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1 INTRODUCTION

1.1 What Is eBuy?

eBuy is the Laboratory’s online ordering solution for common office, laboratory, and computer

supplies.

For more information go to:

http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/

1.2 Key Things to Know

e Approvals: Some purchases may require pre-approval based on item type or dollar amount.
Learn more about eBuy roles here.

e Intentional splitting of an eBuy order into multiple orders to circumvent required approvals
or the maximum eBuy order dollar limit is prohibited.

e Firefox is the recommended browser.

e The system will time out after two hours of inactivity in either the eBuy Marketplace or FMS.

e Navigating the eBuy Marketplace: Use the Marketplace navigation tools rather than your
browser’s tools or the navigation path provided in the FMS header. See the Marketplace
Navigation Guide for an overview of the Marketplace landing page.

e When completing your order (the requisition) in FMS:

The Ship to Location default is LBNL Main Receiving. Be sure to change the location if
appropriate. You can choose Will Call at Building 69, or one of four Ship to Locations:
1) LBNL Main Receiving, 2) Metal Stores Building 79, 3) JGI Receiving, or 4) eBuy
Brookhaven Laboratory. (NO DELIVERY is not applicable.)

Requisition Comments Field: Do not use this field. Comments provided here will not
be seen by the supplier.

Perform the Budget Check or your order may be delayed.

If the Budget Status shows as “Error” on the Requisition Confirmation page, there
may be a funding issue with your order. You need to contact your Resource Analyst.
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e When using Manage Requisitions to look up your requisition status:

— The list can contain up to 100 lines. If more lines need to be viewed, it is
recommended that you narrow your search parameters.

— Although one requisition is prepared for the order, you might have selected products
to be ordered from more than one supplier. If this is the case, each supplier will be
issued a separate unique purchase order.

e The eBuy website provides information on managing your order, such as:

Overnight Ship Return an Item

View an Order Check on Missing Items

Check on an Order Return Damaged Items

Cancel an Order Suggest or Special Order an Item
Change an Order Get Help With a Late Item

e Most suppliers in eBuy do not charge for freight, but there are some exceptions. A list of
suppliers that may charge freight is provided here.

e Email confirmation should be sent to you from the supplier when your order has been placed.

1.3 Time-Saving Tips

Throughout this User Guide we’ve provided time-saving tips. If you click on any of the links listed
below, you’ll be directed to the pertinent section of the User Guide.

e Apply the Same Options to All Lines (e.g., Ship to Location, Attention To, Project ID/Activity
ID /Work Order Number) Using Requisitions Settings (see Section 5.1)

o Get Better Search Results by Selecting a Category and Using Quotes (see General Search Tips
and Section 3.1.3)

e Unable to Complete Your Order? Retrieve Last Active Cart Under the Shopping Cart lcon

(see Section 4.2.1)
e Order From Multiple Suppliers Using One Cart/Requisition (see Section 4.3.3)
e Reorder Products From Your Cart History (see Section 3.4.2)
e Share a Cart Copy With Someone Else Using Saved Carts or Cart History (see Section 3.4.2)
e Order Many Different Items By Part Number (see Section 3.4.3)
e Cannot Find an Item From an eBuy Supplier? Get a Quote, Then Use the e-Forms Tab to
Place the Order (see Section 3.4.4)
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Not Ready to Order Yet? Save Your Cart for Future Use (see Section 4.3.5)

Create a Customized List of eBuy Suppliers Using the My Suppliers Tab (see Section 3.1.5)
Shop Frequently Used Suppliers (see Section 3.1.1)

Use Recent and Saved Searches (see Section 3.4.1)

Browse Available Laboratory Excess (Salvaged) Items Under Recommended Products (see
Section 3.1.2)

Browse Laboratory Recommended Ergonomic Products (see Section 3.1.2)

1.4 Getting Help

For additional help with eBuy:

Visit the eBuy website
Visit the eBuy Tutorials Page

Send email to ProcurementHelp@lbl.gov
Contact the Procurement Customer Service Help Desk at extension 6400 (staffed Monday -
Friday from 8:00 am - 5:00 pm)

When asking for Procurement Customer Service assistance, please provide the following information
as applicable:

What is the nature of the problem or the error message?

What were you working on in the system when the problem occurred?
Do you have a screenshot of the error?

Can you duplicate the problem?
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2 GETTING STARTED

2.1 Overview from Start to Finish

2 3 (4)

Login to the Search, Shop and Chackalt Complete Your Manage
eBuy Marketplace Add to Cart i Order (in FMS) Your Order
Simple Search Review Cart Enter Project/Activity ID Check Status
Shop by Product Type or Supplier Checkout Enter Shipping Info Make Returns
Add Items to Cart Budget Check Cancel Orders

Submit

Placing and managing eBuy orders is a 4-step process. All of these steps will be described in this User
Guide and are also covered in the eBuy 4-Step Guide.

First, you’ll log into the eBuy Marketplace.

Then, you’ll search, shop, and place items in your shopping cart.

You’ll check out.

Your order will be completed in the Financial Management System (FMS), approved if needed,
and sent to the supplier.

AN w N -

You can always manage the status of your order using the Manage Requisitions function in the
Laboratory’s Financial Management System, also known as FMS.
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2.2 lLogging Into eBuy

Access to eBuy is through the Laboratory’s Financial Management System.

There are several ways to access eBuy:

Use the direct eBuy URL

http://ebuy.lbl.gov

From the Lab’s Home Page: A - Z Index

Select “E” from the A - Z Index header.

A-Z INDEX | DIRECTORY

Click the eBuy link.

Early Career Research Program

Earth And Environmental Sciences Area

eBuy

From the Procurement and Property website

http://procurement.lbl.gov

Click the Go to eBuy link on the right side of
the homepage.

Go to eBuy

7/14/16 eBUY 9.2 USER GUIDE | PAGE 8 of 110 |

Return to Table of Contents



http://ebuy.lbl.gov/
http://ebuy.lbl.gov/
http://www.lbl.gov/a-z-index/
http://procurement.lbl.gov/
http://procurement.lbl.gov/
http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/
http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/

Once you have chosen a route to eBuy, follow the directions below to log in.

Step

Action

1

At the login screen, enter your LDAP (email) User ID and Password.

Berkeley Lab FMS

ERMesT DRLANGO LAWRENGE BERKELEY MATIGNAL LABORATORY

FMS9PRD and EBUY

User ID

Password

FMS will be down for a brief period at 5am on weekday mornings for system
backup. The system should be available again no later than 5:30am.

Sign In

When the new window opens, click Go to eBuy.

eBUY

Go to eBUY
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2.3 Navigating the Marketplace

The Marketplace landing page is shown below. The Marketplace

Navigation Guide provides an

overview of the elements noted.

|£. Return to Marketplace Home |172nmml(sﬂmsnamtm|
izt pstilae SRS
b 4

T Mo F

14. View Current & Saved Carts |
e

| 13. Quick order by Part & |

a5 Supeliers

i g L g
7 . | 10, Categories &

Walcoma to the eBuy Marketplace

N

- 15. Manage Cart History
16. My Settings
eBuy Tutorials

HOW T SHOP (o in Tios and' Tetonsts)

Find a Supplier | Product Typs
Wit AR Sucpimes sbiove

COW PEOPLE
WHD
GETIT
By Anacase

>CKIDT

3

Cwder a Mon-Catalog tem
Y ————

| & 5. Shop
——— Frequently Used
Trimom 358 ——__“—j Suppliers
| SGMA - ALDFRCH @m—nw %hﬁ_j-
element iu e
By GRS oy G55 Dy Pacie Ofice Sousions By G55
RECOMMENDED =
i PRODUCTE E N (\;
s iy kok on o logo = night to shon
SR prelle K L ) S | L V 5
W B T as S, S St ...
s
—"
y
3, Key eBuy Info

18. Log Out of Marketplace

| )
—<J_>_L Shopping Tips

s
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3 SHOPPING

In the next few sections, we’ll go over how to browse, search, and compare items. We’ll also show
you how to add items to the shopping cart, as well as how to create an e-Form for special orders.

3.1 Common Ways to Shop

In this first part of the Shopping section, we’ll go over the most common ways to shop in the
Marketplace—techniques you’ll probably find yourself using over and over again.

Shop Frequently Used Suppliers

Shop Recommended Products / Packages

Search Across Suppliers

Select Specific Categories / Suppliers to Shop and Search
Build Your Custom Supplier List to Shop and Search

3.1.1 Shop Frequently Used Suppliers

Step

Action

1

On the Marketplace landing page, you can click on a logo in the Frequently Used Suppliers
section to shop from suppliers that provide the most commonly purchased items at the
Laboratory.

FREQUENTLY USED
SUPPLIERS — | —4% =
For commenly purchased Lab ( w :,EESLE SOKIDT M
items, click on a logo at right and go H GETIT
directly to the appropriate catalog /

by Anacapa by Anacapa by GSS

SIGMA-ALDRICH @“‘m"‘aw vwwuﬁaﬂ?-‘.nom;-‘
elementiu
by GSS by GSS by Pacific Office Solutions by GSS

Step

Action

You will be redirected to the supplier’s catalog within the Marketplace. Here you can shop,
add items to your cart, and check out to transfer the items into your Marketplace cart.
Note that the Checkout / Transfer Cart process varies by supplier.
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Note: Each supplier catalog has functionality such as search, sort, and compare. However,
since each catalog’s design is managed by that supplier, the catalogs will look different.

The categories in catalogs will also vary by supplier.

@

Step Action
3 To return to the Marketplace without adding anything to your cart, click on Return to eBuy
Marketplace at the top of any supplier’s catalog.
. t B = Contact Us | Help &
j’s t |pmdml Search  Find | ¥ shopping Cart : $0.00 ( 0 Ttems )
element 7] RoHS compliant | Advanced Search — =
——— - e —— g "_’ — — e = —

PRODUCTS

New Products

acturer List

HOME | PRODUCTS | SERVICES | SOLUTIONS | COMMUNITY | ORDER | MY ACCOUNT |Live Support

New to Newark/element14? start here

(773)907.5807.
Click here for an in depth Punchout user guide

» o

What you need when you need it

GUARANTEED

W QUSANLESS 10 STV YOUT OAeY of N-SI0cK KBS te Same day
s ondered or we wil expedite your eligble onder for free®

Featured Products

Hon " FLUKE . Rl Betugs
ST o |

A Premier Famell Company (i

Welcome back Steve Kessler

Newark Part Number _ Qty

...O0OPS

4 We bought too much!

Save today on
100s of electronic
components!

Feedback Survey — -

3.1.2 Shop From Recommended Products / Packages
Step Action
1 On the Marketplace landing page, you can click on the icons in the
Recommended Products section for lists of Lab-recommended products in Order Type ~
specific categories.
e-Forms
These lists can also be accessed from the Order Type drop-down menu in the Quick Order
Marketplace header, under Packages.
Saved Carts
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Click on Recommended Products icons on the Marketplace main page.

CartHistory My Settings

Tutorials  Logout

Website

more...

standards, and green purchasing

= L, Simple Search My Suppliers All Suppliers e-Forms
éii?ﬂ‘.ﬂ LAB
B e -
" Board
e sane Boar Welcome to the eBuy Marketplace
Friday October 30,
ek . HOW TO SHOP (More in Tips and Tutorials)
Help Desk
Search By Keyword Find a Supplier / Product Type Order a Non-Catalog ltem
Latest Hews with Search box above with All Suppliers above with e-Forms above
Learn More about
the eBuy
WMarketplace FREQUENTLY USED 9
Dell Catalag SUPELIERS 79 PEOPLE
ndes For commonly purchased Lab E WHO >O<]]j'[‘ m
items, click on a logo at right and go GETIT
Mew Delivery -
pesilygen s directly to the appropriate catalog /
Industrial and
Specially Gas by Anacapa by Anacapa by GSS
Cylinders
+ Navigate the
l-iarké(i\ace elementiu
« Overnight Ship an
ltem by GSS by GSS by Pacific Office Solutions by GSS
« Check on an Order
«» Cancel or Change
an Order
« Return an tem RECOMMENDED
PRODUCTS ra [N
Click on a logo at right to shop ' %&
Supplierinfo Lab-recommended products e — :
B available in eBuy for safety, Computers & Supplies Electrical Safety Ergonomics Excess Property Sustainability

Or choose “Packages” from the Order Type drop-down menu to go to a page with a list of product
categories. Clicking on a category takes you to the Recommended Products in that category.

Package

Line
1

2

List

Click on the Package rame o view its conbenis.

Compulers & Supples
Elecirical Safely
Ergonamics

Excess Property

Sustanablity

Vending Maching

Package Qwner  Creation Dale

Jode@iblgey  05:27-2015
Jouegibl gov 05222015
Jode@blgey 0852015
Jouieibl.gov 07-15-2015
Jouieg@ibl gov 05-18:2015
jode@iblgoy 05272015

Package Descrigtion

Recommended ibems by [T SME

Recommended items by EHES Elecirical Safely Depariment
Recommenged items by EH&S Ergonomics SMEs

Subject 1o availabiity. Please vish the Laboratory Excess, Bidg 79, M-F
TAM - 3PM, Ph: 14938 or 14837

Recommended items by Procurement Sustainablity SME

[rems avaiiable in the Fackities Vending Machine

= | & = =0 E

Iy =¥ Ay AT AT AT
=

[

Note: Products displayed under Excess Property are subject to availability and may vary
by model, color, and condition. These products cannot be added your cart. Instead, click
on the product image for a description and contact information to confirm its availability.
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Step Action

2 A page will be displayed listing all Lab-recommended products in that category.
You can browse and search through the list of products:

e Browse using the right-hand scroll bar, or
e Perform a keyword search using Ctrl / CMD + F.

Add Selected Ttem(s) to Cart Add AllTtem(s) to Cart

Package
Package > Computers & Supplies

Select Product Image Description Supplier Name Part Number Price Unit Qty Total
Mini DisplayPort to DVI Adapter

] Apple by Anacapa MB570LL/B $3150 EA 1 $31.50
F o IPAD AIR 2 WL 64GB GOLD

O Apple by Anacapa MH182LLIA $571.76 EA 1 $57176
oL
I IPAD AIR 2 CELLULAR 64GB GRAY WITH WL

B Apple by Anacapa MH2M2LLIA $694.00 EA 1 $694.00

Step Action

3 If you use Ctrl / CMD + F, a search field will display to enter the word(s) you wish to search
for within the product description. Enter text in the field and hit return on your keyboard.

| lf:'r.d in page * | ¥ | Highlight All  Match Case

4 Each found case will be highlighted. To continue to see other matches, click the down
arrow next to the search field.

Note: If you click on a product image, a pop-up window will give you product details on
that item.

Staples 100% Recycled S MaEae, LETTER-size, 92/104 b =
¥ & 1/ "W 5 : . Staples by Pacific Office
- US/Euro Brightness, 20 Ib., 8 1/2"H x 11"W, 5,000 Sheets/Ct ° 620014 §56.50 CT 1 $56.50
Staples 100% Recycled Copy Paper, LETTER-size, 92/104 Steples by Pacilic O
- < 3 & 31727 "W 500 Sheets/ Staples by Pacific Office
B US/Euro Brightness, 20 Ib. 1/2"H x 11"W, 500 Sheets/Rm 620016 $5.03 ’RM 1 $5.93
Solutions
Pilot BeGreen Precise V5 Rolling Ball Pens, Extra Fine Point, 0.5 R
- / and G . Staples by Pacific Office
mm, Blue Ink / Blue and Green Barrel, 12/Pk — §2385 Dz 1 $23.85
Solutions
Sustainable Earth by Staples Hardwound Towels, 1-Ply, White
6/CL 7.87" x 800" Staples by Pacific Office
3 6/Ct, 7.87" x 800" per roll 887841 $30.86 CT 1 $30.86
Solutions =
copy paper| A, Highlight All  Match Case 1 of 2 matches x
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Step Action

5 You can add one or more items directly to your cart by clicking the checkbox to the left of
each item you wish to add.

Stapies by Pacific Office Solutions

Step Action

6 Then scroll up to the top of the page, where you will be provided with three choices:
1. Add Selected Item(s) to Cart

2. Add All Item(s) to Cart

3. Export to Excel

To add the checked item(s) to the shopping cart, click Add Selected Item(s) to Cart.

Add Selected tem(s) to Cart I Add All kem(s) to Cant

3.1.3 Search Across Suppliers

The Simple Search functionality allows you to enter any type of search value (i.e., keyword, supplier
part number, manufacturer part number) in order to search across all relevant suppliers/catalogs and

display search results.

Step Action
1 Navigate to the Simple Search tab.

Simple Search My Suppliers All Suppliers e-Forms

Step Action
2 Type words(s) or part number(s) into the search box.
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Step

Action

2.a The search conducts an exact match to the keyword(s) or part number(s) you type
into the search box. Searching for “copy paper,” for example, will return any item
which has “copy paper” in the item name. Click here for Search Tips.

2.b The system will auto-populate previously used search terms as you type.

2.c The system will automatically show search results after three seconds if you stop
entering a word after three letters.

3 If known, select a category from the

All Categories drop-down menu Simple Search My Suppliers All Suppliers

before doing your search. This will

improve the accuracy of your search

results. : _ _

'@ Product Keyword ') Supplier Part # ‘' Manufacturer Part #
Select a Category.
Type to Filter: Reset
B Al
[[]Biological Agents
[C]Books
] Building and Construction Components and Supplies
[[]Chemicals
[C]Chromatography & Analytical Products
[[]Computers & Supplies
4 You can also type in the category

name in the Type to.Fllter area. As Select a Category.

you type the letters in, matching

categories will display. Type to Filter: Reset
Select a Category.

ch Reset
[C]Chemicals
[C]Chromatography & Analytical Products
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Step Action

5 Located on the left-hand side of the Search
Results window is a Real Time Search box. You Real Time Search
can open this box by clicking the down arrow. 1
5.a Here you will see the search status for each
supplier.

When a supplier has a status wheel which
continues to twirl, the supplier search is still in
progress. Complete Book and Medls

To stop the search for a particular supplier,

click on the blue x next to the supplier’s status
wheel. The wheel will stop and be replaced by Coemniete Sk 2nd Mediz @] ()
a red square.

To restart the search, click on the arrow to the
right of the red box.

5.b When a supplier has a green checkmark next to
it, the supplier search is completed. Swagelck v
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3.1.4

Select Specific Categories / Suppliers to Shop and Search

Within the All Suppliers tab, you can select a supplier and shop directly from their catalog, or you
can select specific categories and suppliers to search.

Simple Search My Suppliers All Suppliers e-Forms
@ product Keyword ® Supplier Part # @© Manufacturer Part #

Select a Category. Select a Supplier.
Type to Filter: Reset Type to Filter: Resst
] Al Al =
[[] Biological Agents [C]Airgas by GSS (Go to site )
[[]Books [CJAlameda Electric {52 2
[[] Building and Construction Components and Supplies [[]Anixter by GSS (Go to site4) =
[[] Chemicals . [CJApple by Anacapa (Go to sites) £
] ghromattogrgpshy &lfﬂ\nalyhcal Products [F]Bio-Rad by GSS (Go o site4) P
W Gomputers: & Spolies _ [F]CDW-G by Anacapa (Go to site) 4
[[] Electronic Equipment & Supplies ;
a Cases [CIClontech by GSS (Go to sitet)
[[]General Lab Equipment & Supplies W Cole-Parmer by G55 (G_O " Slt_e'ﬂ
[[]Industrial Tools & Supplies [ ComplotaBaak (Gerln sﬂg_ﬂ SB]
[[] Life Sciences Products []Dell by Anacapa (Go to site.1) £
[l O fficn Sunnline @ Cirnitiirn [1Digi-Key by GSS (Go fo siteg) A%

3.1.4.1 Catalog Shopping From the All Suppliers Tab
Step Action
1 Navigate to the All Suppliers tab.
2 If there is a checkbox to the left of the supplier’s name, you can search the supplier’s

products in the Marketplace (e.g., Grainger by GSS).

The blue Go to site link to the right of a supplier’s name indicates that you can go directly

to that supplier’s catalog to shop and add items to your cart.

If there is no checkbox to the left of the supplier’s name, you cannot search this supplier’s
catalog within the Marketplace. Such suppliers will have a blue Go to site link to the right

of their name (e.g., Genewiz by GSS).
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Select a Supplier.

Type to Filter: Reset

() Genewiz by GSS I(Go to site;r)l o
GenScript (Go to sitet)

[[] Government Scientific Source (Go to sitet) 1
[C]fGrainger by GSS (Go to sitet)

Step Action
3 If you are uncertain which suppliers have the category of product you are looking for, first
choose a category under the heading Select a Category. This will narrow your selection of
suppliers.

Click the Go to site link to the right of the supplier’s name.

You will be directed to the supplier’s catalog within the Marketplace.

Select a Category. Select a Supplier.
Type to Filter: Reset Type to Filter: Reset
[ Al Al .
[]Biclogical Agents [C]Apple by Anacapa [ Go to site ) &S
[[]Books [C] CDW-G by Anacapa (Go (o siet) 4%
[[]Building and Construction Components and Supplies [C]Dell by Anacapa (Go to site2)
[C]chemicals [[] Excess Inventory
[C]chromatography & Analytical Products [C]Fine Tec Computer £ T‘-T

omputers & Supplies
[C]Electronic Equipment & Supplies
[Gases

[[]General Lab Equipment & Supplies
[[industrial Tools & Supplies

[[]Life Sciences Products

[Joffice Supplies & Furniture
[C]Optics & Spectroscopy Products
[[]safety Equipment

[[]vacuum Supplies

Note: Each supplier catalog has functionality such as search, sort, and compare. 0
However, since each catalog’s design is managed by that supplier, the catalogs will look
different. The categories in catalogs will also vary by supplier.
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3.1.4.2 Searching Multiple Categories or Suppliers on the All Suppliers Tab

The All Suppliers search function allows you to perform a search across selected categories and
suppliers. You can select one or more categories and/or suppliers to search.

Step

Action

1

Navigate to the All Suppliers tab.

2

Select a button below the All Suppliers search box: either Product Keyword, Supplier Part
#, or Manufacturer Part #.

Product Keyword
Searches for product(s) based on a keyword.

Supplier Part #
Searches for product(s) based on the part number provided by the supplier.

Manufacturer Part #
Searches for product(s) based on the part number provided by the manufacturer.

Simple Search My Suppliers All Suppliers e-Forms

@ Product Keyword _) Supplier Part # © Manufacturer Part # |
Step Action
3 If you do not know the supplier catalog(s) you wish to search, but do know the product

category, you can narrow your search to only suppliers offering products in that category.

Choose the desired item categories(s) from the Select a Category box by clicking on the
checkbox associated with each category name or by entering the name of the category in
the Type to Filter field, or leave it blank. Only supplier(s) associated with the chosen
category will populate in the Select a Supplier section.

Note: You can select all categories by clicking on the All checkbox.

7/14/16

eBUY 9.2 USER GUIDE | PAGE 20 of 110 | Return to Table of Contents



http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/
http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/

Simple Search My Suppliers

@ Product Keyword @] Supplier Part #

All Suppliers

e-Forms

@ Manufacturer Part #

Select a Category. Select a Supplier. Search Within Remove All
Type to Filter: Reset Type to Filter: Reset
o Al oAl
[] Biological Agents [] Fisher Scientific by GSS (Go to sitet)
[F]1Books [[] Grainger by GSS (Go to sitet)
[F]Building and Construction Components and Supplies [F1MSC by GSS (Go to sitet) ‘
[[] Chemicals [ Newark element 14 by GSS (Go to site 1) 4%
[[] Chromatography & Analytical Preducts []S&S Supplies & Solutions (Go to site1)
[F] Computers & Supplies
[] Electronic Equipment & Supplies
[[Gases
[[] General Lab Equipment & Supplies
[] Industrial Tools & Supplies
[[] Life Sciences Products
[] Office Supplies & Furniture
[[]Optics & Spectroscopy Products
[7] pafety Equipment
[F]Vacuum Supplies
Step Action
4 Select the supplier catalogs that you wish to search within from the Select a Supplier
list. At least one supplier must be chosen to conduct a search with this search feature.
Note: You can select all suppliers by clicking on the All checkbox.
Simple Search My Suppliers All Suppliers e-Forms
@ Product Keyword ‘-i-‘SuppI\er Part # @ Manufacturer Part #
Select a Category. Select a Supplier. Search Within Remove All
— — Grainger by GSS (Go to siteg) ¥
plgtojt fes: i Bl Rojt Tes: i Newark element 14 by GSS (Go to site 4) 4% %
0 Al Al
[[] Biclogical Agents [ Fisher Scientific by GSS (Go to sites)
[C] Books .Srainger by GSS (Go to sitet)

[[] Chemicals

[F] Chromatography & Analytical Products
[[] Computers & Supplies

[[] Electronic Equipment & Supplies
[[Gases

[[] General Lab Equipment & Supplies
[ Industrial Tools & Supplies

[] Life Sciences Products

[[] Office Supplies & Furniture
[[]Optics & Spectroscopy Products
Safety Equipment

[[] Vacuum Supplies

[[]Building and Construction Components and Supplies

CIMSC by GSS (Go to sites) 4%
ewark element 14 by GSS (Go to site 1) %
[[1S&S Supplies & Solutions (Go to sitet)
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Step Action

5 Type word(s) or part number(s) in the search box. Click here for Search Tips.

6 Click the Search button.

Simple Search My Suppliers All Suppliers e-Forms
@ Product Keyword l :'Supp\ier Part # ) Manufacturer Part #
Step Action

7 The search results will appear under the Simple Search tab.

Simple Search My Suppliers All Suppliers e-Forms

Refresh this Data

Hide Product Images
Add to Cart Save Search Criteria

Showing 1-200f38| 20 ~ perpage| 12

Product Price Add To Cart
O S| $4.43 Quantity
v Viziflex notebook keyboard skin
Supplier: CDW-G by Anacapa Supplier Part #: 3458761 UOM: EA Mfg: Mfg #:
o LKO2 Supplier AuxID: LeadTime: Buyer Part#¥: MinOrderQuantity: 1 UNSPSC:

Alternate Supplier(s)

B : $6.83 Quantity
VIZIFLEX KENSINGTON KEYBOARD SKIN
) Supplier: COW-G by Anacapa Supplier Part #: 2035795 UOM: EA Mfg: Mfg #
2 528G104 Supplier AuxID: LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC:

Alternate Supplier(s)

Step Action

8 To edit your search criteria, you will need to return to the All Suppliers tab.
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3.1.5 Build Your Custom Supplier List to Shop and Search

Within the My Suppliers tab, you can create your own custom list of categories and suppliers. You can
also select a supplier and shop directly from their catalog, or you can select specific categories and

suppliers to search.

3.1.5.1 Edit the Supplier List

Step Action
1 Navigate to the My Suppliers tab.
2 Click the Edit List button.
Simple Search My Suppliers e-Forms
@ Product Keyword ‘i-‘Supleer Part # © Manufacturer Part #
[7] Electronic Equipment & Supplies [[IBooks -

Swagelok (Go to site ) £

[ Industrial Tools & Supplies

Swagelok (Go to site g)

[l vacuum Supplies

Swagelok (Go to site 4)

[EIMDC vacuum (Go to sitet) SR

[ Computers & Supplies

[[] pell by Anacapa (Go to siteg) 7
[£] Fine Tec Computer H__i.

[l pigi-Key by GSS (Go to siteg)

[IMsc by 6SS (Go to site ) 4

Kurt J Lesker (Go to siteg) 755

[C] Apple by Anacapa (Go to site ) 74

[[] complete Book (Go to site t) ':_;

[C] office Supplies & Furniture

["] staples by Pacific Office Solutions (Go to site
Elc
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Step

Action

3 You will now be in edit mode.

4 Click the red x next to the supplier that you would like to remove from the page, or drag
and drop the category to rearrange the view location within the My Suppliers tab.

[ Books

[7] complete Book and Media (Go to site )

Step

Action

5 Click the Save List button at the top right of the window.

[C]Electronic Equipment & Supplies

Swagelok (Go to site 1) %

[[]1Industrial Tools & Supplies

Swagelok (Go to site 1) ®

[[vacuum Supplies

swagelok (Go to sitet) 51 3¢
[CImpc vacuum (Go to site )

like to remove.

[ bigi-Key by GSS (Go to sitet) ®
[ mMsc by GSS (Go to site)

Kurt J Lesker (Go to siteg)

- [[IBooks

[[]complete Book {Go to site )

[[] office Supplies & Furniture

You are now in edit mode. You can remove a supplier from the My Suppliers list by clicking the x next to the supplier that you would

[ staples by Pacific Office Solutions (Go to site g}

x

[]computers & Supplies
[ pell by Anacapa (Go to siteg) x
[ Fine Tec Computer ¢ d4d o

[ apple by Anacapa (Go to site )
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Step Action

6 A message confirming that you want to update the list

displays Clle OK to Conﬁrm the Changes The page at https://lbl-dev.vinimaya.com says:

Are you sure you want to update List?
OK | \ Cancel

7 When you click OK, a message confirming the update is

displayed. Click OK to proceed. The page at https:/lbl-dev.vinimaya.com says:

Your preferences of Portlets are saved!
"] Prevent this page from creating additional dialogs

8 If you wish to reset the page back to the default view, click Reset Portlets.
] Electronic Equipment & Supplies = [[]Office Supplies & Furniture -
Swagelok (Go to site g) [C] pigi-Key by GSS (Go to site2) [| staples by Pacific Office Solutions (Go to site

1)

[[1Industrial Tools & Supplies -

[[] Computers & Supplies =

Swagelok (Go to site ) [CIMSC by GSS (Go to site )
[C] Dell by Anacapa (Go to site4) [C] Apple by Anacapa (Go to site4)
F1Vacuum Supplies - [C] Fine Tec Computer %L-‘L
Swagelok (Go to site ) Kurt J Lesker (Go to site f)
[FIMDC Vacuum (Go to site 1)
3.1.5.2 Add Suppliers
Step Action
1 Navigate to the My Suppliers tab.
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Step Action
2 In the Add a Supplier section on the left-hand side of the My Suppliers tab, select the
desired supplier(s) name by clicking the checkbox to the left of the supplier name.
3 Click Add to My Suppliers to add the selected supplier(s) to the list tab.

Simple Search My Suppliers All Suppliers e-Forms

A=A =z

@ Product Keyword —/ Supplier Part # -’ Manufacturer Part #
Add a supplier
- o
Type to Filter:
T lanixter by Gss - [ Electronic Equipment & Supplies = [ office Supplies & Furniture -
Swagelok (Go to site ) ] bigi-Key by GSS (Go to site ) [ staples by Pacific Office Solutions (Go to site2)

| Industrial Tools & Supplies -
= [ | Computers & Supplies -
Swagelok (Go to site$) |MSC by GSS (Go te siteg)

[ pell by Anacapa (Go to siteg) [} apple by Anacapa (Go to siteg)

[]vacuum Supplies = [FFine Tec Computer e
Swagelok (Go to site) Kurt J Lesker (Go to site)

MDC Vacuum (Go to site$)

3.1.5.3 Catalog Shopping from My Suppliers Tab

Within the My Suppliers tab, you can select a supplier and shop directly from their catalog.

Step Action
1 Navigate to the My Suppliers tab.
2 The blue Go to site link to the right of the supplier’s name indicates that you can go

directly to that supplier’s catalog to shop and add items to the cart.

If there is no Go to site link, you can only search the supplier’s products in the Marketplace
(e.g., FineTec Computer).

Click the Go to site link.
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Simple Search My Suppliers All Suppliers e-Forms

@ Product Keyword ") Supplier Pari # @ Manutacturer Part #
Reset Portlets Edit List
[[] Electronic Equipment & Supplies —  [[]office Supplies & Furniture -
Swagelol . D CDW-G by Anacapa (Go to sitef) Dstap\es by Pacific Office Solutions (Go to site )

D Digi-Key by GSS (Go to sitet)

= =
[[]Industrial Tools & Supplies _  [lcomputers & Supplies -

Swagelok (Go to sita ) [T MSC by GSS (Go to site4) [CIFine Tec computer a4 [Clcow-G by Anacapa (Go to sited)
[[IDell by Anacapa (Go to siteg) [] Apple by Anacapa (Go to sitet)

[[]vacuum Supplies —
Chromatography & Analytical Products -

Kurt J Lesker (Go to site g) Swagelok (Go to site 1)

[C]mpe vacuum (Go to siteg) Swagelok (Go to sitet)

[[]safety Equipment -

[FImsc by Gss (Go to siteg)

Note: Each supplier catalog has functionality such as search, sort, and compare. 0
However, since each catalog’s design is managed by that supplier, the catalogs will look
different. The categories in catalogs will also vary by supplier.

3.1.5.4 Searching from My Suppliers Tab

Within the My Suppliers tab you can perform a product search across the list of categories and
suppliers customized by you. The search can be performed by specifying a search-type criteria (i.e.,
Product Key Word, Supplier Part #, or Manufacturer Part #). On this page, you can set up your search
criteria to display specific suppliers for future searches.

Step Action

1 Navigate to the My Suppliers tab.

2 Select a button below the search field, either Product Keyword, Supplier Part #, or
Manufacturer Part #.

Product Keyword
Searches for product(s) based on a keyword.

Supplier Part #
Searches for product(s) based on the part number provided by the supplier.

Manufacturer Part #
Searches for product(s) based on the part number provided by the manufacture
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Simple Search My Suppliers All Suppliers e-Forms

@ Product Keywaord ® Supplier Part # @ Manufacturer Part #

Step Action

3 Filter your search by selecting the category(s) and/or supplier(s) you wish to search.

Books —

Complete Book and Media (Go to site $) {55

[ ] computers & Supplies =

Dell by Anacapa (Go to site $) |:| FineTec Computer TH_' !
DAppIE by Anacapa (Go to site g) /45

DGases -—

D Praxair by GSS (Go to site §)

Step Action

4 Type word(s) or part number(s) in the search box. Click here for Search Tips.

5 Click the Search button.

Simple Search My Suppliers All Suppliers e-Forms
"strengths based leadership"
@ Product Keyward ® Supplier Part # © Manufacturer Part #
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Step Action

6 The search results will appear under the Simple Search tab.

7 To edit your search criteria, you will need to return to the My Suppliers tab.

Simple Search My Suppliers All Suppliers e-Forms
All Categories w  "strengths based leadership" m

Showing1-20f2| 20 ~ perpage| 1

Add to Cart Save Search Criteria

Product Price Add To Cart
D $14.84 Quantity
Strengths Based Leadership
o
Supplier: Complete Book  Supplier Part #: 9781503297821 UOM:EA Mfg: Mfa# Supplier AuxiD: LeadTime: Buyer Part#:
A MinOrderQuantity: 1 UNSPSC:

Alternate Supplier(s)
o i $14.88 Quantity

Strengths Based Leadership
o

Supplier: Complete Book Supplier Part #: 9781595620255 UOM:EA Mfg: Mfa#: Supplier AuxiD: LeadTime: Buyer Part#:

2 MinOrderQuantity: 1 UNSPSC:

Alternate Supplier{s)

Showing1-20f2| 20 ~ perpage| 1

3.2 Manage Your Search Results

You can manage your search results in several ways: You can refine them, sort them, save them, and
export them.

3.2.1 Refine Search Results

When performing a search for a product, the search results may be extensive and you may not easily
locate the product you’re looking for. In order to reduce the number of search results, you can refine
and narrow down the results based on certain item attributes, such as:

Search terms

Price

Suppliers

Custom icons (Small Business or Local Business)

The fields described below are located on the left-hand side of the Search Results window.
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Step

Action

1 To narrow down the results, refine your search by using Refine Search
and adding an additional search term. Refine Search
b
Note: If the search results are still too broad, repeat the previous i
step. 'copy paper’
2 The search can be narrowed by price.
Marrow Results
e Drag the price-slider in the Narrow Results section to define a s -
new minimum and maximum price range for the item. B »
OR § 428 § 172
e Enter the desired minimum and/or maximum price range in
the text box below the price-slider.

3 The search can be narrowed by supplier(s). By Supplirs (Al)
Select or deselect the desired suppliers by checking or unchecking the [ poribrieelt
box to the left of the supplier name.

4 The search can be narrowed by Small Business or Locally Owned By Custom cons
Supplier(s).

pplier(s) T
Select or deselect the category by checking or unchecking the box to |[-_-i i
the left of the category. L ozl Oured upe..
!”_é.‘\':re
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3.2.2 Sort Search Results

Sorting your search results helps you view the information quickly and efficiently. Search results can
be sorted in ascending or descending order.

Step Action
1 To sort the search result, go to the Sort By options on the
left-hand side, which include the following: Sort By [Feaet]
Price
e Price Description
e Description g
e Supplier Supplier Part #
e Supplier Part # uom
e Unit of Measure (UOM) Mg
e Manufacturer Mg #
e Manufacturer #
Click on an option, and your search results will be re-sorted by
that option.
2 To switch between ascending and descending sort order, click on
the Sort Order arrow displayed next to your selected sort option. | | S0MEY [ Reset ]
Price
Note: The default setting is ascending order. Description
Supplier =
supplier Part #
UOM
W fyg
Mfg#
Note: To reset the catalog content, click on the Refresh this Data link, located at the 0
top right-hand side of the window.
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CantHistory My Sef

5 Simple Search My Suppliers All Suppliers eforms
TJBERKELEY LB

A1) — =
Real Time Search

Refine Search Showing 1-200f192| 2 v perpage| 12345 Next
Product Price Add To Cart
No T s0.04 Quentiy
nac PAND PLT1M-MD LOCKING TIE BULK-PK CABLE TIR 4" LONG BLACK NYLON 6/6 UV STABLE m
Supplier: Alsmeds Electric Supplier Part# 158663 UOM:EA Mig PAND Mig # PLT1MA0 Supplier AuxiD:  LeadTime: Buyer Part®  MinOrderQuantity
Narmow Resulis 1 UNgPSC:
PAND PLTN:MO LOCKING TIE BULK-FI CABLE TIR 4" LONG BLACK NYLON 86 UV STABLE
¥ Alternate Supplier(s)
L L]
[N
cahid $0.06

PPAND PLT2S-I0 LOCKING TIE BULK

Supplier. Alsmeds Electric Supplier Part#: 26353 UOM:EA Mig: PAND Mig# FLT2G-0 Supplier Auxil:  LeadTime: Buyer Parté:  MinOrderQuanity:
1 UNSPSC:

PAND PLT25-M LOCKING TIE BULK

Vi Alternate Supplier{s)

By Custom keans.

3.2.3 Save Search Criteria

You can save your search criteria for re-use later.

Step Action

1 Perform a search. The Search Results page is displayed.

Click on Save Search Criteria to save the search criteria.

Refresh this Data
Hide Product Images
Showing 1-200f33| 20 -~ perpage| 12
Product Price Add To Cart

B I $17.99 Quantity
CORDLESS SCREWDRIVER
Supplier: Newark element 14 by GSS Supplier Part #: 47Y4605 UOM: EA Mfg: BLACK & DECKER Mfg #:
BDCS20C Supplier AuxID: LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC:
Alternate Supplier(s)

a $21.59 Quantity
CORDLESS SCREWDRIVER
Supplier: Newark element 14 by GSS Supplier Part #: 42X1916 UOM: EA Mfg: GENERAL TOOLS Mfg #:
500 Supplier AuxiD: LeadTime: Buyer Part?: MinOrderQuantity: 1 UNSPSC:
Alternate Supplier(s)

O ";4?“ $10.39 Quantity
Cordless Screwdriver Kit, 3.6V
Supplier: Grainger by GSS Supplier Part #: 40F272 UOM: EA Mfg: BLACK & DECKER Mfg #:

2 LI2000 Supplier AuxID: LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC: 27112710

IltemCordless Screwdriver KitBa ttery Included / Bare ToolBat tery IncludedVoltage3.6Chuck Size1"No. .. read more
Alternate Supplier(s)
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Step Action
2 The Saved Search dialog box is displayed. R ~
Name of the Saved Search
3 | Enter a name for your search in the Name of Saved S P %
Search field.
Name of the Saved Search
Click Save to save the search criteria, or Cancel. Cordless Screwdrivers
=
4 If you click Save, a confirmation window will display.
Cl.lck OK to proceed The page at https://lbl-dev.vinimaya.com says:
The search has been added to your Saved Search List
5 To access the saved search criteria, view Recent and
Saved Searches from the Product Search drop-down Saved Searches
menu. Screwdrivers
Leadership
Product Search ~ Cordless Screwdrivers
Metgear Wireless
Routers

Note: Any refinement that you make to search criteria (see Section 3.2.1, Refine Search
Results) (e.g., additional search terms, price, etc.) will not be included in the Saved
Search.
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3.2.4 Export Search Results

The search results can be exported to a Microsoft Excel file for future reference. You can export:

e All rows of the search result
e The current page of the search result

Step Action

1 Perform the desired search.

2 Click Export at the top right of the page to export the search results.

Showing 1-200f34| 20 ~ perpage| 12

Product

CORDLESS SCREWDRIVER

Supplier: Newark element 14 by GSS Supplier Part #: 47Y4605 UOM: EA Mfg: BLACK & DECKER Mfg #:
BDCS20C Supplier AuxIiD: LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC:

Alternate Supplier(s)

CORDLESS SCREWDRIVER

Supplier: Newark element 14 by GSS  Supplier Part# 42X1916 UOM: EA Mfg: GENERAL TOOLS Mfg #:
500 Supplier AuxID: LeadTime: Buyer Part# MinOrderQuantity:1 UNSPSC:

Alternate Supplier(s)

B ﬁ
Cordless Screwdriver Kit, 3.6V

Supplier: Grainger by GSS Supplier Part # 40F272 UOM: EA Mfg: BLACK & DECKER Mfg # LIZ000 Supplier
o AuxID: LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC: 27112710

Alternate Supplier(s)

Refresh this Data

Hide

Add to Cart Save Search Criteria

Price

$17.99

$21.59

$10.39

Add To Cart

Quantity

Add to Cart

Quantity

Add to Cart

Quantity

Add to Cart

Step Action

3 A dialog box displays with two options:

e Export All Rows (export the complete search
result)

e Export Current Page (export only the current
search result page)

Click on one of the options.

Export to Excel

Export Current Page
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Step Action
4 e Click Save File to save the search results in an | | oeeing seeieuns ooz 20 =
EXCG[ file. You have chosen to open:
<] SearchResults_06-23-2015.xls
which is: Microsoft Excel 97-2003 Worksheet
from: https.//Ibl-dev.vinimaya.com
OR What should Firefox do with this file?
. . . @ Open with | Microsoft Excel (default) i
e Click Open to view the search result file. | owene
[ po this automatically for files like this from now on.
OR
e Click Cancel to cancel the operation.

3.3 Compare Products

Once you have performed a search, you can choose two to five products at a time to compare. This
helps in deciding the exact item you wish to purchase.

Step Action

1 From the search results page, there are two ways to select the items you wish to compare:

e You can check the box beside each item you’d like to compare from the search results,
then click Compare.

OR

e You can click on the item image displayed in the search result and drag the image to
the Compare Section at the top-left corner of the search page.
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Refresh this Data

Hide Product Images

Add to Cart Save Search Criteria

Price Add To Cart

Showing 1-180f 18| 20 ~

Product

$10.39 Quantity

Corgiffss screwdriver Kit, 3.6V

ier: Grainger by GSS  Supplier Part #: 40F272 UOM: EA Mfg: BLACK & DECKER Mg #: 112000 Supplier AuxID:
dTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC: 27112710

$57.82 Quantity

Cordless Screwdriver Kit , 3.6V, Lithium

X * Supplier: Grainger by GSS  Supplier Part #: 2WCES UOM: EA Mfg: WESTWARD Mfg #: 2WCES Supplier AuxID:
s LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC:
Alternate Supplier(s)

@ $75.52 Quantity

7 ﬁ .
Cordless Screwdriver Kit, 9-1/2 In. L -
» d to Cart

Supplier: Grainger by GSS  Supplier Part #: 6RM76 UOM: EA Mig: DEWALT Mig #: DW920K-2  Supplier AuxiD:
2 LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC: 27111701

Alternate Supplier(s)

E . ~ $89.99 Quantity

ge CORDLESS SCREWDRIVER KIT 7.2V TWO POSITION -
Supplier: Newark element 14 by GSS Supplier Part # 68H8437 UOM: EA Mig: DEWALT Mig #: DW320K-2 Supplier AuxiD:
LeadTime: Buyer Part#: MinOrderQuantity: 1 UNSPSC:

Alternate Supplier(s)

$96.80 Quantity

@
Cordless Screwdriver Kit, 3.6 V -
] d t t

Supplier: Grainger by GSS  Supplier Part #: 36H232 UOM: EA Mfg: HTACHI Mfg #: DB3DL2 Supplier AuxID: LeadTime: Buyer
s Part#; MinOrderQuantity: 1 UNSPSC: 27112710
Alternate Supplier(s)
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Step

Action

You will be directed to the Compare page, where all information available on each item
from the supplier is shown.

After viewing the Compare page, you can:

e Return to the search results by clicking Go back to search results.
e Add one or more items to your cart by:
— Clicking Add to Cart in an individual item window(s). Here you can also change
the quantity.
— Selecting an item by clicking in the top-left box, then clicking Add to Cart to add
the individual item to your shopping cart.
e Remove an item from the Compare Results page by clicking in the top-left box for that
item, then click Remove.

Go back to search results

Compare Results

ﬁ

Cordless Screwdriver Kit,
3.8V

$10.39
Part Number : 40F272
Manufacturer Part #: LI2000

Supplier: Grainger by GSS =/
UOM: EA

Mfg:BLACK & DECKER
Product Options:

ItemCordless Screwdriver KitBa ttery
Included / Bare ToolBat tery
IncludedVoltage3 6Chuck Size1"No
Load RPM180Max. Torq ued0

in-Ib Battery TypeLi-lon Battery
Capacity1.0AhHandle T ype(3)
PositionsBattery Inclu
dedYesFeaturesLithium lon Bat tery
Holds A Charge For Up To 18
Months, Three Position Ha ndle Lets
You Work In Tight S paces, Spindle
1 ork Forward And Reversa

I~

Cordless Screwdriver Kit, 3.6
V

$96.80
Part Number : 36H232
Manufacturer Part #: DB3DL2

Supplier: Grainger by GSS
UOM: EA

Mfg:HITACHI

Product Options:

ltlemCordless Screwdriver KitBa ttery
Included / Bare ToolBat tery
IncludedVoltage3 6Chuck Size1/4"No
Load RPMO to 200/6 00Max
Torqued4 in -Ib.Batter y TypeLi
lonBattery Capacity? .5AhClutch
Style21 StageHandl e
TypePistolBattery Included( 2)
GHFY7Battery Pack Replacem
ent6HFY7Tool Length10.55"Tool
Weight0 9 Ib.Includes(2) 1.5 Ah 3.6V

Lithinm Inn Ratterie & Onirk Charner

Cordless Screwdriver Kit
3.6V, Lithium

$57.82
Part Number : 2WCE9
Manufacturer Part #: 2WCE9

Supplier: Grainger by GSS =
UOM:EA

Mfg:WESTWARD

Product Options:

ltemCordless Screwdriver KitBa ttery
Included / Bare ToolBat tery
IncludedVoltage3.6Chuck Size1/4"No
Load RPM180Max. To rque31

in-Ib Battery TypeLi- lonBattery
Capacity1.3AhClutc h StyleClip
SpringHandle Type Pistol Grip Soft
TouchBattery IncludedintegralTool
Length$ -1/2"Tool Weight0.8 Ib.includ
esLED Work Light Display, 120 Volt
Lithium lon Battery Cha rger, 100
Rits Rit Holder W ire Insert Twister

Add To Cart Add To Cart Add To Cart

Quantity 1 Quantity 1 Quantity 1
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3.4 Other Ways to Shop

3.4.1 Using Recent & Saved Searches

In this section, we’ll show you how to access searches you’ve already saved. (For instruction on
Saving Search Results, see the previous Section 3.2.3, Save Search Criteria.)

Note: Saved Searches can be viewed only by the user who created the search. Saved 0
Carts, which we’ll go over in Section 3.4.2.2, Share Cart, can be copied to another user.

Step Action

1 Click Product Search in the menu bar.

y Product Search ~

Saved searches are listed under the Saved Searches heading.

2 First option: Click on the name (gray hyperlink) of a saved

search to launch and continue shopping. Saved Searches

MNotebook Locks
Second option: Click on the Saved Searches (blue hyperlink) Computer Tool Kits
to view lists of your Recent Searches and Saved Searches. e dless eTonth e
Kits

Colored Copy Paper

Wireless Routers

3 To launch a Recent Search, click on a search term listed under Recent Searches.

To launch a Saved Search, click on the blue arrow icon next to its name. If you click on the
name of the Saved Search, you will will get a pop-up window that displays the search
criteria.

When your Search Results are returned, you can continue shopping.
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Simple Search My Suppliers All Suppliers e-Forms
All Categories 3.4

Recent Searches Saved Searches

Jul 16, 2015 Computer Tool Kits ﬂ
:cordless drill* & Cordless Screwdriver Kits t3 =
,,EOU apar @ Colored Copy Paper & =

i L‘E?Y pap ! Wireless Routers & =

Jul 15, 2015 Screwdriver #2 0 =
"strengths based leadership" Cordless Screwdriver &3 =

* B Screwdrivers €3 =

T W Leadership &3 =

Jul 14, 2015 Cordless Screwdrivers & =
::Eii:ﬁt :'25?; IL'j Netgear Wireless Routers DI 2

Step

Action

4 Optionally, to delete an existing saved search, click the Delete icon within the saved

searches box. A confirmation will display that the Saved Search item has been successfully

deleted.
Simple Search My Suppliers All Suppliers e-Forms
Successfully deleted the Saved Search item. |
Recent Searches Saved Searches
dul e 2018 Computer Tool Kits|
“corc]iless drill” & Cordless Screwdriver Kits &3 =
"zob - Colored Copy Paper &3 =
L L.?y PP Wireless Routers & =
Jul 15, 2015 Screwdriver #2 £ =
"strengths based leadership” L Cordless Screwdriver & =
* W Screwdrivers € =
"W Leadership &3 =
Jul 14, 2015 Cordless Screwdrivers &3 =
T{OESEOO?‘ !_oclk a Netgear Wireless Routers & =
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3.4.2 Reuse Carts and Share Carts

You can use reuse previously checked-out carts to create a new order. You can also share a saved
cart or checked-out cart with another user, which will become their copy to use or modify.

3.4.2.2 Use Checked-Out Cart to Create a New Order

Step Action
1 | Click on Cart History. The Cart History window will m
open. Here you will see a list of the carts that you
have checked out. - My Settings  Tutorials  Logout
Note: Within Cart History, all of your saved carts will
be shown. There is no limit to the number of saved
carts you have or how long they they will be retained.
Cart History
Click on the cart name to view its contents.
Note:Some suppliers do not have the ability to provide updated availability and pricing information after a cart has been created. In those cases, items will be dropped from the cart.
Line Cart Name Creation Date Cart Description Action
1 Checked Out Cart - 2015-06-10 06-10-2015 09:28'53 (PDT) Checked out cart " & /7 x
12:28'53 404
2 Checked Out Cart - 2015-06-10 06-10-2015 16:09:19 (PDT) Checked out cart =4 s %
19:09:19.231
3 Checked Out Cart - 2015-06-15 06-15-2015 10:02:54 (PDT) Checked out cart " & /7 x
13:02:54 546
4 Checked Out Cart - 2015-06-15 06-15-2015 1017-18 (PDT) Checked out cart =4 P
13:17:18.312
Step Action
2 Icons are provided to the right of each line to take Action
actions. =
N

check out.

Click on the Shopping Cart icon. The cart you have
chosen will open. You can make changes here and
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Shopping Cart

e
Product Price Update Cart Extended Total
Your Cart Total is $714.47
] 3 $94.14 Quantity 2 $188.28
s licrosoft Sculpt Ergonomic Desktop Remove
Supplier-CDW-G by Anacaps Supplier Part #:2100210 UOM:EA Wfg: Mfg #:L5\A00001 Supplier AuxID:7376  LeadTime:
Buyer Part#: MinOrderGuantity:1.0 UNSPSC:42211708
B 5105.49 Quantity 1 $105.49
‘ Evoluent Right-Handed VerticalMouse 4 Wireless - mouse
SupRlier:COW-G by Anacaps  Supplier Part#:2692292 UOM:EA Wfg: WMifg #VM4RW  Supplier AuxiD: LeadTime: Buyer
Parté: MinOrderQuantity:1.0 UNSPSC:42211708
] $84.14 Quantity 5 $420.70
‘& Evoluent VerticalMouse 4 Small —
Supplier:CDW-G by Anscaps Supplier Part #:2285732 UOM:EA Wifg: Wig #VI4S  Supplier AuxiD:7378  LeadTime:
Buyer Part#: MinOrderQuantity:1.0 UNSPSC:42211708
Your Cart Total is $714.47

Step Action

3 Alternatively, you can also open the cart by clicking Cart Name
the Cart Name link.

Checked Out Cart - 2015-06-10
12:28:53.404

This can be helpful if you wish to confirm the cart
contents prior to performing any actions.

4 The Cart History screen will display the contents of the checked-out cart.

Click Add to Cart, and the cart will open.

Cart History screen

—

Cart History
Cart History = Checked Qut Cart - 2015-07-09 14:41:38 379

Line Product Image Description Supplier Name Part

Price Unit Oty Last Modified On Total
Number
1 Microsoft Sculpt Ergonomic Desktop CDW-G by Anacapa 3100210 38414 EA 2 518828
-
2 I Evoluent Right-Handed VerticalMouse 4 Wireless - mouse COW-G by Anacapa 2692392 310942 EA 1 07-07-2015 210942
3 I Evoluent VerticaliMouse 4 Small COW-G by Anacapa 2289733 £90.00 EA 5 3450.00

Total : $747 70

Return to Shopping

Step Action

5 The cart is now available to use for your new order.

See Section 4.0, Manage Your Shopping Cart and Checkout for further instruction.
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Shopping Cart

Product Price Update Cart Extended Total
Your Cart Total is $714.47
= > $94 14 Quantity 2 $188.28
W™ |icrosoft Sculpt Ergonomic Desktop Remove
Supplier-COW-G by Anscaps  Supplier Part#:3100210 UOM:EA Mfg: Mfg #15\-00001 Supplier AUxID: 7278  LeadTime: :
Buyer Part#¥. MinOrderQuantity:1.0 UNSPSC:43211708
B 510549 Quantity (1 $105.49
. Evoluent Right-Handed VerticalMouse 4 Wireless - mouse
Supplier:COW-G by Anacaps  Supplier Part #:2082392 UOM:EA Mfg: Mg #:VM4RW  Supplier AuxiD: LeadTime: Buyer
» Part MinOrderGuantity 10 UNSPSC.23211708
[ $84.14 Quantity 5 §420.70
‘a Evoluent VerticalMouse 4 Small e
SupplierCOW-G by Anacaps _Supplier Part #2285733 UOM'EA Mfg: lifg #:VM4S Supplier AUxID7376  LeadTime:
E Buyer Part#: MinOrderQuantity:1.0 UNSPSC:43211708
Your Cart Total is $714.47
Step Action
1 You can share a copy of a saved shopping cart with other users. | Share icon:

This can be done in two ways:

detail page

e Clicking on the Share icon on the Cart History Page
e Clicking on the Share Cart button on the Saved Carts

Action

Tlal]/ =

Share Cart button:
D D T ) )

oo | o TR0
Cart History
Cart History = Checked Out Cart - 2015-06-10 12:28:53.404
Line Product Image Description Supplier Name  Part Number Price Unit Qty Last Modified On  Total
1 Strengths Based Leadership: Great Leaders, Teams, and Why People Follow Complete Book and 9781595620255 52160 EA 1 06-26-2015 $21.60
; Media
2 @ ViewSonic VG2439m-LED - LED monitor - 24" CDW-G by Anacapa 2759134 $218.97 EA 2 $437.94
Total : $459.54
Return to Shopping
Step Action
2 After any of the above actions, you will be taken to the Share Cart page, where you will
indicate who you want to share a copy of your cart with.
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Share Cart
Cart History > Share Cart
Cart Name: Checked Out Cart - 2015-06-10 12:28:53.404
Cart Description: Checked out cart
Share With
Email:
Users List: i
Cart Contents
Line Productimage Description Supplier Name Part Number Price Unit Qty Total
1 o Strengths Based Leadership: Great Leaders, Teams, and Complete Book and 9781595620255 $21.60 EA |10 | $2160
B Why People Follow :
M Media =i
2 @ ViewSonic VG2439m-LED - LED monitor - 24" CDW-G by Anacapa 2759134 $218.97 EA 20 | $437.94
Total : $459.54
Step Action
3 First, enter the email address for the recipient. As you _
. . P . Share With
type in the email address, the system will identify
matches (which will be provided in the drop-down Emai Py Aedo Lt
menu) to SeleCt from . \FShEIh@Ih\gD‘u‘lEFROC USER
Users List

be identified. To register the address, the recipient must have logged into eBuy at least
once.

Note: The recipient must have registered his or her email address in the system for it to 0
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Step Action

4 Click Add to List. Share With
Email:
The email address will be added to the User List. _ ﬂ
Users List: PSheth@lbl gov | EPROC «

5 Click Share Cart at the top right of the window.

——
Share Cart
Share Cart
Cart History > Share Cart
Cart Name: Checked Out Cart - 2015-06-10 19:09:19.231
Cart Description: Checked out cart
Share With
Email:
Users List: PSheth@lbl.gov | EPROC *
Step Action
6 The Cart History Window will open and show that the cart was shared successfully.
| The cart has been shared successfully. |
Cart History

Cart History > Checked Out Cart - 2015-06-10 19:09:19.231

Line Product Image Description Supplier Name Part Number Price Unit Qty Last Total
Modified
©n
1 Strengths Based Leadership Complete Book and 9781595620255  $21.60 EA 1 $21.60
Media *
2 @ ViewSonic VG2439m-LED - LED monitor - CDW-G by Anacapa 2759134 $218.97 EA 2 $437.94
24" 1

Total : $459.54
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Step Action

7 The recipient will receive an email message notification that the cart has been shared.

From: <do-not-reply-FMS@1bl.gov>

Date: Tue, Jul 7, 2015 at 1:44 PM

Subject: A cart has been shared - LBL - Checked Out Cart - 2015-06-10 19:09:19.231
To: PSheth@lbl.gov

Dear user,

This is to inform you that Ahearn Kathryn A(do-not-reply-FMS(@Ibl.gov) has shared an cart in LBL Marketplace. Please connect to Marketplace and go to your Saved Cart tab to view the
cart shared by the user with a name Checked Out Cart - 2015-06-10 19:09:19.231_07-07-2015.16.44.20. Cart Name: Checked Out Cart - 2015-06-10 19:09:19.231_07-07-2015.16.44.20

Shared On: 07-07-2015.16.44.20

- vSearch Catalog Setup
Environment Name: LBL
vSearch Catalog Version: 6.75P1

Note : This is an auto-generated email. Do NOT reply to this mail.

Step Action

8 To access the shared cart, the recipient must log into the -'!v

Marketplace and go the the Saved Cart tab. The email message o
provides the cart name and the date that it was shared. 0 Line items

0 Items

0.00

View Cart

Last Active Cart

Saved Carts

Book Order

Ergonomic Accessories

Please connect to-Marketplace and go to youf Saved Cart tab to view the cart shared by the user with a name Checked
Out Cart - 2015-06-10 19:09:19.231_07-07-2015.16.44.20. Cart Name: Checked Out Cart - 2015-06-10
19:09:19.231 07-07-2015.16.44.20
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Step Action

9 The recipient is now the owner of this cart. He can add items to the ;
cart, share the cart with another individual, edit the saved cart Action
items, or delete the saved cart items. g _ ?

10 The recipient can modify the items in the shopping cart and check out by clicking the
shopping cart icon. (See Section 4.3, Make Cart Changes.)

recipient will not impact the originator's cart contents. The recipient can share the

Note: The recipient is provided with a copy of the cart. Any changes made by the 0
newly modified cart back to the originator.

3.4.3 Place a Quick Order by Part Number(s)

Creating a Quick Order speeds up the process when you already know the part number and supplier
of the item(s) you need to buy. You can even save a Quick Order for reuse.

Step Action
1 You can navigate to Quick Order from the Order Type drop-down Order Type ~
menu on the main landing page.
Click the Quick Order link. g-forms
Quick Order
Packages
Saved Carts
2 You will be taken to the Quick Order page, where you choose a supplier and enter part

numbers to quickly add them to your cart.
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Quick Order

Supplier ¥ Search Types ~

Qty

Select the supplier name and search type from the lists above and paste the contents in the format below
Enter one item per line:

Qty [TAB or comma] ltem #
Example: 30 3VK17 EA or Example: 20,1A123 EA *UOM Optional

ltem # UOoM

Add to Cart Clear Form Add More Rows

Step Action
3 To start a Quick Order, first click on the Supplier
drop-down menu a}nd select the supplier that you ek Oridei
want to purchase item(s) from. You can also start _
typing the supplier name to find and select it.
Airgas by GSS P
Anixter by GSS
Apple by Anacapa
CDW-G by Anacapa
Complete Book and Media
Digi-Key by GS5S
E.xcess Inventory
4 Based on the supplier you choose, the next step is to
use the Search Types drop-down menu to choose Search Types ¥
whether you want to search by Supplier Part # or
Manufacturer Part #. The drop-down menu will
R . . . Select
include only the options available for that supplier. Supplier Part #
Marnufacturer Part #
5 There are two areas in Quick Order where you can enter information about the items you
wish to order.
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Step

Action

To use the entry box on the left:

5a
. Quick Order
e Enter the quantity, a space, and then
CDW-G by Anacapa ¥ Supplier Part # v
your part number. _ _ _
Selectthe suppliername and search type from the lists above and paste the contents in the format below
Enter one item per fing:
Qty [TAB or comma] fem #
% Example *Ei\mi Ein;rExamp\e 20,1A4123,EA *UON Optional
e Enter the quantity, a comma (with no 1 S
space), and your part number. ¢ 1033159
OR
e C(Copy and paste the quantity and part
number information from an existing list
(i.e., from a Word document or Excel
spreadsheet).
preadshee?
Note: Each item must be entered on a separate
line.
5b | Alternatively, you can use the table on the right ‘it‘f “E”%"*GS Lo
oy . . =]
to enter quantities, part numbers, and units of Sl
. . . ed
measure in the respective fields.
4 1053158 ea
Note: Unit of measure is an optional field.
If you choose to use this right-hand option, you
can add more lines, if needed, by pressing the
Add More Rows button.
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Step

Action

5.c

If the item numbers that you wish to order are a mix
of Supplier Part # and Manufacturer Part #, use the
Advanced link at the right side of the window to
open a new screen. An additional column is added in
this screen where you can specify the part number
type for each line.

You can revert back to the standard screen by
clicking the Simple link which now displays on the
Advanced screen.

Qty
4

ltem #
1644066

277015
153158

UoM

ea
ea

ea

Simple

Supplier Part # [l
Select

Supplier Part #
Manufacturer Part #

Supplier Part # bd
Supplier Part # -
Supplier Part # v
Supplier Part # i

Supplier

Quick Order

~ Supplier Part # b4

Qty Item#

uo

Add to Cart Add More Rows

Select the supplier name and search type from the lists above and paste the contents in the format below
Enter one item per line:
Qty [TAB or comma] ltem #
Example: 30 3VK17 EA or Example: 20,1A123,EA *UOM Optional

M

Step

Action

You can reuse a Quick Order by saving it to the Saved Quick Order List. Enter a Saved

Quick Order List name in the field provided.
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Saved Quick Order List

You can select from the Quick Order List below or save a new Quick Order..

Select from List - New List Name

Quick Order

'Supplier - -Supplier Part # -

Select the supplier name and search type from the lists above and paste the contents in the format below
Enter one item per line:
Qty [TAB or comma] ltem #
Example: 30 3VK17 EA or Example: 20,1A123,EA *UOM Optional

Qty Item# - UOM

Add to Cart Add to Cart Add More Rows

Step Action

7 When placing a Quick Order in the future, you can select a Saved Search from the Saved
Search List drop-down menu. The right-hand table will automatically populate.

Saved Quick Order List

You can select from the Quick Order List below or save a new Quick Order.

New List Name Save Quick Order

Select from List |~
Select from List
Anacapa Cables
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Saved Quick Order List

You can select from the Quick Order List below or save a new Quick Order..

Anacapa Cables ~ Anacapa Cables Save Quick Order | Update List ] Delete List

Quick Order
CDW-G by Anacapa v  Supplier Part # v

Select the supplier name and search type from the lists above and paste the contents in the format below
Enter one item per line:
Qty [TAB or comma] ltem #
Example: 30 3VK17 EA or Example: 20,1A123,EA *UOM Optional

Qty ltem# UoM

4.0 1644066 ea Supplier Part #
4.0 277015 ea Supplier Part #
4.0 1053158 ea Supplier Part #

Supplier Part #
Supplier Part #
Supplier Part #
Supplier Part #

Step Action
8 When you are done entering the items for the order, ,
Qty Iltem# UOM
press the Add to Cart Button. i =
4 277015 ea
4 1053158 eq

Add to Order Add More Rows

9 This will take you to a page where you can perform several tasks on each item using the
buttons at the top right, including:

Duplicating the item

Adding the item to your Saved Search List
Adding selected item(s) to cart

Adding all items to cart

You can perform these tasks on one or multiple items in the list by using the checkboxes
to the left of the item lines.
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Simple Search

All Categories

Product

My Suppliers All Suppliers g-Forms

Duplicate fems(s) | Addto Saved Searchlist | AddSelected tem(s)to Cart | Add All ftem(s)to Cart

D 'I"ripp Lite 11t Cat6 Gigabit Shagless Molded Patch Cable RJ45 M/M White 1'
Supplier. COW-G by Anacapa  Mfg# M201-001-WH Supplier Part# 1644066 UOM EA

[ C2G 3ft Cat5E 350 MHz Snagless Patch Cable - Blue
Supplier COW-G by Anacapa  Mfg# 15178 Supplier Part# 277015 UOM:EA

[ C2G 5ft Cat5E 350 MHz Snagless Patch Cable - Blue
Supplier: CDW-G byAnacapa Mfg# 15188 Supplier Part# 1053158 UOMEA

Price

5395

5296

$3.95

Add To Cart

Quaniiy 4

Quaniity 4

Quantity 4

3.4.4 Create a Custom / Bulk / Non-Catalog Order

If you can’t find an item in eBuy but know that a supplier provides it, you can add the item to the
shopping cart by ordering from the Government Scientific Source (GSS) catalog or using e-Forms.

3.4.4.1 Ordering Items Through the GSS Catalog for All Represented GSS Suppliers

tab.

Step Action
1 You may obtain a price quote directly from the GSS catalog. You may also
contact GSS directly. GSS contact information is provided on the
Procurement eBuy website on the Supplier Information page.
2 To obtain a quote directly from the GSS catalog, navigate to the All Suppliers

%eBUY

Simple Search

My Suppliers All Suppliers eforms

ppler Part # ©usnutacturer part 2 Search internal Catalogs
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Step Action

3 Scroll down and click the Go to site link to the right of the supplier’s name.

Select a Supplier.

Type to Filter:

|:| Fisher Scientific by G55 (Go to site )
Genewiz by G3S (Go to site g ) £33
GenScript (Go to site ) 52

" b %=

D Government Scientific Sourcd (Go to site #) 48
|:| Grainger by G353 (Go to siteg)

[ ] Harrington Industrial Plastics by GSS &%

|IDT-Integrated DMA Technologies (Go to site g) 52

[[] Kapa Biosystems by GSS #

[ Kelly-Moore by GSS £

[] Kurt J Lesker (Go to siteg) £

[[]L-COR Biosciences £}

[ McMaster-Carr (Go to siteg)

[ ]MDC Vacuum (Go to siteg) £

[[] MKS Instruments by GSS /%

[F1MSC by GSS (Go to site g) 4

Step Action

4 You can navigate to the Item Request page from the Orders drop down menu
on the main GSS catalog page.
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B Government

Scientific Source

HOME PRODUCTS & SUPPLIERS WHY G55 ORDERS CONTACT US

il RETURNS _—
5 A ITEM REQUEST

QUOTE

. -

WARNING: Before making any procurements, please view the list of prohibited items.
G55 Holiday Schedule

QUICK ORDER

Step Action

5 You will be taken to the Item Request page, where you will enter your name,
email address and information on your requested item. Select Request to

receive an email quotation from GSS.

Government

Scientific Source

User  Cart

HOME PRODUCTS & SUPPLIERS WHY G55 ORDERS CONTACT Us

T,

Upload a file, copy/paste information, or complete the table below and dlick "Request”. Please populate the Name and Email fields before sending a request. Please
include vendor name, item number, unit of measure (if known), and quantity.

Step Action

6 Once the quotation is received, you can navigate to the Quote page from the
Orders drop down menu on the main GSS catalog page.
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) Government

=g

Scientific Source . o

User Cart

HOME PRODUCTS & SUPPLIERS WHY G55 ORDERS CONTACT US

~="FT RETURNS A

. é ITEM REQUEST
M| quore

| QUICK ORDER

Step Action

7 You will be taken to the Quote page, where you will enter your quote
number. Select Validate and your items will now be available to add to your

cart and checkout.

Government

Scientific Source

HOME PRODUCTS & SUPPLIERS WHY GS5 ORDERS CONTACT US

T L ey

To utilize this feature, please submit your request to your Sales Representative detailed in the Contact Us page. Your request may include part numbers currently not
offered in our online catalog and/or special pricing. Once your Sales Representative has completed your request, he or she shall give you a quote number (typically starts
with a "Q"), in which you populate it in the text box below and click *Validate”. If your request is validated, the items will be populated below, which you can "Append”

(add) to your cart or "Replace” the contents of your cart with the items below.

Quote Number:
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3.4.4.2 Using eForms

You can access e-Forms from one of two locations:

e The Order Type drop-down menu
e The e-Forms tab above the search field

& Product Search ~ QelGE@Y3E4 vModules ~ -!v
O
CartHistory My Settings  Tutorials ~ Logout
Quick Order
b 2 Eackages ly Suppliers All Suppliers
BERKELEY LAB Saved Carts
+7eBUY
Message Board e-Forms
Thursday July 9, 2015 e-Form Name Description
Help Desk Non-Catalog Form Use to order non-catalog items
Latest News
Welcome to the Note: Click on e-Form name to access.
eBuy Marketplace

Step Action

1 Contact the supplier directly to inquire about the item and to obtain a price quote.

Supplier contact information is provided in each supplier’s catalog and on the
Procurement eBuy website on the Supplier Information page.

Note: The e-Form is used for one-time purchases. Submitting an e-Form will not add the
item to the supplier’s catalog.

2 Click the Non-Catalog Form link.

e-Forms

e-Form Name Description

INon—CataIDg Forml

Use to arder non-catalog items

Note: Click on e-Form name to access.
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Quote #:

E-Form / Non-Catalog Form
Select Your Supplier * Select -

Supplier Part #: *

Product Name/Description: *

Quantity: *
Unit Of Measure: EA-EACH ~
Price Estimate: * 0.00 Usb ~

Supplier Identity
UNSPSC Code

Add To Active Cart

Step Action
3 The E-Form / Non-Catalog Form page will open. Here you will enter the information
described in steps 3a to 3g.
Note: You will need to complete an e-Form for each item that you are ordering. You can
not order multiple items on one e-Form.
Simple Search My Suppliers All Suppliers e-Forms
All Categories - Search

Step Action
3a Supplier Name
Select a supplier from the drop-down menu. You can also start typing the supplier name to
find and select it.
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E-Form / Non-Catalog Form

Select Your Supplier *
Quote #:

Supplier Part #: *

Quantity: *
Unit Of Measure:

Price Estimate: *

Supplier Identity
UNSPSC Code

Add To Active Cart

-Select ] = I

| Alameda Electric
| Apple by Anacapa

| CDW-G by Anacapa i
Product Name/Description: * | clontech

| Complete Book =

| Dell by Anacapa

|Fine Tec Computer =)

| Government Sdentific Source
| Kurt 1 Lesker
| LI-COR. Biosciences

McMaster-Carr B

|MDC Vacuum

|Mor-Cal Products

|5 and 5 Supplies and Solutions

| Staples by Pacific Office Solutions
| Swagelok

| Thorlabs by G55
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Step

Action

3b

Quote # (Optional)

Enter the quote # from the quote you received from the supplier.

3c

Supplier Part #

Enter the part # provided by the supplier. (Note: This is not the manufacturer’s part #.)

3d

Product Name/Description

Enter a description for the item. The description should begin with a noun, and if
applicable, include additional information such as color, dimension, weight, and any
accessories that might be included in the quoted price.

3e

Quantity

Enter the number of items you want to buy.

3f

Unit of Measure (Optional)
Select a unit of measure from the drop-down menu.
The unit of measure describes how the items are sold. Typically, the default unit of

measure, EA-EACH, can be for most items. However, if the supplier sells items by another
measure (i.e., per foot, lot, pack), make the proper selection.

3g

Price Estimate

Enter the price estimate provided by the supplier.

Note: The Supplier Identity / UNSPSC Code fields will auto-fill based upon the Supplier you
select. The field is grayed out and is not changeable.

When entries are completed, click Add to Active Cart at the bottom of the page. The
item will be added to your shopping cart.
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E-Form / Non-Catalog Form

Add To Active Cart

Select Your Supplier * Dell by Anacapa v
Quote #: #123456

Supplier Part #: * G3389181

Product Name/Description: * Adjustable Monitor Stand, Polyat
Quantity: * 2

Unit Of Measure: EA-EACH ~

Price Estimate: * 42.05 usD
Supplier Identity 122

UNSPSC Code |RESTEBUY
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4 MANAGE YOUR SHOPPING CART AND CHECK OUT

The items you wish to purchase need to be saved in a shopping cart. They can be added to the
shopping cart from the Search Results page or the Compare Results page.

Note: The shipping method you select pertains to all of the items in that order. In
addition, overnight shipping incurs additional costs. Therefore, if you require overnight

shipping on only a portion of your items, place a separate order for those items and 0
choose the overnight shipping method for that order when you check out in FMS. (See
Section 5.1.6, Select Shipping Method).

4.1 Add Items from the Search Results Page

Step Action

1 Perform the desired search.

The Search Results page is displayed, where you can select items for purchase and save the
selection(s) in the Shopping Cart.

2 Select the item(s) you wish to purchase by clicking on the checkbox to the left of each
item(s).

3 Enter the required quantity in the Quantity field.

Note: The default order quantity is one.

4 If you wish to add more than one item to the cart, click Add to Cart at the top of the page.

If you wish to add just that line item to the cart, click Add to Cart below the quantity field.
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Simple Search

All Categories

My Suppliers All Suppliers e-Forms

~  ‘copypaper”

Compare

Showing 1-200f38| 20 ~ perpage| 12

Product

Copy Paper, 8-1/2x11 in., White, PK10
Supplier: Grainger by GSS _ Supplier Part #:31UF71 UOM:EA Mifg: ABILITY ONE  Mfg #: 7530-01-033-8591  Supplier Auxi:
LeadTime: Buyer Part#: MinOrderQuantity: 1

Alternate Supplier(s)

Staples 30% Recycled Copy Paper, LETTER-Size, 92/104 US/Euro Brightness, 20 Ib., 8 1/2"H x 11"W, 500 Sheets/Rm
Supplier: Staples by Pacific Office Solutions Supplier Part #: 492071 UOM:RM Mfg: 14111507 Mfg #: Staples 30% Recycled Copy

Pape Supplier AuxiD: LeadTime: Buyer Part#: MinOrderQuantity: 1

Alternate Supplier(s)

Staples Pastels 30% Recycled Colored Copy Paper, 8 1/2" x 11, 20 Ib., Lilac, 500 Sheets/Rm

Supplier: Staples by Pacific Office Solutions  Supplier Part #: 678826 UOM:RM Mfa: 14111507 Mfg #: Staples Pastels 30% Recyel Supplier
AuxiD: LeadTime: Buyer Part#¥: MinOrderQuantity: 1

Alternate Supplier(s)

Staples Pastels 30% Recycled Colored Copy Paper, 20 Ib., 8 1/2" x 11", Pink, 500 Sheets/Rm

Supplier: Staples by Pacific Office Solutions  Supplier Part #: 400035 UOM:RM Mig: STAPLES Mg # 14770 Supplier AuxiD:
LeadTime: Buyer Part#: MinOrderQuantity: 1

Alternate Supplier{s)

Price

$107.84

$4.25

$5.67

$567

Refresh this Dats

Save Search Results

Add To Cart

Quantity

Quantity

Quantity 6

Quantity

Action

A message indicating that the selected item(s) are added to the shopping cart is

displayed.

Click on the Click here to view your cart link to view the shopping cart.

All Categories

Preduct

Simple Search

My Suppliers All Suppliers e-Forms

~  'copypaper’

Item(s) successfully added to cart. (Click here to view your cart)

Compare

Showing 1-200f38| 20 ~ perpage| 12

Copy Paper, 8-1/2x11 in., White, PK10

Supplier: Grainger by GSS  Supplier Part#: 31UF71 UOM:EA Mfg: ABILITY ONE Mfg # 7530-01-033-8891 Supplier AuxiD:
LeadTime: Buyer Part#. MinOrderQuantity: 1

Alternate Supplier(s)

Staples 30% Recycled Copy Paper, LETTER-Size, 92/104 US/Euro Brightness, 20 |b., 8 1/2"H x 11"W, 500 Sheets/Rm

Supplier: Staples by Pacific Office Salutions  Supplier Part #: 492071 UOM:RM Mfg: 14111507 Mfg # Staples 30% Recycled Copy
Pape Supplier AuxiD: LeadTime: Buyer Part#: MinOrderQuantity: 1

Alternate Supplier(s)

Refresh this Data

Hide Product Images

Addto Cart Save Search Resul

Price Add To Cart

$107 84 Quantity

$4.25 Quantity
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4.2 Access Saved and Checked-Out Carts

You can retrieve carts that you have saved using the Marketplace Shopping Cart icon. Here you can
retrieve previously Saved Carts and use the View Cart link to navigate to the cart checkout page. If you
inadvertently left the Marketplace without saving or checking out your cart, you can the cart using
Active Cart.

If you wish to reuse a previously checked-out cart, you can call it up from the Cart History link. The
following two sections provide instruction on how to navigate to these locations in the Marketplace.

4.2.1 Access Saved Carts

Step Action

1 To open your shopping cart, click the shopping -‘!v

cart icon at the top right of the landing page. -

! 1 Line items

When you hover over the shopping cart icon you 5 Items

can see how many line items are in your cart, $115.90

how many total items are in the cart, and the | View Cart

total value of the cart items. Ehk A e
Saved Carts
E rgonomic Accessories

2 Click the View Cart link to navigate to the cart
checkout page.

| 1 Line items

By clicking Last Active Cart, you can navigate 5 M
to the last active cart. The system autosaves $115.00
any item that was entered into a cart. This is View: Cart

especially useful if the system times out or if
you lose power or connection to the
Marketplace. In those instances, you can just Saved Carts

return to the last active cart, and any item(s) e \eeessares
already placed in the cart will be available. S

Last Active Cart
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Step Action

3 You can call up a full list of your previously saved "!
carts by clicking the Saved Carts link. o

' 1Line items
5 ltems
$115.90
View Cart

Last Active Cart

Saved Carts

Ergonomic Accessories
Computer Products

Book Order

Saved Carts

Click on the saved cart name to view its contents.
Note:Some suppliers do not have the ability to provide updated availability and pricing information after a cart has been created. In those cases, items will be dropped from the cart

Line Cart Name Creation Date Cart Description Action
1 Book Order 06-09-2015 18:32:46 (PDT) - =P A
2 Computer Products 07-08-2015 13:54:58 (PDT) W & / X
3 Ergonomic Accessories 07-09-2015 11:41:19 (PDT) Keyboards and mouse (wireless/non-wireless) = June W =" / x
Order
4 Last Active Cart 07-23-2015 18:02:26 (PDT) Contains last imported cart items g
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Step Action

4 You can also retrieve a recently Saved Cart from the -"!

gray links provided. ;.

1 Line items
5 ltems
$115.90

‘ View Cart

Last Active Cart

Saved Carts

Ergonomic ACCessories

Computer Products

Book Order

5 The Saved Carts screen will display the contents of
the Saved Cart.

Saved Carts

Saved Carts = Ergonomic Accessories

Line Product Image Description Supplier Name Part Price Unit Qty Last Modified Total
Number On

1 Microsoft Sculpt Ergonomic Desktop CDW-G by Anacapa = 3100210 $94.14 EA 2 07-09-2015 $188.28

.
@

Evoluent Right-Handed VerticalMouse 4 Wireless - mouse CDW-G by Anacapa = 2692392 §105.49 EA 1| 07-23-2015 $105.49

Evoluent VerticalMouse 4 Small CDW-G by Anacapa | 2289733 $84.14 EA 5 07-23-2015 $420.70

Total : $714.47
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4,2.2 Access Cart History

Step

Action

When you click on Cart History link, the
Cart History window will open. Here you
will see a list of the carts that you have

checked out.

Cart History My Settings Tutorials Logout

Cart History
Click on the cart name to view its contents.
Note:Some suppliers do not have the ability to provide updated availability and pricing information after a cart has been created. In those cases, items will be dropped from the cart.
Line Cart Name Creation Date Cart Description Action
1 Checked Qut Cart - 2015-06-10 06-10-2015 09:28:53 (PDT) Checked out cart w b .:/ =
12:28:53 404
2 Checked Out Cart - 2015-06-10 06-10-2015 16:09:19 (PDT) Checked out cart Q < .,/ x
19:09:19 231
3 Checked Out Cart - 2015-06-15 06-15-2015 10:02:54 (PDT) Checked out cart ?-T < ./) =
13:02:54 546
4 Checked Out Cart - 2015-06-15 06-15-2015 10:17:18 (PDT) Checked out cart g < PR
13:17:18.312
5 Checked Out Cart - 2015-06-18 06-18-2015 10:02:42 (PDT) Checked out cart ?—T | 7 %
13:02:42 52
6 Checked Out Cart - 2015-06-18 06-18-2015 10:06:37 (PDT) Checked out cart g < ./) bad
Step Action

Icons are provided on the right of each line to take the
following actions. Instruction on each of these actions
is provided in the sections indicated below:

Add to cart (see Section 4.3.1)
Share the cart (see Section 3.4.2.2)

Edit the cart (see Section 4.3.9)
Delete the cart (see Section 4.3.10)

Action

link.

You can also open the cart by clicking the Cart Name

This can be helpful if you wish to confirm the cart
contents prior to performing any actions.

Cart Name

Checked Out Cart - 2015-06-10

12:28:53.404
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Step Action

4 The Cart History screen will display the contents of the checked-out cart. Here you can
also:
e Add to cart (see Section 4.3.1)
e Share the cart (see Section 3.4.2.2)
e Edit the cart (see Section 4.3.9)
e Delete the cart (see Section 4.3.10)

In addition, you can export the cart contents to Excel. (see Section 4.3.7)

Add to Cart Share Cart Edit Cart Delete Cart Export to Excel

Cart History
Cart History » Checked Out Cart - 2015-06-10 12:28:53.404

Line Product Image Description Supplier Name Part Number Price Unit Qty Last Modified Total
On
1 o Strengths Based Leadership: Great Leaders, Teams, and Why Complete Book and 9781595620255 $21.60 EA 1 06-26-2015 $21.60
o People Follow
” Media
2 @ ViewSonic VG2439m-LED - LED monitor - 24" CDW-G by Anacapa 2759134 $218.97 EA 2 $437.94

Total : $459.54

Note: If you make changes to your order in the Checkout - Review and Submit page in 0
FMS later on, these changes will not be reflected in the checked-out cart.
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4.3 Make Cart Changes
4.3.1 Add Items to Cart

Step

Action

To add items to the cart, click the shopping cart
icon to open a Saved Cart or a Checked-Out cart

(see image to the right).

History screen (see image below).

e Click Add to Cart in the Saved Carts or Cart

Click Add to Cart from the Saved Carts screen.

Saved Carts

Saved Carts = Ergonomic Accessories

Line Product Image Description
1 Microsoft Sculpt Ergonomic Desktop
ol
2 ‘ Evoluent Right-Handed VerticalMouse 4 Wireless - mouse
3 l Evoluent VerticalMouse 4 Small

D D ) )

Supplier Name Part Price Unit Qty Last Modified Total
Number On
CDW-G by Anacapa = 3100210 $94.14 EA 2 07-09-2015 $188.28
CDW-G by Anacapa = 2692392 $105.49 EA 1 07-23-2015 $105.49
2289733 $84.14 EA 5 07-23-2015 $420.70

CDW-G by Anacapa

Total : $714.47

Or click Add to Cart from the Cart History screen.

Cart History

Cart History > Checked OQut Cart - 2015-07-20 16:43:37.225

Add to Cart W Edit Cart Delete Cart Export to Excel

Line Product Image Description Supplier Name Part Price Unit Qty Last Modified  Total
Number On
1 Copy Paper, LETTER-size, 92 Brightness, 20 Ib., 8 1/2" x 11", 5,000 Staples by Pacific 324791 $27.08 CcT 2 $54.16
Sheets/Ct :
St Office Solutions
Total : $54.16
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Step Action

2 The cart will open for your use.

Product Price Update Cart Extended Total
Your Cart Total is $714.47
] j 594 14 Quantity 2 $188.28
@ Microsoft Sculpt Ergonomic Desktop .,
SupplierCOW-G by Anacapa  Supplier Part #3100210 UOM:EA Mfg: Mfg #15V-00001 Supplier 2
a2 AuxiD:7376 LeadTime: Buyer Part#: MinOrderQuantity:1.0 UNSPSC:43211708
0 $105.49 Quantity 1 $105.49
‘ Evoluent Right-Handed VerticalMouse 4 Wireless - mouse
Supplier:COW-G by Anacapa Supplier Part #:2692392 UOM:EA Mfg: Mfg #VM4RW  Supplier AuxIiD:
p-] LeadTime: Buyer Part#: MinOrderQuantity:1.0 UNSPSC:43211708
] 4 584 14 Quantity 5 $42070
& Evoluent VerticalMouse 4 Small
SupplienCDW-G by Anacapa  Supplier Part #:2289733 UOM:EA Mfg: Mfg #VM4S Supplier
A AuxID:7376 LeadTime: Buyer Part#: MinOrderQuantity:10 UNSPSC:43211708
Your Cart Total is $714.47

4.3.2 Remove Items from Cart

You can remove all or a portion of the items from the cart before checking out.

4.3.2.1 Remove All

Step Action

1 Click the Remove All button at the top of the page to delete all items from the cart.

2 A popup menu will display with a warning that the cart items will be permanently deleted.
e C(lick OK if you would like to clear the cart.

e C(lick Cancel if you do not want to clear the cart.
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The page at https://Ibl-dev.vinimaya.com says:

Warning : This will delete the cart items permanently

[ ok ][ cancel

Step Action

3 If you remove all the items from your 5 s
cart, a new screen will display indicating Your Shopping Cart is Empty

that your shopping cart is empty.
Continue Shopping

To continue shopping, click the Continue
Shopping link.

4.3.2.2 Remove a Line or Lines

Step Action

1 To remove an item in the cart, click the box to the left of the line you wish to delete. Then
click Remove on the right side of the line (below the extended cost).

Price Update Cart Extended Total

Your Cart Total is $69.62

F - & $21.60 Quanlity 3 $64.80
Image Sirengihs Based Leadership I
e Supplier:=Complete Bock and Media  Supplier Part #:9731596620255 UOM:EA Mfg:Pgw Mfg #:9781595620255 Supplier AuxiD: LeadTime: Buyer B

Part®:  MinOrderGuantity-1.0
<5} $175 Quantity 1
) Belkin 5' CATSe or CATS RJ45 Patch Cable Biue
i by Anacapa  Suppli UOM:EA Mfg: Mifg #:A3L751-05-BLU Supplier AuxiD: LeadTime: Buyer Parts:
» MinOrderQuantity: 1.0
] a~ 5132 Quantity 1 §1.32

):> é\;ikil\ 1' CAT5e or CATS Snagless RJ45 Patch Cable Green
Supplier:CDW-G by Anacapa  Supplier Part#088537 UOM:EA Wig: Mfg #:A3L78101-GAN-S Supplier AuxiD: LeadTime: Buyer Part#

a2 MinOrderQuantity 1.0
] & S1.75 Quantity 1 $1.75
o, Belkin 3' CATSe or CATS Snagless RJ45 Patch Cable Yellow
= Supplier:COW-G by Anacapa  Supplier Part #.073853 UOM:EA Mfg: Mfg #:AILTS103-YLW-5 Supplier AuxID: LeadTime: Buyer Part#: =
» MinOrderQuantity 1.0

Your Cart Total is $69.62
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4.3.3 Continue Shopping

From the Cart screen, you can go back to the Marketplace main page to shop, search, and add more
items to your shopping cart before checking out. This allows you to add products from multiple
suppliers to your shopping cart.

Step Action

1 Click the Continue Shopping button.

Remove All Continue Shopping

4.3.4 Update the Quantity of Items in Your Cart

If you wish to change the quantity of items you are ordering, type in the new quantity, then click
Update Cart.

e | Gronesors | e

Product Price Update Cart Extended Total

Your Cart Total is $67.87

R® 3480
Strengths Based Leadership

g

g Quantity 1 §1.32
s Belkin 1" CATSe or CATS Snagless RJ45 Patch Cable Green

Remove

] $1.75 Quantity 1 $1.75

Belkin 3' CAT5e or CAT5 Snagless RJ45 Patch Cable Yellow e
e i by Anscspa  Supplier 53 UOMEA Wfg: Mig#A3L75103-YIW.S Supplier AuxiD: LeadTime: Buyer Parté:
WinQrderQuantity:1.0

Your Cart Total is $67.87
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4.3.5 Save Your Cart

Step Action
1 You can save the cart and continue shopping later by clicking the Save Cart icon.
Save Cart Export Continue Shopping Update Cart
Product Price Update Cart  Extended Total
Your Cart Total is $136.31
O £ $67.77  Quanity 2 $135.54
- Apple Magic Mouse
Supplier:CDW-G by Anacapa  Supplier Part#:1907655 UOM:EA Mfg: Mfg
yol #MBB29LL/A  Supplier AuxID: LeadTime: Buyer Part#:
MinOrderQuantity:1.0 UNSPSC:43211708
5 $0.77 Quantity 1 $0.77
/  CDW 3' CATS5e or CATS RJ45 Patch Cable Green
& Supplier:CDW-G by Anacapa  Supplier Part #630131 UOM:EA Mfg: Mfy
Jo) #A3LT81-03GR-COW  Supplier AuxID: LeadTime: Buyer Part#:
MinOrderQuantity:1.0 UNSPSC:26121609
Your Cart Total is $136.31
Step Action

2 A window will display where you can name this cart and enter a cart description.

3 When done, click Save Cart at the top right of the window.

Add to Saved Cart

Cart Name:

Cart Description:

Line Productimage

Description

Apple Magic Mouse

CDW 3' CAT5e or CATS RJ45 Patch Cable Green

Add To Existing Saved Cart @

Supplier Name Part Number Price Unit Qty Total
CDW-G by 1907655 $67.77 EA 2 $135.54
Anacapa ==
CDW-G by 630131 $0.77 EA 1 $0.77
Anacapa SB

Total : $136.31
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Notes: 0

e The cart name should only contain alphanumeric characters (A-Z, a-z, 0-9) and the
characters (&#_:-.).

e The cart name is limited to 40 characters

e The cart description is limited to 255 characters

Step Action

4 Confirmation that the cart was saved successfully will display.

Cart Saved Successiully

4.3.6 Compare Items in Your Cart

If you have multiple items in the cart, you can compare any or all of those items.

Step Action
1 Select the checkbox next to each item you want to compare, then press the Compare
button.
G ]
Product Price Update Cart Extended Total
Your Cart Total is $595.54
O Cordless Screwdriver Kit, 3.6V $10.39 Quantity 1 $10.39
Supplier:Grainger by GSS  Supplier Part #40F272 UOM:EA Mfg:BLACK & DECKER Mfg
#112000 Supplier AuxID: LeadTime: Buyer Part®: MinOrderQuantity:1.0
UNSPSC:27112710
2
Cordless Screwdriver Kit, 4V, 1/4 In, 3 PC $98.28 Quantity 2 $196.56
ﬂ Supplier:Grainger by GSS  Supplier Part #34G854 UOM:EA Mfg:MILWAUKEE Mfg #:2101-21
Supplier AuxID: LeadTime: BuyerPart#: MinOrderQuantity:1.0 UNSPSC:27112710
o
Cordless Screwdriver Kit, 4V, 1/4 In, 4 PC $136.08 Quantity 2 $272.16
ﬂ Supplier:Grainger by GSS  Supplier Part #34G855 UOM:EA Mfg:MILWAUKEE Mfg #:2101-22
Supplier AuxID: LeadTime: Buyer Part#: MinOrderQuantity:1.0 UNSPSC:27112710
O] . Cordless Screwdriver, 4V Max Li-lon $52.71 Quantity 1 $52.71
Supplier:Grainger by GSS  Supplier Part #22DL17 UOM:EA Mfg:SKIL Mfg #:2356-01
Supplier AuxID: LeadTime: Buyer Part#: MinOrderQuantity:1.0 UNSPSC:27112710
5
Cordless Screwdriver, 4V, 1/4 In. $63.72 Quantity 1 $63.72
2 ﬁ Supplier:Grainger by GSS  Supplier Part #34G853 UOM:EA Mfg:MILWAUKEE Mfg #:2101-20
Supplier AuxID: LeadTime: BuyerPart#: MinOrderQuantity:1.0 UNSPSC:27112710
Your Cart Total is $595.54
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Step

Action

The items will be presented side-by-side for comparison. If you wish to delete an item from

your cart:

e C(Click Remove from Cart directly below the product description

R

e Click the box(s) at the top of the product window, then click Remove from Cart on the

top far-right of the window.

Go back to cart

Compare Results

=] %

Remove from Cart

O x (] %
Cordless Screwdriver Kit, 4V, Cordless Screwdriver Kit, 4V, Cordless Screwdriver, 4V, 1/4
1/41n, 3PC 1/41n,4 PC In.
$98.28 $136.08 $63.72
Supplier: Grainger by GSS Supplier: Grainger by GSS Supplier: Grainger by GSS
UOM : EA 3 UOM: EA L UCM: EA
Mfg:MILWAUKEE 1 Mig:MILWAUKEE 1 Mfg:MILWAUKEE L
Product Options: Product Options: Product Options: i
ltemCordless Screwdriver KitBa ttery IltemCordless Screwdriver KitBa ttery ltemCordless ScrewdriverBatter y
Included / Bare ToolBat tery Included / Bare ToolBat tery Included / Bare ToolBare To ol (No
IncludedVoltage4.0Chuck Size1/4" IncludedVoltaged.0Chuck Size1/4" Battery)Voitage4.0Chuc k Size1/4"
Hex Quick ChangeMax. Torque44 Hex Quick ChangeMax. Torque44 Hex Quick ChangeMa x. Torqued4
in -Ib_Battery Type Li-lonBaitery in -Ib.Batiery Type Li-lonBattery in -Ib Battery Ty peLi-lonBattery
Capacity2 OARCI utch Style1/4" Hex | Capacity2 0AhCI ufch Style1/4" Hex L Capacity2 0Ah Clutch Style1/4" Hex
Quick Chan geHandle Quick Chan geHandle Quick Ch angeHandle
TypeStickBattery Inc TypeStickBattery Inc luded(2) TypeStickBattery | ncludedNoBattery
luded34G856Battery Pack Repla 34G856Battery Pack R Pack Replace
cement34Ga56Featuresyvariable eplacement34Ga56Featuresvaria ble ment34G856Featuresvariable Sp eed
Speed ButtonTool Length9.6"To ol Speed ButtonTool Length9. 6" Tool ButtonTool Length9.6"Tool
Weight1.0 Ib.Includes(1} M 4(TM) 1/4"  ~ Weight1.0 Ib.Includes( 1) M4(TM) 1/4"  ~ Weight0.85 Ib.Includes(1) 34G853 s

[ ]
Step Action

You also have the option to remove any products from the

Compare Results window by clicking Remove at the top right of

the window.

Remove from Cart

When you are done comparing products, return to the cart by clicking the blue Go back to

cart link at the top left of the page.
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IGo back to cart I

Compare Results

(]

N

Cordless Screwdriver Kit, 4V,
1/4 In, 4 PC

$136.08

Supplier: Grainger by GSS
UOM : EA
Mfg:MILWAUKEE

Product Options:

itemCordless Screwdriver KitBa ttery
Included / Bare ToolBat tery
Includedvoltage4.0Chuck Size1/4"
Hex Quick ChangeMax. Torqued4
in.-Ib.Battery Type Li-lonBattery
Capacity2.0ANCI utch Style1/4” Hex
Quick Chan geHandle
TypeStickBattery Inc luded(2)
34Gas6Batlery Pack R
eplacement34G856FeaturesVaria ble
Speed ButtonTool Lengthd. 6" Tool

Weight1.0 Ib.Includes( 1) M4(TM) 1/4"

Remove from Cart

1

Ll

N

Cordless Screwdriver, 4V, 1/4
In.

$63.72

Supplier: Grainger by GSS
UOM : EA
Mfg:MILWAUKEE

Product Options:

ItemCordless ScrewdriverBatter y
Included / Bare ToolBare To ol (No
Baltery)Voltage4.0Chuc k Size1/4”
Hex Quick ChangeMa x. Torque44
in.-Ib.Battery Ty peLi-lonBattery
Capacity2.0Ah Cluich Style1/4" Hex
Quick Ch angeHandle
TypeStickBattery | ncludedNoBattery
Pack Replace
ment34Ga56FeaturesVariable Sp eed
ButtonTool Lengthd 6"Tool
Weight0.85 Ib.Includes(1) 34G853

Remove from Cart

1m

4.3.7 Export Your Cart to Excel

You can export details on the items you are ordering to an Excel spreadsheet for future reference.

Step

Action

Click the Export button.

This will generate an Excel spreadsheet, which you can either
open or save.

The Excel spreadsheet will provide a row for each item, with
details such as item description, manufacturer, supplier part
number, quantity, unit, and price.
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You have chosen to open:

=) Cart_06-09-2015.xs

which is: Microsoft Excel 97-2003 Worksheet (6.6 KB)
from: https://Ibl-dev.vinimaya.com

What should Firefox do with this file?

Microsoft Excel (default)

() Save File

] Do this automatically for files like this from now on.

A B € D E F G H I K L M N o
pti Description ity |Unit |Price | Curr Total Supplier Name Manufacturer Part No. |Manufacturer Name |Minimum Order ity |UNSPSC
Microsoft Sculpt Ergonomic Desktop 1.0 EA [94.15 |USD 594.15 [CDW-G by Anacapa |MICROSOFT HARDWARE (43211708 1.0 143211708
Evoluent Right Handed VerticalMouse 4
3|2 2692392 \Wireless mouse 1.0 EA |108.89 |USD 5108.89 [COW-G by Anacapa |KeyOvation 143211708 1.0 43211708
4 3 2289733 Evoluent VerticalMouse 4 Small 5.0 EA [90.00 |USD $450.00 [CDW-G by Anacapa |KeyOvation 143211708 1.0 143211708
El Total 53.04

4.3.8 Check Out Cart

When every product you wish to purchase is listed in the cart, and the quantities are correct, click

Checkout.

’D Belkin 1" CATSe or CATS Snagless RJ45 Patch Cable Green

MinOrderQuantity:1.0

i &
~#  Belkin 3 CAT5e or CAT5 Snagless RJ45 Patch Cable Yellow

MinOrderQuantity:1.0

by Anscapa  Supp UOM:EA Mfg Mfg#ASL7S10T-GRN.S Supplier AuxiD: LeadTime: Buyer Parts:

- Supplier:CDW.G by Anacapa  Supplier Part 4073953 UOM:EA Wiy Mig #A3L7T31.03YLW.S Supplier AuxiD: LeadTime: Buyer Parté

Product
| -
— No
Image Strengths Based Leadership
S Supplier:Complete Bock and Medis  Supplier Part #:9781595620255 UOM:EA Mfg:Pgw Mfg #9781595620256 Supplier AuxiD: LeadTime: B
Farts: MinOrderGuant: .0 i
] -

Price

$21.60

$1.32

$1.75

0 I I )|

Update Cart Extended Total

Your Cart Total is $67.87

Quantity & $64.80
Quantty 1 $1.32

Quantty 1 175

Your Cart Total is $67.87
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4.3.9 Edit Cart Name or Description

Step Action
1 You can update the saved cart name, Edit icon:
description, or item quantity. To open the Action
window: g a7 |x
e C(Click the Edit icon.
Edit Cart button:
OR
e C(Click the Edit Cart button on the Saved
Carts or Cart History screen.
2 Click Update Cart when you have finished with edits.
=
Edit Cart History
Cart History > Checked Out Cart - 2015-06-10 12:28:53.404
Cart Name: Checked Out Cart - 20
Cart Description: Checked out cart
Cart Contents
Delete Product Image Description Supplier  Part Number Price Unit Qty Total
Name
] o Strengths Based Leadership: Great Leaders, Teams, and Why People Follow Complete 9781595620255 $21.60 EA 1 $21.60
::y'::“l.': Book and
Media
B ViewSaonic VG2439m-LED - LED monitor - 24" CDW-G by 2759134 $218.97 EA 2 $437 04
Anacapa
Total: $459.54
Note: 0
e Cart Name field is limited to 40 characters.
e Card Description field is limited to 255 characters.
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4.3.10 Delete Cart

Step Action
1 You can delete a cart in two ways: Delete icon:
Action
e Click the Delete icon. &7 ;
OR
Delete Cart button:
e Click the Edit Cart button on the Saved
Carts or Cart History screen.
2 You will receive a warning that the action will e i s
delete the Cart h]story permanently. Warning : This action will delete cart history permanently
.
Click OK or Cancel.
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5 COMPLETE AND MANAGE YOUR ORDER

Once you click the Checkout button, the information from your chart will be transferred to the
Checkout - Review and Submit page in FMS. Here you will complete your order.

Favorites - Main Menu~ > eProcurement -~ > Requisition

Checkout - Review and Submit

Review the item information and submit the req for approval

7% MyPreferences Requisition Settings
Requisition Summary
Business Unit |LBNL Lawrence Berkeley MNational Lab Requisition Name
Requester |KAAHEARN Anearn Kathryn A
*Currency |USD *Deliver To Location |971-0151H | @,
*SAS Approver @,

Cart Summary: Total Amount 920.75 USD
Expand lines to review shipping and accounting details ar Add More ltems

5.1 Set Options for Entire Order

5.1.1 Apply Same Attention To / Ship To Information

If you would like to apply who the package is to be delivered to in the Attention field and also the
Ship to Location, use the following steps.

Step Action

1 Click on Requisition Settings at the top right of the screen. The Requisition Settings
window will open.

Main Menu — > eProcurement - > Reaquisition

Requisition Name

riaht applies to ALL Req items. Click to Learn More

- Add More Items

Quantity vom Prico
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Step

Action

2 Enter the name of the individual who the package is to be delivered to in the Attention
field and/or choose the Ship to Location by selecting the magnifying glass / lookup icon,
you can choose Will Call or one of four Ship to Locations 1) LBNL Main Receiving, 2) Metal
Stores Building 79, 3) JGI Receiving, or 4) eBuy Brookhaven Laboratory. (NO DELIVERY is

not applicable).

3 Click OK.

Requisition Seitings
o
Business Unit |LBMNL .

*Requester |[HAAHEARN

*Currency [USD

Line Defaults (¢

Lawrence Bemeley National Lab

®,  Ahearm Kathryn A
*Deliver To Location 971-0151H -‘,}‘

Shipping Method | Standard ¥ | nuemight applies to ALL Reg items.

Mote: The defaults specified below will be applied to requisition lines when there are no predefined values for these fi

= "

Attention John Dos

Supplier ."':". Category
Supplier Location &, Unit of Measure
Buyer | ‘)
Shipping Defaults
IShian 400 @ I
Due Date [04/20/2016 W
Accounting Defaults
[ crartietass [ Chartfields2. || Chartfields3 || Details || Asset Information. | [E8)
Percent Location GL Unit
| BT1-‘JI_5-1H .3 LEINL

Personalize | Find |

@,

Account

(Z) Help
Requisition Name
ook Up Ship To
Help
SetlD: SHARE
Ship To Location: pegins with *
Description: begins with »
Look Up Clear Cancel |Besiclockup
Search Results
View 100 First [y, 1-70f7 () Last
Ship To Location Description
000-0001 MO DELIVERY
089 WILL CALL-BUILDIMNG 068
069-0150 LBML MAIN RECEIVING
0720101 METAL STORES BT9
400 JGI RECEIVING
943 LBML COMPUTING CTR - CAKLAND
BHML eBuy-BROOKHAVEN LABORATORY

5.1.2 Apply Same Project ID / Activity IDs / Work Order Number to Entire Order

If you would like to apply the same Project IDs, Activity IDs, and Work Order Numbers to the entire
order, use the following steps.
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Note: If the order is for goods or services on a Maximo Work Order, you must enter the 0

Work Order Number in addition to the Project ID/Activity ID (see Step 6 below).

Before preparing the order, if you only know the Maximo Work Order #, you must first log
into Maximo and look up the Work Order to determine the Project ID and Activity Code
associated with that Work Order.

Step Action

1 Click on Requisition Settings at the top right of the screen. The Requisition Settings
window will open.

Favorites ~ Main Menu ~ > eProcurement -~ > Requisition

Home Worklist Add to Favorites Sign out

20 New Window  (Z) Help _,"Pevsuna[ige Page *

Checkout - Review and Submit

Review the item information and submit the req for approval

” My Preferences 4} Requisition Settings
Requisition Summary

Business Unit [LBNL Lawrence Berkeley National Lab Requisition Name
Requester [KAAHEARN Ahearn Kathryn A
“Currency [USD “Deliver To Location 971-0151H

“SAS Approver

Shipping Method Standard ¥ o 0cnignt applies to ALL Req items. Click to Learn More

Step Action

2 Select the Chartfields3 tab under Accounting Defaults.
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Requisition Settings

Business Unit |LBNL Lawrence Berkeley National Lab

Requester |KAAHEARN

Requisition Name 1000030054
Ahearn, Kathryn A Requisition ID 1000030054
“Currency W *Deliver To Location 971-0151H 2
SAS Approver [Annis Edna P EPANNIS
Shipping Method Standard ¥ oernignt applies to ALL Req tems. Click to Learn More
Line Defaults 7

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Supplier 4

Category X
Supplier Location

Unit of Measure
Buyer

Shipping Defaults

Ship To |069-0150

(2) Help

Due Date 5 Attention
Accounting Defaults Personalize | Find | & |5 First 4+ 10f1 } Last
Chartfields1 | Chartfields? | Charffields3 || Details || Asset Information | [F=ER
Percent Location GL Unit Account
971-0151H @ |LBNL 2 A -
OK Cancel

Step Action

: « ”
3 Under PC Bus Unit, enter “LBNL.

PC Bus Unit

LBNL]| A,

lookup icon to help locate it.

Enter the Project ID that is funding the entire purchase. You can use the magnifying glass /
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Look Up Projec]

Project: begins with ~ (10088 |

Search Results
View 100
Pro;ect Description .
100880 Ger e PHENIX
|100881 CF_Procurement & Property |
100883 ES_Effects of volcanism
100884 Xilinx Corp
100887 Scalable Computational Tool

100888 ES_LDRD Simultaneous
100889 Lipoprotein Structure and Func

First @ 1-7of 7 @ Last

Description: beginswith ~|

| —
|I Look Up ‘I Clear “ Cancel JBasic Lookup

5 Enter the Activity ID or use the magnifying glass / lookup icon to select the Activity ID
associated with the Project ID.

Look Up Activity|

Activity: pegins with ~ | ]

WBS ID: begins with 4|

| LookUp | Clear || Cancel |Basic Lookup

Search Results

View 100 First (g 1120r12 5, Last
wBS
Number ID

1 001 Procurement Office
2 002  Business Assurance |

3 003  Construction

4 004 Goods_Research and Development
5 005  Technology
6
7
8

Activity Description

006 Strategic Solutions

007 Support & Services

008  Service Center
9 009  Procurement Incentives
10 010 Procurement Training
1 0m PCard Incentives
12 012 eBuy Incentives

Note: If you need assistance with which Project / Activity IDs to use, contact your
Resource Analyst.

®
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Step

Action

6 If applicable, enter the Work Order Number in the Order
Number field, or use the magnifying glass / lookup icon
to select the Work Order Number.

Crder
Humber

J10990 |

7 Click OK.

Requisition Settings

Requisition Settings

*Currency |USD

Line Defaults (¢

Supplier

Supplier Location

Buyer

Shipping Defaults
Ship To |083-0150

Due Date H

Business Unit [LBNL ; Lawrence Berkeley Mational Lab
*Requester |HAAHEARN L, Ahearn Kathryn A

Requisition Name

*Deliver To Location 971-0151H

MNote: The defsults specified below will be applied to requisition lines when there are no predefined walues for these fields.

Category

Unit of Measure

Attention

Shipping Method Standard w Overnight applies to ALL Reg items. Click to Learn More

Accounting Defaults Personalize | Find | &2 First'4 1 of 1% Last
Chartfields1 ChartfieldsZ Chartfields3 Details Asset Information |r_—n
FC Bus Unit Project Activity Source Type Category Subcategory Oy
- x - Nur“ltir
LBMNL " | 100881 . 00z 4 10990 (@ =

71 Heln

) Help

5.1.3 Confirm Requester

The Requester defaults to the name of the order preparer. If the preparer is not the requester, the
preparer can use the magnifying glass / lookup icon next to the field to select the name of the

requester.

5.1.4 Confirm Deliver to Location

The Deliver to Location defaults to your directory location. If goods are to be delivered to a
different Laboratory building and room, you must change the Deliver to Location. You can use the
magnifying glass / lookup icon next to the Deliver to Location field to find valid Laboratory locations.
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Favorites -  Main Menu~ > eProcurement ~ > Requisition

Checkout - Review and Submit

Review the item information and submit the req for approval.
Requisition Summary

Business Unit [LBNL Lawrence Berkeley National Lab

Requester [KAAHEARN
“Currency [USD

Cart Summary: Total Amount 470.75 USD

Shipping Method Standard

“SAS Approver

LY

~ Overnight applies to AL Req items. Click fo Lear Mare

7 My Preferences

Look Up Deliver To Location

setiD: SHARE
Location Code: begins with +
Description:  pegins with

LockUp | Clear | Cancel |pasic Lockup

8 requ
Search Results
Only tae first 300 resuits can be displayed

Requisition Name View 100 First (4, 13000f300 () Last

Location Code Description

Expand ines to review shipping and accounting details

Requisition Lines (2

Line  Description ftem ID
Y1 Microsoft Sculpt Erganomic
071 @0
Shipping Line 1 “Ship To
Address
Attention To

Supplier

ANACAPA MICRO PRODUCTS,
INC

069-0150 %

UC LAWRENCE BERKELEY LA3
FOR THE US DEPT. OF ENERGY

ONE CYCLOTRON ROAD, BLDG.
69
BERKELEY, CA 94720

|Aheam Kathryn A

Quantity

00 SEE BODY OF ORDER
000-0001  NO DELIVERY
0000 Unknown
00000000 Building: 0000-0000
Q0C0FLOD  Unknown
00FL1  BUILDING: 000 FLOOR
: 000045 BOWLINEQUIPMENT
[ AddMorettems | oot Donner Laboratory
0010100 Buiding 001-0100
001-01C0A  Buiding: 001-0100A
0101008 Buiding: 00101008
uom 0010101 Office
By 01012 Ofice
0010103 Ofice
010104 Women's Lavatory
Quant! 00101054 Wt Laborgtory
_w r 00101058 Ofice
Frice 0010107 UC Research Lab
0010108 Enclosad Cffice
01-0108A  Office
0010100 UC Research Lab Service
010111 Custocian

1

Help

5.1.5 Select SAS Approver for High Value Orders

If the SAS Approver box is displayed, enter an SAS Approver from your division with sufficient dollar

authority to cover the requisition total amount. Specific information regarding Approvals/Workflow is
provided on the Procurement eBuy website under the heading eBuy Roles.

Note: The Approver cannot be the Requester.

You can use the magnifying glass / lookup icon next to the SAS Approver field to look up the SAS

approver.

Favorites ~

Checkout - Review and Submit

Main Menu~ > eProcurement ~ > Requisition

Review the item information and submit the req for approval

Requisition Summary

Business Unit [LBNL
Requester [KAAHEARN
“Currency [USD

Aneam Kathryn A

Lawrence Berkeley National Lab

“Deliver To Location 971-0151H @,

| “SAS Approver

Q

Cart Summary: Total Amount 470.75 USD

Expand lines to review shipping and accounting details

Requisition Lines (2

Line  Description ltem ID
¥ [ 1 @ Microsoft Scuipt Ergonomic
Des
Shipping Line 1 “Ship To
Address
Attention To

Shipping Method Standard

Supplier
ANACAPA MICRO PRODUCTS,
INC

0690150 @

UC LAWRENCE BERKELEY LAB
FOR THE US DEPT. OF ENERGY

ONE CYCLOTRON ROAD, BLDG.

69
BERKELEY, CA 94720

Ahearn Kathryn A

Quantity

~ Overnight applies to ALL Req items. Click to Learn|

Name: begins with ~
User ID: begins with ~
Authorization Amount: = -
Division: begins with ~
2 My Preferences
LookUp | Clear || Cancel |Basic Lookup

Requisition ] Search Results
Only the first 300 results can be displayed
View 10
UserID Name.
RIABERGEL Abergel Rebecca J
DACEVEDO Acevedo,David
PDADAMS
DAAGARWAL

[ Add] JWAGER Ager.Joel W
MAHMED Ahmed Musahid
JBAJO-FRANKLIN Ajo-Frankiin,Jonathan B
RALBRIGHT Albright Robert Alan

uom GALDERING Aldering, Greg
APALIVISATOS Alivisatos A Paul

5 Each
ASALMGREN Almgren Ann S
MDALPER Alper Mark
Quf RALVAREZ Alvarez,Rosio

MARK_AMMAN Amman,Mark
AANDERS Anders Andre
GLANDERSEN Andersen,Gary
RAANDERSEN Andersen,Richard A
ECANDERSSEN Anderssen Eric C
EPANNIS Annis Edna P
KANTYPAS Antypas Katerina B

First (3) 130

300

Authorization
t

5000
5000
100000
10000
5000
5000
25000
10000
5000
50000000
10000
500000
2500000
10000
50000
50000
5000
50000
250000
100000

Holp =~

3 Last
Division

CH
Ls
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5.1.6 Select Shipping Method

Optionally, you can change the Shipping Method from the default Standard to Overnight, only if you

require expedited delivery. Make the selection from the drop-down menu.

Note: The shipping method you select pertains to all of the items in that order. In
addition, overnight shipping incurs additional costs. Therefore, if you require overnight
shipping on only a portion of your items, place a separate order for those items and
choose the overnight shipping method for that order when you complete the order in FMS.

&

Favorites ~ Main Menu ~ > eProcurement ~ > Requisition

Checkout - Review and Submit

Review the item information and submit the req for approval

Requisition Summary

> My Preferences

Business Unit |LBNL Lawrence Berkeley National Lab Requisition Name
Requester W Ahearn,Kathryn A
*Currency W *Deliver To Location 971-0151H
“SAS Approver &

Shipping Method Standard

Cart Summary: Total Amount 470.75 USD QOvernight

"Overnlght applies to ALL Req items. Click to Learn Morg

FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLDG
69

BERKELEY, CA 94720

Attention To  Ahearn,Kathryn A

Expand lines to review shipping and accounting details i :3: Add Mo
Requisition Lines
Line Description Item ID Supplier Quantity uomMm
0@ Microsoft Sculpt Ergonomic ANACAPA MICRO PRODUCTS, 5 Each
“ Des INC
Shipping Line 1 “Ship To  069-0150 2 Quantity
Address  UC LAWRENCE BERKELEY LAB Price

Items

Price

94.15

94.15

Home = Worklist  Add to Favorites Sign out

(& New Window  (7) Help L'Psrqnna\:)@ Page

Requisition Settings

Total Delete

470.75

i

5.1.7 Name Your Requisition (Optional)

The Requisition Name field can be used to help you identify the requisition. If left blank, the
Requisition number, instead of the name you enter in this field, is displayed on the Manage

Requisitions screen and other reports.
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Favorites - Main Menu ~ > eProcurement ~ > Requisition
Home Worklist Add to Favorites Sign out

EINew Window (Z)Help [ Personalize Page *

|
Checkout - Review and Submit

Review the item information and submit the req for approval
» My Preferences i?ﬁ Requisition Settings
Requisition Summary

Business Unit [LBNL Lawrence Berkeley National Lab Requisition Name 3
Requester W Ahearn Kathryn A
*Currency [UST “Deliver To Location |971-0151H
“SAS Approver

Shipping Method Standard ¥ quernignt applies to ALL Req items. Glick to Learn More

Cart Summary: Total Amount 470.75 USD

Expand lines to review shipping and accounting details o Add More Items

5.2 Set Options for Order Lines

Here you can add and change information for each requisition line.

Expand lines to review shipping and accounting details G Add More ltems

Requisition Lines (2

Line Description ltem 1D Supplier Quantity uom Price Total Delete
1 Microsoft Sculpt Ergonomic ANACAPA MICRO PRODUCTS, INC 5 Each 94.15 470.75
O @ pe: =
Shipping Line 1 *ShipTo  |068-0150 @, Quantity 5
Address  UC LAWRENCE BERKELEY LAB Price 94 15

FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLDG
69

BERKELEY, CA 94720

Attention To  |Aheam, Kathryn A

Accounting Lines

*Distribute By Qty hd
Accounting Lines Personalize | Find | View All | = IJ First'4' 4 of 1 '* Last
Chartfields 1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information
Quantity PC Bus Unit Project Activity Percent
5 |LBNL @, @, @, 100.0000 & =

5.2.1 Confirm Ship To / Attention To

You can update who the package is to be delivered to in the Attention To field and also the Ship to
Location. By selecting the magnifying glass / lookup icon, you can choose Will Call or one of four Ship
to Locations 1) LBNL Main Receiving, 2) Metal Stores Building 79, 3) JGI Receiving, or 4) eBuy
Brookhaven Laboratory. (NO DELIVERY is not applicable).
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Favorites = | Main Menu~  eProcurement ~ > Requisition

“Deliver To Location |971-0151H | @,

*Currency IUSD

*SAS Apnrover_.ﬂ\‘nms,Edna P 'Q.) EPANNIS
Cart Summary: Total Amount 920.75 USD
Expand lines to review shipping and accounting details
Requisition Lines (7
Line Description ltem ID Supplier Quantity
w D1 @ g\cmsuﬂ Sculpt Ergonomic ANACAPA MICRO PRODUCTS, INC 5
s
Shipping Line 1 *Ship To :EIE_Q:E_HEU :QJ

Address  UC LAWRENCE BERKELEY LAB
FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLDG.
69
BERKELEY, CA 94720

Attention To  |Ahearn Kathryn A |
* Accounting Lines
*Distribute By ay i
Accounting Lines
| chartfields1 || chartfields2 || Chartfields3 | Details | Details2 || Ass
Quantity PC Bus Unit Project
5 LBnL &,

Look Up Ship To
Help
SetlD: SHARE
Ship To Location: hegins with +
Description: begins with Delete
Look Up Clear Cancel |BasicLookup
Search Results
View 100 First (g 1-7of 7 () Last
Ship To Location Description
000-0001 NO DELIVERY
089 WILL CALL-BUILDING 089
069-0150 LBMNL MAIN RECEIVING
079-0101 METAL STORES B79
400 JGI RECEIVING
943 LBML COMPUTING CTR - OAKLAND
BRNL eBuy-BROOKHAVEN LABORATORY
1of1 ' Last
& =

5.2.2 Add Project ID / Activity ID / Work Order Number

associated with that Work Order.

Note: If the order is for goods or services on a Maximo Work Order, you must enter the

Work Order Number in addition to the Project ID/Activity ID (see Step 3 below).

Before preparing the order, if you only know the Maximo Work Order #, you must first log

into Maximo and look up the Work Order to determine the Project ID and Activity Code

Step

Action

Enter the Project ID that is funding the the purchase for each accounting line. You can use
the magnifying glass / lookup icon to help locate it.
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Look Up Project

Project:  peginswith +
Description: pegins with + |

| Lookup || ciear | cancel |BasicLookup

Search Results

View 100 First @ 1of1 @“Las't
Project Description

100881 ;bF_Firocuremenf é;\ﬁroperry

2 Enter the Activity ID associated with the Project ID. You can use the magnifying glass /
lookup icon to select to help locate it.

Look Up Activity

Activity: begins with ~ | |

WBSID: pegins with

| Lookup || ciear || cancel |Basiclookup

Search Results
Wiew 100 First (43 11120f12 G Last

Pracuremant Office

‘Construction
‘Goods_Ressarch and Development.
"Te::i'lnul‘ogy ' |
:Sﬁétedic Solutions
fSuppoﬂ'& Senvices
‘Service Genter
Procurement Incentives
Procurement Tréi‘nir‘lg‘ )
‘PCard Incentives

12 012 eBuyIncentives

Note: If you need assistance with which Project / Activity IDs to use, contact your 0
Resource Analyst.
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Step Action

3 | If applicable, enter the Work Order Number in the Order Order
Number field, or use the magnifying glass / lookup icon Number

to select the Work Order Number.
J10990 |@

5.2.3 Distribute Charges by Quantity or Amount

If you would like to distribute charges by quantity (number of items or percentage) or amount
(dollars) between multiple Project ID and Activity IDs, use the following steps.

5.2.3.1 Distribute by Quantity (Number of Items or Percentage)

Step Action

1 Select Quantity (Qty.) from the Distribute By drop-down menu.

Note: Quantity is the default.

*Distribute By

Accounting Lines Personalize| Find | View all | B | Fist' 4 1081'F Last
Chartfields1 Chartfields3 Details Details 2 Asset Information Aszset Information 2 Budget Information ":'J
Guantity PC Bus Unit Project Activity Percent
4| |LBML 2, A | 100.0000 #] =
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Step Action
2 Enter the first Project ID and Activity ID in the Project / Activity fields. You can use the
magnifying glass / lookup icon to make your selections.
Then, reduce the first project’s Accounting line to either the number of items or percent
you want to apply to that Project ID and Activity ID.
3 Click the plus icon to the right of the Accounting Line. This will add a new row with the
balance of the requisition line total.
Action: The below example changes the number of items from 4 to 2.
Accounting Lines Personalize | Find | View All | 2 First ' 1 of 1 ' Last
Chartfields1 ChartfieldsZ Chartfields2 Deetails Details 2 Asset Information Azzet Information 2 Budget Information ,IWH
Guantity PC Bus Unit Project Bctivity Percent
E LBHNL A 100881 ] 0oz N 100.0000 =
Result
Accounting Lines Personalize | Find | Wiew Al | B2 First'd' 12 of 2'4 Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Aszzet Informaticn Aszzet Informaticn 2 Budget Information |i__‘i
Guantity PC Bus Unit Project Activity Percent
2(] [LBNL 100881 a0z £0.0000 o] | =
2 LBNL 100881 F ooz E] 50.0000 4| | =
Step Action
4 You can repeat the previous steps to distribute the quantities further. Then, enter the
Project / Activity IDs for each newly added line.
Accounting Lines Personalize | Find | View All |2 First ‘4 13 0f 3 ' Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset [nformation Azset Information 2 Budget [nformation ||"_""P1
Guantity PC Bus Unit Project Bctivity Percent
2| | |[LBNL ] 100881 | 002 ¥ £0.0000 o] | |
1 LBML 100881 &l 005 a 25.0000 +] |=
1 LBML 100881 0o rl 25.0000 e ] =
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5.2.3.2 Distribute By Amount (Dollars)

Step

Action

1 Enter the first Project / Activity ID that you wish to charge to. You can use the magnifying

glass / lookup icon to make your selection.
Select Amount (Amt.) from the Distribute by drop-down menu.

Note: Quantity is the default.

Accounting Lines

*Distribute By | Amt EI
Accounting Lines Personalize | Find | View Al EY | B2 it ' 1 0f1 b Last
Qh
Chartfields1 Cha .._.j - ——rfelds3 Details Details 2 Asset Information Asset Information 2 Budget Information |E-P'|
PC Bus Unit Project Betivity Percent
LEML 100881 002 a 100.0000 +| =
Step Action
2 Click the Chartfields1 tab. The total Merchandise Amount will be displayed.
*Distribute By Amt - |
Accounting Lines Personalize | Find [ View Al EY (B2 Fist 4 1071 Last

Chartfields1 Chartfie|ds2 Chartfields2 Detasils Details 2 Aszet Information Aszzet Information 2 Budget Information | [FER

Line Status Diist Type *|_ocation Merchandise Amt GL Unit Entry Event
1 Open 871-0151H 4 LE.NL a, il & | =
Step Action

3 Enter a new Merchandise Amount.

Click the plus icon.
A new line will be added distributing the remaining amount to Line 2.
You can repeat this step to distribute the dollars further.

Note: All accounting lines must add up to the total quantity of that requisition line or its
total dollar amount.
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Initial Screen

*Distribute By

Accounting Lines

Amt -

Chartfields1 Chartfields2 Chartfields3 Cetsils
Line Status Dist Type * ocation
1 Open 571-01581H

Details 2

Personalize | Find | View a1l |82 | B Fist 4 4

Aszzet Information Asset Information 2 Budget Information =]

Merchandise Amt GL Unit Entry Event

LENL 3

1st Distribution

Result

*Distribute By Amt -
Accounting Lines Personalize | Find | iew All | B | Fist 4 120f2'0 Last
Chartfields1 Chartfields2 Chartfields2 || Details Details 2 Aszet Information Aszet |Information 2 Budget Information
Line Status Diist Type *Location Merchandise Amt GL Unit Entry Event
1 Open 971-0181H 500.00 JLEBNL d el &) =
2 Open FTI-DIE-H-I 475,00 JLBNL ] F ] =
2nd Distribution Result
*Distribute By Amt -
Accounting Lines Personalize | Find | View all|EY [ pist 4 12072
Chartfields1 Chartfields2 Chartfields3 Details Details 2 || Asset Information Asset |nformation 2 Budget Information | [ 8
Line Status Dist Type *| ocation Merchandise Amt GL Unit Entry Event
1 Open 971-0151H 500.00) LBNL 3 dl #| =
2 Cpen 871-0151H 300.00§ LBNL 4 | C S
3 Open 71-0181H 175.00jLBML | 4, $i=

Action

4 To add the appropriate Project ID/ Activity ID to each line, click the unlabeled tab to the

left of the Chartfields1 tab.

*Distribute By Amt -
Accounting Lines Personalize | Find | view Al [ |5 Fist 4 130730 Last
Chartfields1 Chartfields2 Chartfizlds3 Detsils Dietails 2 Asset Information Asset Information 2 Budget Information ,?PI

PC Bus Unit Project Botivity Percent

LBNL 4 100881 002 a, 51.2821 e | |=

LBNL 4 100881 a0z 4l 30.7692 *| | =

LBNL 4 100281 00z 2, 17.8487 ] =
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Step

Action
5 Update the Project ID / Activity ID in new entry fields.
*Distribute By Amt -
Accounting Lines Personalize | Find | View All | &7 First'd 1-30f 3"} Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information Ii_TFI
PC Bus Unit Project Bctivity Percent
LBMNL | 100881 4 ||002 al 51.2821 *]|i=
LBNL - | 100881 4 003 i 230.7692 £]|i=
LBHL & 1100107 F N h:ﬂ ! 17.9487 +] =
5.2.4 Delete Items

To delete an Accounting Line, click the blue minus icon to the right of the line.

Accounting Lines
*Distribute By Amt hd
Accounting Lines Personalize | Find | View All | (B | E First @ 1071 ¥ Last
Chartfields1 Chartfields2 Chartfields3 Detailz Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type *Location Merchandise Amt GL Unit Entry Event
1 Open 971-0151H @, 450.00 [LBNL @, @, [#]

5.3 Add More Items

Before submitting your requisition, you have another opportunity to add more items by clicking the
Add More Items button.

B3 Check Budget

Ces

Save & submit

i Save for Later

il

Add Maore tems

& Preview Approvals

You will be returned to the Create Requisition screen, where you can then return to the Marketplace

and choose additional items to purchase.
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Favorites -

Edit Requisition =

Welcome AhearnKathryn A
Request Options el

Enter search criteria or select from the
menu on the right to begin creating
your reguisition.

Main Menu~ > eProcurement = > Requisition

Home

Search All fad

A Wy Preferences Requisition Settings

Catalog
Browse Catalogs
LBML tem Cat

eBuy
Shop Supplier Catalogs

(G335 Scientific Catalog
All Other Products

H“] Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates

[f &Y External Catalogs
Browse Supplier Website ltems

Forms
Create and Submit Forms

ePro Services
Request Services

Fixed Cost Senvice
Variable Cost Semvice
Time and Materials

I E 2Lines

Checkout

Search Advanced Search

—| Create Requisition
Create a Requisition

*~ Favorites
Browse Favorite ltems and Services

Recently Ordered

View recently ordered items and senices
Strengths Based Leadership=/...

5.4 Enter Comments to Approver

Here you have the option to enter comments to be seen by the requisition approver. The Comments
to Approver area is visible on the requisition Approver’s screen and lets you communicate comments
and justifications to the Approver for the items you are purchasing.

supplier.

Note: Do not use the Requisition comments field. Comments will not be seen by the

®

Requisition Comments
Enter requisition comments

e ——

send to Supplier
Comments to APPFOVQI’

Enter Comments Here

[T] show at Receipt

[T] shown at Voucher

F3 Check Budget

B Save & submit &

Save for Later o

Add More ltems

693 Preview Approvals

If you wish to expand the comments field, click on the arrow at the top right of the entry field. Enter
your comments and click Return when done.
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ePro Requisitions

(Z)Help

5.5 Run Budget Check to Avoid Delay

Before saving and submitting your requisition you need to perform a budget check.

Note: If you do not perform a Budget Check, your order may be delayed. 0

Step Action

1 Click the Check Budget link.

BT Check Budget

) Save & submit &) Save for Later orF Add More ltems fxch Preview Approvals

Step Action

2 When the message pops up on the screen, click OK.
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Message

Budget Checking will save your requisition in an Open Status. (18036,39)

In order to perform budget checking on this requisition, it must first be saved in an Open Status. Press OK to continue. Press Cancel to return to your requisition without budget checking.

5.6 Save & Submit or Save for Later

After you have performed the Budget Check, you must click either the Save & Submit or Save for
Later button.

¥ Check Budget

) Save & submit ] Save for Later 4r Add More Items & Preview Approvals

e If you are not ready to save and submit your requisition, click the Save for Later button to
save the requisition and work on it later.

e If you would like to see who will be asked to approve the requisition, click the Preview
Approvals icon.

e The Preview Approvals window will show whether approvals are needed, and if so, who will
be approving the order.

e If you are ready to save and submit your requisition and route it for approvals, click the Save
& Submit button.

Note: You must click Save for Later prior to Preview Approvals, or you will see a warning 0
message.

5.7 Reviewing System Confirmation

The Confirmation screen will appear, confirming that your requisition has been submitted. If no
approvals are required, the order will be submitted to the supplier. If approvals are required, routing
for approvals will take place first.

7/14/16 eBUY 9.2 USER GUIDE | PAGE 97 of 110 | Return to Table of Contents


http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/
http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/

Confirmation

Your requisition has been submitted.

Requested For Ahearn Kathryn A Number of Lines 2

Requisition Name 1000030054 Total Amount 920,75 USD

I Requisition 1D ‘1DEIDDBDDE4I

Business Unit LBMNL

l Status Pendging |

| Budget Status Valid |

|§ View printable version | | ’ Edit This Requisition nﬁ Check Budget @ Pre-Check Budget

SAS Dollar Amount Approval

Requisition 1000030054:Pending [#]start Mew Path

SAS Dollar Amount Approval

Pending
® Annis,Edna P [
LBML Reguisition Approver(SAS)
EFCreate Mew Requisition | % Manage Reqguisitions |

Use the unique Requisition ID number for queries and reports.

A “Pending” status above the Approver’s name means that the Approver was sent an email to
approve the requisition. “Not Routed” means that the Approver was not yet asked to approve
the requisition. After a requisition is approved, it is sent to the next Approver if applicable,
and the next Approver’s status changes to “Pending.” When an Approver approves a
requisition, their box changes from blue to green. When they deny a requisition, the box turns
red and the requisition is not routed to the next Approver.

If the Requisition Approver denies the requisition, the Requester will receive an email.

Notice that the Budget Status says “Valid.” This means that the requisition is available for
further processing.

You can click the View Printable Version link to see a printable requisition document with all
lines and comments.

Click the Edit This Requisition link to make immediate changes to the requisition.

Note: If the Budget Status says “Error,” there may be a funding issue with your order.
You will need to contact your Resource Analyst.

©
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5.8 Manage Your Order

5.8.1 Manage Requisitions Screen

Step Action

1 If you wish to see all of your orders and their statuses, you can do this in Manage
Requisitions. There are two ways to access this page.

1a | Click Manage Requisitions at the bottom of the Requisition Confirmation page.

Confirmation
Your requisition has been submitted.

Requested For Ahearn Kathryn A Humber of Lines 2
Requisition Name 1000030054 Total Amount 920.75 USD
Requisition ID 1000030054
Business Unit LBML

Status Pending

Budget Status Valid

g'\«fiew printable version ’ Edit This Requisition ﬂﬁ Check Budget @ Pre-Check Budget

SAS Dollar Amount Approval
Requisition 1000030054:Pending [F]start Mew Path
SAS Dollar Amount Approval
Pending

Annis,Edna P _El
LBMNL Requisition Approver(SAS)

EfCreate Mew Requisition % Manage Requisitions I
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Step Action

1b | Alternately, you can do this from the Manage Requisitions page in FMS.

Log into FMS and navigate to: Main Menu | eProcurement | Manage Requisitions

2 On the Manage Requisitions screen, search for the requisition you want to see by typing in

e Requester
e Requisition
e Requisition ID

requisition was created.

A list of your requisitions will then be displayed.

the relevant information in the Search Requisitions area of the screen.

Enter parameters like the following to match what you are trying to find:

You may also enter a specific “Requisition ID” or “Requisition Name” in the respective
fields and search for a particular requisition that way. For this to work properly:

e Date From and Date To range must be broad enough to cover the period when the

e Requester field must be blank when entering a Requisition ID or Requisition Name.

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions

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

Business Unit LENL 4 Requisition Name
Requisition ID i Request State All but Compleie - Budget Status -
Date From |07/02/2015 3 Date To |07/09/2015 3
Requester KAAHEARN 2 Entered By PO ID
Search Clear Show Advanced Search
! The Requester specified has no Requisitions
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
Step Action

3 You can optionally change the Request State from “All but Complete” to “Pending” to only

see Requisitions waiting for Division approval(s).
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Manage Requisitions

Requisition Search Keyword Search

Search Requisitions

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

Business Unit LBNL @, Requisition Name @
Requisition ID @ Request Statj All but Complete E] Budget Status -
Date From 07/02/2015 i Date Tt
2 All but Complete
Requester KAAHEARN @, Entered BY| Approved PO ID @,
Canceled
I | Complete
Search Clear Show Advanced Seal | Denied
Open
! The Requester specified has no Requisitions. PO Partially Canceled
Create New Requisition Review Change Request Revig{ PO Partially Completed Manage Receipts Requisition Report
PO Partially Created
PO(s} Canceled
PO(s) Completed
PO(s) Created

PO(s) Dispatched
Partially Dispatched
Partially Received
Pending
Received

| See Lines

Step Action

4 When the specific parameters have been entered for the search, click the Search button.

Note: The list of requisitions can contain up to 100 lines. If more lines need to be viewed,
it is recommended that you narrow the search parameters.

Manage Requisitions

Requisition Search | Keyword Search

Search Requisitions

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

Business Unit LBNL @, Requisition Name @
Requisition ID @, Request State All but Complete . Budget Status -
Date From 06/01/2015 ] Date To|07/09/2015 £l
Requester KAAHEARN @, Entered By @, PO ID @,
Search Clear Show Advanced Search
Requisitions

To view the lifespan and line items for a requisition. click the Expand triangle icon.
To edit or perform another action on a requisition. make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total

1000030122 1000030122 LBML  0B/18/2015 PO(s) Dispatched valid 108.00 USD [Select Action] T _Go
1000030121 1000030121 LBNL  06/18/2015 PO(s) Dispatched Valid 108 00 USD [Select Action] bl =
1000030080 1000030080 LBNL  06/10/2015 Open valid 450 54 USD [Select Action] Tl 6o
1000020075 1000030075 LBNML  06/09/2015 PO(s) Dispatched valid 10800 USD [Select Action] v | Go
1000030074 1000030074 LBNL  06/08/2015 Pending Vvalid 54504 UsD [Select Action] v | _Go
1000030054 1000030054 LBNL  06/02/2015 Pending Valid 920,75 USD [Select Action] bl =

Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
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Step Action

5 You can click on the Req ID link to go to the Requisition Details screen, which lets you view
details about the requisition, including its comments and attachments.

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit LBNL 2 Requisition Name |,
Requisition ID @ Request State All but Complete - Budget Status =
Date From 06/01/2015 T Date To 07/20/2015 3
Requester KAAHEARN 3 Entered By (] POID a,
Search Clear Show Advanced Search

Requisitions

To view the lifespan and line items for a requisition. click the Expand triangle icon
To edit or perform another action on a requisition. make a selection from the Action dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget Total
1000030240 LBNL  07/20/2015 Approved Valid 122.22 USD [Select Action] = Go
1000030122 1000030122 LBNL 06/18/2015 PO(s) Dispatched Valid 108.00 usD [Select Action] b Go
1000030121 1000030121 LBNL  06/18/2015 PO(s) Dispatched Valid 108.00 USD [Select Action] £ Go
1000030080 1000030080 LBNL  06/10/2015 Open Valid 450.54 USD [Select Action] ot Go
1000030075 1000030075 LBNL 06/09/2015 PO(s) Dispatched Valid 108.00 UsD [Select Action] > Go
1000030074 1000030074 LBNL 06/08/2015 Pending Valid 54504 UsD [Select Action] ¥ Go
1000030054 1000030054 LBNL 06/02/2015 Pending valid 92075 UsD [Select Action] X Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step Action

6 When you are done reviewing this screen, click the Return to Manage Requisitions link.

Requisition Details

Requisition Summary

Business Unit | BrL Buyer sCommerce Buyer Requisition Name 1000030240

Date 07/20/2015 Invoice Certifier Soba Soutcs. o Requisition ID 1000030240
Request State Approved Resource Analyst Tupeof Sarvice Total Amount 122.22 USD
Requested For |[KAAHEARN SAS Approver Deliver To Location  Building: 971-0151H pre_Encumbrance Balance 0.00 USD

Expand lines to review shipping and accounting details

Requisition Lines

Line Item Description Source Status Amount Only Qty Price Status Total

1 @ Staples 30% Recycled 3-Hole Available MNo 2.0000 Ream 711000 UsSD Approved 1422

2 @ Strengths Based Available MNo 5.0000 Each 2160000 USD Approved 108.00
Leadership=/.

I Return to Manage Requisitions
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Step Action

7 Use the Select Action drop-down menu and Go button to see the View Print screen. It also

has links to approval status.

Manage Requisitions

Requisition Search Keyword Search

Search Requisitions

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

Business Unit |LBNL @ Requisition Name
Requisition ID Q@ Request State All but Complete ™
Date From [06/01/2015 5| Date To 07/09/2015 5
Requester KAAHEARN @ Entered By @
Search Clear Show Advanced Search
Requisitions | 7

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget
1000030122 1000030122 LBNL 06/18/2015 PQO(s) Dispatched Valid
1000030121 1000030121 LBNL 06/18/2015 PO(s) Dispatched Valid
1000030080 1000030080 LBNL 06/10/2015 Open Valid
1000030075 1000030075 LBMNL 06/09/2015 PO(s) Dispatched Valid
1000030074 1000030074 LBNL 06/08/2015 Pending Valid
1000030054 1000030054 LBNL 06/02/2015 Pending Valid
Create New Requisition Review Change RE}QUE‘S‘ Review Change Tra:l{ing

.J‘
Budget Status bt
PO ID Y

Total
108.00 USD| [Select Action] =l o
Approvals
108.00 USD| Copy Go
Edit
45954 USD| Receive Go
View Print
108.00 [Select Action]
54504 UsD [Select Action] - Go
g20.75 UsD [Select Action] - Go
Manage REEEipIS Requwsitwon Repnn

5.8.2 Requisition Lifespan

When you expand the requisition line, the Requisition Lifespan ribbon appears. This is a row of icons.
You can click on an icon to view details of each transaction that occurs over the requisition’s life.
Process icons that are in color can be clicked for further details. Processes represented by black and
white icons have not taken place, so those icons are not clickable.
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Manage Redquisitions
Requisition Search || Keyword Search
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit [LBNL @ Redquisition Name =
Requisition 1D @, Request State All but Complete - Budget Status ~
Date From [06/01/2015 9 Date To [07/20/2015 [0
Requester [KAAHEARN @, Entered By @ POID =
Search Clear Show Advanced Search
Requisitions (2
To view the Iifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req 1D Requisition Name BU Date Request State Budget Total
1000030240 1000030240 LBMNL 07/20/2015 Approved valid 12222 usD [Select Action] - Go
Requester Ahearn,Kathryn A Entered By Aheam Kathryn A Priority Medium
Pre-Encumbrance Balance 0.00 USD
= LS e >
= s e el 2 )
= Purchase Change ”
Requisition Approvals Prcg;jﬂrﬁ;;e nt Inventory S Eagast Receiving Returns. Invoice Payment
Request Lifespan:
Line Information Personalize | Fing [ 22 | First 4’ 1-2 or2 ‘£ Last
Line Descri ption Status Price Quantity vom Supplier
1 & Staples 30% Recycled 3-Hole Approved 7.11000 usD 2.0000 RM PACIFIC OFFICE SOLUTIONS b4
= . COMPLETE BOOK AND MEDIA
= = 5
2 €0 Strengths Based Leadership=/.. Approved 21.60000 usD 5.0000 EA SUPPLY LLC »*
1000030122 1000030122 LBML 06/18/2015 PO(s) Dispatched valid 108.00 UsD [Select action] = Go
1000030121 1000030121 LBMNL 06i18/2015 PO(s) Dispatched valid 108.00 UsD [Select Action] = Go
1000030080 1000020080 LBMNL 06/10/2015 Open valid 45954 UsSD [Select Action] - Go
1000030075 4000030075 LBML 06i09/2015 PO(s) Dispatched valid 108.00 UsSD [Select Action] - Go
1000030074 1000030074 LBMNL 06/08/2015 Pending Valid 54594 USD [Select Action] = So
1000030054 1000030054 LBML  06/02/2015 Pending valid 920.76 UsSD [Select Action] > Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Requisition: Requisition detail

Approvals: Requisition Approval status

LBNL Procurement Status: Purchase Order Procurement status
Inventory: Inventory List (not used)

Purchase Orders: Purchase Order details

Change Request: PO Modification Request (not used)
Receiving: Receiving status

Returns: Returns status

Invoice: Invoice records

Payment: Payment history

5.8.2.1 Is My Requisition Approved and Who Are the Approvers?

Requisition Preparers should monitor the status of “Open” and “Pending” Request-State requisitions
to make sure that approvals are progressing.

Note: If your order was submitted to two different suppliers, you’ll see each supplier 0
listed under the Supplier field. A separate unique purchase order will be issued to each
supplier (e.g., CDW-G by Anacapa, MSC by GSS, Newark by GSS).
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Request Lifespan:

Line Information Personalize | Find | & | First ‘&' 1-2 of 2 ‘&' | ast
Line Description Status Price Quantity uomM Supplier

1 €0 Staples 20% Recycled 3-Hole . | Approved 7.11000 usD 2.0000 RM PACIFIC OFFICE SOLUTIONS %

2 € strengths Based Leadership=l.. | Approved 2160000  USD 5.0000 EA gSg‘PPl'_-YE[ECE'OOK'”‘ND MEDA X
Notes:
e A requisition in an “Open” state eventually needs to have its Save & Submit button 0

pressed. Otherwise, it will not be processed further.

e A requisition in a “Pending” state for a long period of time may have an Approver
who is not aware of the requisition and has therefore not taken action.

e |If the status is shown as “Denial” and it is due to an incorrect SAS Approver, edit the
requisition and update the SAS Approver to the correct approver, then click on
Preview Approvals before clicking on Save & Submit.
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6 SETTINGS PREFERENCES
6.1 FMS Autocomplete Personalization

The autocomplete function in FMS can be enabled/disabled for lookup fields. When enabled, the
system will suggest appropriate values as you type.

The system default is to autocomplete. To disable this function, click the Main Menu link at the top
of the FMS screen.

Favories I W ain Menu

«} BERKELEY LAB - FMS

In the window that opens, click the My Personalizations link.

Search Menu;

| ]

ik

Emplayee Sell-Sarvice

klanaged Sall-Sarvios
Supplier Canbrass
i

Supplien

Pracutemant Combasts

Fuschading

eFrocuement

Serviosy Proourement

Accounts Payable

Ermbepriie Compohenh
WSl Tt

Tres Mansges

Reporting Tools

P ERRPRERRPRERERRERRRE

PecpisTools

iy Perscnalizabons

by System Profile

bty Feeds
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In the next window that opens, click the Personalize Navigation Personalizations link.

Personalizations

Aheam Kathryn &

Personalized sallings are in sffed

Dapandieg on tha GRDAGS TRAE wou changed, ywou reght nesd B9 S0 @ 3080 13 508 Dl ChaNgES
Personalize User Opbon by Category

Perscnalize Ganwral Opticns

Personalize Regional Sattings

Fersonalize System & Appleation Meisages

Perncnalize Mawvigation Penonslizations I

Bestore Defaulis

A list of Personalization options will display. To disable the autocomplete function, select No from
the Override Value drop-down menu, then click OK. The next time you log in to FMS, autocomplete
will be turned off.

Oplion Category Maagaton Personalizations
Personakrations Find Fit % f.idofid ‘¢ Lest
Personalizabion Opbon Diedaslt Valwe Oreerrede Value
Drdg down Memu 5o Ondes Hang *  Explain
Autarmabic Menu Collagss M w  Explain
BAcaitd Sved pOpuUD Bvel Wik - Explgin
Open new browses window Ma Explain
Tab over Calendes Buiton Mo T Exglain
Tab over Grid Tabs Mo *  Exglain
Tk Sl HEdoer looai g "  Explain
Tab cvaer Lockup Butten Ha w  Explain
Tab aver Navigation Bar Fia - Explpin
Tab ower Browser Elements Mo w  Explain
Tab over Page Link Mo ¥  Explain
Tab over Related Page Link Mo * Explain
Tab swer Toolbar Mg Explain
Autmasmplete @ l“"' |=.| Explain
Resione Calegory Defaulis
E Canasl
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6.2 My Settings in the Marketplace

The Marketplace allows you to configure your personal preferences for search, menu, and default

settings.

Note: Personalization may reduce eBuy Marketplace functionality.

o

Use the My Settings option to define personal preferences for the Marketplace.

Cart History My Settings] Tutorials Logout

Preference
Search Types
Product Keyword Supplier Part # Manufacturer Part # [C] search Internal Catalogs

Menu Settings

Default Settings

Default Search Type: Product Keyword *

Default Search Results View: Show Product Images ~

Default Language : English B

Default Search Page View: Simple Search ~

Default Search Results View: 20 ~

My Timezone: (GMT-8:00) America/Los_Angeles (Pacific Standard Time)
Enable Search Ahead: YES ~

Export to Excel: XLS ~

e-Forms Quick Order Saved Search [¥] Packages [¥] saved Carts [¥] vQuote

o)

vAnalytics

At the Preferences page, you can configure the following:

6.2.1 Search Types

Allows you to control the search types to select from when performing a search.
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6.2.2 Menu Settings

Allows you to hide or display various menu options and buttons in the Marketplace.

6.2.3 Default Settings

Allows you to configure the default parameters for:

Search type

Search results view
Language

Search page view
Timezone

Enable search ahead
Export to Excel

Step Action

1 Specify the desired preferences for the Marketplace.

2 Click Update to save the changes. A confirmation will display indicating the
preference(s) have been updated.

Your preference has been updaied.

3 Click Reset to discard the changes and reset the page.
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Preference

Search Types
Product Keyword

Menu Settings
e-Forms
Default Settings

Default Search Type:

Default Language :

Default Search Page View:

My Timezone:
Enable Search Ahead:

Export to Excel:

Supplier Part #

Quick Order

Default Search Results View:

Default Search Results View:

Manufacturer Part # [l search Internal Catalogs

Saved Search Packages Saved Carts vQuote

Product Keyword %

Show Product Images ~

English -

Simple Search ~

20 -

(GMT-8:00) America/Los_Angeles (Pacific Standard Time)
YES ~

XLs -~

G T

vAnalytics
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