commitment Contral

[- General Ledaer

Transfection Reagents and Kits  view
Cell Biology Reagents i
Cell Culture Reagents

ub-categories)

— Cell Products  view T
Eukaryotic Cells ncl. su es
Requisition Summary Immunology  view (incl. sub-categories

There are no lines on this request, Chemical Reagents  view (incl. sub-categories)

B ch hy  view (incl. sub gories)

Electrophoresis  view (incl. sub-categories)

Please add new line in order to
save this requisition
Information Technology Broadcasting and Telecommunications  view [incl. sub-categories)

Total Lines: 0 Laboratory Equipment  view [incl. sub-categories)

Total Amount (USD). 0 Laboratory Supplies  view (incl. sub-categories)

Molecular Biology  view (incl. sub-catgeries)
i view (inel. sub- ies)
Safety and Cl

Spectroscopy  view [incl. sub-categories)

dHedical/ clinical
//ufﬁm/cumputgr
& MRO/Facilities

m

i Furniture

B Services

B supplies Manager
i Manufacturing

= [fjpooks

¥ Electronics

“.Specialty

ffrood/Food Equipment

Done

/' Trusted sites | Protected Mode: On H100% -

Step Action

33. Note as you drill down, the view link and view (incl. sub-categories) link. In our
example we will click an item that does not have sub categories by clicking
the view link.
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[~ eProcurement -
I» Buyer Center
— Procurement Matrix

AmoAl

Product Search - Lab Supplies

home /shop

Receive liems
— My Profile
[- Services Procurement

[ Accounts Payable

Lab Supplies - g "
I Commitment Control Shop advancs
[- General Ledger
S

Go to: favorites | quick order  Browse: suppliers | categories

Requisition Summary
There are no lines on this request Results for: Lab Supplies : Cell Proliferation / Viability Assays + Include similar terms Shewing 1 - 7 of 7 results 5
Please add new line in order to
Refine and Filter Search * Products per page . -
save this requisition. e, Sortby: Best Match drage 1 v of1 b2

Add Keywords
Total Lines: 0 T BrdU from BD Biosciences 115.00 usc
Total Amount (USD). Part Number 5 0.1mg, EA

Manufacturer Info 1 Add to Cart w7
L]

2dd faverite | compare

5.

By Supplier

BD Biosciences (7)
By Category

ﬂ';::::ﬁ;"" results BrdU from BD Biosciences 320.00 Uss
Cell Praliferation / Viability Fart Number 100TEST, EA

Assays Manufacturer Info 1 Add to Cart L]
o

add favorite | compare

return to browse...
By Packaging UOM

EA (7) BrdU from BD Biosciences 410.00 usc

Part Number 556029 100TEST, EA

Manufacturer Info 556029 - (BD Bio: 1 Add to Cart v
L]

By Result Type

Products (7)
2dd favorite | compare
PCNA from BD Biosciences 320.00 uso
Part Number 556030 100TEST, EA
Manufacturer Info 556030 - (BD Biosci ) 1 Add toCart | ¥
o
add favorite | compare
PCNA from BD Biosciences 410.00 usco il
Done /" Trusted sites | Protected Mode: On H100% -

Step Action

34. The SmartCART home pages appears with items from the hosted catalogs that
match the category(ies) that we chose.

To return to the Home Page you can click home/shop.

35. Users should now be familiar with the SmartCART Home page, links, and location
of items.
End of Procedure.
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Viewing Vendors and new vendors

This section explains how to find and view vendors in the SmartCART system. Vendors will be
added regularly to SmartCART throughout the year. There will be a maximum of 40 vendors in
SmartCART by 2011.

New vendors will be advertised in The Daily email newsletter and on the Procurement and
Distribution website at http://campusservices.case.edu/PDSHome.aspx

If you have vendors you would like to suggest for SmartCART please email smartcart@case.edu

with the information about the vendor and details about how often purchases are made from that
vendor.

Procedure
To begin, log into Financials.

Follow the steps to navigate to the SmartCART Home page.

Step Action

1. To access SmartCART follow the steps to Create a Requisition.

Click the eProcurement link in the Menu.
Click Create Requisition.

Click 2. Add Items and Services

Click SmartCART tab

Click SmartCART link.

[ eProcuremeny
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[@& Create Requisition - Windows Internet Explorer =& ]
@\J + [ 2] nttps/fintm.cose.cdu/psp/fintm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_REQ_ENTRY.GBL?PORTALPARAM_PTCN + [ 43 | || Google o -

Links | Customize Links 4 | Free Hotmail 2 | Windows % Windows Marketplace £ | Windows Media

File Edit View Favorites Tools Help

&;Convert [ Select Contribute [l Editin Contribute [53] Post to Blof
Google 2§ Search -*-g.; - v ‘ Share~ &+ || Sidewiki v | "% Check = 22| Translate « > ¥, () Signin v
W I{éoeate Requisition [_I fi - B - & - [ Page ~ G Toos ~ @~ &6 &

CASEWESTERN RESERVE
E_ U TY R2h

NIVERSI

Add to Favoriles Sign out

= eProcurement
> Buyer Center
— Procurement Matrix

St Everything - =
No|
Requisition Summary P |
There are no lines on this request.
Please add new ine in order fo Go to: favorites | quick order  Browse: suppliers | categories
save this requisition
Action Ttems ? Showcased Suppliers
Total Lines: 0 L4
Total Amount (USDY. 0 - My Orders
Carts - Recently Completed (5) . -
a» KD | &ep

Punch-out
Lab Supplies

% CASE WESTERN RESERVE

1826

Welcome to the SmartCart!

Alrgas || ® %tz ID"[“ s

Done_ & «/ Trusted sites | Protected Mode: On #100% -

P Whicrosoft Excel e Wertem Rz | /3 Create Requisition - . | * ¢ e 1157 AM
9

Step Action

2. The SmartCART Home page appears.

Showcased Suppliers are those suppliers that Procurement has chosen to highlight.
They may be new vendors or those having specials for that month.
| Showcased Suppliers |

3. Punch-out suppliers are listed by category, those listed are the most popular
vendors in their category.

More punchout suppliers may be available than are listed on the home page.

4, Click the suppliers link to see the full list of suppliers that are available in the
SmartCART system.

[Browse: suppliers|
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& Create Requisition - Windows Internet Explorer BR[|

@U ™ |E‘ https://fintrn.case.edu/psp/fintrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_EMTRY.GBL?PORTALPARAM _PTCN v ‘ ¢y| X ‘ ‘ Google B~

Links & Customize Links | Free Hotmail & | Windows % Windows Marketplace 2| Windows Media
File Edit View Favorites Tools Help

@;Convert v [ Select Contribute & Edit in Contribute [57] Post to Blo|
Google E 2§ Search v*»@; A Sharew &+ | Sidewiki v | "% Check - 43| Translate - > €Y+ () Signln -
w o I@CreateReqmsition I } S~ - v | Page = (G Tools + @~ I &

CASEWESTERN RESERVE
BUNIVERSITY it

Worklist

Add to Favorites Sign out

|- eProcurement - 51
I Buyer Center dmili

Catalog Mo, (SKU)

[+ Click to expand Search for Supplier Filter 7 back to shop...
Requisition Summary
There are no lines on this request Showing 1 - 10 of 10 results
Please add new lne in order to Pags Size 20 v Sortby: Best Match 4 Page 1|w|ofi b |legend | 2
save this requisition.
Supplier Nama Type  Preference Supplier Name Type  Breference
Total Lines: 0 Airgas Great Lakes (3 Fisher Scientific &
Total Amount (USD).
(S0 Apple Computer & Grainger 3
BD Biosciences m Hﬂ Integrated DNA Technologies Inc. &
Bio-Rad Laboratories m ECT}‘ RED Systems, Inc. ju] ﬂcﬂl
Dell s sStaples Advantage b
Page Size 20 v 4 page 1 v of1 [
Done_ & +/ Trusted sites | Protected Mode: On H100% v

Microsoft Excel e Westem Reser | /5 Creste Requisition - . | * e W 1157 AM
9

Step Action

5. Punch-out Suppliers are indicated by an icon that looks like an arrow through a
bullseye.

Hosted Catalog Suppliers are indicated by a open book icon.

New vendors will be posted here as well as on the Procurement and Distribution
website at http://campusservices.case.edu/PDSHome.aspx

They will also be announced in The Daily email newsletter.
End of Procedure.
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Ordering from a Hosted Catalog

Hosted Catalogs are catalogs from suppliers that are hosted for and at CWRU and are located
within the SmartCART system. Using hosted catalogs allows a user to search across catalogs and
vendors and compare items from all hosted catalogs.

Procedure

To begin an order from a Hosted Catalog, log into Financials to get started.

W Case WESTERN RESERVE
U:\I\etilh\l I YR e

Personalize Content | Layout Help
Menu 2 2

Search:

[ My Favorites

[- Employee Self-Senvice

[ Vendors

> Purchasing

[ eProcurement

[- Services Procurement

[ Accounts Payable

- Commitment Control

> General Ledger

[» Case Deparimental Deposits
I Case Petty Cash Management
[> SCM Integrations

> Set Up FinancialsiSupply Chain
[ Warklist

> Tree Manager

> Reporting Tools

> PeopleTools

— v Personalizations

— by System Profile

— bly Diclionary

o/ Trusted sites | Protected Mode: On #®10% ~

Step Action

1. Click the eProcurement link.
[ eProcurement
2. Click the Create Requisition link.

You may also follow the navigation on the left Menu to Create Requisition.

|Create F{eguisitiun|

3. The Create Requisition screen appears.

Click the 2. Add Items and Services link.

|2. Add ltems and Services|

4, Click the SmartCART tab.
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Step

Action

5.

Click the SmartCART link.
SmartCART

[~ eProcurement
I» Buyer Center
— Procurement Malrix
— Create Requis
— Manaqge Requisiions
— Receive ltems
— Wy Profile

[> Services Procurement

[~ Accounts Payable

[- Commitment Control

[- General Ledger

CASEWESTERN RESERVE
NIVERSLITY . s

= dmoAl

Home Viorklist

Add to Favorites

Everything

There are no lines on this request

Flease add new ling in order to
save this requisition.

Total Lines:
Total Amount (USD). 0

=

Requisition Summary

advanced
‘ Shop P ‘
Go to: favorites | quick order  Browse: suppliers | categories
Action Items ? Showcased Suppliers g
- My Orders

Carts - Recently Completed (5)

CASE WESTERN RESERVE

Welcome to the SmartCart!

isT. 1826

RD‘@}BD

Punch-out
Lab Supplies

Airgas

~| ot

Office/Computer

.

| =

MRO/Facilities

Sign out

i

Done

/" Trusted sites | Protected Mode: On

®100% -

Step

Action

suppliers

The SmartCart screen appears.
To see all hosted catalogs, click the Browse: suppliers link.
Browse:

Page 16
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CASEWESTERN RESERVE
UNIVERSITY .

Add to Favorites Sign out

[~ eProcurement ~

I» Buyer Center

— Procurement Matrix

ate Req
anage Requisitions

— Receive ltems

— Wy Profile

[ Services Procurement

pOTRIEAD [+ Click to expand Search for Supplier Filter 7

[» General Ledger

back to shop...

- Showing 1 - 10 of 10 results

= Page Size |20 (¥ Sortby:|Best Match v 4 Page |t [oft b legend |7
Requisition Summary
There are no lines on this request Supplier Name Type Preference Supplier Name Type Preference
Airgas Great Lakes Fisher Scientific
Please add new I in order to s & &
save his requisition. Apple Computer & Graingar &
ol
Total Lines: [} BD Biosciences jui ] sl Integrated DNA Technalogies Inc. &
Total Amount (USD). o )
(s Bio-Rad Laboratories s} el RED Systems, Inc. m T
Dall & Staples Advantage £

4 Dageafl b

& Intemet 100% v

Step Action

7. Hosted Catalog Suppliers are indicated by the open book icon in the list of
suppliers.

8. Click a Hosted Catalog Suppliers icon.

Page 17
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UNIVERSIT?Y

1824

CASEWESTERN RESERVE
UNIVERSITY

Hah Sign out

< eProcurement -~
[> Buyer Center g |
— Procurement Matrix

Amorls s el

reate Requi
— Manage Requisitions
— Receive ltems
— Wy Profile 1
- Services Procurement BD Biosciences 51 Toll-Free Phone No.: +1 (800) 223-8226
[- Accounts Payable Fulfillment Address 1: Fax Howt 1 (408) 954-2007
[ Commitment Control 2350 Qume Dr N
[ General Ledger b SES" Jose: CA 93131
e
There are no lines on this request Categories 7
Please add new line in order to Category Search
save this reguisition.
Biochemical Compounds  view (incl. sub-categories)
Total Lines: 0 Cell Biology  view (incl. sub-categories)
Total Amount (USD): 0 Chemical Reagents  view (incl. sub-categories)
Laboratory and Measuring and Observing and Testing Equipment  view (incl. sub-catageries)
Laboratory Equipment  view (incl. sub-categories)
Laboratory Supplies  view (incl. sub-categories)
Molecular Biology  view (incl. sub-categories)
icals  view (incl. sub-categaries)
Done (& € mrernet F 100 v

Step

Action

The top area shows information about the supplier. The bottom area shows the
categories this vendor provides and drill down for more information and details.

10.

To return to the home/shop page, click the back to shop link.
]
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WA CasE WESTERN RESERVE
u.\ IVERS I L'YR gl

Home Workiist Add to Favorites Sign out

| eProcurement & dmonl;

I» Buyer Center

— Procurement Matrix
— Manaqge Requisiions
— Receive ltems
— Wy Profile

[ Services Procurement

- Accounts Payable Everything b advanced
> Commitment Control ‘ Shop [test tubes| | search

[» General Ledger

Go to: favorites | quick order  Browse: suppliers | categories

Requisition Summary

™ i h t . .
&re are no ines on this reques Action Ttems ? Showcased Suppliers

Flease add new line in order to - My Orders

save thiz requisitin. Carts - Recently Completed (5)
arts - Recently Complete s .
Total Lines:

Total Ameunt (USD):

k‘ CASE WESTERN RESERVE

ror 1826 Punch-out

Lab Supplies

Welcome to the SmartCart!

i Fisher
Thank You For Caming Almas Sclentific IDT

Office/Computer
: |
MRO/Facilities

o]

[3 € mtemet H 100% T

Step Action

11. To search all hosted catalogs, use the "Shop at the Top" search area. For this
example, search everything and enter "test tubes" in the keyword search field.

Note, see the "Using The SmartCART system" document to set up your search
references.

Shop test tubes|

12. Click the Go button.
Go
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(CASE WESTERN RESERVE
UNIVERSITY

18260

CAS-E WESTERN RESERVE
BRBMUNTVERS LTY . e

Home Viorklist Add to Favorites Sign out

|~ eProcurement ~ y -’]f
[> Buyer Center 2 dmon

— Procurement Malrix Product Search - All
ate

lanage Requisifions home /shop
— Receive ltems
— Wy Profile
[> Services Procurement
[ Accounts Payable Everything -

advanced
[ Commitment Control ‘ Shop ‘test tubes | search ‘

settlament

[» General Ledger

Go to: favorites | quick order  Browse: suppliers | categories -

Requisition Summary . .
There are no lines on this request Results for: Everything : test tubes + Include similar terms Showing 1 - 20 of 53 results
" Refine and Filter Search | 7 | [Products per pag= Sartby:| Best Match v
Please add new line in order to il 4 Page [t w|ofz b2
save this reguisition. Add Keywords
I:l Co Tubes, Conical,1.5 ml from Bio-Rad Laboratories 79.50 uso
Total Lines: 0 Part Number 1.5mL, EA

Total Amount (USD). 0 By Supplier Manufacturer Info io-Rad Laboratories)

BD Biosciences (15) w
N 1 Add tocart | ¥
Bio-Rad Laborataries (35)

add favorite | compare

By Category

Flow Cytomstry Centrals (1) Tubes, Conical,1.5 ml from Bio-Rad Laboratories 109.00 uso
Flow Cytometry
Reagents (14)

Part Number 1.5mL, EA

Addtocat v

add favorite | compare

Manufacturer Info o-Rad Laboratories)
"

2.0 ml Skirted Tubes fr Bio-Rad Laboratories 79.50 usp

By Packaging UOM Part Number 2mL, EA

EA (53)

Manufacturer Info 0-Rad Laboratories)
]

By Result Type Add to Cart | =

Products (53) add favorite | compare

2.0 ml Skirted Tubes ft

d Laboratories 110.00 uso

Part Number 2mL, EA
Manufacturer Info 0-Rad Laboratories)
= Addtocart | ¥
add favorite | compare
v
Home?tmstmp=1270746619729 [ € mrernet 100 v

Step

Action

13.

The Refine and Filter Search box on the left populates with filtered options from

your search. For example by Supplier or By Category. It also lists the number of
items in that category.

|Refine and Filter Search|

14.

The compare link can be used only with hosted catalogs. Click compare on each
item you would like to compare, a green check appears next to the word compare for
those items that are to be compared.

[ compare ]

15.

To change this preference, and not compare items, you can click the remove link.

[remove v]

16.

When ready to compare, click the Compare Selected: 2 button on the top right of
the page.

| Compare Selected: 2 ||

Page 20
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[~ eProcurement
[» Buyer Center
— Procurement Malrix
— Manage Requisiions
— Receive ltems
— Wy Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Control
[» General Ledger

WA Case WESTERN RESERVE
ll:\l\etilHlL'YR it

& dmonly

Product Comparisons

User Manual
SmartCART Manual

Home Workiist Add to Favorites

<< Back to Search Results

Add To Active Cart

v] ca)

~
= Select

Requisition Summary

There are no ines on this request

Please add new line in order to
save this requisition.

Total Lines:
Total Amount (USD).

Add to Cart

Product Details
Catalog No.
Price
supplier

Category
uoM

Price per UDM
Product Size

Price per Product Size Unit

Select units. L2

Additional Information
Category UNSPSC
Color

Height

with

[}l

Tubes, Conical,1.5 ml
2240100
78.50 USD

AT Bio-Rad Laboratories

Microtubes
79.50 USD / unit
1.5mL

53.00 USD /mL

separate O-ring screwcaps, unsterilized, 500

41-12-17-00

vith installed O-ring scre

O
[t |
Tubes, Conical,1.5 ml
2240110
10S.00 USD
P Bio-Rad Laboratories

Microtubes

109.00 USD / unit

1.5mL

72.6667 USD /mL

wecaps, sterilized, 500

41-12-17-00

10.5

Sign out

Dane

[3 & mmtemet

0% T

Step

Action

17.

R

The items will appear in a side by side comparison. To choose any item to purchase,
enter the quantity, if more than 1, and Click the Add to Cart button, the cart icon.

18.

Notice, on the top right of the home page, that your cart is now populated with that
item. Click the cart icon link in the top right to go to your cart.

19.

To return to your original search click the << Back to Search Results button.
| < < Back to Search Results
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< eProcurement
I» Buyer Center

— Manaqge Requisiions
— Receive ltems
— Wy Profile
[> Services Procurement
[ Accounts Payable
[ Commitment Control
[» General Ledger

CASEWESTERN RESERVE
UNIVERSITY

W6

Home

Amont

profile

Product Search - All

V

Viorklist Add to Favorites

S 2010-04-08 TRNADO1 01 | 1 item(s), 79.50

T I

CASE WESTERN
UNIVERSITN

gn out

|

Ewverything

test tubes |

advanced
search

Requisition Summary

There are no ines on this request

Go to: favorites | quick order  Browse: suppliers | categories

Results for: Everything : test tubes + Include similar terms

Showing 1 - 20 of 53 results Compare Selected: 2

Please add new Ine in order to Refine and Filter Search | 7 | |Products per page Sort by: .
save this requisition. Add Keywords '
l:l Go Tubes, Conical,1.5 ml from Bio-Rad Laboratories 79.50 usD
Total Lines: . 0 Part Number 2240100 1.5mL, EA
Total Amount (USD). 0 By Supplier Manufacturer Info 2240100 - (Bio-Rad Laboratories) Addtcart |7
BD Biosciences (15) =
Bio-Rad Laboratories (38) =add favorite | ramove v
By Category Tubes, Conical,1.5 ml from Bio-Rad Laboratories 109.00 uso
E:D"‘ Sﬁ“mgtw Controls (1) Part Number 2240110 1.5mL, EA
ow Cytametn,
Reagents (14) Manufacturer Info 2240110 - (Bio-Rad Laboratories) Addtocart | v
o L]
Microtubes (14) add favorite | remave ¥
Preparative Electrophoresis
System Accessories (1) R
Test Tube 2.0 ml Skirted Tubes from Bio-Rad Laboratories 79.50 uso
Accessories (2) mers..- Part Number 2240130 2mL, EA
By Packaging UOM Manufacturer Info 2240130 - (Bio-Rad Laboratories) AddtoCart | v
L]
EA (52) add favorite | compare
By R It T -
v oeeives 2.0 ml Skirted Tubes from Bio-Rad Laboratories 110.00 uso
Products (53]
Part Number 2240140 2mL, EA
Manufacturer Info 2240140 - (Bio-Rad Laboratories) Addtwocart | v
L]
acd favorits | compare
Tubes, Conical , 0.5 ml from Bio-Rad Laboratories 110.00 uso
Part Number 2240165 0.5mL, EA
" 5 H o L 3 | — | T} o4
Done L3 € internet E 100 v

RESERVE

18260

Step Action

20.

B Biosciences (15]|

Using the Filter Search, for our example, click the BD Biosciences (15) link.

. CASEWESTERN RESERVE
UNIVERSITY

e

Menu O
= eProcurement 2 Amanl;

I> Buyer Center
— Procurement Matrix

- Wanage Requisitions e
- Receive ltems
— My Profile

[> Services Procurement

profile

Product Search - All

[ Accounts Payable
(> Commitment Contral
> General Ledger

Shop

Everything

test tubes |

advanced
search

n Summary
There are no lines on this reguest.

Please add new line in order to

Go to: favorites | quick order  Browse: suppliers | categories

Results for: Everything : BD Biosciences + test tubes + Include similar terms

Showing 1 - 15 of 15 results

[ € mrernet

, 100%

save this requisition. Refine and Filter Search | 7 | [Products per page Sart by:| Best Match v B
Add Keywords :
Total Lines: 0 l:l Go CD4/CD8/CD3 with Trucount Tubes - FITC, PE, PerCP - 1,010.00 uso
Total Amount (USD). 0 Anti Hu - Clone SK7 - 50 tests from BD Biosciences SOTEST, EA
. B"’i“"""; Part Number 340401 T
Showing only resul - -
matching: wl‘ilanufacturar’ Info 340401 - (BD Biosciences) 2dd favorite | compare
BD Biosciences  showall...
By Category €D3/CD4/CDA5 with Trucount Tubes - FITC, PE, PerCP 895.00 uso
Flow Cytometry Controls (1) - Anti Hu - Clone SK7 - 50 tests from BD Bioscences SOTEST, EA
Flow Cytometry Part Number 340402 Addtocart |7
Reagents (14) Il‘;l'lanufacturer’ Info 340402 - (BD Biosciences) 2dd favorite | compare
By Packaging UOM
EA (13) €D3/CD16+CD56/CDA45 with Trucount Tubes - FITC, 895.00 Uso
By Result Type PE, PE, PerCP - Anti Hu - Clone NCAM16.2 - 50 tests SOTEST, EA
Products (15) from BD Biosciences Add to Cart =
Part fumber 40203 add favorite | compare
Manufacturer Info 340403 - (BD Biosciences) "
2]
IgG 1/IgG 1/CD45 Isotype Control with Trucount Tubes 680.00 usp
- PerCP - Anti Hu - Clone 2D1 - 50 tests S0TEST, EA
from BD Biosciences Rl
Part Number 340404 id favorite |
Manufacturer Info 340404 - (BD Biosciences) =6 favorite | compars
L) v
Done
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Step

Action

21.

The 15 items that were listed appear in a list. Choose an item by entering the
amount, if more than 1.

22.

Click the Add to Cart button.
| Addtocart |

23.

Notice that our cart, on the top left of the home page, has 2 items and increased in
dollar amount.

24.

Click the cart icon link to return to your active cart.
2010-04-08 TRMNADD]L 01 1,869.50 LUSD

WA CasE WESTERN RESERVE
u.\ TVERS I L'YR g

= eProcurement ~ ey
[> Buyer Center 2 dmohl
— Procurement Malrix

— Manage Requisiions

— Receive ltems

— Wy Profile

= = ?
* Senvcas Procrement ratecat (520 rodcs] - [EREE — [ice v
[ Accounts Payable
[ Commitment Control
Save
[» General Ledger b 4 [B]
2 Prepared for Nicole N Dyme
e TS Select a different user...
There are no lines on this request Ereparad by Nicole H Dyme
Please add new lin in order to Supplier / Line Item Details =
save this requisition. Showline details For selectad line items | Add To Favorites ~| 6o
e T
Total Lines: 0 BD Biosciences "7 mors info...
Total Amount (USD). 0 . size ¢ = B B
Product Description tatalogho [, ol Price  Quantity Ext. Price []
CD3/CD4/CD45 vith Trucount Tubes - FITC, PE, ParCP - Anti Hu - 340402 SOTEST 895.00 [z |ga 179000 USD [
Clone SK7 - 50 tests  morein .. EA
Supplier subtotal 1,790.00 USD
Bio-Rad Laburaturies"5’_._’,1 more info...
- siza / Unit . :
Product Description Catalogho WSS Prine  Quantity Ext. Price []
Tubes, Conical,1.5 ml  morein o 2240100 1.5mL 79.50 79.50 USD
g - 1 A
N m
Supplier subtotal 79.50 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown Subtotal 1,860.50
here are for estimation purposes. budget chacking, and workFlow approvals. — .00
Taxz 0.00
Shipping 0.00
Handling 0.00
Total 1,869.50 USD
Save
Done 3 @ mrtermet H 100% T

Step

Action

25.

The cart that has been created appears. Name the cart by clicking in the Cart
Name field. In our example, enter "Lab 2 Order".

26.

When ready to buy the items. Click the Place Order link.

There will be a moment when the information is integrating from SmartCART into
Financials.

Flace Order
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|

UNIVERS

< eProcurement

[» Buyer Center

— Procurement Malrix
— Manaqge Requisiions
— Receive ltems
— Wy Profile

[> Services Procurement

[ Accounts Payable

[ Commitment Control

[» General Ledger

Fa B2

Create Requisition
1 &

Add lines to the requisition, specifying the information necessary to procure each item or senvice.
Search: |

1. Define

2. Add Items and Services \g 3. Review and Submit ‘

Q) Search

Fﬁvomes Templﬁtes SmanCART Specla\ Request

Description QtyUom
CD3/CD4/CD45 with 2 EA
Trucount

Tubes, Conical,1.5 1 EA
mi

Total Lines: 2

Total Amount (USD). 1,869.50

Select a Request Type

Special ltem Request an item that is not listed in the Catalog

Fixed Cost Senvice Request a one-time semvice for a flatfee.
Variable Cost Service  Requesta semvice for which the fee is based on the time worked.

Time and Waterials Request a service for which the fee is based on the time worked and materials used.

Review and Submit

L& € mternet

H100% T

CASE WESTERN RESERVE
UNIVERSIT)

18260

Step Action

217. The Create Requisition page appears. Continue creating the requisition as usual to

finalize the purchases. Click the 3. Review and Submit link.

3. Review and Submit
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CASEWESTERN RESERVE
UNTVERSITY e Sign out
= eProcurement ~ Help ~

I» Buyer Center
— Procurement Matrix

Creale Requisifion Create Requisition
— Manage Requisiions = o
_ Raceiva lems |Gk 1.vefine Raquisition 2.Addltems and Services =g 3. Review and Submit
— Wy Profile
[ Senices Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
[ Commitment Control Business Unit: Case Western Reserve Univ
[» General Ledger —
— T 1 Nicole N Dyme *Currency: UsD
Requisition Summary Requisition Name: | Priori __ME!dlle v
Description QtyUom Requisition Lines
CD3/CD4/CD45 with 2 EA
Trucount s
Tubes, Conical 15 1 EA ElO 1 coacnacnas with Trucount Tub BD Biosciencss 5 opgp E3Ch 895.00000 17901
m
& [J 2 Tubes, Conical1.5ml Bio Rad Laboratories 1.0000 E3CN 79.50000 798
Total Lines: 2
Select All i Deselect All
Total Amount (USD). 188950 B Total Amount: 186350 L
L #addto Favnmes|@\ Add to Template(s) 1 Delete
Justification’'Comments
| ]
[Isendto Vendor [ Show at Receipt [] Show at Voucher
Check Budget i |
[E Save & submit | 5 Save & preview appmvalsl ¥ Cancel requisition Eind more items
]
< | b
Downloading pickure https: ffinkrm, case. edufes/finkrn/cache/PY_ADDFAVORITES_ICH_L.gif... L3 € mrtermet 0% v

Step Action

CASEWESTERN RESERVE
REUNIVERSITY frise ey
[~ eProcurement ~ Line |Percent Amount | Speed Type Account  |Event Fund  |Dept ~
I» Buyer Center
_ Procurement Malrix 1 100.0000 | 1,790.00 [OPR261221 @ [531200 O Q97600 261221 10
<[] 2 Tubes, Conical15ml Bio Rad Lahoratories 1.0000 E3CH 7950000 795
— Receive ltems | - _ N
— Wy Profile Consolidate with other Regs ‘Override Suggested Vendor
[> Services Procurement o ,7 B
- Accounts Payable Shipping Line: 1 Due Date: Quantity:  1.0000
1> Commitment Control 3 +shipTo:  [CEDARAP | [ Modify Shipping Address
b General Ledger < Status: Active Ship To: [l
‘NICU\E N Dyme
Requisition Summary
Description Qtyuom *Distribute by:
CD3/CD4/CD45 with 2 EA Accounting Lines E 3
Trcoun e T
Tubes, Conical, 15 1 EA
- : Line [P t A t[ 5 I A t  [Event Fund  |Dept Project [
o ine [Percent mount |Speed Type ccount vent u p roject ass
1 [100.0000 | 7950 [OPR261221 |Q [531200 Q Q
Total Lines: 2
Total Amount (USD). 1,889.50 [ Select All { Deselect All Total Amount: 1,869.50 U
L {#add to Favorites | (2] Add to Template(s)| il Delete
Justification/Comments
| )
[]send to vendor [] Show at Receipt [] Show at Voucher
Check Budget
[E) Save & submit I Save & preview appro\talsl 3¢ Cancel requisition Find more items L
)
< | >
0 | [§ € mmtemet E 100% T
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Step Action

29. Note that the Requisition Summary, on the left, is populated with the 2 items we
ordered from the hosted catalogs.

30. If the Ship To: will be to a location that is not the default (your Case ID) click the
lookup icon to search locations.

See the section Ship To Locations for details on using the new Ship To
address.

WA C s WESTERN RESERVE
RBMUNIVERSITY | s

Home Viorklist Add to Favorites Sign out

= eProcurement ~ F— ~
I» Buyer Center — | *[0 1 CD3ICD4/CD45 with Trucount Tub BD Biosciences 20000 B34 895.00000 1,790.0 —
— Procurement Mairix Consolidate with other Regs [] Override Suggested Vendor
— Create Requisition
’JJ;R na E:?e uisitions Shipping Line: 1 Due Date: 5 Quantity:  2.0000
— Receive ltems
— Wy Profile T Status: Active shipTo:  [CEDARAF |Q [ poaiiy Shipping Agdress
[> Services Procurement
[- Accounts Payable Attention: ‘Nicn\e N Dyme
[ Commitment Control
[» General Ledger bl
“Distribute by:
Accounting Lines Customize | Find | View A1) B First (1) 1 o514 [(F] Last
Dcnpnon QtyUDM [ cnartficids1 JGAiEES
CDCDAICDA5 with 2 EA Line [Percent Amount| Speed Type Account  [Event Fund  |Dept Project  |Class
Trucount 1 |1000000 | 1790.00 OPR251221 Q 531200 & Q97600 261221 10 =]
Tubes, Conical,1.5 1 EA
I
" =[] 2 Tubes. Conical15ml Bio Rad Laboralories 1.0000 B3N 79.50000 795
Total Lines: 2 Consolidate with other Reqgs [#] override Suggested Vendor
Total Amount (USD).  1,869.50
Shipping Line: 1 Due Date: £ Quantity:  1.0000
Status: Active *Ship To: CEDARAP | @ [=] Modify Shipping Address

Attention:  Micole N Dyme

Distribute by:

[ chartfieids1 T} Charifieidsa

Customize | Find | View Al B First [ 1 014 [F] Last

Line [Percent e Speed Type Account  |Event Fund  |Dept Project  |Class

1 100.0000 79.50 |OPR261221] Q@ 531200 & Q =

[] SelectAlli Deselect All Total Amount: 1869.50 U

L #addio Favumesl@mmtu Temp\ale(s)‘ [l Delete
Justification'Comments
| | B

L)
< | >
& € mternet E 100 v

Step Action

31. Enter the SpeedType in the SpeedType field.

OPR261221| O

@ Each line item will need to have a SpeedType entered. The advantage of this
being per line is that you can order for multiple projects or speedtypes on the
same requisition. Each vendor will recieve their own Purchase Order from
SmartCART.
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.CASE\VESTERN RESERVE
UNIVERSITY " Sign out
[~ eProcurement ~ Line |Percent Amount | Speed Type Account  |Event Fund  |Dept ~
I» Buyer Center
_ Procurement Malrix 1 100.0000 | 1,790.00 [OPR261221 @ [531200 O Q97600 261221 10
— Manage Requisitions <[] 2 Tubes. Conical15ml Bio Rad Laboratories 4.00g0 E3Ch 79.50000 795
— Receive ltems - _ -
— Wy Profile B Consolidate with other Regs ‘Override Suggested Vendor
[> Services Procurement o ,7 B
[> Accounts Payable Shipping Line: 1 Due Date: Quantity:  1.0000
> Commitment Control . sghipTo:  |CEDARAP  |Q  [=] Modify Shipping Address
b General Ledger < Status: Active Ship To: [l
‘NICU\E N Dyme
Requisition Summary
Description Qtyuom *Distribute by:
CD3ICD4ICD45 with 2 EA Accounting Lines | Find | - 3
Trcoun e ——
Tubes, Conical, 15 1 EA
g g Line [P t As t| 5 T A E Fund  |Dept Project [
o ine |Percent mount | Speed Type ccount ven u p roject lass
1 [100.0000 | 7950 [OPR261221 |Q [531200 Q Q
Total Lines: 2
Total Amount (USD). 1,889.50 [ Select All { Deselect All Total Amount: 1,869.50 U
L {#add to Favorites | (2] Add to Template(s)| il Delete
Justification/Comments
| )
[]send to vendor [] Show at Receipt [] Show at Voucher
i Check Budget
[E) Save & submit I Save & preview appro\talsl 3¢ Cancel requisition Find more items L
=
< | b
0 | [§ € mmtemet E 100% T

Step Action

32. Click the Save & submit button.

. CaSEWESTERN RESERVE

NIVERSI o Add to
|- eProcurement A Help

I» Buyer Center

— Manage Requisitions Confirmation
- Recelve ltems L
— Wy Profile
[> Services Procurement
(> Accounts Payable Requested For: Nicole N Dyme Number of Lines: 2
[ Commitment Control - . .
& General Ledger | RequisitionName: 1000099295 Total Amount: 1,869.50 USD
Requisition ID: 1000099296
Requisition Summary Business Unit: CASE1
Description Qtyuom I
CD3CD4ICD45with 2 EA|  PrOi Medium
ESECIn(S Budgst Status: Not Checked
Tubes, Gonical 1.5 1 EA
ml Stage: 1
Total Lines: . 21 csecn ~ Requisition 1000099296:Pending
Total Amount (USD). : Amount and Category Approval

<S5000 Approver

SOniL: | Edit Requisition I Check Budget
View printable version Manage Requisitions Create New Requisition
Done & Internet E100% -
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Step

Action

33.

If you need approvals the Approvals page will appear. If you are a self approver the
page will show approved. A Purchase Order will be dispatched. The process runs
about every 20 minutes to dispatch SmartCART Purchase Orders. Once the
approver has approved the purchase a Purchase Order will go out within 20 minutes.

No buyer is involved in SmartCART purchases.

34.

This completes how to place an order in SmartCART from a Hosted Catalog.
End of Procedure.
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Ordering from Dell in SmartCART

This section will explain how to order from Dell using SmartCART.

Ordering from Dell in SmartCART is very similar to the previous method. Using SmartCART,
an equote is not needed, the system will connect to your SmartCART that will have the system
configuration and information available, even after the purchase.

Procedure

To begin, login to Financials and enter the SmartCART home page.

WA Cse WESTERN RESERVE
U.\l\etilHlLYR e

Personalize Content | Layout
Menu 2 2

Search:
[ My Favorites

[ Employee Self-Senvice

[> Vendors

> Purchasing

[ eProcurement

[- Services Procurement

[ Accounts Payable

[ Commitment Control

[> General Ledger

- Case Departmental Deposits
> Case Petty Cash Management
[> SCM Integrations

> Set Up FinancialsiSupply Chain
[ Waorklist

> Tree Manager

> Reporting Tools

[> PeopleTools

— Wy Personalizations

— by System Profile

— Wy Dictionary

/' Trusted sites | Protected Mode: On #100% -

Step Action

1. Click the eProcurement link.
[ eProcurement

2. Click the Create Requisition link.

You may also follow the navigation on the left Menu to Create Requisition.

|Create F{eguisitiun|

3. The Create Requisition screen appears.

Click the 2. Add Items and Services link.

|2. Add ltems and Services|

4, Click the SmartCART tab.

SmartCART]

Page 29




User Manual
SmartCART Manual

(CASE WESTERN RESERVE
UNIVERSITY

18260

Step Action

5. Click the SmartCART link.
SmanCART

WA C AseWESTERN RESERVE
RBMUNTVERSLTY " . iur

= eProcurement - b9
I Buyer Center Jmﬂ"]"

— Procurement Matrix

— Create Requisition

— Manaqge Requisiions
— Receive ltems
— Wy Profile
[> Services Procurement
> Accounts Payable Everything - sdvanced
> Commitment Control Shop 0 search
[- General Ledger
S
_— Go to: favorites | quick order  Browse: suppliers | categories
Requisition Summary
There are no lines on this request
= Action Items ? Showcased Suppliers
Flease add new lne in order to _ My Orders
save this requisition. Carts - Recently Completed (5)
arts - Recently Complete 3 o £
| KD i
Total Lines: 0 4 BD
Total Amount (USD). 0
% or 1826 Punch-out
Lab Supplies
Welcome to the SmartCart!
i Flsher
Airgas || @ | IDT
Office/Computer
MRO/Facilities
=
Done

/' Trusted sites | Protected Mode: On #100% v

Step Action

6. The SmartCart Home page appears.

Click the Dell logo box. Dell is a Punchout supplier.

@ The Showcased Suppliers section will have links to suppliers that Procurement

wants to highlight such as new suppliers to the system or those that are having
specials.

Punch Out suppliers are those that have catalogs you will order from directly.

Hosted catalogs are those that have catalogs that the University hosts that you
can purchase from.

Step Action

7. Since Dell is a punch out catalog, the system will go directly to the Premier website.
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Homa Worklist Add to Favorites Sign out

[~ eProcurement - e e
© Buyer Center SelectSite Punchout il
— Procurement hatrix
— Wanage Requisiions 2
- Receive tems
— My Profile N N Get Started!
[- Services Procurement Specially P Systems for Case )
> Accounts Payable Optiplex 960 SFF w Case Software Click on the category names n your
> Commitment Control G Wind top menu bar to view links to your
& Price $819.99 - Genuine Windows organization's online store, senices il
b General Ledaer Vista® Business
e 1 and more.
SP2 Downgrade,
Requisition Summary XP Professional » Read More
- Installed, E
There are no lines on this reguest. » Contact Your Account Team
© Customize @) Addto Cart
Please add new ine in order to 1
save this requisition View Al 5
‘Optiplex 960 Mini Tower wiCase Software
Total Lines: 0 .
. 970.80 -Genuine Windows ClearChat Comfort USB
Total Amount (USD): v !.E Prics... § Vista® Business Stereo Headset with Micropho
— SP2 Downgrade,
XP Professional Price $35.79
Installed, E —
i © Customize
© Customize @) Addto Cart
Q Addto Cart
Latitude E4300 wi Case Software
price.....$1 ,000.11 - Genuine Windows
Wista® Business
SP2 Downgrade,
XP Professional
SP2Install, E
Q Customize @) Addto Cart | atitude 6400 wi Case
software
" - Genuine Windows Vista®
Latitude E6400 wi Case software ) Business SP2
Price $923.61 - Genuine Windows Downgrade XP Professional
Vista® Business SP3 InstallE
| 5P2 Downgrade,
XP Professional Price $923.61 .
O i | v
Waiting for http://premiercenfigure.us.dell.com/dellstore/config.asp?es=RC | | = </ Trusted sites | Protected Mede: On #100%

Step Action

8. The Premier website appears. After you have selected and customized the item you
want to purchase, click the Add to Cart button.

Addto Cart

9. Choose the correct option for Trade Compliance. In our example, click the | WILL
NOT export this order outside the United States. option.
| =
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[~ eProcurement
I» Buyer Center

— Wy Profile
[ Services Procurement
[~ Accounts Payable
[- Commitment Control
[- General Ledger

There are no lines on this request

Please add new ling in order to
save this reguisition.

Total Lines:

Requisition Summary

Total Amount (USD).

CASE “_’ETL‘IRN RESERVE
Y

1

e

Viorklist Add to Favorites gn out

SelectSite Punchout Cancel Punch-out

Systems Standard Configurations « Software & Peripherals v

Windows® . Life without Walls™ .

. . Secure
Shipping i g

# Indicates Required Fields

VERIFY & SUBMIT ORDER REQUISITION

CEIES

n

Delivery Option

@ Mo Charge - Lowest Cost 3-5 Day Delivery

) 2nd Business Day Delivery - Fast Delivery.
Your order will be delivered up to 2 business days after it ships.

(@ MNext Business Day Delivery - Fastest Delivery.
Your order will be delivered on the next business day after it ships.

*
@ |'WILL NOT export this order outside the United States.
WILL exportthis order outside the United States
The export of any product and software purchased from Dell must be made in accordance with all relevant laws of the United States,

including and without limitation, the U.S. Export Administration Regulations. This may require that you obtain a formal export license or
make cartain declarations to the United States Government regarding product(s) to be exported, their destination or their end-use.

I ] »

Done

E o/ Trusted sites | Protected Mode: On H100% -

CASE WESTERN RESERVE

Step

Action

10.

Click the Continue button.

CAZLL

UNIVERSIT

[~ eProcurement
I Buyer Center

— Wy Profile

[- Services Procurement
[ Accounts Payable

- Commitment Contral
[- General Ledaer

Requisition Summary

There are no lines on this request.

Please add new line in order to
save this requisition

Total Lines:
Total Amount (USD).

CASE ‘L\’E%‘l-n}cNY}{ESERV E

Wk

Hor Vo

Add to Favorites ign out

‘ SelectSite Punchout Cancel Punch-out

Case Western Reserve University (Institutional Pu
Shop
Systems v

Standard Configurations v Software & Peripherals ~

Windows® . Life without Walls™ .

VERIFY & SUBMIT ORDER REQUISITION g o
T e s ooeRReGUSTOn 1

Your Order Requisition is nearly complete. Please review the following details and edit if necessary. Select "Submit Order
Requisition” (bottom right) to submit.

| SHIPPING PAYMENT

@) submit Order Requisition

Order Requisition Date and Time:
March 25, 2010 9:20 AM CST

View/Print Cart

@ Print Order Summary
@ Print Order Details

Shipping & Handling Method Payment Method
No Charge - Lowest Cost 3-5 Day Delivery Credit Terms
Z Edit Contract Code
70158
Contact Information
Detailed View -
P , ] r

Done E1 /' Trusted sites | Protected Mode: On H100% ~
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Action

11.

Once you have reviewed your order for accuracy, click the Submit Order
Requisition button.

Printing your Order Summary and Order Details is also available from this page.

| Submit Order Reguisition ‘

( \b[\\’EE‘ILRN K'LQLRVL
INIVERSI

| eProcurement - A1
I Buyer Center dmjl’l"

— Procurement Malrix
— Manage Requisiions
— Receive ltems
— Wy Profile

Catalog No. (SKU)

> Senvices Procurement Create Cart Add Products| — [FIEe] —* [Place Order| OF [Assign Cart to Approver|
[ Accounts Payable
[ Commitment Control
Save
[> General Ledger h 4
— [
= 2010-03-25 TRNADO1 01
Requisition Summary Prepared for Nc‘o\ NdD%va
: rent u
There are no lnes on this request orepared by Nieole 1 Dyme
Please add new line in order to Supplier / Line Item Details ?
save this requisition. Showline details For selected line items  Add To Faverites - 6o
Total Lines: 0 Dell  morein fo..
Total Amount (USD): 0 The items ware retrieved from an external supplier site, therefare your sbility to edit o view the ftems in this application may be limited.
more details
El kth \ kt MDDIFY ITEMS | VIEW ITEMS  Punch-out returned: 3/25/2010 10:21:07 AM  Line(s): 1
Size / Umt
Product Dascription Catalog No. Packaging Price Quantity Ext. Price [
OPTIPLEX 960 MT;OptiPlex 960 Minitower Base 90 Percent Efficien it 224-8146 EA §79.80 1EA 979.80 USD D
Power Supply more inl fo...
Supplier subtotal 979.80 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown Subtotal 979.80
e fo mation purposes, budget chacking, and workflow appro Taxi 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
Total 979.80 USD
Save
(1 item remaining) Downloading picture http://usertest.sciquest.com/app_docs/art/printer.png.. [ +/ Trusted sites | Protected Mode: On ®100% ~

Step

Action

12.

The system will return you to the Financials system and integrate your order into
SmartCART.

To add more items to your order from the same or different vendor, click the Add

Products link. More information is available in the section "Ordering from multiple
vendors" section.

13.

To finish shopping, click the Place Order button.
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[~ eProcurement
I» Buyer Center
— Procurement Matrix
reate Requi
— Manage Requisiions
— Receive ltems
— Wy Profile
[- Services Procurement
[~ Accounts Payable
[- Commitment Control
[- General Ledger

Requisition Summary

Description QtyUOM
OPTIPLEX 960 1 EA
MT;OptiPlex 9

Total Lines: 1

Total Amount (USD). 87980

CASE \VEE‘]“EK}F\JTRFSERVE

Fa B2

Home Viorklist Add to Favorites

Help

:J Create Requisition
| |E‘. 1. Define

Add lines to the r
Search: ||

2. Add Items and Services \g 3. Review and Submit ‘

Q) Search

=5 Favorites | Templates | SmariCART | Special Request
el Sclect a Request Type

the information necessary to procure each item or senvice.

Special ltem

Request an item that is not listed in the Catalog

Fixed Cost Senice Request a one-time semvice for a flatfee.

Variable Cost Senvice ~ Requesta sewvice for which the fee is based on the time worked.

Time and WMaterials Request a semvice for which the fee is based on the time worked and materials used.

Review and Submit

] »

Sign out

E « Trusted sites | Protected Mode: On H100% ~

CASE WESTERN RESERVE
UNIVERSIT)

18260

Step

Action

14.

Notice the purchase in the Requisition Summary.

15.

To submit the Requisition with your SmartCart order, Click the 3. Review and
Submit link.
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[~ eProcurement
I» Buyer Center
— Procurement Matrix

— Receive ltems

— Wy Profile
[- Services Procurement
[~ Accounts Payable
[- Commitment Control
[- General Ledger

WA CaseWrst
ufx‘%wux
Menu O

— Create Requisition

— Manage Requisiions

ERN RESERVE
LT TR e

Worklist

User Manual
SmartCART Manual

Add to Favorites

j Create Requisition

Ok 1.Define Requisition EL 2 Addiemsand Sevices =B 3.Review and Submit
Review the details of your requisition, make any necessary changes, and submit it for approval
Business Unit: Case Western Reserve Univ

== Requester: TR Nicole N Dyme *Currency:

Requisition Name: ‘

Medium

Sign out

| »

Requisition Summary Priority:
Description Qty UoM Requisition Lines
S:EP#FE'IX 930 1 EA Line Description Vendor Hame Quantity UOM Price i =
~OptiPlex
#8171 OPTIPLEX 960 MTOptiPlex 960 W Dell Computers 1.0000 E3CM 979.80000 979¢
Total Lines: 1
Total Amount (USD): 57980 [ electAli DeseledtAll Total Amount: 979.80
L add to Favorites | (3 Add to Temp\ala(s)l 1l Delete
["] Send to Vendor  [_] Show at Receipt [_| Show at Voucher
i Check Budget
B Save & submit | & Save & preview approvalsl )( Cancel requisition | Find more items |
< n ] b
Done =il </ Trusted sites | Protected Mode: On H100% -

16.

$_

The Create Requisition screen appears.

To complete your requisition, follow the same steps to create a requisition. Click
the paper next to each line item to enter the due date, verify or change shipping, and
enter the Speedtype and verify the account information.

Each line item will need to have a SpeedType entered. The advantage of this
being per line is that you can order for multiple projects or speedtypes on the

same requisition. Each vendor will recieve their own Purchase Order from
SmartCART.
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Step

Action

17.

Enter your SpeedType in the Speedtype field and verify the account number is
correct.

Justification/Comments will not be seen by a buyer, it is not necessary to enter
information. However, if there is an approval, that person will see the comments.

OPR261221 O

CASEWESTERN RESERVE
€ TX T e

UNIVERSI
- eProcurement & |k 1. Uehine = £.Add Iltems and Services =5 5. Review and Submit A
I Buyer Center | |
_ F'mycurement Matrix Review the details of your requisition, make any necessary changes, and submit it for approval
— Create Requisition — _
— Manage Requisitions Business Unit: CASE Case Western Reserve Univ
- Receive Items L TRINAGD . . D
_ My Profile Requester: Nicole N Dyme ‘Currency: USD
[ Services Procurement Requisition Name: | Priority:
[ Accounts Payable - -
[ Commitment Control [y 8 b Chsrs
[ General Ledger i Line Description Vendor Name Quantity UOM Price Total
<[] 1 OPTIPLEX960MT.OpiiPlex 960 M Dell Computers +1.0000 E3CEN 979.80000 g79.8i
Requisition Summary Consolidate with other Regs [¥] Override Suggested Vendor
Description Qty UOM
E:Tc‘);ﬁef:u 1 EA Shipping Line: 1 Due Date: [ Quantity:  1.0000
' ) Status: Active *Ship To: CEDARAP @, [=] Modifv Shipping Address
Total Lines: 1
Total Amount (USDY. 979.80 Attention: | Nicole N Dyme
“Distribute by:
Accounting Lines Customize | Find | View Al B First (4] 4 o1 [F] Last
[ chartfieids1 T) Charifieids3
Line |Percent Amount | Speed Type Account  |Event Fund  |Dept Project Class
1 400.0000 979.80 [OPR261221 O (531200 O Q =
[ Select All i Deselect All Total Amount: 979.80 U
L #addio Favomesl’;‘_g\Addto Temp\ale(s)l [l Delete
| | &
[] Send to Vendor [] Show at Receipt [] Show at Voucher
i Check Budget
[E) save & submit | 5 Save & preview approva|5| ¥ cancel requisition | Find more items @
< | 3
& (@ € Internet E 00 -

18.

Click the Save & Submit button.

You may Check Budget first if you prefer.
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WA C s WESTERN RESERVE
BUNIVERSITY e Home | Workist | Addito Favories | Sign out
= eProcurement ~ Help
[> Buyer Center |
— Procurement Matrix
— Manage Requisiions Confirmation
— Receive ltems |
— Wy Profile
[ Services Procurement
- Accounts Payable Requested For: Nicole N Dyme Number of Lines: 1
EEZTET;T:S;;GWU‘ v Requisition Name: 1000099291 Total Amount: 979.80 USD
Requisition ID: 1000099231
Business Unit: CASE1
Description Qty Uom N
OPTIPLEX 950 1 EA Priority: Wedium
MT:OptiPlex 9 Budget Status: Mot Checked
Total Lines: 1 Stage: 1
Total Amount (USD). 972.80
~ Requisition 1000099291:Pending
Amount and Category Approval
Pending
Ken Fusion
<S5000 Approver
‘ Edit Requisition Check Budget
View printable version Manage Requisitions Create New Requisition
& € mrtemet H 100% T
Step Action
19. The Confirmation screen appears. If there are approvals, those will appear in the

Approvals box. If you are a self approver, the item will be approved and processed.
You can view and monitor the requisition the same way you do for any Special
Requests you order by clicking Manage Requisitions.

Manage Requisitions|

20.
End of Procedure.
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Ordering from multiple vendors

This section explains how, SmartCART allows orders from multiple vendors and suppliers on the
same Requisition. Each supplier receives a Purchase Order.

In addition, each item is a line on the requisition. Therefore, each line item will need to have a
SpeedType entered. The advantage of this is that you can order for multiple projects or
speedtypes on the same requisition. Each vendor will recieve their own Purchase Order from
SmartCART.

Procedure

To begin, log in to Financials and proceed to the SmartCART Home page.

WA Csr \WESTERN RESERVE
UK[\L:IA\ILY}{ gy

Personalize Content | Layout Help
Menu 2 B
Search:

[ My Favorites

[- Employee Self-Service

[ Vendors

> Purchasing

[ eProcurement

[- Services Procurement

[ Accounts Payable

- Commitment Control

> General Ledger

[» Case Departmental Deposits
I Case Petty Cash Management
[> SCM Integrations

> Set Up FinancialsiSupply Chain
[ Warklist

> Tree Manager

> Reporting Tools

> PeopleTools

— iy Personalizations

— by System Profile

— bly Diclionary

/' Trusted sites | Protected Mode: On #100% v

Step Action

1. Click the eProcurement link.
[ eProcurement
2. Click the Create Requisition link.

You may also follow the navigation on the left Menu to Create Requisition.

|Create Reguisitiun|

3. The Create Requisition screen appears.

Click the 2. Add Items and Services link.

|2. Add ltems and Services|
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Step Action
4, Click the SmartCART tab.
5. Click the SmartCART link.
SmadCART

CASEWESTERN RESERVE
BRI UNIVERSITY 2 Home | Workist | Addio Favortes | _Signout
| eProcurement - il i
[» Buyer Center = dml
— Procurement hlatrix
— Create Requisition ; ;
- Manage Requisitions = = =
- Receive ltems L
— My Profile
[- Services Procurement hi
[ Accounts Payable Everything b advanced
> Commitment Control ‘ Shop [ L =T h
[- General Ledger ol
Go to: favorites | quick order  Browse: suppliers | categories
Requisition Summary
There are no lines on this request Action Ttems ? Showcased Suppliers )
Please add new Iine in order to - My Orders
this i
save Ihis requisiton Carts - Recently Completed (5) . .
BIO-RAD RD w BD
Total Lines: ]
Total Amount (USD). 0
A CASE WESTERN RESERVE -
% 1826 Punch-out
Lab Supplies
Welcome to the SmartCart!
i Fisher
Sclontific
Airgas IDT
Offica/Computer
., |
MRO/Facilities
Done [ @ tnternet H100% -

Step Action

6. The SmartCart Home page appears.

For this example, click the Staples Advantage button.

==

@ The Showcased Suppliers section will have links to suppliers that Procurement

wants to highlight such as new suppliers to the system or those that are having
specials.

Punch Out suppliers are those that have catalogs you will order from directly.

Hosted catalogs are those that have catalogs that the University hosts that you
can purchase from.
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[~ eProcurement
I» Buyer Center

Receive ltems

ly Profile
[> Services Procurement
[ Accounts Payable
[ Commitment Control
[» General Ledger

CASEWESTERN RESERVE
UNIVERSITY

Wi

U N

V

CASE WESTERN RESERVE

RSITY

18260

SelectSite Punchout Cancel Punch-out

Requisition Summary

There are no ines on this request

Please add new line in order to
'save this reguisition.

Connecting to punchout. Please wait.

Total Lines: 0
Total Amount (USD). 0
1| Dons [ € internet E 100 v

Step

Action

website.

Staples is a Punchout catalog, the system is going directly to the Staples eway

-

= eProcurement

I» Buyer Center

nage Requisitions
Receive ltems

— My Profile
[- Services Procurement
[ Accounts Payable
[ Cormmitment Contral
- General Ledger

. CASEWESTERN RESERVE
UNIVERSITY p

Wk

ite Punchout

Advantage

(@) Keyword (T} Item Number

- T

Requisition Summ:
There are no lines on this request.

Please add new line in order to
save this requisition

Total Lines: 0
Total Amount (USD). 0

Art & Drafling Supplies (252
Binders & Accessories (1411
Business Cases & Accessories (222
Calendars & Organizers (52€)
Facility Maintenance (750)
Filing & Record Storage (455
Foodservice & Breakroom (1
Forms, Recordkeeping &
References |
General Supplies (4208

Janitorial Supplies 14217,
Laminating & Binding (412

Mailroom & Shipping Supplies (2421}
Money Management & Handling |
Office: Furniture 15532)
Paper, Pads &Rolls |
Pens, Markers, & Correction
Post-it, Self Stick Notes & Flags
Promational Products (141
Safety & Security (1025

School Furniture
School Supplies (1
Tapes, Glues & Adhesives (492)
Technology (4826

Toner, Ink & Ribbons 1#040

Manufacturer
3M (1214

Brother (481

Set Default Shopping List

Home | Support | Log Of Cal‘l.@

Items: 0
Order #NOT SAVED

Cancal Punch-out

All your breakroom needs
in one convenient place.

Featured Items

HOMN 800 Series 8-Shelf
File, Letter, 36"W x 13-
2/4°D x TET/B"H, 3 Wire

Dividers Fer Shelf &
Lodk, Futty

4

o

|m F
ENEl
7

~

>

Done

(@ € nternet

F100% -
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Action

[Binders & Accessories|

The Staples website appears. Click the Products menu item to see a list of all
Staples Categories. For this example, click the Binders & Accessories link.

ERN RESERVE
i Workist | _Add to Favories | Sign out
= eProcurement Ead 5 I Punch-out
1> Buyer Center SelectSite Punchout ancel Punch-ou!
Home ' Support ' Log Off Can\@
— Manage Requisiions @ Keyword () ltem Number Set Default Shopping List Items: o
— Receive liems L | ‘ ‘@ ‘az;ia/lu—msc 1 «‘ Order #NOT SAVED
— My Profile Advanta
[> Services Procurement ge
[ Accounts Payable 5 5
el o Products ‘Toner & ink Shopping Lists
[- General Ledger b N . - |
Category Showing 1 to 25 of 1,411 items
Requisition Summary @ Binders & Accessories [~ Compare Sefected ] Sort by | Top Sellers v 12345 Next =>
There are no ines on this request. B!nﬂer Accessories (220)
R et Binders (1181 Staples® Poly Binder, Creen. 1" (Ring -
lease add new Ine in order to Diameter
save this requisition. Manufacturer Qty
Avery (255] Staples - STP648919 S2231EA
Total Lines: 0 Smead
Total Amount (USD). 0 Staples (57} L P
- Acen 6 [ compare [§] Add 1o Cart Add To List
Aurora General Box (47
C-Line Products (57 Simply® Economy Round-Ring View
Cardinal Brands (172) Binder, 3" Ring Diameter, Black aty
Charles Leonard (5}
Esselte Pendaflex 20) Staples - STPB0T724 l:l $4.69/EA
Ideastream Consumer Prod LLC (10)
MIB-Mational Industries for the Blind e
(33 [ Compare E Add to Cart Add To List
Officemate International (5
Panterte) Staples® Color Edge™ Plus Plastic
Samailies Frosted Binders, Blue_350-Sheet
E‘”‘ﬂeﬂ'g;mt”g = e Capacity, 1-1/2" Ring Diameter aty
nite ationers 2)
$5721EA
US Gerslyn (1)
ershn Staples - STP429285
View All =
= Compare Add o Cart Add To List
Ecoffice 0 o [E
EPA sy Staples® 3-Hole Punch Sheet Pratector
Other (15 - e Clear Qf
Recycled (347 i ’_Pf‘ |
p T i i
Done [3 @ mtemet H 100% -

Step

Action

Enter the quantity to purchase in the Qty field. For this example, enter "5".

10.

Click the Add To Cart button.

[rrattn sy
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[~ eProcurement
I» Buyer Center
— Procurement Matrix

Create Requi n
nage Requisitions
Receive ltems |

y Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Control
[» General Ledger

~
3 ‘ SelectSite Punchout

Requisition Summary

Please add new line in order to
'save this reguisition.

aty
|I |

(® Keyword () ltem Number

There are no lines on this request ltem HoJAKA  Description Unit Price  Symbols (Key) Availability
STP842813 Steples Poly Binder,

tancel Punch-out

Home ' Support | Log Off Canw

$11.88

Set Default Shopping List

02/10/10-List 1 v

Items: 1
Order #:NOT SAVED

(===

S2.25/EA El

Green, 1" Ring Dismeter

Wost items ship within 1-2
business days

Total Lines: 0
Total Amount (USD). 0
Done L3 € internet E 100 v

RESERVE

|

18260

Step Action

11.

The detailed item information appears. Click the Continue button.

CASEWESTERN RESERVE
UNTVERSLITY = .o
< eProcurement -~ |
1> Buyer Center ] SelectSite Punchout Cancel Punch-out
Home ' Support | Log Off Cal‘lw JosT
@ Kamers Qe tumise g tams 1
|| — Order #NOT SAVED
[ Services Procurement ge
[ Accounts Payable
[ Commitment Control Frodl il
[- General Ledger L . R [ ]
C: y Showing 1 to 25 of 1,411 items
Requisition Summary @ sinders & Accessories Compare Selected Sortby: | Top Sellers v 12345 Next ==
There are no lines on this request B!nder Accessories (220)
Sesse ads new et Binders (1151 Staples® Poly Binder, Green, 1" (Ring =
ase add new line in order to Diameter
save this reguisition. Manufacturer Qty
Avery (255 Staples - STP648919 [ |seasrea
Total Lines: 0 Smead =
Total Amount (USD). 0 Stapl ) X X
Aca;] ei [ compare El Add fo Cart Add To List
Aurora General Box (47
C-Line Products (57 Simply® Economy Round-Ring View
Cardinal Brands (1 Binder, 3" Ring Diameter, Black aty
Charles Leonard (8)
Esselte Pendaflex o) Staples - STPB07724 [ ] sasorea
Ideastream Consumer Prod LLC (10)
NIB-National Industries for the Blind e
a3 [ compare El Add to Cart Add To List
Officemate International (5)
Panter @ Staples® Color Edge™ Plus Plastic
Sams\yl\ . R Frosted Binders, Blue, 350-Sheet
Stride Writing (12 Capacity, 1-1/2" Ring Diameter
United Stationers (102
o
US Gershyn Staples - STP429285
View All =
n Compare Add To List
Ecoffice
EPA(41) Staples® 3-Hale Punch Sheet Protector
Other (15) Clear
- Cleat aty
Recycled (847) @
< | k3
Done [ € mnternet E 100 v
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Step

Action

12.

Continue to follow the same steps to order more items. When finished shopping,
click the Go to Cart button.

[~ eProcurement

[> Services Procurement Advantage

[ Accounts Payable 5 5

el o Products Toner & Ink Shopping Lists

[- General Ledger * To add an item to your Cart, enter a quantity in the Qty field and press Tab. Enter the ltem Number in the ltemn Mo. field and press Tab. [More..]

CASEWESTERN RESERVE
UNIVERSITY ., s

Workiist Add to Favorites

Sign out

~
1> Buyer Center _‘ SelectSite Punchout Cancel Punch-out
-p lat

Home ' Support | Log Off Can‘@ Sien
Manage Requisitions @ D Eereonty ) e ey Set Default Shopping List Itzrms: 1
— Receive ltems e Order £:NOT SAVED
| 02/10/10-List 1 Bl View
~ i, Peote \ |EED (o200 V=)

Requisition Summary

There are no ines on this request

Please add new line in order to

save this requisition. 0 .

Total Lines: 0
Total Amount (USD). 0 Available Backorder Unit Extended

Shopping Cart ltems

To locate your saved orders please access Order Status and selectthe order.

Printabla Varsion

Ordereditem:  To Be Shipped: _ltem Description: Qty: Qty: Price:  Price: Symbols: (Key) Item Note:
[s |[steeszeis STP648919  Staples Pol 5 0 S225/EA  §1125 B ]
Binder, Green, 1"
Ring Diameter

SubTotal:  $11.25
Estimated Tax: 573
Total:  $11.98

| Chedk Qut

< | ¥

[3 & mntemet E 100% T

Step

Action

13.

The Staples shopping cart will appear with all the items purchased. If the cart is
correct,

click the Secure CheckOut button.
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< eProcurement
I» Buyer Center

— Manage Requisiions
— Receive ltems
— Wy Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Contral
[» General Ledger

(..ASL ngkn }{uu:tv E

3 e

- Click the “Confirm Order” button to complete submission of your order

Heh

Home

Viorklist Add to Favorites gn out

SelectSite Punchout Cancel Punch-out

Home ' Support | Log Off Cal‘lw
Set Default Shopping List

02/10/10-List 1 v

s11.98
(® Keyword () ltem Number

Items: 1
Order #:NOT SAVED

Requisition Summary

There are no nes on this request

Please add new line in order to
'save this reguisition.

Total Lines: 0
Total Amount (USD). 0

or click the "Back to Previous Page” button to edit your order.

@ Back to Previous Page @ Confirm Order
Order Lines
S

Qty:

5 STFE4881% STFO4E315 Staples Foly Bindes, Green, 1% Ring Diameter

-m =
lotes:
Price:

3235/EA 81125

Sub Total  $11.25

Estimated Tax 372

Total  $11.38

Disclaimer: We reser\/e the right to subsntute with similar items nl comparable gquality. Occasionally item(s) displaying

may become We will aL back order that item and/or provide a similar
item of comparable quality and ship the item as soon as it becomes available. If your order contains furniture items,
additional charges for delivery and installation are not reflected in the order total and may be added to this order at the
time of processing.

For guestions regarding a backorder or a substitution on your order, please contact your sales representative or our
customer care department

Dane

3 € mternet

H100% T

LASE \VEST[RN RESERVE

18264

Step

Action

14.

Review th

e Order. Click the confirm order button.

I F Confirm Order

i~ eProcurement -
> Buyer Center
— Procurement Matrix
Create Requ
nage Requisitions
Receive ltems
— Wy Profile
[- Services Procurement
[ Accounts Payable
[ Commitment Control
[- General Ledaer

Requisition Summary

There are no lines on this request

Please add new ine in order to
save this requisition

Total Lines:
Total Amount (USD).

==

(Ujast \,\{'Ertrmn RESERVE

i

Add to Favorites

Sign out

AmoAf

Create Cart

Add Products| — [FIYE] —* [Place Order
Save =)

Cart Name 2010-04-09 TRMAOOL 01

Prepared for Nicole N Dyme
Select a different user...

Prepared by Nicola N Dyme

Supplier / Line Item Details 7

+ o]

Show line details For selected line items  Add To Favorites.

Staples Advantage

more info...

The items were retrieved from an external supplier site, therefore your ability te edit or view the items in this application may be limited.
Click this massage for more datails.

The following lines cannot be accessed on the supplier's website. Click this message for more details.  Line{s): 1
— / Unit y N
Product Description Catalog No Packaging Prive Quantity  Ext. Price [7]
Staples Presentation Binder, & Sleeve Cap.. Wh\te'e- mare info... STP463380 EA 2.20 5 EA 11.00 USD D
Supplier subtotal 11.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown Subtotal 11.00
here are for estimation purposes, budgst checking, and workflow approvals. Taxi 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
Total 11.00 USD
Save
o Trusted sites | Protected Mode: On H100% -
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Step Action

15. To add more items from a different vendor to the SmartCART cart, click the Add

Products link.

WA C sk WESTERN RESERVE
U E 1T YR e BEH

NIVERS

Home Waorkiist Add to Favorites Sign out
Menu O
> eProcurement -~ il -
[» Buyer Center 2 dml
— Procurement Matrix Home/Shop
— Wanage Requisiions
- Receive ltems
— My Profile
[- Services Procurement
[ Accounts Payable

Everything ~ " "
(> Commitment Gontrol Shop 0 l zdvance
[» General Ledger )

R EELECN ==ttlement

- Go to: favorites | quick order  Browse: suppliers | categaries
There are no lines on this request. . ~
Action Items Showcased Suppliers
Please add new line in order to ~ My Orders
e s easton Carts - Recently Completed (5) 3 o
. mzm | KD | &BD
Total Amount (USD). ]
W2 CASE WESTERN RESERVE
- it 1826 Punch-out
- Lab Supplies
Welcome to the SmartCart! .
Airgas | @ | [DT
Office/Computer
: =M = u
'
MRO/ Facilities
Done [® € mtemet E100% -
Step Action
16. For this example, we will order a computer. Click the Dell button.

The Punchout will go to the Dell Premier website.
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Wi

CASE WESTERN RESERVE

Home Viorklist Add to Favorites Sign out

I» Buyer Center

[ Services Procurement
[ Accounts Payable

[ Commitment Control
[» General Ledger

Req n Summal
There are no lines on this request

Please add new line in order to
save this reguisition.

Total Lines: 0
Total Amount (USD). 0

SelectSite Punchout Cancel Punch-out

Please wait while your customized Premier page is loaded

Dane

Step Action

17.

The Premier website will appear and will be loading.

[~ eProcurement

Home Viorklist Add to Favorites Sign out

> Buyer Center

[- Services Procurement
[+ Accounts Payable

[- Commitment Control
[- General Ledaer

Requisition Summal
There are no lines on this request

Flease add new line in order to
save this requisition

Total Lines: 0
Total Amount (USD): 0

Shop
Systems v

Standard Configurations v

ndard Configurations

2t o [ MIVERSITY

Premier Welcome to Premier

Specially Priced Systems for Case
Optiplex 960 SFF wi Case Software

ﬁ F Price $819.99 - Genuine Windows
[ ==t

Vista® Business
SP2 Downgrade,
© Customiz

XP Professional
Installed, E

© AddtoCart

View All
Optiplex 960 Mini Tower wiCase Software
Price $979.80 - Genuine Windows Plantronics AUDIO 470
Vista® Business Foldable Headset
—— SP2 Downgrade,
XP Professional Price $37.63
Installed, E
Customize
@ Customize @) Addto Cart o
€ Addto Cart -
« i, v
</ Trusted sites | Protected Mode: On #H100% -

estern Reserve University (Institutional Purchase jig

Software & Peripherals v

Get Started!

Click on the category names in your
top menu bar to view links to your
organization's online store, senvices
and more

» Read More

¥ Contact Your Account Team
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Step Action

18. Choose and/or customize the item to purchase and click the Add to Cart link.

CASEWESTERN RESERVE
RMUNIVERSITY fxh
Menu O

= eProcurement -
1> Buyer Center SelectSite Punchout

Home Workiist Add to Favorites Sign out

Case Western Reserve University (Institutional Purchases[ig

—
- Services Procurement > >
b Accounts Payable Standard Configurations v
[ Commitment Control
[- General Ledaer

Software & Peripherals +

Windows® . Life without Walls™ . [

Requisition Summary

There are no lnes on this request MV Cart
Flease add new ine in order to wicar |l
save this requisition o

Summary View | » Detail View

Total Lines: 0
Total Al it (USD). 0 . _—
otal Amount (USD), = Print Cart @ Continue Shopping © Save as E-quate € Create Order Requisition =
Optiplex 960 SFF w/ Case Software ¥ Remove tem Qty Unit Price
OptiPlex 960 1 $319.99
OptiPlex 950 Small Form Factor Base Up to 90 Percent Efficient Power Supply,
Genuine Windews Vista® Business SP2 Downgrade XP Professional Insialled E Update Total

b Adust System
Estimated Ship date: 41262010

Sub-total $819.99
Sub-total $819.99
Tax
Gt Print Cart @ Continue Shapping @ Save as E-quote
< m, b
E0 / Trusted sites | Protected Mede: On #H100% -

Step Action

19. Click the Create Order Requisition button.

| @) Create Order Requisition ‘

20. Choose the correct option for Trade Compliance. In our example, click the | WILL
NOT export this order outside the United States. option.

E |
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< eProcurement
I» Buyer Center

[ Services Procurement
[ Accounts Payable

[ Commitment Contral
[» General Ledger

N RESERVE

FY s Home | workist | Add to Favorites

gn out

= Shop

Systems v ‘Standard Configurations v

Software & Peripherals v

Windows® . Life without Walls™ .

R

equisition Summary

Please add new line in order to
save this reguisition.

Total Lines:
Total Amount (USD).

There are no ines on this request

Secure
Shopping

Shipping t& Gusrantes

* Indicates Required Fields

VERIFY & SUBMIT ORDER REQUISITION

CEIZS

Delivery Option

@ Mo Charge - Lowest Cost 3-5 Day Delivery

) 2nd Business Day Delivery - Fast Delivery.
Your order will be delivered up to 2 business days after it ships.

O Next Business Day Delivery - Fastest Delivery.
Your order will be delivered on the next business day after it ships.

#*
@ IWILL NOT export this order outside the United States.
() IWILL exportthis order outside the United States

The export of any product and software purchased from Dell must be made in accordance with all relevant laws of the United States,

SelectSite Punchout Cancel Punch-out

Case Western Reserve University (Institutional Purchases jad

CASE WESTERN RESER
UNIVERSITY

vV

q

E

it i et S i bt o2
Done £ | & |3 € memet 100%  +
Step Action
21. Click the Continue button.
ERN RESERVE
S LT e Home | Wior Add to Favorites | _Sion out
Meru &

[~ eProcurement
I Buyer Center

nage Requisitions
eceive Items
Wy Profile
[- Services Procurement
[ Accounts Payahle
[ Commitment Contral
[- General Ledger

~
| | ‘ SelectSite Punchout Cancel Punch-out
T R smiToRsERREQUS IO “

Your Order Requisition is nearly complete. Please review the following details and edit if necessary. Select “Submit Order
Requisition” (bottom right) to submit

| SHIPPING PAYMENT

Requisition Summary
There are no lines on this request.

Please add new line in order to
save this requisition

Submit Order Req

View/Print Cart
@ Print Order Summary
@ Print Order Details

Order Requisition Date and Time:
April 01, 2010 12:46 PM CST

Total Lines: 0
Total Amount (USD). 0 Shipping & Handling Method Payment Method =
Mo Charge - Lowest Cost 3-5 Day Delivery Credit Terms
/ Edit Contract Code
70158
Contact Information
Detailed View |
Description
Latitude E4300 wi Case Software
Date & Time: April 01, 2010 12:45 PM CST
SYSTEM COMPONENT S
Latitude E4300 w/ Case Software Qty 1
Inte)® Core™ 2 Duo SP3400 with VT (2.40GHz) wiLatitude ON™ ready, Unit Price $1,005.21
Genuine Windows Vista® Business SP2 Downgrade XP Professional SP3
Install £
Catalog Number: 25RCRCY57231-2118676 w
< | >
Done E1 & (% & Internet H100% <
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Step

Action

22.

Review the order. Printing the Order Summary and Order Details are also available
from this page.

UNIVERSITY

<> eProcurement Al
I Buyer Center
— Procurement hatrix

- Receive ltems

— My Profile
[- Services Procurement
[ Accounts Payahle
[ Cormitment Contral
[- General Ledger

v

CASEWESTERN RESERVE

foa K2

SelectSite Punchout

Requisition Summary

There are no ines on this request

Please add new line in order to
save this requisition

Total Lines: ]
Total Amount (USD). ]

| SHIPPING

Your Order Requisition is nearly complete. Please review the following details and editif necessary. Select “Submit Order
Requisition” (bottom right) to submit.

View/Print Cart
© Print Order Summary
@ Frint Order Details

Shipping & Handling Method

Mo Charge - Lowest Cost 3-5 Day Delivery

/ Edit

Contact Information

@ Submit Order Reqi

‘Order Requisition Date and Time:
April 01,2010 12:46 PM CST

Billing Informatio
Payment Method
Credit Terms

Contract Code
70158

1 | Detailed View |

Cancel Punch-aut

Latitude E4300 wi Case Software
Date & Time: April 01, 2010 12:45 PM CST

SYSTEM COMPONENTS

Latitude E4300 wi Case Software
Intel® Core™ 2 Duo SP3400 with VT (2.40GHz) wilatitude ON™ ready,

aty 1

Unit Price $1,005.21

Genuine Windows Vista® Business SP2 Downgrade XP Professional SP3

InstallE

Catalog Number:

£

25 RCRC957231-2118676
m j

¥

|[>

[£3

Done

1 & (3 & tntemet

 100%

Step

Action

23.

Click the Submit Order Requisition button.

Submit Order Requisition
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[~ eProcurement
I» Buyer Center
— Procurement Matrix

nage Requisitions
Receive ltems

— Wy Profile
[> Services Procurement
[ Accounts Payable
[ Commitment Control
[» General Ledger

CASEWESTERN RESERVE
UNIVERSITY

Requisition Summary
There are no lines on this request

Please add new line in order to
save this reguisition.

W6

AmoAt

settlernant

Create Cart Add Products| —+ [ETee — [Place order|

&

Save

CASE WESTERN
UNIVI 1T

Cart Hame

201 01 TRNADO1 01
Hicole N Dyme

Select 2 different user...
Nicole N Dyme

Prepared for

Prepared by

Supplier / Line Item Details 7

) (&

Show line details

For selected line items | Add To Favorites

Sign out

RESERVE

Total Lines: 0 Dell  moreinfo..,
Total Amount (USD). 0 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.
Click the link to  MODIFY ITEMS | VIEW ITEMS Punch-out returned: 4/1/2010 1:46:17 BM  Line(s): 1
I Size [ Unit . _
Product Description Catalog No Packaging Prive Quantity Ext. Price [ ]
Latitude E4300;IntelREG CoreTM 2 Duo SP3400 with VT 224-0631 EA 1,005.21 1EA 1,005.21 USD D
(2.40GHz) wilatitude ONTM ready € more info...
Supplier subtotal 1,005.21 USD
Staples Advantage more info...
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 massags for mora datalls
The following lines cannot be accessed on the supplier's website. Click this message for more details.  Line(s): 2
_— Size [ " N
Product Description Catalog o UE2 S Quantity Ext. Price []
Staples Poly Binder, Green, 1" Ring Diamater €& moreinfo.. ~ STPS48313 EA £a 1125 USD [
Supplier subtotal 11.25 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown  Subtotal 1,016.46
here ars for estimation purposes, budget checking, and workflow approvals. Taxt 0.00
Tax2 0.00
Shipping 0.00 @
Done 0 & | [3 & miemer # 100% <

Step

Action

24.

The order is placed in the SmartCART. Notice both vendors in the same cart.

For this example, we are going to purchase another item. Click the Add
Products link.
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Add to Favorites gn out

[~ eProcurement ~
[> Buyer Center | |

Amo

[ Services Procurement

[ Accounts Payable Everything

[> Commitment Control Shop ‘
[» General Ledger v

sdvanced
search

Go to: favorites | quick order  Browse: suppliers | categories

Requisition Summary

There are no ines on this request . 2 N 5
Action Items N Showcased Suppliers :
Flease add new Ine in order to _ My Orders
save this reguisition. , Jeted (5)
Carts - Recently Complete \ .
TotlLines: 0 ez KD | oeD
Total Amount (USD). o
RESERVE :
est 1826 Punch-out
Lab Supplies
Welcome to the SmartCart!
i Fisher
Sclontific
Airgas | ® IDT
Office/Computer
.‘
MRO/Facilities
;
Done = & L) € meemet # 100% -

Step Action

25. For this example, click the Fisher Scientific button.

(G

CASEWESTERN RESERVE
UNIVERSITY ., e

Add to Favorites Sign out

[~ eProcurement
> Buyer Center

— Receive ltems i D N
_ Wy Profile ut Partner
[- Services Procurement
[ Accounts Payable

[ Commitment Contral
[» General Ledger

Home | Browse by: Product - Supplier - Application

Requisition Summary Browse By Product

There are no lnes on this request
Please add new ne in order fo I Controlled Environments Detection and Monitoring
save this requisition - Certificate Of Analysis & Housekeeping & Air Sampling
& Wipers * Gas Detection
Total Lines: 0 * More... * More
Total Amount (USD): 0
Ergonomics Evewashes and showers
 Back Supports + Combination Evewash and Shower
o Wrist Supports Units
* More... + Drench Hoses
Far security reasons you * Mor =
will be automatically
logged out sfier 30 .
minutes of inactivity Facility Safety
* Facility Security Fall Protection and Confined Space
* Fire Safety Entry
+ Connections and Hardwars
+ Harnesses
First Aid and Medical * Mo
e Cardiac Response
¢ Emergency Medical Training Equipment
® First Aid Kits and Supplies First Responder/First Receiver
¢ More... + Decontsmination and Isolation
+ Firefighting Equipment
« Turnout Gear and Firefighter PPE
Hazardous Storage and Spill Control * More...
 Hazardous Storage
e Spill Control
Lighting v
https: {demo. fishersd. comfwps myportalPRODUCTS?store=Safet yisegment =safetyStandard =il & (3 € mtemet H100% -
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Step Action

26. The Fisher Scientific website appears.
27.

For this example, we are going to use the Search. Enter "test tubes" in the Search
box and click the Submit button.

CASEWESTERN RESERVE
UNIVERSITY

fa 836

= eProcurement

— Wanage Requisiions
- Receive ltems

— Wy Profile

[- Services Procurement
[ Accounts Payable

[ Commitment Contral

[ General Ledger w || Home | Browse by: Product - Supplier - Application Help MSDS
Requisition Summary - B
8 . .
There are no lines on this request. B Your Results: 1857 item(s) 12345 NextT Display Pre
test tubes
Please add new lin in order to ee——— Related Searches
save this requisition. M Certificate Of Analysis Product Category
b Tubes | Test Tubes
Total Lines: 0 - » Racks | Tube Racks | Test Tube Racks
Total Amount (USDY. 0 Custom Oligos > » Tubes | Test Tubes | Reusable Glass Test Tubss
» Tubes | Test Tubes | Disposable Plastic Test Tubes.
» Tubes | Test Tubes | Disposable Glass Test Tubes
Refinements image to enlarge:
Add 1 Fisherbrand* Poxygrid* Test Tube Racks (15)
‘Special Interests
:‘msn Science Education (104) Resist rust, corrosion, abrasives, organic solvents, acids and alkalis - Epoxy-coated, he:
@ Enyironmentally friendly Three decks and no leas - Square holes hold testtubes securely - Autoclavable - W
(96)
[y & Homeland Securty (5)
Category ) B :
Tubes (776) 2 Fisherbrand* Reusable Glass Tubes with Phenolic Screw Caps (8)
Racks (601) Phenolic screw cap with white rubber liner - High-guality borosilicate glass - Marking sg
Mierobiology Supplies (33) 100mm 0.0.xL: 46 x 150mm 0.D. xL: 20 x 125mm 0.0 xL: 16 x 125mm 0.D. xL: 13 x 1¢
Specimen Collection (25)
! 150mm
Tape Labels Labeling Tapes
(24)
Baths (21)
Water and Wastewater Testing
Supplies (20}
+more. |
< | >
Done [ E1 & [3 € Internet E Q00 -

Step Action

28. The list of anything with test tube in the name appears.
29.

Choose an item and click the name, in this example, click the Fisherbrand*
Reusable Glass Tubes with Phenolic Screw Caps link.
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UNIVERSITY ., s

[~ eProcurement
I» Buyer Center
— Procureme
Create Req
— Manaqge Requisiions
— Receive ltems
— Wy Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Contral

[ General Ledger « pupplier - Application Help MSDS
Requisition Summary Back to Search Results
There are no lines on this reguest
Please add new line in order to isherbrand® Reusable Glass Tubes with Phenolic Screw Caps
save this requisiton.
Phenolic screw cap with white rubber liner
Total Lines: ]
: 0
Total Amount (USD): See details
k-859-254
Items | Details | Images
s e e S
e 14-959-254 Case of 1000 for $201.59
N
_ View Accessories [:] Add to Cart
e 14-959-258 ] Case of 1000 for S200.46
N
| View Acoessories Corimi e TR v
< ¥
Done = & [ @ meemet # 100% -

Step Action

30. Enter the quantity in the Quantity field. For this example enter "1".
1

31. Click the Add to Cart button.

o
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CASEWESTERN RESERVE
IVERSITY

e Y

voE -k

|

Home | Workist | Add to Favorites | Sign out
= eProcurement -~ ey [
1> Buyer Center SelectSite Punchout ancel Punch-ou

— Procurement Matrix
reate Requi o]
- Wanzas Requisitions test tubes CULT TUBE SC CAP 13X100MM M/CS has
e 4 Simmrrere been added to your cart
e ubstucture Sear 3
My Profile : Certificate Of Analysis
[> Services Procurement
[ Accounts Payable
[ Commitment Contral
[ General Ledger il Fisherbrand® Reusable Glass Tubes with Phenolic Screw Caps > O.D. x L: 13 x
100mm
Requisition Summary CULT TUBE 5C CAP 13X100MM
There are no lines on this request Mjcs Test Tubes ; Fisherbrand; Reusable; High-quality Borosilicate Glass; Closure: Black phenalic
iy Total: $201.59 screw cap; With white rubber liner; With marking spot; 0.D. x L: 13 x 100mm; No. Per Tray:
Flease add new line in order to pre—— 200; Case of: 1000
save this reguisition. ' '
See Details
Total Lines: 0
R 0 For security reasons you
Total Amount (USD). will be automatically
logged out sfier 30
s e ST Accessories recommended for you.
Item m Accessories
e e
Fisherbrand® Reusable Glass | g2.707-10 l:l ®
Tubes _with Phenolic Screw
Caps, 0.925mm Closures; pockof
Green 1000 for
= $50.51
)
Case of
10
PK for
$448.99
Fisherbrand® Reusable Glass | (2_707-11 l:l ®
Tubes _with Phenolic Screw 3
Pack of
Done 0O | ® L3 & miemer # 100%

CASE WESTERN RESERVE
UNIVERSIT)

18260

Step

Action

32.

Note the item purchased appears in the Fisher Scientific Shopping Cart.
purchase is finished for this example.
Click the Checkout link.

The
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CASEWESTERN RESERVE
UNIVERSITY

[~ eProcurement -

1> Buyer Center SelectSite Punchout
— Procurement Matrix

Heh Worklist Add to Favorites Sign out

— Manage Requisiions

— Receive ltems

— Wy Profile
[- Services Procurement
[~ Accounts Payable
[- Commitment Control

[> General Ledger -
s
“"ism('" S"mm L . Qut . NOTE: You must click 'Submit' to return your cart to
ere are no ines on fhis reques! of Fishér session your purchasing application, otherwise your cart will be
Please add new Iing in order to lost.

thi ition.
save i requston If you need to further edit this cart, please submit the
Total L P existing cart and then re-punchout from your
otalLines: B purchasing application to edit the cart.
Total Amount (USD).

Shopping Cart 943590-001

Fisher Cart

e, Estimated Delivery:
1 Case of 1000 for $201.59  4/12/2010 5201.59
CULT TUBE SC CAP 13X100MM M/CS From: FLORENCE, KY (CDC)

Group Total: $201.59

SHOPPING CART TOTAL: $201.59

Done B & /" Trusted sites | Protected Mode: On #®10% -

Step Action

33. The Fisher Scientific confirmation page appears. If the order is correct.
Click the Submit Order button.
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< eProcurement
[» Buyer Center
— Procurement Matrix
nage Requisitions
Receive ltems
— Wy Profile
[> Services Procurement
[ Accounts Payable
[ Commitment Control
[» General Ledger

-~

RESERVE

Wi

Viorklist

Add to Favorites

| active cart

ERN
[ TO

Create Cart Add Products| — [EIReN —* [Place

Order|

Save

&

Cart Hame

2pa 01 TRNADOL 01

Hicole N Dyme
Select a different user...
Hicole N Dyme

Praparad for

Prepared by

Supplier / Line Item Details

Show line details

For selected line itel Add To Favorites

7

) [

Requisition Summary
There are no lines on this request

Please add new line in order to
save this reguisition.

Total Lines: 0
Total Amount (USD). 0

Dell  morsinfo..,
The itams wers retriavad from an external supplier site, thersfora your ability to adit or view tha items in this application may be limitad.
Click this message for mora datails.

Click the link to MODIFY ITEMS | VIEW ITEMS

Bunch-out rsturnad: 4/1/2010 1:46:17 BM  Lina(s): 1

. size / Unit ; 5
Product Description tatalogho  , OFe L price Quantity  Ext. Price []
Latituds E4300:Int2IREG CoreTM 2 Duo SP3400 with VT 224-0631 EA 100521 1EA

1,005.21 USD [

(2.40GHz) wi/Latitude ONTM ready £ mors infa...

Supplier subtotal 1,005.21 USD

Fisher Scientific morzinfo...

The items were retrieved from an external supplier site, thersfore your ability to edit or view the items in this application may be limited.
Click this message for more details.

Click the link to  MODIFY ITEMS | VIEW ITEMS Punch-out returned: 4/1/2010 1:58:15 PM__ Line(s): 2

- ” Unit = .
Product Description tatalog o e price Quantity  Ext. Price []

CULT TUBE SC CAP 13X100MM M/CS 4% more info... 14959254 cs 20159 1C5  201.59USD [

Supplier subtotal 201.59 USD

Staples Advantage more info..

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): 3
. Siza / Uni 5
Product Description Catalog o CPR price Quantity Ext.Price []
Staples Poly Binder, Green, 1" Ring Diameter ¢ more info. STPE48919 EA

2.25 IZ' ga 11:25USD ]

Supplier subtotal 11.25 USD

Sign out

RESERVE

£ & L3 € internet

 100%

4

Step

Action

34.

Cart. Nam

e this cart for reference by

entering a name in the Cart Name field. For this example, enter
"Smith Lab Order".

The purchase goes back to your SmartCART. There are 3 vendor orders in the same

35.

Click the P

lace Order link.
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Workiist Add to Favorites Sign out

[~ eProcurement

~ Help
[> Buyer Center |
— Procurement Matrix
Create Requisition
— Manage Requisitions =] =
" Racaialoms i |[‘ 1. Define Requisii Ek 2 Addtemsand Services B 3.Review and Submit ‘
— My Profile
[> Senvices Procurement Add lines to the requisition, specifying the information necessary to procure each item or service.
[> Accounts Payable search: | Q) Search
[ Commitment Control F. 1 T at SmaMCART | Special R t
[ General Ledger v EIVDTI es emp ates ma DEC\ﬂ equesl
Select a Request Type
Requisition Summary Special ltem Request an item that is notlisted in the Catalog.
Description QtyUom Fixed Cost Senice Request a one-ime service for a flat fee
Latitude 1 EA
E4200:IntelREG Co Variable Cost Service  Request a service for which the fee is based on the time worked,
CULTTUBESCCAP 1 C3 Time and Materials Request a service for which the fee is based on the time worked and materials used
13X100MM
Staples PolyBinder, 5 EA
Green...
Total Lines: 3 Review and Submit
Total Amount (USD). 121805
< | *
Done

= & [ € meemet # 100% -

Step Action

36. The items are integrated into Financials. Notice the items in the Requisition
Summary to the left.

To finish creating the requisition,
click the 3. Review and Submit link.

|3. Review and Submit
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< eProcurement

[» Buyer Center

— Procurement Matrix
eate Requisition
Manage Requisifions
Receive ltems

— Wy Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Control
[» General Ledger

— Ci

ERN KESE]
I'T TR

RVE

Fa 26

Create Requisition

ASE WESTE
NIV

ER

S1

RN

RESE
T

| | ‘ E‘.( 1. Define R & 2. Add Items and Services

B

3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: Case Western Reserve Univ

Nicole N Dyme

Requisition Summary

Description Qty UM Requisition Lines
Latitude 1 EA
E4300;IntelREG Co.
CULTTURE SCOAP 1 CS S0 1 Latitude E4300:ntelREG CoreTh Dell Computers 1.0000 EACh 1,005.21000 1,005
13X100MM 5] ’
=| Case

Siaples PoyBinder, 5 £A| | LJL] 2 GULTTUBE SCCAP 13100 GS FEEREIIEEIEY 45 201.59000 2014
Green... £

#l0 3 staples Poly Binder Green 1" Corporate Express 5.0000 E3CH 2.25000 112
Total Lines: 3
Total Amount (USD). 1,218.05 [ Select All i Deselect All Total Amount: 1.218.05 U

Requisition Hame: Priority:

Lﬂmm to Favome5| V;E\ Add to Template(s)

[ii Delete

*Currency:

[veson 3]

| ]
[] send to Vendor [ Show at Receipt [ Show at Voucher
L= Check Budget
[E) Save & submit | & 3ave & preview aDDrovaI5| ¢ Cancel requisition Find more items N |
L)
< | >
Done 1 & | [§ € mermet # 100% <

RVE

1820

Step

Action

37.

Click the Expand Section button.

CASEWEST
UNIVERS

< eProcurement
I» Buyer Center
— Procurement Matrix

— Create Requisition

ERN
LR

RESERVE

wa B2

Create Requisition

— Manage Requisiions = M
_ Receive ltems a ‘ B 1. Define R k. 2.Additemsand Services [ 3.Review and Submit
— Wy Profile
[ Senices Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
[ Commitment Control Business Unit: Case Western Reserve Univ
[» General Ledger — -
RNA Nicole N Dyme *Currency: UsD
Requisition Summary Requisition Name: | Priority: [Medium v
Description Qtyuom Requisition Lines
Latitude 1 Line Description Vendor Name Quantity UOM Total
E4300;IntelREG Co
CULTTUBESCCAP 1 CS <[ 1 Latitude E4300:IntelREG CoreThl Dell Computers 10000 3N 1,005.21000 10052
13X100MM Collspse Section fonsolidate with other Reas [#] override Suggested Vendor
Staples Poly Binder, 5 EA
EEET Shipping Line: 1 Due Date: ] Quantity: 1,000
Total Lines: 3 Status: Active *Ship To: CEDARAP | & [=] Madify Shipping Address
Total Amount (USD). 121805
Attention: ‘NICU\E N Dyme
*Distribute by:
Accounting Lines | Find | First [4] 1 of 1 [H Last
[ chartfieids1 T} Charifieiisa
Line |Percent Amount | Speed Type Accour Event Fund  [Dept Project Class
1 100.0000 | 1,005.21 Q (531200 Q Q
HO 2 cuLtTuse sc oap 1300y es Fisher Scientific Company 1.0000 C35¢ 201.59000 201.¢
LLC
$2[0 2 staples Poly Binder. Green, 1 Corporate Express 5.0000 EACH 295000 11z
[ Select All i Deselect All Total Amount: 121805 U
L ®addto Favomesl [2] Add to Template(s) [ii Delete
~
< | k3
£ & L3 €D internet H100% v
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Step Action
38. Enter the correct SpeedType in the Speed Type field.
39. To input the Accounting Lines for the next item, click the Expand Section button.
40. Enter the correct SpeedType in the Speed Type field.
41. To input the Accounting Lines for the last item, click the Expand Section button.
42. Enter the correct SpeedType in the Speed Type field.
43. Click the Save & submit button.
‘\ E‘l:f.':slL \-\YEIEI\LIR{\IYK'LQLR:% Home | Workist | AddtoFavortes | Signout
= eProcurement ~ Help
I» Buyer Center
— Procurement Matrix
"fanefenistons | | Confirmation
3 ;e’%w%n:uremem
- Accounts Payable Requested For: Nicole N Dyme Number of Lines: 3
EEZ:ET;}TSSL;MW  Requsitiontiame: 1000099252 Total Amount: 1218.05 USD
Requisition ID: 1000099292
Business Unit: CASE1
gﬁf:fnon Qt: UDE': Priority: Medium
E4300;IntelREG Co Budget Status: Not Checked
CULTTUBESCCAP 1 CS
13X1000M Stage: 1
Staples PolyBinder, 5 EA
(E5ET-- +~ Requisition 1000099292:Pending
Total Lines: N ‘Amount and Category Approval
Total Amount (USD). 1,218.05 Pending
P e
‘ Edit Requisition Check Budget
View printable version Manage Requisitions Create New Requisition
Done = &> € Internet # 100% -+

Step Action

44, The Approval page appears. If no approvals are necessary, the items are approved.
If there are more approvals needed, those will be listed here.

To review the requisition, you can use the Manage Requisitions link.
Manage Fequisitions

45, This completes How to Place an Order from Multiple Vendors using SmartCART.
End of Procedure.
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Ship To Locations

Procedure

Shipping Addresses will now be available within the eProcurement system. Users will not need
to Modify Shipping Addresses.

The information below will explain how to choose a different shipping address.
If your address is not in the system, please fill out the Ship To Location form on the Procurement

website at http://campusservices.case.edu/PDSHome.aspx or by emailing information to
smartcart@case.edu.

Step Action

The Ship To: will default to your ID as the location. If you want to change the
location, click the Look up button to see a list or search for a location.

[ Create Requisition - Windows Internet Explorer

@\J - | & https/sverpuapd102.case.cdu:8290/ pspsfindev/ EMPLOVEE/ERP/c/PY_MAIN_MENU.PY_REQ_ENTRY.GBL?FolderPat = | 45 | x || Google

Links & Customize Links | Free Hotmail & | Windows % Windows Marketplace | Windows Media
File Edit View Favorites Tools Help

& Convert v [ Select

Google B 2§ Search v*»{..’) ~ e

Share~ & -

5 I'_,'éCreatE Requisition

Contribute [ Edit in Contribute  [53] Post to Blo|
Sidewiki = | % Check = 33 Translate = &y~ () Signln ~
0 v dm v [ Page v i} Tools @~ 0 (L

W8 CAsEWESTERN RESERVE
llr:\l\t'llleYR e

Home Worklist Add to Favorites Sign out
I~ ePracurement - Help
> Buyer Center
— Procurement Matrix E i
- =l
— Create Requisition = Look Up Shlp To
— Wanaqge Requisiions
— Receive ltems SetiD: CASE1
bl Profile = Ship To Location: begins with + JLL91
begins with =
Requisition Summary
Description Qtyuom
Architect Scale, 1 EA Cuckin MMM
Triangula.
Search Results
Total Lines: 1 1of1
Total Amount (USD). Gt BN < vip To Location Description
JLLB1 Loudiana.Jennifer
& /' Trusted sites | Protected Mode: On H100% ~

o7 H E AYG
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Step Action

2. The Look Up Ship To page appears and will default to the location already in the
ShiptTo on the screen, in this example it was a user ID.

For the Description: click contains from the dropdown list.

3. Enter a short search into the Description field, for example, enter "cedar" to send
an item to the Accounts Payable office.

4, Click the Look Up button.

Look Up
[@& Create Requisition - Windows Internet Explorer (=R
@Q [ &) nepss 2.cose,eduB290/psp/findev/EMPLOYEE/ERP/c/PY_MAIN_MENU.PV_REQ_ENTRY.GBLIFolderPat = [ 4 | i || Google o -

Links 2| Customize Links 2 | Free Hotmail | Windows & Windows Marketplace £ | Windows Media
File Edit View Favorites Tools Help

@;Convert ~ [ Select Contribute [l Editin Contribute [] Post to Blo|
Google *f Search -*-@ - v ‘ Share~ [+ || Sidewiki v | "% Check = 22| Translate » > ¥+ () Signin v
W I{éoeateﬂequi;ition [_I - = @ - [h Page ~ { Tools ~ @~ 4ot &

WP CASEWESTERN RESERVE

UNIVERSI

Add to Favorites Sign out
= eProcurement - Help

> Buyer Center

— Procurement Matrix E s

e =

— Create Requisition =l Look Up Ship To

— Manage Requisiions

— Receive ltems SetiD: CASE1

— Wy Profile -

Ship To Location: begins with

Description: contains > cedar

Requisition Summary
Description Qty uom ‘ | ‘
Architect Scale, 1 EA Look Up Clear Cancel | Basic Lookup

Triangula...

Search Results
Total Lines: 1

Total Amount (USD). 2207

120f2

Ship To L ocation Description

CEDARDOCK  Cedar Ave. Loading Dock
CEDARAP Cedar Avenue Services - AP

% Spark - o1 £ Create Requisition - ...

Step Action

5. Results for any description that has the word cedar will appear. To send to Accounts
Payable, click the CEDARAP link.
CEDARAP
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& Create Requisition - Windows Internet Explorer

EEEEE

@@ - &) https. d102.case.edLrB290/psp/Findev/ EMPLOYEE/ERP/</PV_MAIN_MENU.PY_REQ_ENTRY.GBL FolderPat + | 4 | x || Gogle
Links & Customize Links | Free Hotmail £ | Windows s Windows Marketplace 2| Windows Media

File Edit View Favorites Tools Help
@ Convert v [ Select

Google E

W I@Qaata Requisition

% Check = 34 Translate = > L2

2 Share & - | Sidewiki +

£ search {@ e

> Buyer Center
E .
= Create Requisition

I_ - - v [ Page v () Took ~ @~ 7 &

CASEWESTERN RESERVE
UNIVERSLITY " Home | Worklist | Addto Favortes | Signout
= eProcurement . Help «

o~

Contribute & Edit in Contribute 53] Post to Blo|

~ () Signln ~

‘ i 1. Define Requisition 2. Add Items and Services \ﬁ 3. Review and Submit |
— Wy Profile - 1
- - - - Review the details of your requisition, make any necessary changes, and submit it for approval
Requisition Summary Business Unit: CASE1 Case Western Reserve Univ
Description Qty UOM [ER Loudiana Jennifer “Currency: UsD N
Architect Scale, 1 EA Requester: - " v E
Triangula... Requisition Name: Priority: -
Requisition Lines
Total Linss: 1 — -
Total Amount (USD)" Description Vendor Name Quantity UOM Tot:
<[] 1 Architect Scale, Triangular. 1 Corporate Express 1.0000 E3CM 22.07000 220
Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date: Quantity:  1.0000
Status: Active “Ship To: CEDARAP @ [=7] Review Shipping Address
Attention: |Laud\ana‘Jenmfer

*Distribute by: AMt

& « Trusted sites | Protected Mode: On

RVE

18260

Step Action

6. The Ship To: is now CEDARAP. To make sure the address is correct, click

the Review Shipping Address link.

|Rewiew Shipping Address
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[@ Create Requisition - Windows Internet Explorer

== =
e

@Q [ https//verpuapd102.case.edw:8290/psp/findev/EMPLOVEE/ERP/c/PY_MAIN_MENU.PY_REQ ENTRY.GBL?FolderPat = | ‘y‘ % | [ Google
Links @ | Customize Links & | Free Hotmail | Windows &2 Windows Marketplace @ | Windows Media

File Edit View Fevorites Tools Help

&;Convert [ Select Contribute [l Editin Contribute  [] Post to Blo|
% Check = 3| Translate = > -

Google [ searc -*-@- v ‘ BB sharer S+ | Sidewiki ~
P I@Qaate Requisition [_

W8 CASEWESTERN RESERVE
UN IVERS l’L‘YR i s

() Signin =

B = B - @ = hPage - GToos > @ G &

= eProcurement
> Buyer Center

Help
— Procurement Matrix = L.
— Create Requisiion Shipping Address
— Manage Requisiions
— Receive ltems Line Description Quantity
— Wy Profile -
— — 1 Architect Scale, Tri 1.0000 Each 2207000 UsSD
Sched Num  Ship To Quantity  Due Date Total
Requisition Summary
Description Qty UOM 1 Cedar Aven 1.0000 22.07 USD
Architect Scale, 1 EA =
Triangula... -
Country: USA United States Prefix:
Total Lines: ! Address 1: Purchasing / Accounts Payable Phone:
Total Amount (USD). 2207
Address 2: Ext:
Address 3: 0 Euclid Avenue Fax:
City:
County: Postal: 44
State: OH Ohio
OK
Done & /' Trusted sites | Protected Mode: On #,100%

e o R T

Step Action

A non-editable Shipping Address screen appears. Review for accuracy, when
finished click OK to return the requisition.

OK

For guestions on Ship To: locations contact Procurement and Distribution at 368-
2560 or email smartcart@case.edu

End of Procedure.
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Viewing Carts and Draft Carts
This section will demonstrate how to view and navigate your carts.
Procedure

To begin, log into Financials and proceed to Create Requistion and navigate to the SmartCART
Home Page. See the document "Using the SmartCART System" for information.

WA CAsEWESTERN RESERVE
U xsl VERSIT YR R
Menu O
<> eProcurement -~ it
I Buyer Center = dmal
— Procurement hatrix
- Create Requisition
— Manage Requisitions
- Recelve Items
— Wy Profile
[- Services Procurement hi
[ Accounts Payable Everything hd m d
> Commitment Control Shop I | ——ch ‘
[- General Ledger hd
Go to: favorites | quick order  Browse: suppliers | categories
There are no ines on this request Action Ttems 2 e 2
Please add new line in order to - My Orders
savs this requisition Carts - Recently Completed (5) ED L
BIO-RAD w7 BD
Total Lines: 0
Total Amount (USD)” 0
WA CASE WESTERN RESERVE
3 £st. 1826 Punch-out &
- Lab Supplies
Welcome to the SmartCart!
i Fisher
Thank You For Coming Almas Sclentific IDT
Offica/Computar
MRO /Facilities
-m'EI — v
Done (@ € nternet H100% <
Step Action
1. The SmartCART home page has an Action Items box that will appear after you have

placed SmartCART orders. Click the Carts - Recently Completed (5) link.
[Carts - Recently Completed (5]
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| eProcurement - mail
I> Buyer Center 2 dmonl
— Procurement Matrix

— Manaqge Requisiions
— Receive ltems |
— Wy Profile
[ Services Procurement
[ Accounts Payable e
e e d My Recent Requisitions ?
[» General Ledger ™ Status Requisition No. Requisition Name Requisition Date/Time Requisition Total
v 379793 2010-04-06 TRNAQOL 01 4/6/2010 2:11 PM 700.00 USD  resubmit cart
Requisition Summary N 0510 Lab 2 Ord=r 4/8/2010 1:12 PM PEEERETIVER]  resubmit cart
There are no lines on this request
v 377987 2010-03-30 TRNADOL 01 4/6/2010 2:14 PM 1,959.60 USD  resubmit cart
Please add new line in order to
save this requisition. v 370004 2010-04-06 TRNADOL 02 4/6/2010 4:27 PM 685.62 USD  resubmit cart
v 379000 2010-04-06 TRNADOL 02 4/6/2010 4:10 PM 284.00 USD  resubmit cart
Total Lines: ]
Total Amount (USD). 0

€ mntemet F 100% T

Step Action

2. Click the 380810 link.

The My Recent Requisitions screen appears. There will be a list of all the
SmartCART purchases with the name, date/time, total dollar amount purchased.

Click the Cart number link of the cart you would like to view.
38081
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Home Viorklist Add to Favorites Sign out

< eProcurement

I» Buyer Center

— Procurement Matrix

reate Requi
— Manage Requisiions
— Receive ltems
— Wy Profile

[> Services Procurement

> Accounts Payable Available Actions: Go

[ Commitment Control @

my recent requisitions

[» General Ledger

Requisition H Comments H Histary ‘
Requisition Summary Summary | Taxes/S&H z
There aré no ines on this requast Hide hezdar Hide value descriptions
Flease add new line in order to General ?
save this requisition. Cart Hame Lab 2 Order
Prepared by Nicole H Dyme
Total Lines: 0
Total Amount (USD). 0
Supplier / Line Item Details 7
Hide line details For selacted line iterms | Add To Favorites v o
BD Bicb;n:iencesu.i'},1 mere info... -
" Size / Unit y
Product Dascription catalog No Packaging Price Quantity Ext. Price [ ]
1 CD3/CD4/CD45 with Trucount Tubes - FITC, PE, PerCP - Anti Hu 340402 SOTEST 805.00 2EA  1,790.00USD [
- Clone SK7 - 50 tests  mors info... EA
Manufacturer BD Biosciencas Taxable X
Name Capital x
Manufacturer 340402 Expense
Part Number
More http://wew.bdbiosciences.com/ptProd... A1
Information
URL
UNSPSC 41-11-60-15
more infa...
Supplier subtotal 1,700.00
Taxi 0.00
Tax2 0.00
Shipping 0.00
Handl o4
Done L3 & internet E100m v

q

CASE WESTERN RESERVE
UNIVERSIT?

Action

The cart opens with the Supplier/Line Item Details.

The items purchased in this cart and details are able to be viewed.

Click the draft cart menu item.
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Menu O
= eProcursment & dmonl;

I» Buyer Center
— Procurement Matrix
— Manage Requisiions
— Receive ltems

Shopping Cart - Drafts

. = requisitions
— Wy Profile

[ Services Procurement Create Cart

[ Accounts Payable

[ Commitment Control Assign Substitute
[» General Ledger

My Drafts Tegend | 2
Active Cart Shopping Cart Name Date Created Cart Description Tatal Dalete
Requisifion Summary
-04- /6l .
There are no ines on this request B 2010-04-06 TRNAOO1 01 4/8/2010 0.00 USD Delete

Please add new line in order to
save this requisition.

Total Lines:
Total Amount (USD).

Dane

[3 € mmtemet H 100% T

Step Action

5. A list of My Drafts will appear. These are carts that have not been ordered or have

been started and not completed. To return back to the SmartCART Home, click
the home/shop object.

6. This concludes the section on Viewing your Carts in SmartCART.
End of Procedure.
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Searching in SmartCart

This section describes using the search feature in SmartCART. Searching in SmartCART is only

available for Hosted Catalogs. Punchout Catalogs can not be searched within SmartCART

Procedure

To begin,log into Financials and navigate by Creating a Requisition and entering the SmartCART

Home Page.

Step

Action

1.

"Shop at the Top" is located on the home page. The drop down allows you to
narrow your search by categories.

@ Create Requisition - Windows Internet Explorer EERT
@\J + [ &) nttps/fintm.case.cdu/psp/fintn/EMPLOVEE/ERP/c/PY_MAIN_MENU.PV_REQ_ENTRY.GBL?PORTALPARAM_PTCN + | 4 | x || Google P -

Links | Customize Links | Free Hotmail £ | Windows % Windows Marketplace 2| Windows Media
File Edit View Favorites Tools Help

&;Convert v [ Select Contribute & Edit in Contribute [57] Post to Blo)
Google [] 2 search '+&j -+ v | EBsharer B+ | Sidewiki - | " Check + 83 Translate = > €+ (signln -
W I@CreateReqmsition I } Lo~ - v | Page - (G Tools + @~ 7 &

WA CaseWesTERN RESERVE
a3 i ka

UNIVERSIT

= eProcurement
I> Buyer Center
— Procurement Matrix
— Create Re

Everything advanced g
Shop E EEEE h

Requisition Summary Lhing

There are no lines on this reguest. Lab Supplies
Medical/Clinical

Please add new Ine in order to Go to: f2 Office/Computer se: suppliers | categories

save this requisition. MRO/Facilities

. Furniture .
Action Ttems Services wcased Suppliers
Total Lines: o My Ord Supplies Manager L
Total Amount (USD)” v Orders Manufacturing
Carts - Recently Completed (5) Books ] o

Electronics 0-RAD ] RD &7 BD
Specialty

Food/Food Equiprm eTt

% CASE WESTERN RESERVE

sT. 1826

Punch-out
Lab Supplies

Welcome to the SmartCart!

Alrgas || ®tz. IDT‘ e

& « Trusted sites | Protected Mode: On H100%

P& herozoft el T Care Westerm ReTer | /5 Creste Requisition - ... || (o Caee VVESIerm REvers B ™ <2 W ss5em

Action

Click the Shop dropdown to view a list of the searchable categories.

enter "tubes".

items with the keywords. Click the advanced search link.
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6@ v |ﬂ https://fintrn.case.edu/psp/fintm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_EMTRY.GBL?PORTALPARAM_PTCH + | ‘1‘ X | ‘ Google P~

Links | Customize Links | Free Hotmail 2| Windows 3 Windows Marketplace | Windows Media
File Edit View Favorites Tools Help

&;Convert [ Select ‘ Contribute [l Editin Contribute [5f] Post to Blg|

Gudgle‘ *§ Search - *- =R 14 Share~ - | | Sidewiki ~ | % Check = 22| Translate = > €4 v () Signln ~
o Igc.mngq..;sn - [_ i f3 v B - & = [ Page v & Tooks ~ @ B &
. CASEWESTERN RESERVE
BRI UNITVERSITY

f iRz

= eProcurement

~ dmly
I> Bi Cent
rocuroment rix = Cwb Home/Shop

Requisition

b
— Receive ltems

— My Profile 9 |
Advanced Search Everything  + simple search...
Requisition Summary N
There are no ines on this request. Find Results That Have:

All of These Words

tubes Supplier
Please add new Iine in order to
save this requisttion Part Number (SKU) Manufacturer Name
Total Lines: 0 5
Total Amount (USDY. 0 Other Options

Include similar terms Exclude Words

Exact Phrase Any of These Words

Search change preferences

Go to: favorites | quick order  Browse: suppliers | categories

Action Items I i :

- My Orders [ W [ W { W
arte - Rerenths Comnlated (51 Lot o — i

«/ Trusted sites | Protected Mode: On -

Step Action

5. Click the change preferences link.

lchange preferences|

@@ ~ | 2] https/fintrm.case.edu/psp/fintm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_ENTRY.GBL?PORTALPARAM_PTCK |4 | i | Google o -

Links & | Customize Links | Free Hotmail & Windows 3 Windows Marketplace & | Windows Media
File Edit View Favorites Tools Help

& Convert ~ [ Select

chgle‘ |z|=’ Seard\'+@' s~
W I {@ Create Requisition [7I

‘ Contribute [ Editin Contribute ost to Blo|

% Check ~ 3 Translate ~ % €4~ () Signln ~
ot - i v [k Page v G Tools ~ @~ L6 &

Share~ &~ || Sidewiki ~

CASEWESTERN RESERVE
UNIVERSITY

= ePracurement
I Buyer Center

fn iR

Wanage Requisiions
Receive tems
— Wy Profile

Requisition Summary

There are no lines on this request.

Please add new line in order to
save this requisiion

Total Lines: 0
Total Amount (USD). 0

Change Search Preferences
Alvays includa similar tarms for saarchas

Hide Advanced Search on search results

Save Cancel
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Step Action

6. Click the Always include similar terms for searches option.

@'@ @ |B https://fintrn.case.edu/psp/fintrn/EMPLOVEE/ERP/c/PV_MAIN_MENU.PV_REQ_ENTRY.GBL?PORTALPARAM_PTCN v \ ‘y| X \ \ Google A~
Links | Customize Links & | Free Hotmail & | Windows 92 Windows Marketplace 2] Windows Media
File Edit View Favorites Tools Help

& Convert + [ Select ‘ Contribute [ Edit in Contribute [5] Post to Blo|
Google Bg]mmﬁ»@- v | Esharer B~ | Sidewiki - | " Check - 33| Translate + > €4+ Signin -

¢ i | @ Create Requisition SR v B v v [ Page > (i Tools v @ &7t

W CASEVWESTERN RESERVE
BREMUNIVERSITY | e
= ePracurement o

> Buyer Center
— Procurement Marix

— Receive ltems
— Wy Profile

Requisition St ry
There are no lines on this request

Please add new line in arder to
save this requisition.

Total Lines: ]
Total Amount (USD). o

thange Search Preferences

Alvays include similar terms for searches

Hide Advanced Search on search results

Cancel

' Trusted sites | Protected Mot

Step Action

7. Click the Save button.
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[@& Create Requisition - Windows Internet Explorer ==
@@ « i8] https/sfintrn. cose,cdu/psp/fintrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_REQ_ENTRY.GBLZPORTALPARAM_PTCN | 43 | x || Googie o~

Links 2| Customize Links 4 | Free Hotmail 2 | Windows % Windows Marketplace £ | Windows Media
File Edit View Favorites Tools Help

&;Convert [ Select Contribute ditin Contribute [53] Post to Blof

Search -*-@ - v

=

5 Share~ &h+ | | Sidewiki v | "7 Check ~ s Translate ~ > €4 v () Signln ~

o ~ f=h v i)k Page > G Tools ~ @~ {n &L

Gouogle
W I@Qaata Requisition

CASEWESTERN RESERVE
UNITVERSTTY iids

= ePracurement - dﬂ’ﬂ:

e i li
> Buyer Center
o [cetoimpme on ] ————T]

— Wy Profile - L
Advanced Search Everything - simple search...
Requisition Summary .
There are no ines on this request. Find Results That Have:
All of These Words  yhes Supplier
Please add new line in order to
save this requisition Part Number (SKU) Manufacturer Name “
Total Lines: 0 5
Total Amount (USD). 0 Other Options
Include similar terms Exclude Words
Exact Phrase Any of These Words
Search Preferences Saved change preferences
Go to: favorites | quick order  Browse: suppliers | categories
Action Items ? Showcased Suppliers v
- My Orders [ W { W
arte - Rerenths Comnlated (51 hat o — i
Done & «/ Trusted sites | Protected Mode: On 100% -

Step Action

8. Click the Search button to execute your search.

[& Create Requisition - Windows Internet Explorer =N
@O ~ | 2] https:/fintrm.case.edufpsp/fintm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_ENTRY.GBL?PORTALPARAM_PTCK |4 | x | Google P~

Links 2| Customize Links | Free Hotmail 2| Windows % Windows Marketplace | Windows Media
File Edit View Favorites Tools Help

@ Convert ~ [ Select Contribute [ Editin Contribute [} Post to Blo|
Gougle Search -*»@ - cfa~ | B Sharer G- [ Sidewiki v | “% Check ~ 4a Translate ~ € - () Signin -
e & I@Create Requisition [7I L ov B v @ v [ Page v @ Tools v @+ @
CASEWESTERN RESERVE
UNTVERSITY | s

2w R

= eProcurement - Add Keywords 2 L
I Buyer Center = Absolute Counting Tubes from BD Biosciences 395.00 uso
— Procurement Matrix Part Number 240334 EA
(CIBabaIR e GRRc o Py supplier Manufacturer Infe 340334 - (ED Biosciences) n At v
— Manage Requisitions BD Biosciences (13) Pl
— Receive tems Bio-Rad Laboratories (130) add favorite | compare i
— My Profile L RBD Systems, Inc. (2)
— - By Cat. Capillary Tubes With Casting Tube 69.00 uso
v tategory from Bio-Rad Laboratories 200PC, EA =

2D Electropheresis System -
Accessories (6) Part Number 1852968 1 Addtocart | v

Bio LC System :l‘anufa(turer Info 1652966 - (Bio-Rad Laboratories) add favorite | compare
Accessories (3)

Requisition Summary

There are no lines on this request.

Please add new line in order to Buffers (1)
save this requisition Desiccants (1) Glass Tubes from Bio-Rad Laboratories 65.00 uso
Flow Cytometry oo Part Number 1652978 6PC, EA
Total Lines: 0 Centrols (1) Manufacturer Info 1652978 - (Bio-Rad Laboratories) 1 Addtocart | ¥
=

Total Amount (USD): add favorite | compare

Cent 5.0 mm ID Glass Tubes from Bio-Rad Laboratories 89.00 uso
e (2) Part Number 1653122 7mm, EA
By Result Type Manufacturer Info 1653122 - (Bio-Rad Laboratories) 1 Addtotart | v
. L#]
Products (151) add favorite | compare
1.0 mm ID Glass Tubes from Bio-Rad Laboratories 118.00 uso
Part Number 1653136 1mm, EA
Manufacturer Info 1653136 - (Bio-Rad Laboratories) 1 Addtocart | v
H
add favorite | compare -
Done & /' Trusted sites | Protected Mode: On 100% -
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Step Action
9. The search returns all items with the keywords you entered from all Hosted Catalog
suppliers.
To purchase an item from your search, proceed to enter the amount and add to your
cart.
Process the order and cart.
10. This completes how to search Hosted Catalogs in the SmartCART system.

End of Procedure.
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Approving Requisitions ordered in SmartCART

Procedure

To begin, log into Financials and click your Worklist to begin.

CASEWESTERN RESERVE
UNIVERSITY =, e

Search: New Window | Help | Customize Page | &, #
> My Favorites .

 Employee Self-Service Worklist for TRNA101: Ken Fusion
> Manager Self-Service

> S lier Contract:

Home Workiist Add to Favorites Sign out

& ltems
[ Vendors
> Purchasing
- Inventory From Date From Work tem Worked By Activity Priority Link
[> eProcurement Requisition, 1881
[ Services Procurement Nicole N Dyme 04/01/2010 Approval Routing Approval Workflow BUSINESS UNIT.CASE1
> Program Management REQ 1D:1000099292
1> Project Costing Requisition. 1872
- Accounts Payable MicoleMDyme  03/30/2010 Approval Routing Approval Workfow BUSINESS UNT.CASE1
Egsea‘emem REQ 1D:1000093291 =
VAT and Intrastat Reuisifion 171,
B NicoleNDyme  03/30/2010 Approval Routing Approval Workflow BUSINESS UNIT CASE1
REQ [D:1000089280 — 5

- General Ledger e
> SCM Integrations Requisition. 1862,
© Set Up Finandials/Supply Nicole NDyme  03/29/2010 Approval Routing Appraval Warkflow BUSINESS UNIT.CASE1

Chain REQ 1D:1000093289

[+ Enterprise Components Requisition, 1861
[~ Worklist Nicole N Dyme 03/29/2010 Approval Routing Approval Workflow 2-Medium |+ | BUSINESS UNIT.CASE1
REQ 1D:1000099288

Requisition, 1841

MicoleMDyme  03/25/2010 Approval Routing Approval Workflow BUSINESS UNT.CASE1
(- Tree Manager REQ 1D:1000099286
[ Reporting Tools Requisition, 1832
- PeopleTools NicoleMDyme  03M8/2010 Approval Routing Approval Workdlow BUSINESS UNIT-CASE1
*W . ) REQ ID:1000099285 —
— ange My Passwaort
— My Personalizations Requisition, 1791,
C MicoleMDyme  03/17/2010 Approval Routing Approval Workflow BUSINESS UNT.CASE1
e Srstem Prolle REQ 1D:1000099251 =
— My Dictionary EEE—
Requisition, 1821
NicoleMDyme  03M7/2010 Approval Routing Approval Workdlow BUSINESS UNIT-CASE1

REQ 1D:1000099284

Requisition, 1801
Nicole N Dyme 03/17/2010 Approval Routing Approval Workflow 2-Medium |+ BUSINESS UNIT.CASE1
REQ 1D:1000099282

Dnnicitinn 41784

< | >
& mrtemet H 100% T

Step Action

1. The Worklist screen looks the same, choose a requisition by clicking on the detailed
link (for example Requisition, 1881, BUSINESS_UNIT:CASE1
REQ_1D:100009929) in the link column.
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WA Csr WESTERN RESERVE
umwnu FTR il

Home Viorklist Add to Favorites Sign out

Search: . &
e ® Req Approval
[> My Favorites Req Name: 1000099292
I Employee Seli-Senvice Total: 1,.218.05 USD
> Manager Self-Service
- Supplier Contradis Requester: Nicole N Dyme Business Unit: CASE1
& ltems Enteredon:  04/01/2010 Requisition ID: 1000099292
[ Vendors Status: Pending fority:
[ Purchasing . o Priority: Wedium
> Inventory Requester's Justification:
> eProcurement Mo justification entered by requester.
[- Services Procurement #  EditRequisttion
> Program Management
[ Project Costing ~ Line Information
[ Accounts Payable
Line |item Description uomM Curr
- eSettiements Line |ltem Description | Vendor Hame Qty | UOM Price |Curr
[> Banking Latitude
& VAT and Intrastat @ 1 E4300IntelREG  DELL-001 1.0000 EA 1,005.21000 USD
[> Commitment Contral Core..
[- General Ledger CULT TUBE 3C
[ SCM Integrations | 2 CAP 13X100MM FISHER SCI-001 1.0000 Cg 20159000 USD
[- Set Up Financials/Supply Mi...
Chain
Slaples Folv Binder,
e 0 3 2‘22‘:5 PolvBinder. ~npp gxp-po1 5.0000 EA 225000 USD
[~ Worklist .
— Warklist [1 Select Alli Deselect All
— Worklist Details L [, View Line Detail
_ Navigator = View Ling Details
- Tree Manager + Review/Edit Approvers
[» Reporting Tools
> PeopleTools Enter Approver Comments
— Tax Center @

— Change My Password
— My Personalizations
— My System Profile

|— My Dictionarny
[+ Approve | @ Deny
Return to Worklist
< » -
Done L8 € mternet E 100 v
Step Action
2. The Requisition Approval screen appears.

As in all requisitions being approved you can Edit the Requisition or Approve or
Deny it.

NOTE: Editing at this point will not update the SmartCART so the Requistion and
Purchase Order will not be in sync when doing historical searches.

To Approve the Requisition, click the check box for the item(s) to approve.
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RSLTY " e Sign out
SEEi ‘® #  EditRequi N |
e
[- Employee Sel-Service Line |ltem Description  |Vendor Name Qv |uoM Pric:
[+ Manager Self-Service Latitude
> Supplier Contracts 1 E4300intelREG ~ DELL-001 1.0000 EA 1,005.21000 USD
- ltems e
[ Vendors
> Purchasing CULTTUBE SC
> Inventory 2 CAP 13X100MM FISHER SCI-001 1.0000 C8 201.59000 USD
[- eProcurement .
[- Services Procurement Staples Polv Binder,
3 CORP EXP-001 5.0000 EA 2.25000 USD
> Program Management Green. ...
[ Project Costing
[ Accounts Payable Select Al Deselect All
PEEELEUES L 2 view Line Details
(- Banking
[ VAT and Intrastat ~ Review/Edit Approvers
[ Commitment Contral
[> General Ledger Stage: 1
[» SCM Integrations — =
[> Set Up Financials/Supply ~ Requisition 1000099292:FPending
Chain

[ Enterprise Components Ameount and Category Approval
[~ Worklist

35000 Approver

MNavigatar
(- Tree Manager
e
& PeopleTools Enter Approver Comments
— Tax Center Order is good
— Change My Password
— My Personalizations
— My System Profile
— My Diclionany
— [+ Approve | @ Deny
Return to Worklist
]
< >
3 & mntemet H 100% v

Step Action

3. Click the Approve button.
[+ Approve

. CASE W}S&TERN RESERVE

NIVERSITY i shEh
Search: ‘® Requisition Approval Saved
[ My Favorites Confirmation
> Employee Self-Service
[- Manager Self-Service + 1000099292 has been approved.
> Supplier Gontracts
[ ltems
[ Vendors ReviewlEdit Approvers
> Purchasing
[ Inventory Stage: 1
[> eProcurement
> Services Procurement ~ Requisition 1000099292:Approved (> ViewHide Commenis

[ Program Management

[ Project Costing

(- Accounts Payable

[ eSettlements

[> Banking

[- VAT and Intrastat

[ Commitment Control

[» General Ledger

[» SCM Integrations

[~ Set Up Financials/Supply
Chain Return to Worklist

[» Enterprise Components

[~ Worklist

Amount and Category Approval

1

— Navigator
[ Tree Manager
> Reporting Tools
> PeopleTools
— Tax Center
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

[3 € mtemet E100% -
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Step Action
4, The Confirmation of approval screen appears.
[C]
5. You may return to your worklist.
Click the Return to Worklist link.
Return to Worklis{
6. This conludes the section on how to approve SmartCART requisitions.

Note after approvals, there is not buyer a Purchase Order will automatically be
created for the items ordered.
End of Procedure.
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Manage Requisitions that were created in SmartCART
This section will explain how to view and manage the created requistions from SmartCART.

Procedure

To begin, log into Financials and navigate to the SmartCART Home page.

CASEWESTERN RESERVE
BB UNTVERSLTY . e

Personalize Content | Layout Help
Menu 2 2
Search:

[ My Favorites

[- Employee Self-Senvice

[ Vendars

> Purchasing

[ eProcurement

[ Services Procurement

[ Accounts Payable

- Commitment Control

> General Ledger

[» Case Departmental Deposits
I Case Petty Cash Management
[> SCH Integrations

> Set Up FinancialsiSupply Chain
[ Warklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Ly Personalizations

— Wy Systern Profile

— bly Diclionary

Done 3 € mntermet H100% -

Step Action

1. The navigation path for Manage Requisitions is not different for SmartCART.
Click the eProcurement link.
[ eProcurement

2. Click the Manage Requisitions link.

|r.'1*anage Reguisitinns|
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Menu B
Search:
®

> My Favorites

> Employee Sel-Semvice
[+ Vendors

[» Purchasing

CASEWESTERN RESERVE
pc)

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

18

Home

Viorklist Add to Favorites Sign out

New Window | Help | Customize Page | 5, *

(CASE WESTERN RESERVE
UNIVERSITY

< eProcurement Business Unit: |CASE1 Q Requisition Name: | |

I» Buyer Center

- Procurement Matrix Requisition ID: Q Request Status: All but Complste v Budget Status: \—"I

= DateFrom: 04012010 Date To: 04/08/2010 El

~ Receive ltlems TRHA001 B Entered By: [ & eom L

— Wy Profile
[> Services Procurement Search Clear
[+ Accounts Payable 44
[ Commitment Control
[- General Ledger To view the lifespan and line items for a requisition, click the Green Circle icon: []
[» Case Departmental

Deposits To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
[- Case Petty Cash Req D Requisition Name BU Date Status Budaget Total

Management ~Seled Adi co
- SCM Integrations U 1000099296 1000099295 CASE1 04/02/2010 Pending Mot 1,869 50UsD| <Select Adion.. v
- Set Up Financials/Supply Chicd
D&“ﬁwt ) 1000099295 1000099295 CASE1  04/0B/2010 Pending Valid 635.62U5D| <Select Adtion.. | Go

orklis

1> Tree Manager U 1000099294 testing templates CASE1  04/06/2010 Approved Mot 635.62U5D| <Select Action.. v | Go
[+ Reporting Tools Chkd
> PeopleTools
— My Personalizations ) 1000099283 1000099293 CASE1  04/06/2010 PO(s) Valid 700 00USD| <Select Adion.. v | Go
— My System Profile Created
— My Dictionary "

- U 1000099292 1000099292 CASE1 04/01/2010 Approved Mot 1,218 05UgD| <Select Adion.. v Go

Chkd
Create New Requisiion  Inquire Change Request Inquire Receipts  Requisition Report
L
| >

Done L8 € mrernet E 100 v

As you can see, the Requisitions that were created in SmartCART appear the same
as those created using the Special Item option.

Click the Select Action dropdown to see options for the Requisition.
| <Select Action.. + |

Click the Circle of Life icon to see the status of the processing of the Requisition.
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Home Workiist Add to ites Sign out

Search: New Window | Help | Customize Page | &) &
(s Manage Requisitions
> Employee Self-Semvice
- Vendors =
[> Purchasing To locate requisitions, edit the criteria below and click the Search button.
[~ eProcurement Business Unit: |CASE1 Q Requisition Hame: ‘ ‘

I Buyer Center o

— Procurement Malrix Requisition ID: Q Request Status: | AlbulComplete |v|  BudgetStaws: | v

e R Date From:  [04/01/2010 Date To: 04/08/2010 ]
e — Requester: | TRNADO1 Q Entered By: [ la rom e

— Wy Profile
[- Services Procurement Search Clear
[+ Accounts Payable

[ Commitment Control

[- General Ledger To view the lifespan and line items for a requisition, click the Green Circle icon, (5]
[ Case Departmental
Deposits To edit or perform another action on a requisition, make a selection from the Aclion dropdown list and click Go.
(- Case Petty Cash Req D Reguisition Name BU Date Status Budaget Total
Management )
[» SCM Integrations ¥ 1000099296 1000099296 CASE1  04/08/2010 Pending Not 1,860 50USD| <Select Action . v | Go
[> Set Up Financi ipply Chicd
Chain [Callapse Section]  wicate M Dyme EnteredBy: Nicole N Dyme Priority: Medium
> Worklist Request Lifespan:

[ Tree Manager

> Reporting Tools

> PeopleTools

— My Personalizations

= T L& o )

C my gy‘ Stiir:aPmﬁ\e Requistion Approvals Inventory Fg:jf:e RC:;S.; Receiving Retums Invoice Payment |
Line Information
Li Descripfion Status Price Curr Quantity UOM  Vendor
1 ERISIEE IS STy Pending Approval 895.00000 USD 200004 B0
TrucountT... Biosciences
2 Tubes Conical15ml  Pending Approval 79.50000 USD 10000Es  DioRad %

Laboratories

) 1000099295 1000099295 CASE1  04/08/2010 Pending valid 685.62U8D| “Select Action.. v | Go
U 1000099294 testing templates CASE1 04/06/2010 Approved  Not §85.62UsD| <SelectAction.. v | Ga

Chkd e
< | >
javascriptisubmitAction_winO(dacument. wind, PY_REQSTAT_WRK_PY_COLLAPSE_SECT$0'); [§ € mtemet H 100% T
Step Action
5. Note the status. The status Pending Approval indicates there are approvals in the
workflow.

6. Click the Req ID link for the requisition to view.
1000099296
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Menu B
Search:
®

> My Favorites

> Employee Sel-Semvice
[+ Vendors

[» Purchasing

< eProcurement

> Buyer Center

— Procurement Matrix

— Receive ltems
— Wy Profile

[- Services Procurement

[+ Accounts Payable

[ Commitment Control

[» General Ledger

[» Case Departmental
Deposits

[> Case Petty Cash
Management

[> SCM Integrations

- Set Up Financials/Supply
Chain

[- Worklist

[ Tree Manager

> Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

CASEWESTERN RESERVE
ELS TTY o alh

— My Dictionary

Home

Viorklist Add to Favorites

New Window | Help | Customize Page | .5,

Requisition Details

1000099296 1000099296 CASE1 04/08/2010  Pending 1,869.50

1 CD3/CD4/CD45 with Trucount T...Not Sourced N 2.0000 Each 895.00000 USD Pending 1,790.00

2 Tubes, Conical.1.5 m| Not Sourced N 1.0000 Each 79.50000 USD Pending 79.50

Edit Requisition

Return to Manage F E Schedule and Distribution

< |

Sign out

Dane

H100% T

8 € mternet

q

CASE WESTERN RESERVE
UNIVERSIT?

Step

Action

The Requisition opens with a list of the items. To see the details about each item,
click the item name link.

|CD3ICD4JCD45 with Trucount T...|
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Search:

\ |®

> My Favorites
> Employee Self-Semvice
[+ Vendors
[» Purchasing
[~ eProcurement
> Buyer Center
— Procurement Matrix
R

— Receive ltems

— Wy Profile
[- Services Procurement
[+ Accounts Payable
[ Commitment Control
[» General Ledger
[» Case Departmental

CASEWESTERN RESERVE
VERSITY

Amons

ii

draft carts | favorites

Cart - Requisition 380810

User Manual
SmartCART Manual

Edit Cart I goton

(=]

Cart Hame
Prepared by

Lab 2 Order
Nicole N Dyme

Show line details

Supplier / Line Item Details

7

For selacted line itams | Add To Faverites

v so |

BD Biosciences uﬂ more infe...

size Unit

esan Product Description tatalog Mo PRl Price Quantity  Ext. Price []
[ Case Petty Cash 1 CD3/CD4/CD4S with Trucount Tubes - FITC, PE, PerCP - Anti Hu - 340402 SOTEST 895.00 2EA  1,790.00 USD [
Management Clone SK7 - 50 tests  more info... Er
[ SCMIntegrations Supplier subtotal 1,790.00 USD
- Set Up Financials/Supply
Chain =
> Worklist Bio-Rad Laboratories =7 moreinfo..
[ Tree Manager size / Unit
> Reporting Tools Product Description Catalog No Packaging prin Quantity Ext.Prica []
[ PeopleTools 2 Tubes, Conical.1.5 ml  moreinfo.. 2240100 1.5mL 79.50 1EA  79.50USD [
— My Personalizations EA
— My System Profile
— My Dictionan, Supplier subtotal 79.50 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown Subtotal 1,860.50
here are for estimation purposes, budgst chacking, and workFflow approvals. _— .00
Taxz 0.00
Shipping 0.00
Handling 0.00
Total 1,869.50 USD
Done 3 € mrtermet H100% -

Action

The SmartCART cart appears with the item information. Depending on the vendor,
some will allow View Details links which will allow you to go to the cart and view
the item(s) you purchased.

To return to the Manage Requistions screen, click the Manage Requisitions link in
the left Financials Menu.
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Search:
> My Favorites

> Employee Sel-Semvice
[+ Vendors
[» Purchasing

CASEWESTERN RESERVE
UNIVERSITY

Manage Requisitions

[~ eProcurement Business Unit: |CASE1 Q
I» Buyer Center

~ Procurement Malrix Requisition ID: Q

Date From: 04/01/2010

— Receive ltems TRNADOT Q

— Wy Profile

Requisition

Request Status:

Date To:
Entered By:

To locate requisitions, edit the criteria below and click the Search button.

Home

New Window | Help | Customize Page | 5,

(CASE WESTERN RESERVE
UNIVERSITY

18260

Viorklist Add to Favorites Sign out

A~
ntp —

Name: |

All but Complete  +
04/08/2010 El
[ .

Budget Status: h

POID:

[

[- Services Procurement
[+ Accounts Payable

[ Commitment Control
[» General Ledger

[» Case Departmental

Search Clear

To view the lifespan and line items for a requisition, click the Green Circle icon:

0

Deposits To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go,
[- Case Petty Cash Req D Requisition Name BU Date Status Budaget Total
Management
[> SCM Integrations U 1000039296 1000099295 CASE1  04/08/2010 Pending Mot 1,860 50UsD_=<Select Action.. v | GO
- Set Up Financials/Supply Chicd
M(\:rha;? . ) 1000099295 1000099295 CASE1  04/0B/2010 Pending Valid 535.62U5D| <Select Adtion.. | Go
orklis

1> Tree Manager U 1000099294 testing templates CASE1 04/06/2010 Approved  Not 585.62UsD| <SelectAcion. v | Go
[+ Reporting Tools Chkd
> PeopleTools
— My Personalizations ¥ 1000099293 1000099293 CASE1  04/06/2010 PO(s) Valid 700 0pUSE| <Seled Adian.. v | Go
— My System Profile Created
— My Dictionary Micole N Dyme Entered By: Nicole N Dyme Priority: Medium

Request Lifespan:

W
Purchase Change
Requistisn Approvals Inventory Orders Request Receiving Returns Invoice Payment
Line Information
Line Description Status Price Curr Quantity UOM  Vendor
N "
1 Tube Stips andDomed G0 g grggteq 175.00000 USD 4po0Es  PloRad
St Laboratories - |
< | E3

Done [ € mternet E 100 v

10.
the status.

Status

PO Created

In this example, in Manage Requistions, this SmartCART item has a PO Created in

Utilize the Cycle of Life within Financials Manage Requisitions to follow the life of
our requisition and Purchase Orders.

11.
SmartCART.

End of Procedure.

The concludes the section how to Manage Requisitions that were created in
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Copying Carts for new orders
This section explains how to copy a SmartCART carts and place a new order of the same items.
Procedure

User Manual
SmartCART Manual

To begin, log into Financials and navigate to the SmartCART Home page.

Step

Action

1.

Click the

carts menu item.

= eProcurement
I Buyer Center
— Procurement Matrix

[+ Services Procurement
[ Accounts Payable

WA Case WESTERN RESERVE
u :\'Sl\"t RS 1 H’R‘ iy

= AmoAl

Everything

d d
[> Commitment Gontral Go | Coioies
[ General Ledaer
Go to: favorites | quick order  Browse: suppliers | categories
Requisition Summary
There are no ines on this request
Action Items Showcased Suppliers
Please add new line in order to
save this requisiion - My Orders
Carts - Recently Completed (5) : - E
ED  geBD
Total Amount (USD). o
k‘ or 1826 Punch-out
Lab Supplies
Welcome to the SmartCart!
i Fisher
Airgas | @& | [DT
Thank You For Coming -
Office/Computer
"
MRO/ Facilities
/' Trusted sites | Protected Mede: On #®100% -

Click the my recent requisitions object.

mYy recent requisitions
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CASEWESTERN RESERVE
JNIVERSITY B2 Home | Workist | _Addto Favortes | Sign out
5
i~ eProcurement A Amonls
L my recent requisitions
— Wy Profile
[- Services Procurement
[ Accounts Payable -
[ Commitment Control My Recent Requ =
[» General Ledger | Status ition No. isition Name Requisition Date /Time Requisition Total
v 379800 2010-04-06 TRNAQOL 02 4/6/2010 4:10 PM 284.00 USD  resubmit cart
Requisition Summary v 230810 Lab 2 Order 4/8/2010 1512 PM 1.869.50 USD  resubmit cart
There are no lines on this request
v 377987 2010-03-30 TRNAQOL 01 4/6/2010 2:14 PM 1,959.60 USD  resubmit cart
Please add new line in order to
save this requisition v 379793 2010-04-06 TRNAQOL 01 4/6/2010 2:11 PM 700.00 USD  resubmit cart
otal Lines: ) v 370004 2010-04-06 TRNADO1 02 4/6/2010 4:27 BM 685.62 USD  resubmit cart
Total Amount (USD). ]
Done [ €D internet E 100 v

Step Action

3. A list of My Recent Requisitions appears. Click on one of the Requisition
No. link. For this example click 379793.
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\SEWESTERN RESERVE
IVERSITY hxh Home Worklist Add to Favorites Sign out
[~ ePracurement A dmonl; ~
[> Buyer Center | il
age Requisitions
eceive ltems | my recent requisitions
— Wy Profile
[- Services Procurement
Availzble Actions: _Add Comment ¥ Go
[ Accounts Payable siizEls Action J
[ Commitment Control
[» General Ledger | lgl
Requisition H Comments. H History ‘
Requisition Summary Summary | Taxes/S&H =
There are no lines on this request.
= Hide header Hide value descriptions
Please add new line in order to General ?
save this requisition. Cart Name 2010-04-06 TRNADOL 01
Prepared by Hicole N Dyme
Total Lines: 0
Total Amount (USD). ]
Supplier / Line Ttem Details 7
Hide ling details For selacted line iterns [ Add To Favorites v| o
Bio-Rad Labnratnrie;x.}_._",I more info...
Product Description tatalog No Sz Unit o antity  Ext. Price []
P a Packaging Price 3
1 Tube Strips and Domed Cap Strips, 0.2 ml  more info... TBC1202 0.2mL 175.00 4EA  700.00USD [
EA
Manufacturer Bio-Rad Laboratories Taxable X
Name Capital Expense X
Manufacturer TBC1202
Part Number
More hitp:/fwwe.bio-
Information rad.com/prd/en/US/ad... 1 =
URL
unspsC 41-12-17-01
more info...
Supplier subtotal 700.00
Tax1 0.00
Tax2 0.00
Shipping 0.00 |
Done € Intemet H 100% T

Step Action

4, The detailed cart will open. Click the Available Actions: dropdown list.
IAdd Comment V"

5. Choose Copy to New Cart list item.
|C-:u|:|',r to New Cart |

6. Click the Go button.
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i~ eProcurement ~

— Receive ltems

— Wy Profile
[- Services Procurement Create Cart

[ Accounts Payable
[ Commitment Control
[» General Ledger

CASEWESTERN RESERVE
UNIVERSITY e Workist

Amonl

Add to Favorites

Sign out

v Save

save this requisition

Add Products| —» [0 —* | Place Order|

CASE WESTERN RESE
UNIVERSITY

&

Certl=m= 2010-04-08 TRNAOO1 01
Prepared for Hicale H Dyme
”‘5‘“'” 5””"”" " Selzct a different user..
ere are no lines on this request Braparad by Nicole 1 Dyme
Please add new line in order to

Supplier / Line Item Details
Showline details

For selacted line iterms | Add To Favorites

<)

7

Total Lines: 0 Bio-Rad Laboratories T mors info...

Total Amount (USD). 0 — Size / Unit - -
Product Description Gatalog No  p AFe L e Quantity  Ext. Price []
Tube Strips and Domed Cap Strips, 0.2 ml  mer= info.. Tec1202

0.2mL 175.00 700.00 USD
o e |

Supplier subtotal 700.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shovn  Subtotal 700.00
here are for estimation purposes, budget checking, and workflow approvals. — 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
Total 700.00 USD
Save
Done [ € internet E100m v

RVE

Action

A new cart will appear. Enter a new Cart Name.

Altering the Quantity is allowed if the item is a hosted catalog.

Click the Place Order link.

Place Order
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CASEWESTERN RESERVE
UNIVERSITY ., e

Workiist

Add to Favorites Sign out

[~ eProcurement

~ Help |~
[> Buyer Center | il
— Procurement Matrix
Create Requisition
— Manage Requisiions = o
_ Raceiva lems |Gk 1.pefine Raquisition Y  2Addlemsand Sevices =8  3.Review and Submit
— Wy Profile
[ Senices Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
[ Commitment Control Business Unit: CASE Case Western Reserve Univ
[- General Ledger br p— SD
Requester: RNAOD Nicole N Dyme *Currency: USC
Requisition Summary Requisition Name: Priority: _Edlum v
Description Qty UOM
Tube Strips and 2 EA
Domed Cap
#1771 Tube strips and Domed Cap Str Bio Rad Labaratories 20000 E3CN 175.00000 3500
Total Lines: 1
Total Amount (USD): 250.00 [ gelectall/ Deselect Al Total Amount: 350.00 U
L #addto Favnn1es|@\ Add to Template(s) 1l Delete
Justification'Comments
| 5
[]Send to Vendor [] Show at Receipt [] Show at Voucher
i Check Budget
B Save & submit | & Save & preview approvalsl )( Cancel requisition Find more items
]
< | b
Done 3 € mtemet H 100% T

[]

11. This conludes the section how to copy an old cart to re-order or add items.
End of Procedure.
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Window Shopper Approvers - Approving & Placing Orders

Procedure

Approvers will recieve an email to let them know a cart has been completed and assigned to

them.

Once this email has been recieved the approver can log into Financials and proceed to the
SmartCART home page.

Step Action
1. Approvers will receive an email from support@sciquest.com with the subject of A
shopping cart has been assigned to you.
« Back to Inbox = Archive = Report spam | Delete Move to¥  Labels¥ More actions¥
A shopping cart has been assigned to you Inbex |x
pp iq m to me show details 1:55 PM (13 minutes ago) | %> Reply | ¥

Re: A shopping cart has been assigned to you
Cart Name: 2010-04-08 jcase 01
Prepared for: Joe Case
Prepared by: Jennifer Loudiana
Dear Jennifer Loudiana
A shopping cart has been assigned to you by Joe Case (noreply@case edu). The shopping cart
can be accessed for review in "Draft Carts” in Smart Cart. Please log in to PeopleSoft to create
the requisition and access Smart Cart.
If applicable. the user has submitted the following additional comments:
Please order. Speedtype should be OPR2621221
If you have any questions with regard to this shopping cart. please contact your Smart Cart
Support Team_
Support Team Contact Information
Thank you,
Case Western Reserve University

S Reply = Foward

Step Action
2. The email will be from support@sciquest.com with the subject of A shopping cart

has been assigned to you.

Details will include the name of the Cart, who prepared the cart and who the
approve is (yourself). the message will contain messages from the Window Shopper
about the purchase and explain how to retrieve the cart.
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CASEWESTERN RESERVE
u NIVERSI L"YR st

Home Workiist Add to Favories Sign out

|- eProcurement & dmonl;

> Buyer Center
— Procurement Matrix
— Manage Requisitions
— Receive ltems
— Wy Profile

[- Services Procurement

> Accaunts Payable Everything 5 advance: d
> Commitment Control ‘ Shop | search

[» General Ledger

Go to: favorites | quick order  Browse: suppliers | categories

Requisition Summary
There are no lines on this request. . .
= Action Items ? Showcased Suppliers
Please add new line in order to - My Orders
save this requisition Carts - Recently Completed (5)
arts - Recently Complete ] o
_ RD | &BD
Total Lines: o + View Assigned Carts *
Total Amount (USD). ]

k‘ CASE WESTERN I{ESER\/E Punch-out

Lab Supplies
s1.1826

Airgas

Welcome to the SmartCart!

= on

Thank You For Coming

Office/Computer

BN = !

<

MRO/Facilities

[

[3 € mtemet H 100% -+

Step Action

3. Point to the + View Assigned Carts * link.

Follow the process to log into Financials and Create a Requisition. Navigate to the
SmartCART home page.

4, Click the + View Assigned Carts * link to see the carts that were assigned to you.
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Menu O
| eProcurement A dmonls

I» Buyer Center
— Procurement Matrix

voE -k

|

WA st WESTERN RESERVE
BREMUNIVERSITY | g0

Home Viorklist Add to Favorites Sign out

Home/Shop

— Manaqge Requisitions home /shop

— Receive ltems
— Wy Profile
[> Services Procurement

[ Accounts Payable Everything -
Shop

[ Commitment Contral
[» General Ledger

Go | =dvanced
| search

Go to: favorites | quick order  Browse: suppliers | categories

Requisition Summary
There are no lines on this request . -

= Action Items ? Showcased Suppliers g
Please add new line in order to _ My Orders

save this reguisition.
= Carts - Recently Completed (5)

Total Lines: 0

- Assigned Carts
Total Amount (USD): 0

My Assigned Carts

‘ KD H@BD

Carts Assigned te me (2)

Punch-out :
Lab Supplies

CASE WESTERN RESERVE
wseig26 | || AITGAs """..........H IDT

Welcome to the SmartCart!

Office/Computer
: ‘ ‘ ‘
MRO/Facilities

:

Thank You For Coming

[ € mternet E100m v

CASE WESTERN RESERVE
UNIY RSTTH

18260

Step

Action

Click the Carts Assigned to me (2) link. The number in parenthesese, 2 in this
example, indicates the number of carts that are to be approved.
[Carts Azsigned to me (2)|
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W CasE WESTERN RESERVE
ll:\l\etilHlL'YR it

[~ eProcurement ~ ﬁﬂ'{ﬂ ’
[> Buyer Center | | ’]'{
— Procurement Matrix

— Create Requisition

— Manage Requisiions

— Receive ltems
— Wy Profile

[ Services Procurement Create Cart

[ Accounts Payable
[ Commitment Control Assign Substitute
[» General Ledger v
My Drafts legend | 2
Active Cart Shopping Cart Name Date Created Gart Description Total Delete
Requisition Summary .
There are no ines on this request B 2010-04-08 jll91 01 +/8/2010 0.00USD pelete |
Please add new line in order to
save this requisition.
= Drafts Assigned To Me legend | 7
Total Lines: 0 Active Cart Shopping Cart Name Date Created Cart Description Total Delete
Total Amount (USD). 0 2010-04-06 jcasa 03 4/6/2010 3,820.00 USD Delete
2010-04-08 jcase 01 a/8/2010 £19.59 USD Delete
Done [ @ trtermet H 100% T

Step

Action

The draft carts page appears. Notice there is a new section titled Drafts Assigned to
Me. These are the carts from Window Shoppers waiting for approval.

Click the name of the cart to be approved, in this example, 2010-04-08 jcase 01.
[Fo10-04-08 jecase 01 ]
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[~ eProcurement
I» Buyer Center
— Procurement Matrix

& dmonk

— Manage Requisiions
— Receive ltems

es | my recent requisitions
— Wy Profile

(CASE WESTERN RESERVE
UNIVER I 1826

Catalog Mo, (SKU) ¥

settlarnant

[ Senvices Pracurement Create Cart Add Products | —» [N — | Place Order
[ Accounts Payable
[ Commitment Control
Save
[» General Ledger bl 4 [El
Cart Name 2010-04-08 jease 01
= Prepared for Joe Case
Requisition Summary Select a differant user...
There are no lines on this request Prepared by Jennifer Loudiana
Please add new lin in order to Supplier / Line Item Details 2
save this regquisition. Show line details For selacted line it=ms | Add To Favorites v/ o
Total Lines: 0 Dell  moreinfo..,
Total Amount (USD): 0 The items were retrieved from an external supplier site, therefare your ability ta edit or view the items in this application may be limited.
Click this message for more datails.
Click the link to  MODIFY ITEMS | WIEW ITEMS Punch-out returned: 4/8/2010 1:54:47 PM  Line(s): 1
o size / unit y .
Product Description catalog No packaging Price Quantity Ext. Price []
OPTIPLEX 5605;0ptiPlex 960 Small Form Factor Base Up to 50 224-54232 EA 815.95 1EA  813.93USD [
Percent Efficient Power Supply €F  more info..,
Supplier subtotal 819.99 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown Subtotal 819.99
here are for estimation purpases, budgst checking, and workflow approvals. Taxt 0.00
Taxz 0.00
Shipping 0.00
Handling 0.00
Total 819.99 USD
Save
Done L3 € internet E100m v

Step Action

8. The cart will appear. Review the cart. In some cases a Modify Items and/or View

of catalog that was used to place the order.

Click the VIEW ITEMS link.
MooiFy 1TEMS |

WIEW ITEMS)

Items option will appear above the item. This is dependent on the vendor and type

For our example, click VIEW ITEMS to see the details about the purchase.

9. The example vendor is a punchout so the system is going to the vendor website.
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CASEWESTERN RESERVE
MUNIVERSITY e workist | Add to Favorites
[~ eProcurement ~
> Buyer Center SelectSite Punchout
— Procurement Matrix
— Create Requisition
— Manage Requisiions
- ﬁﬁ'ﬂf"ﬁ ltems Windows® . Life without Walls™ . Dell recommends Windows 7.
— My Profile
[> Services Procurement
[ Accounts Payable Secure
[ Commitment Control Shopping
[ General Ledger b PO VIEW t& Guarantee
Requisition Summary Fat ol Order Date and Time:
There are no lines on this request &) View/Print Cart April 08, 2010
1.01PM CST
p'e“fh““ ”e""n""e in order to Shipping & Handling Method Payment Method
save I requistion. Mo Charge - Lowest Cost 3-5 Day Delivery Credit Terms
Total Lines: 0 ?E’;‘;’;C‘ Code
Total Amount (USD). ] Contact Information
Optiplex 960 SFF wi Case Software
Date & Time: April 08, 2010 12:52 PM CST
Optiplex 960 SFF w/ Case Software Qty 1
OptiPlex 350 Small Form Factor Base Up to 90 Percent Unit Price 5519.99
Efficient Power Supply, Genuine Windows Vista®
Business 5P2 Downgrade XP Professional Installed, £
Estimated Delivery Date 4/29/2010
Catalog Number: 25 RCRCO57231-2244086
Module Description Show Details
OPTIPLEX 9605 OptiPlex 960 Small Form Factor Base Up to 90 Percent
Efficient Power Supply
Genuine Windows Vista® Business SP2 Downgrade, XP
O ting Sysi 3
FEEEL SRS Professional Installed E
Intel® Core™ 2 Duo FRAN0 with VT (3 16GHz A i
Done & [§ & mtemet H100%

view/print the cart.
Point to the View/Print Cart link.

11. No changes are needed, to return to the SmartCART, click the Cancel Punch-
out button in the top right of the page.

| Cancel Punch-out

12. Return to the SmartCART cart. The Approver should change the Cart Name if the

Window Shopper did not. See "Best Practices appendix in the SmartCART
manual”

13. After reviewing the cart and order, if ready to proceed, click the Place Order link.

NOTE: This is the best time to edit the order. See "Appendix on Best Practices" in
the SmartCART Manual.

Flace Order
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UNIVERSITY

CASEWESTERN RESERVE
UNIVERSLTY =~ . e
< eProcurement - Help
I» Buyer Center
H Create Requisition
Receive llems |E‘ 1. Define %  2.Addltemsand Services =8 3.Review and Submit ‘
ly Profile
[> Senvices Procurement Add lines to the r 3 the information necessary to procure each item or senvice.
[> Accounts Payable search: || Q) Search
[ Commitment Control T = SmarCART | § IR t
[» General Ledger T Emplate: ST e Eimes
e el Sclect a Request Type
Requisition Summary Special ltem Requestan item thatis not listed in the Catalog
Description Qtyuom Fixed Cost Semvice Requesta one-time semice for aflatfee.
OPTIPLEX 950 1 EA ) )
MT:OptiPlex O Variable Cost Service Request a semvice for which the fee is based on the time worked.
Time and Materials Request a service for which the fee is based on the time worked and materials used.
Total Lines: 1
Total Amount (USD). 979.80
Review and Submit
< . I+
S| « Trusted sites | Protected Mode: On #100% v

(CASE WESTERN RESERVE

18260

Step

Action

14.

To submit the Requisition with your SmartCart order, Click the 3. Review and
Submit link.

. CASEWESTERN RESERVE
u TY

NIVERSI xR
<~ eProcurement -~ Help 4
I> Buyer Center
— Procurement hatrix
- Create Requisition Create Requisition
Manage Requisitions = A
Receive ltems L ‘ D( 1. Define Requisition e 2. Add Items and Services \b 3. Review and Submit
— My Profile ) — 3
[ Services Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
[ Commitment Control Business Unit: Case Western Reserve Univ
[- General Ledger ha - —
Requester: 9 Loudiana,Jennifer *Currency: UsD
Requisition Summary Requisition Name: Priority:
Description Qty UOM
OPTIPLEX 1 EA
960S;0ptiPlex 960... ;
$10 1 OPTIPLEX 980S.00tPlex 980 Sma Dell Computers 10000 E3H $19.99000 B
Total Lines: 1
Total Amount (USD)" 219.99 [] Select All i Deselect All Total Amount: 31000 U
L fPAdd to Favorites | {2 Add to Template(s)| il Delete
| i)
[] send to Vendor [ Show at Receipt [ Show at Voucher
i Check Budget
[E) Save & submit | i Save & preview appmvalsl ¥ cancel requisition Find more items L
L)
< | >
& (& € nternet E 00 -

Page 94




CASE WESTERN RESERVE User Manual
UNIVERSITY s SmartCART Manual

Step Action

15. The Requisition screen appears. Click the Expand Section for each item to proceed
to enter Speedtype and shipping details.

16. Enter the desired information into the Speed Type field. Enter "OPR261221".

17. Click the Save & submit button.

WA C e WESTERN RESERVE
MUNIVERSITY e Home Worklist Add to Favorites Sign out
= eProcurement ~ Help
[> Buyer Center |
— Procurement Matrix
- age Requisiions Confirmation
— Receive ltems -
— My Profile
[- Services Procurement
[ Accounts Payable Requested For: Loudiana Jennifer Number of Lines: 1
EEZL”ET;}TSQL?WU‘ v RequsiionName:  Jos Cass Total Amount: 819.99 USD
ID: 1000099297
Business Unit: CASE1
Description Qty uom
OPTIPLEX 1 EA Priority: Medium
980S;0ptiPlex 980 Budget Status: Not Checked
Total Lines: 1 stage: 1
Total Amount (USD). 812.99
~ Joe Case:Approved
Amount and Category Approval
Self Approved
<S§5000 Approver
‘ Edit Requisition Check Budget
View printable version Manage Requisitions Create New Requisition
& [@ € mtemet E100% -
Step Action
18. The Requisition Confirmation page appears. Note the item is approved. A Purchase
Order will be generated.
= Joe Case:Approved
19. To view the status of the Requisition, Click the Manage Requisitions link.
lManage Requisitions
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W78 CASEWESTERN RESERVE
MUNIVERSITY e Home | Workist | MultiChannel Console | _Add to Favories | Sign out

[7 eProcurement & New Window | Help | Customize Page | 12,
I» Buyer Center
I» Manage ERP Integration

- Procurement Malrix Manage Requisitions
=

(CASE WESTERN RESERVE
UNIVERSITY

18260

— Create Requisition
= equisilions
— App equisilions To locate requisitions, editthe criteria below and click the Search button.

- ems Business Unit: lCASE1 Q Requisition Hame: | |
— Procurement Card Center
Reporls Requisition 1D: Q Request Status: | Allbut Complete Budget Status: \—vl
— Administer Procurermnent Date From: 04/01/2010 Date To: 04/08/2010 1]
— My Profile
> Services Procurement 91 B Entered By: [ Ja eom I

> Sourcing

> Engineering Search | Clear
> Manufacturing Definitions N

[» Production Contral

(> Configuration Modeler Toview the lifespan and line items for a requisition, clickthe Green Cirdeicon: €3

[ Product Configurations

> Quality To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

[ Demand Planning Req D Requisition Name BU Date Status Budaget Total

[» Inventory Policy Planning

[ Supply Planning U 1000099297 Joe Case CASE1  04/08/2010 Approved Mot g10.09Usp| <Select Adion. v | Go
> Grants Chicd

[ Program Management

(- Project Costing

> Proposal Management

> Maintenance Management
E E::sn:’::n’:ﬁg?:ur::m | Create New Requisition  Inquire Change Request Inquire Receipts ition Report
[ Travel and Expenses

[- Travel Administration
[> Billing

[» Accounts Receivable
[ Accounts Payable

[ eSeftlements

> Asset Management

[+ IT Asset Management
> Banking

[» Cash Management

[» Deal Management

> Risk Management

[» Financial Gateway

(- VAT and Intrastat

[ Excise and Sales TaxVAT |« < | >

Done o 8 € mrernet E 100 v

Step Action

20. The Joe Case requisition is in the list of Requisitions and shows a status of
Approved. The Purchase Order will be dispatched within 20 minutes of
approval/submission.

21. Use the Select Action dropdown to manage the requisition. However, editing a
SmarCART requisition that has been approved is not possible. The PO process for
SmartCART items runs about every 20 minutes.

[ <Select Action.. v |

22. The completes the section about approving and managing Window Shopper orders
in SmartCART.
End of Procedure.
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Appendix: Best Practices using SmartCART

Procedure

SmartCART is an additional way to purchase items from vendors using eProcurement. This
section lists some best practices when working with SmartCART purchases that will make your
work easier and navigation through the history easier.

Search Preference - Set up your search to be able to find similar terms. Click Advanced Search in
Shop at the Top -> Search preferences -> Make sure Similar terms box is checked. See "Using
the SmartCART System" section in this manual for detailed screen shots and information on set

up.

Cart Name - The Cart Name will default to today's date, your ID, and a number, for example
2010-04-07 TRNAOO1 01. This naming scheme can become problematic when you are working
with multiple cart purchases in the same day as well as working with Window Shopper carts.

The Best Practice recommendation is that the name be changed to something meaningful
regarding the items in the cart. For example, Joe Smith (purchasing for), or Summer 2010 lab
supplies (location and term purchase), January 2010 Office supplies (regular purchase by month).

Editing Items - The ability to edit SmartCART carts is available anytime while you are in
SmartCART.

The Best Practice recommendation is to edit and finalize the cart for purchase before clicking
Place Order or Assign Cart. This allows the cart to stay in synch with your Requisition and
Purchase Order. Modifications may be done in PeopleSoft Financials, however, keep in mind
that the Requisition and the Cart may not be the same when you view them historically.

Editing Assigned Carts from Window Shoppers - The ability to edit Window Shopper carts is
available.

The Best Practice recommendation is the same as when creating carts in SmartCART through
eProcurement make sure to edit and finalize your carts in SmartCART. Approvers are able to
delete and change quantities in Window Shopper carts.

Ship To: locations - Ship To locations will be in the system. Before doing purchasing in
SmartCART check eProcurement to see that other locations for your department are there. The
are locations you normally would enter in the Modify Shipping Address area for one time
shipping. The location associated with your ID will be the same.

How to check - Log into PeopleSoft Financials -> Click eProcurement -> Click Manage
Requisitions -> Choose any Requisition and Copy it -> Click the paper $ icon to expand one of
the items. Click the lookup icon (looking glass) next to the Ship To: box to see the list and
descriptions of locations. To view the additional department locations, search for the building,
they will be coded by building and room. When finished, Cancel this requisition.
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Step

Action

1.

End of Procedure.
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Appendix: Processing Returns from SmartCART orders

SmartCART has changed the return process for items. Contact the vendor Customer Service to
process returns. Contact Procurement & Distribution for more details at 368-2560 or
smartcart@case.edu

Procedure
SmartCART has changed the return process for items. Contact the vendor Customer Service to

process returns. Contact Procurement & Distribution for more details at 368-2560 or
smartcart@case.edu
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Appendix: Mac OS X and Safari 4 using SmartCART

Procedure

This document describes how eliminate the error "This application was uanable to route the

session back to the login™.

Create Requisition COUSI@ docs “ 11 =
Download (63K) Print (1 page) Plain HTML Save in Google Docs
- 0 +
1
Jl AN aes :*
iy
ot
iThe application was unable to route the session back to the login
élntemet 00 v p
Step Action
1. If you receive this error after clicking on the SmartCART link from the Financials
system, follow these steps to remedy the issue.
2. Go to the Safari Menu. Click Preferences.
3. Click the Security button.
4, Check the radio button Always for the Accept cookies: section.
5. Close the window. Close Safari, open and continue using SmartCART with
Financials.
6.
End of Procedure.
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Appendix: Airgas Shipping Information

Procedure

This document explains how to check and verify shipping addresses for Airgas deliveries that are
ordered through SmartCART.

Start by navigating eProcurement -> Create a Requisition

Step Action

1. Enter your Requisition Name and click the 2. Add Items and Services link.

|2. Add ltems and Services)

2. Click the SmartCART tab.

[SmartCART]

3. Click the SmartCART link.

4, Continue to the SmartCART Home page and buy the items from Airgas. When
ready to order, Click the Place Order button.

Details on How to use SmartCART are in the SmartCART and Window Shopper
Manuals at http://www.case.edu/projects/erp/learning/finguides.html

5. After you have Placed the Order in SmartCART you are returned to Financials.

Click the 3. Review and Submit link.

|3. Review and Submit
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— WManage Requisiions
- Receive ltems
— Wy Profile
[- Services Procurement
[ Accounts Payahle
[ Commitment Control
- General Ledger

Requisition Summary

CASE WESTERN RESERVE
UNIVERSTITY ~ por e
| ePracurement ~ Help @&
[> Buyer Center | ol
— Procurement Matrix
— Create Reguisition Edit Requisition

1. Define Requisition

I

Review the details of your requisition, make any necessary changes, and submit it for approval

2. Add Items and Services \g 3. Review and Submit

Business Unit: Case Western Reserve Univ
Requester: INADD Nicole N Dyme *Currency:
Requi n Name: | 1000099675 Priority:

CASE WESTERN RESERVE

Description Qty UOM
CDICESB:Penguin 1 LBS
Brand D... 5
#0 1 coicess:Penauin Brand Dyl Airgas Great Lakes Inc +1.00gp Founds 195000 1
TofalLines: ! Select All { Desslect Al
Total Amount (USDY. [ Select All 'Desclect All Total Amount: 1951
L #addio Favnmes|fg_g|AumuTemmate(s) il Delete
| )
[ send to Vendor [] Show at Receipt [] Show at Voucher
] Check Budget Budget Checking Status:Not Checked
Bl Save & submit | 4 Save & preview approvalsl xcancel Changes Find more items B
e
< | >
L8 € mternet E 100 v

18260

Step Action

6. Click the

£l

Payment and Shipping Icon.
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CASE WESTERN RESERVE
UNIVERSTITY ~ peru
[~ ePracurement ~ Help A
[> Buyer Center | il
— Procurement Matrix
— Create Reguisition Edit Requisition
— Wanage Requisiions — =
- Receive llems | ||:‘ 1. Define Requisition EL  2addlemsandservices  EB, 3. Review and Submit
— Wy Profile
> Services Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
[ Commitment Control Business Unit: CASE Case Western Reserve Univ
[- General Ledger -
— . TRNADD Nicole N Dyme *Currency: D
Requisition Summary Requisition Name: 1000099575 Priority:
Description Qtyuom Requisition Lines
CDICESB:Penguin 1 LBS Line Description Vendor Hame Quantity UOM Price Tot:
Brand D...
< [J 1 CDICESB:Penquin Brand Dry| Airgas Great Lakes Inc 1.000p FOUNds 195000 1g
Total Lines: 1 Consolidate with other Reqs [¥] Override Suggested Vendor
Total Amount (USD). 185
Shipping Line: 1 Due Date: Bl Quantity:  1.0000
Status: Active *Ship To: CEDARAP QU [=] Review Shipping Address
Attention: | Nicole N Dyme B
“Distribute by:
Accounting Lines Find First (4] 1 or1 [ Last
[ chartfields1 T)Chartfieidsa
Line |Percent Amount [ Speed Type Account  |Event Fund Dept Project Class
1 100.0000 1.95 Q. 531200 Q Q97600 261221 10 =
[] Select All  Deselect All Total Amount: 195 L
L #addto Favnmeslfg_ﬂmdm Temp\ale(s)l T Delete

",

< | >

3

User Manual
SmartCART M

anual

0% T

[§ € mmtemet

Step

Action

To see the

current address associated with the Ship To: code,

Click the Review Shipping Address link.

[[=T Review Shipping Address |
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Home | Workist | AddtoFavortes | Signout
[~ ePracurement ~ Hel
[> Buyer Center |
— Procurement Matrix .
— Create Reguisition Shipping Address
— WManage Requisiions
- Receive ltems Bl Line Description Quantity Price
— Wy Profile
B e s 1 CDICESB:Penguin B 1.0000 Pounds 1.95000 USD
PoE s AL Sched Num  Ship To Quantity  Due Date Total
[ Commitment Control
[» General Ledger = 1 Cedar Aven 1.0000 1.95 USD
=
Requisition Summary C .
ountry: United States :
Description Qty UOM o |:| Prefix: I:l
CDICESE: Penguin 1 LBS Address 1: | | Pnone:
Brand D...
Address 2 | | e [ ]
Total Lines: 1 Address 3: | ‘ Fax:
Total Amount (USD).
ciy: [Cleeans ]
State: [or ] onio
Deliver To: ‘ |
OK
(8 € mternet E 100 v

Step

Action

Review the Address information. If the address is incorrect, fill out this form to

update the information
JBTOM3eTgxQVV1TGc6MQ&AuUthEventSource=SSO

Click the OK button to return to the requisition.

DK

https://spreadsheets.google.com/a/case.edu/viewform?formkey=dEFYOGF6dko3dk
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CASE WESTERN RESERVE
UNIVERSTITY ~ peru
[~ ePracurement ~ Help A
[> Buyer Center | il
— Procurement Matrix
— Create Reguisition Edit Requisition
— Wanage Requisiions — =
- Receive llems | ||:‘ 1. Define Requisition EL  2addlemsandservices  EB, 3. Review and Submit
— Wy Profile
> Services Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[ Accounts Payable
[ Commitment Control Business Unit: CASE1 Case Western Reserve Univ
[- General Ledger -
— . TRNADD Nicole N Dyme *Currency:
Requisition Summary Requisition Name: 1000099575 Priority:
Description Qtyuom Requisition Lines
CDICESB:Penguin 1 18S Line Description Vendor Hame Quantity UOM [ Tot:
Brand D...
< [J 1 CDICESB:Penquin Brand Dry| Airgas Great Lakes Inc 1.000p FOUNds 195000 1g
Total Lines: 1 Consolidate with other Reqs [¥] Override Suggested Vendor
Total Amount (USD). 185
Shipping Line: 1 Due Date: Bl Quantity:  1.0000
Status: Active *Ship To: CEDARAP Q[ Review Shipping Address
Attention: | Nicole N Dyme B
“Distribute by:
Accounting Lines Find First 1*) 1.0f 1 (2] Last
[ chartfields1 T)Chartfieidsa
Line |Percent Amount [ Speed Type Account  |Event Fund Dept Project Class
1 100.0000 1.95 Q (531200 Q97600 261221 10 =
[] Select All  Deselect All Total Amount: 195 L
L #addto Favunlesl@.nddm Temp\ale(s)l T Delete
B
— = = =
< | >
[§ € mmtemet H 100% T

icon.

]

If you want to change the location your order will be shipped to, click the look up
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CASE WESTERN
UNIVERSIT)

|

(= Create Requisition - Windows Internet Explorer,

T
s start 23 Inter.. -

@\ >hs \g hitps: ifintrn.case.edufpsp/fintrn/EMPLOYEE /ERP/c/PY_MAIN_MENU.PY_REC_EMTRY, GELPPORTALPARAM_PTCHAW=EP PV V| 2| X \
File Edt View Favorites Tooks Help @ convert - [0 Select
— ~ . »
W [ﬁqeate Requisition I } v B ém v [ Page - () Took -
"WESTERN RESERVE
UNIVERSITY ~ gor s Home Worklist Add to Favorites Sign out
i~ eProcurement ~ Help &
[> Buyer Center | 7l
— Procurement Marix s
— Create Requisition L LOOK Up Shlp TO
— Manaqge Requisiions
— Receive ltems SetiD: CASE1
— My Profile Ship To Location:lbegms with v | |
[ Services Procurement v
Ztessisteneen = iption: | begins with || |
Requisition Summary
Description Qty UOM Look Up ‘ Clear | Cancel ‘Eas\c Lookup
CDICESB:Fenguin 1 LBS
Brand D Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of Search resuits
Total Lines: 1 View All 1100 0 300 [3] Last
X 185
Total Amount (USD). Ship To Location Description
RESHETS Marissa.Ross
AAD2 DeMell.Al
AAEG Estok.Anaie
AAF4 Franco.Adolfo
AAL39 Lisowitz Alicia
AAS100 Sallay.Ashley
AAST1 Agatha A Exner
AATS Deptowicz Amy
ABA Alfred Anderson
ABH2 Aaron Hunyady
ABL3 Locci, Ana
ABMB55 Melville Alexis
ABS4 Schnittlinger, Alex
ABW7 Schmidt.Amy ~
L@ € mternet E 100 -

10:44 AM

RESERVE

18260

Step Action

10. The Look Up Ship To page appears.

sure of the building code, use contains.

Enter the location you want to search in the Ship To Location field. Use the "begins
with" or "contains" dropdown to help with your search, for example if you are not

11. Click the Look Up button.
Look Lp
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(= Create Requisition - Windows Internet Explorer,

6@; - \g https:#Flntm‘casE‘eduﬂpspfﬁntrnfEMPLOVEEﬂERPJ’q’PV_MAIN_MENU‘PV_REQ_ENTR\‘.GEL?PORTALPARAM_PTCNAV=EP_PV_V‘ 2| X |Guug\e ‘ e
File Edt View Favorites Tools Help @ Convert - [ Select
— = »
W [@Creata Requisition I v Bl v heage - ) Took -
CASE WESTERN RESERVE
NIVERSTTY ~ g mg Home Worklist Add to Favorites Sign out
= ePracurement ~ Help '~
[> Buyer Center | il
— Procurement Matrix s
| Look Up Ship To
nage Requisitions
Receive ltems SetiD: CASE1
— Wy Profile

Ship To Location:l begins with VHBRB

[- Services Procurement

v
= iption: | begins with || |
Requisition Summary
Description Qty UOM Look Up | Clear | Cancel |Easm|_oukug
CDICESB:Penguin 1 LBS L
Brand D Search Results
[4] 1-82efez )]

Total Lines: . 11 I s T Location Description
Total Amount (USD). BRE1001 CWRU/BRB

BRB1010 CWRU/BRB

BRB10104A CWRU/BRB
BRB1010B CWRU/BRB
BRB1040 CWRU/BRB
BRBE10404 CWRU/BRB
BRB10408 CWRU/BRB

BRB1048 CWRU/BRB
BRB1048B CWRU/BRB
BRB303 CWRU /BRB
BRB309A CWRU/BRB
BRB315 CWRU/BRB
BRB3398 CWRU/BRB
BRB345 CWRU/BRB
BRB347A CWRU/BRB v

€ mtemet * 100%

Step

Action

12.

A list of locations that match your search will appear. Click the link of the location
and room you want to ship your items.
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(= Create Requisition - Windows Internet Explorer,

6@; - \g, hitps: ifintrn.case.edufpsp/fintrn/EMPLOYEE /ERP/c/PY_MAIN_MENU.PY_REC_EMTRY, GELPPORTALPARAM_PTCHAW=EP PV V| 2| X ‘Guug\e
File Edt View Favorites Tooks Help @ Comvert - [ Select
— - »
P [ﬁqeate Requisition I 3 v B v [srPage + £ Tooks -
CASE WESTERN RESERVE
UNIVERSITY ~ pgrypg Home | Workist | _Addto Favortes | Sign out
= ePracurement ~ Help &~
[> Buyer Center | il
— Procurement Matrix
— Create Requisition — Create Requisition
- ‘ 1. Define Requisition 2. Add ltems and Services \g 3. Review and Submit
— Wy Profile
[ Senices Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
Business Unit: CASE Case Western Reserve Univ
Requisition Summary . . ) =
Requester: XNADD Nicole N Dyme "Currency: UsD
Description Qtyuom e i v
CDICESE:Penguin 1LBS|  RequisiionName: | Priority:
Erand D Requisition Lines L
Total Lines: 4 Line Description Vendor Name Quantity UOM Price Tot
Total Amount (USD). 185 <[] 1 CDICESB:Penquin Brand Dry | Airgas Great Lakes Inc 1.0000 Pounds 1.95000 1€
Consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: B Quantity:  1.0000
Status: Active =shipTo:  |PRB303 @ [=7 Review Shipping Address
Attention: |N\cwle N Dyme
*Distribute by:
Accounting Lines e | Find | \ 5 First %1 1 of 1 LX) Last
[ chartfieids1 T)Chartfieids3
Line |Percent Amount | Speed Type [Account  [Event Fund [ Project Class
A 4nn nnnn +ne A [5a49nn 0 o ! == ¥
< >
Done L@ € mternet 1009

(CASE WESTERN RESERVE

18260

Step

Action

13.

The location is now in the Ship To field. To double check click the Review
Shipping Address link to verify.

Proceed to enter your Speedtype and submit the requisition.
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UNIVERS!TY =

[~ eProcurement Lol Requisition Lines -
[ Buyer Center Line Description Vendor Name Quantity UOM Price Tot:

— Procurement Matrix

Add to Favorites

Sign out

— Create Requisition <[] 1 CDICESB:PenguinBrand Dry | Airgas Great Lakes Inc 1.000p "ounds 1.95000 18
— Manage Requisitions
- ée:ewe ltems Consolidate with other Regs Override Suggested Vendor
— Wy Profil 1 5
[ Services Procurement Shipping Line: 1 Due Date: Quantity:  1.0000
i-écucr:#\:i;i!ﬁ?ulim‘ Status: Active *shipTo:  |CEDARAP @ [=] Review Shipping Address
[- General Ledger -
— |Nu:n|e N Dyme
Requisition Summary et Amt -
Description Qty UOM Distribute by:
CDICESB:Penguin 1 LBS Accounting Lines Customize | Fing | First 1) 1 0f 4 ("] Last
Brand D... [ chartfieias1 ) Chartfieiis3
Line |Percent Amount | Speed Type Account  [Event Fund  [Dept Project Class
Total Lines: 1
1 [100.0000 195 () Q Q =
Total Amount (USD). 185 ‘ | |
[ Select All / Deselect All Total Amount: 1950
L gpaad to Favorites | G2 Ada to Template(s)| Tl Delete
\'
[] send to Vendor [[] Show at Receipt [[] Show at Voucher
L=y Check Budget
E Save & submit | ﬁ%sa\fe& preview approua\s' Xcancel Changes Find more items
=
< | >
[§ € mmtemet H 100% T

Step Action

14, Comments entered in the Justification/Comments section,
will not be seen by the Vendor! This comments field should not be used for
SmartCART orders to communicate with the vendor.
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> Buyer Center
— Procurement Matrix

— Create Requisition <[] 1 CDICESB:Penquin Brand Dry | Airgas Great Lakes Inc 1.0000 oUNds 1.95000 s
— WManage Requisiions
— Receive ltlems || Consolidate with other Regs [¥] override Suggested Vendor
— My Profile ’7-
[ Services Procurement Shipping Line: 1 Due Date: Quantity:  1.0000

[ Accounts Payable
[ Commitment Control
- General Ledger

CASE WESTERN RESERVE
M UNIVERSTTY  porng Home | Workist | Addto Favortes | Sign out
[~ eProcurement Lol Requisition Lines

Line Description Vendor Name Quantity UOM Price Totd

Status: Active *Ship To: CEDARAP @ [=] Review Shipping Address

€

|Nn:n|e N Dyme Lab, by the desk

Requisition Summary Al
*Distri . | Amt v
Description Qty UOM Distribute ‘ - —
CDICESB:Penguin 1 LBS customize | Find | View A1l 88 First 4] 4 or4 [F] Last
Brand D... [ chartfieids1 [)Chartfieids3
Line |Percent Amount | Speed Type Account  |Event Fund  |Dept Project Class
Tofal Lines: ! 1 1000000 | 195 | al k& & =]
Total Amount (USD). 185
[] Select All / Deselect All Total Amount: 105 L
L ppaddto Favomasl@.ﬂ\ddto Temp\ala(s)‘ [ii Delete
Justification’Comments

| | &

[] send to Vendor ] Show at Receipt [ Show at Voucher

L=y Check Budget

Esaue&suhmit‘ %Save&premewapprovals‘ ¥ Cancel Changes ‘ Find mare items
< 1 5 )
L& € mrernet E 100 v
Step Action
15. Use the Attention: field to change the name to the correct person receiving the
items.
If you are using a generic building and room number, we recommend that you use
this field for your name and any clarifying remarks that you would typically provide
the Airgas team. The field is limited to 30 characters.
16. Click the Save & Submit button to process your requistion and order.
17. Additional Contact Information:

General SmartCART inquiries:
- By E-mail SmartCART @case.edu.
- By Phone, Customer Care Team 368-2560.

Airgas Assistance:
- By E-mail airgas@case.edu.
- By Phone,

Ship-to Location Assistance:
- By E-mail cwrushipto@case.edu

To request an addition or modification complete this form:
https://spreadsheets.google.com/a/case.edu/viewform?formkey=dEFYOGF6dko3dk
JBTOM3eTgxQVV1TGc6MQ&AuthEventSource=SSO

End of Procedure.
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