Shopping — Quick Order
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How to do a Quick Order

Quick steps:

Click “quick order” (pg. 1)

Enter Part Number or Catalog Number (pg. 2)

Click “Add to Active Cart” (pg. 2-3)

If more than one Supplier can supply the item, click “Add to Cart” beside the item and Supplier
chosen (pg. 3-4)

5. Click “View My Cart” (pg. 4)

6. Enter the applicable Header Information (pg. 5-7)

7. Click “Save” (pg. 8)
8
9.
1

N

. Check to see if Supplier and product information is correct (pg. 8)
Click one of the blue “Proceed to Checkout” buttons (pg. 8)
0.Check the General and Shipping information (pg. 9-10)
a. Add or update the information as needed
11.Click the “Edit” button in the Accounting Codes section below the Header info (pg. 11-12)
a. Enter the accounting codes, or edit the codes that defaulted.
b. Click the blue “Recalculate and Save” button in the box below the codes
12.Enter Internal Notes and Attachments, if applicable (pg. 13)
13.Enter External Notes and Attachments, if applicable (pg. 14)
14. After everything has been entered click the blue “Submit Order” button (pg. 15)

Quick Order allows users to enter and search for up to five product catalog number(s) and if exact
matches are found, the items are automatically added to the cart. The Quick Order feature works with

all hosted and some punch-out catalogs.

® Shop Shopping Dashboard Shopping Home

Shop | Everything v ‘ m
Browse: suppliers | categories | contracts | chemicals

Showcased Suppliers (Suppliers recgntly added to the Marketplace)

Go to: advanced search | favorites | forms | non-cataloqg iter

TRAINMING SITE!!! Please be aware that this is a training site
and no orders will be distributed to the Supplier.

AggieBuy)

.purchasing made cazy @ @

7
Welcome to the TAMU AggieBuy Training Site! Click HqUiCk order”.
Pul OR
Get the latest NEWS about AggieBuy at AggieBuy.tamu.edu Click the shopping cart, mg:;ge 9 ,,,,,,
Shopping, then click HUB Partner De IIHUE Partner
Get the latest TRAINING for AggieBuy a ”Quick Order”. '
AggieBuy.tamu.edu/Trainin 2,

/

Shopping Shopping
My Carts and Orders By Keyword

Dashboard
Shopping Homg

Admin

Advancgdiearch  View Favorites  Wiew Forms = Mon-Catalog Item

Quick Order

Browse By

Suppliers Categories Contracts  Chemicals
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Quick Order back to shop...
Catego Everythi -
o —— Enter the part number/catalog
Part Mumber (SKU - <
B 12345-219 = number. You can enter more
Part Number (5KU) than one at a time.
Part Mumber (SKU)

Part Mumber (SKU)

Part Mumber (SKU)

Click “Add to Active Cart”

[ to Active ot | 2

I
W 321,90 USD

B Lagout

TEXAS A&M

UNIVERSITY

™ Shop  Shopping GoTo Quick Order =

Cynthia Gillar ¥ % | Action Items | Notifications |E|

Q

Quick Order back to shop...
Category Everything -
Part Number (SKU)
Part Number (SKU)
Part Number (SKU)
Part Number (SKU)

Part Number (SKU)

If there is only one

match the item will be
Add To Cart Confirmation

/ automatically put in
Catalog No: 70395717420

your active cart.
Description: CW 12345-219 MEGAFRAME SLIDING SHEL

Supplier: WESCO DISTRIBUTIOM INC

This item was successfully added to your cart.
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If there is more than one match the matched items will be brought up for you to review. If “Order from Supplier”
appears without a price that indicates that the item is from a “tier 2” Punch-out Catalog. Click “Order from Supplier” to
see the price and place the order.

Quick Order

Category

Part Number (SKU)
Part Number (SKU)
Part Mumber (SKU)
Part Number (SKU)
Part Number (SKU)

back to shop...

Everything
lr5280

- o
< than one at a time.

Enter the part number/catalog
number. You can enter more

Click “Add to Active Cart”

Add to Active Cart

‘™ Shop  Shopping

Add Keywords

Filter Results

By Supplier

CT BIOMEDICAL SUPPLY INC (1) [ 7
WWR INTERNATIONAL (1) (3 2 FI

PROMEGA CORPORATION (1)

By Supplier Class

Catalog - (No $ Limit) (2) [
E&1 Supplier (1) FI

TAMU Contract (1) 1

HUE - Woman Owned (1) 7T

By Category
Biochemical Reagents (1)
Protein Phosphatases (2)

VWR &5

We Enable Science

PRODUCTS =

SERVICES =

saarch: |

Trypsin Gold, Promega®

Supplier: Fromega

o
Promega_

ORDER

Expand all / Collanse Al

100 pg V5280

Generate Barcodes Barcode Label Format: Avery L7182 -

Dashboard

PROMOTIONS =

Shopping Home | Quick Order - A

Shop Everything - |

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

No exact match or multiple matches found. Refine search or select a result below.
Results for: Everything : v5280

Showing 1 - 3 of 3 results

? Results per page 20 ~ Sort by: Best Match -
m TRYPSIN GOLD MASS SPEC GRADE from CT BIOMEDICAL SUPPLY INC

Part Mumber AVS280 (EA)
Manufacturer Info V5280 (PROMEGA CORPORATIOM)

7 Em

T

¢ TRYPSIN GOLD MASS SPEC GRADE from VWR INTERNATIONAL
Part Number PAVS280 (EA)
Manufacturer Info V5280 - (PROMEGA CORPORATIOM)
e EX

E V5280 Trypsin Gold, Mass Spectrometry Grade, 100microg

from PROMEGA CORPORATION

Part Number V5280
Manufacturer Info V5280 - (Promega Corporation)

larger image LR

Raturn to Application

Logged in as c-gillar

ﬁ IOrderfrnm Supplier 21 I

o)) Logout

4|Pagelofl|r| ?

100microg. EA
add favaorite | compare

Order from Supplier 2
100microg, EA
add favorite | compare

108.00 usD
100microg, EA

;

add favaorite | compare

LITERATURE = INVESTORS = CONTACT =

AROUT VWR

MY ACCOUNT =

| mzos |

se that spec | cally cleaves at th
nt spechaly 15 essental for pre
ch Sroadens its speciicty ana
analyais on ragments determined in mass
Cyaine residucs in the
Dur:me trypsin have been . vielding a highly active and
stable molecule that is extremely reslstanc to autclytic digestion. The specificity iz further
improved by TPCK treatment to inactivate any chymutryp: in present. The tr eated trypsin is
then purified by affinity chromatography and lyopl ed. Each lot is g

for use with in-gel digestion and mass Dectrumekrlc analysis. The trypsin i
wial and stability is ensured up to five fresze-thaw cycles.

oe phide

ko provide

d and qualified
s provided in one

[ Add to Daskat |

PAVE280 Each (100uS) Direct from Supplier $104.57

For this match click on
“Order from Supplier”
and it takes you to the
item in the punch-out
catalog. Notice the price
is cheaper than from
Promega Corp. Enter our
desired quantity and
click “Add to Basket”.
Follow the check-out
prompts for this punch-
out catalog.

Add to Shopping List

Existing List & New List

( Generate PDF Catalog Page ]

Enter List Name:

[ Subemi ]
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If you enter more than one number at a time and both items have more that just one match you will see a result like
this.

Quick Order back to shop...
Category Everything -
Part Number (SKU) V5280
£ Multiple or similar results returned
Part Number (SKU) V4831
% Multiple or similar results returned . “« ”
part Namber (SKU) Click “Search” next to

Part Number (SKU) the one you want and it
Part Number (SKU) H
e will show you the
/ matches. Then you can
Add To Cart Confirmation enter the Other number
in quick order and look
at those matches.

Catalog No: V5280
Multiple or similar results returned

Catalog No: v4831 4

Multiple or similar results return

Shop Everything - m ‘

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

No exact match or multiple matches found. Refine search or select a result below.
Results for: Everything : v4831

Showing 1 - 2 of 2 results

Results per page 20 ~ Sort by: Best Match - 4/Pagelof1r| ?
PNGASE F from VWR INTERNATIONAL Order from Supplier 2
Part Mumber RS2l (FA) 1UNIT, EA
Manufacturer Info - PROMEGA CORPORATION) add favorite | compare
G 3]
V4831 PNGase F, 500 units from PROMEGA CORPORATION 131.00 usD
Part Number wdss S00UNIT, EA

Manufacturer Info

- PPromega Corporation) 1 n

add favorite | compare

Cynthia Gillar *

o | Action [tems | Notifications [22] | W 32190 UsD | Q.

g

W Shop  Shopping  Dashboard  Shopping Home

Once you have finished
adding your quick order items
click on your shopping cart.

Shop Everything A

Go to: advanced search | favorites | forms | non-catslog ftem | oy

IManage Showeases]

Showcased Suppliers (Suppliers recently added to the MarketPlace) B
AggieBuy)E7
-..purchasing made casy @ @ B H

Howdy! Welcome to Texas A8:M University's purchasing
and e-commerce website!

2014-06-16 B01008753 02
| Click “View My Cart”.

View My Cart

Checkout

: 321.90 USD




Depending on your Role your Shopping Cart might look different than the one below

Role Cart view see pages 6-7.

Cart Name
Share cart

Prepared by
Prepared for

Order Category

Fund Type

Report Reference A
Report Reference B
Warehouse Mame

Bypass Dept Allocator

Show line detsils

approvals,

Back to Table of Contents

Here is your cart number. This will
become the Requisition number when
the cart is submitted.

W Shop My Casand Orders  Open My Active Shopping Cart = I

. For specific

) Continue Shopping

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.
# Required field: Order Category

Add Non-Catalog Htem | (=

Cart Description/Purpose

CAG-Wesco-Megaframe

MNe user groups available.

create shared cart user groups.

Cynthia Gillar
Cynthia Gillar

Select a different user.

Megaframe

Select from all values..

3 Required field

1ktem(s) foratotal of 321.90 ._':I

Proceed to Checkout

Select from all values.

Pre-Pay & Add 0 Start Date
Click hereto  Route te Procurement Services ] End Date
Emergency (at‘tachj.ustlfl.catl.onj E Rush the Pymt Proce [}
Sole Seurce (attach justification) Special Payment Mffhad
Contract Number
Select from profile values_. Trade-In
go NotEBcumber & Create AssefManually [
oute to Dept Add to Agfet Number
IFR (Ttgfn for Resale) 0

Supplier / Line Item Details

Product Description
1 CW 12345-219 MEGAFRAME SLIDING SHEL ¢

Select from all values—.
Select from profile values._

Select from profile values

-

[

WESCO DISTRIBUTION INCEZ & FJ more info_.

Add non-catalog item for this supplier...

Required Fields

Shopper:

Department Allocator:

meare info..

The cart amount and how many items are
in your cart is shown here at the top.

For selected line items Add To Favorites

Contract Number
PO Number
Pricing Code

Quote number

Catalog No Size / Packaging
70395717420 EA

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow

WescoEandl mare info__

To Be Assigned

Unit Price
321896 1

Contract: WescoEandl more info

Select price or contract.

Supplier subtotal

Subtotal
Shipping
Handling
Total

Quantity

~ B2
Ext.Price  []
3190uUsp [0
321.90USD
321.90
0.00
0.00
321.90 USD

Proceed to Checkout

The only field that is Required to be filled in by the Shopper is “Order Category”.

“Order Category”, “Fund Type”, “Ship To” and “Bill To” are Required

fields if you are a Department Allocator.
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Shopper View

Change the Cart Name to something that make
sense to you or what your department prefers.
Ex. Yourlnitials-Company-Iltems

Cart Mame CAG-Wesco-Megaframe Pre-Pay & Add

share cart Mo user groups availlable

Prepared by Training Allocatorl’ Cart Description/Purpose: Enter in
Prepared for Training Allocatorl s L what the item is for or whom it is for.

Saladt 3 different yysar

Ex. Chairs for Lab 201

Cart Descripticn/Purpose

Order Category 1 - Regular

Select from all -.-‘alueg.

Order Category is a required field
Salect from all values... for everyone. Click on “Select from
Report Reference A all values...” then select either
“Regular” or “Confirming — Do Not
Distribute”.
Regular-Supplier will receive a copy
of the Purchase Order.
Confirming-Do Not Distribute-PO
will be created but the supplier will
not receive a copy.

Fund Type

Report Referencel g ick orders can either be

Regular or Confirming. If you
mark this as a Confirming Order
you will need to attach the
Invoice on the next screen under
Internal Attachments.

Cart Mame ':.-':\.G'.'\'\-'.EEED-MEQE'FFEI"I'IE F'FI':'F'E}" & Add

Share cart Mo user groups available

Prepared by Training Allocatorls

Prepared for Training Allocatorls Click on the box next to “Pre-Pay &
o select a different user... Add” if your department allows the

Cart Description/Purpose Megaframe supplier to charge shipping on this

Order Category 1 - Regular

particular order, but could not
Select from all values...

provide an estimate or exact

5 - shipping amount. If you receive a
Report Reference A quote that shows estimated

Report Reference B shipping costs add it as a line item.

Fund Type

When Pre-Pay & Add is checked

FMO will automatically pay what is
Report Reference A & B are alpha-numeric on the invoice.

and can be used to enter a second set of
books number, Project Name, or anything
else you would like. What is nice about
using these is you can search by them in
the Advanced Document Search page.

Fund Type is designated by the
account number(s) used. Shoppers
might not know what the Fund Type
is but Department Allocators will
know and will select this information.
Click on “Select from all values...”
and select Federal, Local, or State.
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Shopper-Extended View

If you have an order that is less than $10K and you want
Procurement Services to bid the item(s) out or otherwise
determine a source this box will need to be checked.

Cart Name CAG-Wesco-Megaframe Pro-Pav & Add

Share cart No user groups available Route to

Prepared by Training Allocatorl5 Proclureme-wt
Services

Training Allocatorl5
Select a different user...

Cart Megaframe
Description/Purpose

Prepared for

Order Category 1 - Regular
Select from all values...
Fund Type

Select from all values...

Emergency (attach
justification)
Sole Source {attach
iystification)

Start Date
End Date

Rush the Pymt N
Process
Special Payment
Method
Trade-In

Select from pll values...

Contract Number

reate Asset

Manually

/

Report Reference A
Report Reference B

Enter the AggieBuy Contract
Number or, if still valid, the FAMIS

Master Order.

If the requisition is an Emergency or Sole Source you will

need to check the appropriate box. The

need to be filled out and attached in “Internal Notes and
Attachments”. The forms are located may be accessed by

applicable form will

Add to Asset
Number

Enter in the start and end date
if this requisition will be a
contract or copier order.

hovering your mouse over the field name or from:

AggieBuy.tamu.edu/forms/

Department Allocator View

Cart Name CAG-Wesco-Megaframe

Share cart

to create shared cart user groups.
Prepared by Training Allocator15
Prepared for Training Allocatorl5

Select a different user...

No user groups available. Click here Route t

Pre-Pa) & Add

Procuren\ent

Corgica

Emergency (attach
justification)
Sole Source (attach
Jjustification)

Coniract Mymber

Cart Megaframe

Description/Purpose

Order Category 1 - Regular
i s

Fund Type

Select from gl valies F

1 Do Not Encumber

rushed.

Rush the Pymt Process: Check this box if you need the
Payment Process to be rushed. This will not rush the

requisition through just the payment. Also, enter into
“Internal Notes” the reason the payment needs to be

Start Date
End Date

Rush the Pymt
Process
——

Special Payment

Method Select from all values...

Trade-In
Create Asset
Manually
Add to Asset

Ll o

Report Reference A
Report Reference B

Bypass Dept

Allocator 4\

contract.

Only check “Do Not
Encumber” if this requisition
is going to be turned into a

Fund Type is required if you
are a Department Allocator.

if you do not need it to go to another
Department Allocator. If you do not
check this box it will go into the
Department Allocator step and you
will not be able to approve it. NOTE:
Only users with the Department
Allocator role will see this box.

Check the “Bypass Dept Allocator” box

Check the
“Item for
Resale” box if
you intend to
resell all the
items on this
requisition.

IFR. (Ttem for
Resale)

If there is a Special Payment Method you
will click on “Select from all values...” and
choose the correct one. Also, in Internal
Notes you will enter the information
needed to fulfill the request.

Values:

Accounting Only

Enclosure (copy) to accompany Check
Enclosure (original) to accompany Check
Foreign Bank Draft

Manual Check Request

Overnight Check

Pick-up Check

Wire Transfer — Foreign Currency

Wire Transfer — US Dollar




Back to Table of Contents

When the Header information is
filled out and the items look correct
click “Proceed to Checkout”.

Once the Header information is entered and you have
clicked on Save you can add or fix your items.

Be sure to click “Save”
before doing anything
else.

™ Shop My Carts and Orders

1) Continue Shopping

Open My Active Shopping Cart =

1tem{s) {44 a total of 321.90 uso

Is:.*?' Shopping Cart e cynthio cier

Proceed to Checkout

Add Non-Catalog Item | (=) Save
Cart Mame CAG-Wesco-Megaframe Pre-Pay & Add ] Start Date
Share cart Mo user groups available. Click here ROUte to Procurement Services 0 End Date

b

to create shared cart user groups.

Emergency (attach

Rush the Pymt Process

O

Prepared by Cynthia Gillar Justification) Special Payment Method
Prepared for Cynthia Gillar _Solg_Sogrce (attach 8 Select from all values,
Select a different user... justification) e
. rade-In
Cart Description/Purpose Megaframe Contl
H H Create Asset Manually B
Order Citzgory - Regular Quick orders can either be it
Do M . 0
) Select from all values.. s Regular or Confirming. If you IFR (tern for Resale) B
Fund Type 9 . .
Select from all values. mark this as a Confirming Order
Report Reference 4 : you will need to attach the
Select from profile values... )
Report Reference B Invoice on the next screen under
Select f file values...
slectrom profievalues Internal Attachments.
Warehouse Mame -
Bypass Dept allocator B
Supplier / Line Item Details ?

Show line details

WESCO DISTRIBUTION INCER JE1 [F] more info...

For selected line items Add To Favorites

Contract Number WescoEandl more info...
PO Number

Pricing Code

To Be Assigned

Quote number
IAdd non-catalog item for this supplier... I

A}duct Description Catalog No Size / Packaging Unit Price Ext. Price [}
1 v 12345-219 MEGAFRAME SLIDING SHEL # more info.. 70395717420 EA A 32190 USD b
dl moreinfo
Select price or contract..,
Supplier subtotal 321.90UsSD
Shipping{Handling, and You can Change the quantlty by CIICkIng In or estimation purposes, budget Subtotal 321.90
checkingfand workflow 1 the blank below “Quantity” and changing Shipping 0.00
the amount. Handling 0.00
Total 321.90 USD
If you need to add more items click “Add

non-catalog item for this supplier...”
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You now see the checkout page. If you did not fill in the required information on the previous page
you will see a warning. If you click on the “Required field:....” it will take you to what needs to be
filled out.

KID?Q EXAS 1"M Cynthia Gillar % | Action tems [16] | Notifications [58] | ™ 32190 USD | Q
X UNIVERSITY
™ Shop My Cansand Orders  Open My Active Shopping Can @ 8 Logour
@ Shipping | @ Billing | @ Accounting Codes | @ Internal Note and Attachments | @ External Notes and Attachments ||/ Submit Order
Btk 4 Continue Shopping
&b Almost ready to go! The list below needs to be addressed before the request can be submitted.
» Required field: Order Category

Requisition PR Approvals PO Preview Comments Attachments  History

Summary General Shipping Billing Accounting Codes External Motes and Attachments Supplier Info Taxes/S8H g »

Hide header %
General ? Shipping Billing 7
Ordering Department 02-PURS (02-PURS) Ship To [cant |[Bill To —
Cart Name CAG-Wesco-Megaframe Attn Cindy Gillar Texas ABM University
sh DEPT. OF PROCUREMENT SERVICES Financial Management Operations
are cart /o CENTRAL RECEIVING ATTN: Accounts Payable
Prepared by Cynthia Gillar ROOM STE-111 750 Agronomy Read - Suite 3101
Prepared for Cynthia Gillar AGRONGOMY RD 6000 TAMU
Cart Description/P Megaf 1477 TAMU College Station, TX 77843-6000
art Lescription/Furpose cgalrame COLLEGE STATION, TX 77845-1477 United States
Order Category United States
© Required field

Fund Type
Report Reference A Delivery Options

View/edit by line item...

Report Reference B Ship Via Best Carrier-Best W;

Pre-Pay & Add X Requested Delivery Date

Route to Procurement x

Services Buyer Information “Bij e

b The oo address

Sole Source (attach x Number shou alrea y e tiled n.

Jusification) If it is not click “edit” and

Contract Number . T

Do Not Encumber x ChOOSG e|ther OZ'TAMU
Report Codes-1

e e . ) Bill-To” or “02-TAMUG Bill-

Rushthe Pymi Process fhe Shl')p ch')l mforr:at;.clmgan be defaulted To” (only customers on the

Special Payment Method .

rfm.ln y 5 in Your rofile (see' r(?,l e. ”ettlngs User Galveston campus will

Creste Asset Manually % Guide page 9) or click “edit” and select have the option.)

Acd to Asset Number another Ship To address. This is not required

IFR (Ttem for Resale) x . .

Warchouse Name for Shoppers but is required for Department

Route to Dept x

Bypass Dept Allocator x A”ocators'

View/edit by line item

Bill To _ )

Bill To 7 X

Complete the fields below to enter your billing address for this order. If you need to
make a change, select a ditferent address from the available options.

Bling s - = If you have not set your default “Bill To” click
Address Details E— on the drop down next to Billing address.
Contact Line 1 10 TAMUG Bill To o~ Click on “02-TAMU Bill-To” or “02-TAMUG
Contact Line 2 Financial Management Operations Bill-To”. Then click “Save”. (TO set your “Bill
Contact Line 3 ATTN: Accounts Payable ” . . .

Address Line 1 750 Agroniamy Road - Sue 3101 To” see Profile Settings User Guide page 11.)
Address Line 2 6000 TAMU

City College Station

State TX

Zip Code 77843-6000

Country United States

Bl o




Ship To

I
]

Ship To

Shipping address

Complete the fields below to enter your shippin
this order. If you need to make a change, sel
address from the available options.

If your profile has more
than one Ship To click
on the drop down and
choose the one you

select from yogr resses

[10-001

want to use.

addresses

Back to Table of Contents

Ship To 7 X

Complete the fields below to enter your shipping address for
thiz order. If you need to make a change, select a different
address from the available options.

Shipping address ~ select from your addresses

1. To find other
Ship To addresses

this order. If you need to make a change, select a different
address from the available options.

Shipping address

Address Details
Attn: Cindy
Denartment: TEXAS ARM UNIVERSITY COILIEGE OF

select from your addresses

-

I select from org addresses I@

2. Now click “select
from org addresses”.

[ Click to filter search

Results per page
20 -

Name

02-075

02-149

02-349

02-491

results

Attn Cynthia Gillar

Uose
Addresses Found: 23 4/Page 1 v of2|* ?

Address

select

BIOLOGY IT DEPT.
BSBW BLDG.

ROOM

425

3258 TAMU
COLLEGE STATION, TX 77843-3258

United

States

Attn C
PLANT|
LFPET
ROOI

21327
COLLE
United|

select

4. Locate the address
you are looking for and

Aftn C

click “select”.
\ select|

VET M|
VMS Bl
ROOM

ED PATHOBIOLOG
LDG. 507
119

4487 TAMU

COLLEGE STATION, TX 78434467

United

Aftn Cy
DEVEL!
BSBW

States

ynthia Gillar select
OPMENT BIOLO®Y INSTITUTE

BLDG.

ROOM 356
3258 TAMU

COLLE
United

GE STATION, T 77843-3258
States

02-578

Attn Cynthia Gillar ¢
BIOLOGY DEPT.

BSEE B

ROOM 101
3258 TAMU

COLLE
United

~Address Details To choose a different address, click here I é

Aftn Training Allocatorls Address Dotaile click on “click
= L . . Attn Training Allocatorls here”

ROOM 102 Department: TAMUG - CENTRAL RECEIVING .

Radress Line 1 1001 TEXAS CLIFFER RD ROOM 102

City GALVESTON Address Line 1 1001 TEXAS CLIPPER RD

State T City GALVESTON

Zip Code 77554 “Attn”and “Room” State ™

F Zip Code 77554
Count United States . P
o lines can be changed. | |county United States
m M l m Cancel

Complete the fields below to enter your shipping address for | Address Search ?

Mickname / Address
Text

Biology
A

S &

3. Enter in “02-“ followed by your FAMIS 3 digit
address code. If you do not know your address
code you can enter in your department name or
mail stop. Then click “Search”.

5. The Attn information and Room information can
be modified. If you would like to save this address for
future use click on the check box next to “Save this
address for future use”. Click “Save”.

select from your addresses

Shipping address

-

select from org addresses

Address Details
S —
Z|Attn Cynthia Gillar I
Department: BIOLOGY DEPT.
= BSEE Bl [0
S
DIrooM 101 I
Address Line 3 3258 TAMU
City COLLEGE STATION
State T
Zip Code 77843
Country United States

[7] save this address for future use <

&

Save this address for future use

LDG.

GE STATION, TX 77843
States

address.

When you click “Save this
address for future use” you will
see a check box to make the
address the default address.

Do Not change the Name of the

Mame this address (e.g. Main 5t)
02-578

[C] check this box to make this the
default address in the future.

Save Cancel
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Accounting Codes

Fiscal vear Member ID
2010 0z
Texas ABM University
Will show the
current Fiscal Year.

Accounting Codes

If you have multiple
Department Codes in your
profile click on “Select from—
profile values...” Then click
the dropdown and select the
code you need.

mber ID Department Code
1 profile values... Hide profile values...
i all values... v

02-GOLD - 02-The Gold Mine

02-PURS - 02-Procurement Services

Recalculate and Save

Back to Table of Contents

Accounting Codes

Department Code

Member ID is the
campus code.

Account Code Report Reference C Repaort Reference D

Click “Edit” to enter/change
the Department and
Account Codes.

View/edit by line item...

Department Code

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

Account

values...” or “Select from all

blank.

If your Department Code is not set-
up as a default in your Profile you
need to either “Select from Profile

values...”. You cannot type it in the

ence D add
split

values...

validate values

Recalculate and Save Cancel

Acco

m

To find a Department
Code click not in your | Custom Field Search

profile “Select from all value p2-gold
De}rip'/j
alpha department code

values...” enter the 4 to 5

preceded by the campus
4 code. Click “Search”.

[#] Click to filter search results ?

Results per page |20

Value

02-GOLD

T

Values Found 1 4lPagelofl|r| ?

- Description

02-The Gold Mine

When the correct Department Code is /
found click “select”.

11
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Accountin|

If you have multiple Account

Codes in your profile click
0 “Select from profile
"2 values...” Then click the

you need.

dropdown and click the code

02-

Recalculate and Save

Account Code

Hide profile values...

v
02-237237-00000 - Gold Mine Designated Account

Cancel

Department Code

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

Account Code

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

Recalculate and 5z re

Cancel

Back to Table of Contents

Repaort Reference C Report Reference D add sp

If your Account Code is not
set-up as a default in your
Profile you need to either
“Select from Profile
values...” or “Select from all
values...”. If you enter in

To find an Account Code not in
your profile click “Select from all
values...” and enter the 6 digit
account code preceded by the
campus code. Click “Search”.

the account code be sure to
check the account after you
click “Recalculate and
Save”.

If you have 10 or fewer accounts a
dropdown box will appear allowing you to
click on the account number you want.

|=| Custom Field Search

I Value

02-132500] |

02-237237-00000 :
™ y

02-237237-00000 - Gold We Designated Account ¥

02-131400-00000 - Gold Mine State Account
02-185000-00000 - Research for the Gold Mine
02-237237-00000 - Gold Mine Designated Account
02-270260-00000 - Procurement Services
02-270260-99999 - Test 12/15/10
02-400053-00000 - Nsf-Graduate Research Fello...
02-400054-00000 - Nsf-Graduate Research Fello...
02-400055-00000 - Nsf-Graduate Research Fello...
02-4%0010-00000 - Gold Mine Grant Account

Description

[=] Click to filter search results

Results per page 20 ¥

Value -
=

=

Values Found 36

e

\E‘Page b of2E| ?
Descriptiun o

I 02-132500-00000

Geography

found click “select”.

When the desired Account Code is

Accounting Codes

2010

Select from profile values...

Fiscal Year Member ID

0z
Select from profile values...

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

02-132500-00073 C5-Sbednarz-400073 Nsf select]

02-132500-00081 CS-Richardson-TAMU 400081 select]

02-132500-04434 Cs Geography-Liu TAl select]

02-132500-04435 ~sbednar TAMU Sg 404435 select]

02-132500-06001 Aculty Recruitment-Hum Env Rel select]

02-132500-06002 Faculty Recruitment-Surficial Proce select]

02-132500-08! Faculty Recruitment-Heyman select]

=2500-10000 Faculty Savings - Sherman select]

02-132500-12000 Faculty Dev - Hugill select]

02-132500-15000 Faculty Savings - Sui select]

02-132500-17000 Antigua Fac Savings - Brannstrom select]

02-132500-20000 Qep - Bednarz, R, select

02-132500-21000 Faculty Savings - O'reilly select]

Department Code Account Code Report Reference C Report Reference D add split

02-GOLD 02-237237-00000

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

When everything is filled in click
“Recalculate and Save”. Double
check that it saved the information
you selected.

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

Recalculate and Save Cancel

Select from all values...

recalculate / validate values

_—
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Back to Table of Contents

Internal Notes and Attachments
Internal Notes are used for:

Internal Notes and Attachments 1. New Suppl 1er |nf0 rmation

Internal Note @; 2. Trade in information
— 3. Suggested Supplier list
HA;:T:M::E; m 4. Reason for Rushed Payment
o:ra;-na\ o Nomber 1. Click “Add Attachment” 5. Information for Special Payment
Original Reqyisition Name Method
6. Any other notes that are pertinent

to the requisition

AN

Add Attachments : Internal Note \ 7 X
2. Click “Select files...” Internal Note This s an Internal Note

Attachment Type ® File Link

expand | clear
File Original Requisition Requestor

Original Requisition Nurmber

Original Requisition Name

| Enter in the information
& Open @ . «“ ”
| and click “Save”. Once
vl }. » New Folder » v‘&f ‘ ‘ Seart Ider p o) \
ou hit Save the
Organize ~ New folder 8= - j o y
e B name Datemociied | Type PP T information you entered
M Desktop = AB0243256 TBS PO 10/23/2014 211 PM  Adobe Acrobat D % KH is permanently saved in
Js Downloads =L AB0243255 TBS PO 10/23/2014 210 PM  Adobe Acrobat D... 6K e hi
: E: . - the document’s history
#» Recent Places = N«mzl 10/14/2014 321 PM  Adobe Acrobat D.. 84K
| Dropbox ~ [ A0239252 TAMUN 100214 10/3/2014 829 AM  Adobe Acrobat D 22K for anyone to view.
=L AB0240300 TBS 10/2/2014 145PM  Adobe Acrobat D... 8K
ol Libraries "% AB0239534 CT Bio 10/2/2014 1:38 PM  Adobe Acrobat D 27K
) Documents = AB0239924 Quote from Supplier 9/26/2014 109PM  Adobe Acrobat D... 47K Add Attachments
4 Music “X AB0239032 Hyclone 9/25/2014 1:20 PM  Adobe Acrobat D... 25K
) Att . De I nk
5 Pictures ™ AB0238215 email from Dept y 9/19/2014739 AM  Adobe Acrobat D 49K Altachment Type ol 2.
& videos 9/18/2014 214PM  Adobe Acrobat D.. 26K ¥
=% AB0238714 TBS PO 9/18/2014 204 PM  Adobe Acrobat D... 6K select fles - ©
9/18/2014 203 PM__ Adobe Acrobat D... 6K z - e
. . o b af | AB0239352 TAMUN 100214 pdf .
3. Select one or multiple files.
52 TAMUN 100214" "AB02: +  [Al Files - & | AB0239534 CT Biopdf SRES
5 email from Dept.pdf 00T

Click the first file then hold the S{Com - / - r—

Ctrl key down and choose

others. Then click “Open”. —
4. Your files will show up and

then you click “Save Changes”.

Now you can see the note you entered and the file(s) you attached. To view the attachment, click the
file name. The file can also be removed if it incorrect.

Internal Notes and Attachments

Internal Note ‘ edit |||

Internal Attachments )

Add Attachments

AB0239352 TAMUN 1... (21k) Remove =
AB0239534 CT Bio.pdf (26k)
Remove
AB0238215 email f... (48k) Move to External Attachments

Original Requisition Request
Original Requisition Number | Once the attachments are present

Original Requisition Name | you can Remove or Move them to
the External Attachment side.
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External Notes and Attachments

Back to Table of Contents

External Notes and Attachments are done the same way as the Internal Notes and Attachments. Just

remember this information will be sent to the Supplier.
If you received a Quote you will want to attach it under External

Notes and Attachments.

Note to all Suppliers

Attachments far all suppliers

Add Atachments

PO Clausy

External Notes and Attachments

1.
2.
3.

1. Click “Add

001 WA Collect Freight Charges Ace...

113 FO¥ / FREIGHT

242 Equlyl Opportunity for Qualilie_

B «“
Add Attachments 2. Click “Select
Attachment #i File Link
File
& open
'@'\_}' ¥ New Folder » =4 [ search New
Organize = MNew folder
Favorites
I Desktop “L AB0243256 TBS PO
b Downloads "X AB0243255 TBS PO
<p Recent Places 104
Dropeox L ABOZ39352 TAMUN 100214
"L ABO240300 TBS
o Librarie: "L ABO239534 CT Bio
Documents = ARO2I0024 Quote from Supplier
4. Music L AR0225032 Hyclone

L ABO238215 email from Dept

3. Select one or multiple files.
Click the first file then hold the
Ctrl key down and choose

~| others. Then click “Open”.

D0214” "ABDZ: « LAL

edit clauses..,

External Notes are used for:

Special Packaging Instructions
Special Contact Information
Any other notes pertinent to
the Supplier.

Written Quotations from
suppliers.

view all dauses - (3)

wviewsedit by ling iterm...

External Info

Note to Supplier..| K

expand | cl

'

Note to all Suppliers

Enter in the information and
click “Save”. Once you hit
Save the information you
entered is permanently
saved in the document’s
history for anyone to view.

=]
2 Add Attachments
i @
- Attachment Type File Link
File *
ct fil @
E a% | AB0239352 TAMUN 100214 pdf 100% X
ABO. T Bic 100% X
AB om Deptpdf 00% X
yd
4. Your files will show up and
Cancel

then you click “Save Changes”.

Now you can see the note you entered and the file(s) you attached. To view the attachment, click the
file name. The file can also be removed if it incorrect.

MNote to all Suppliers

External Notes and Attachments

Mote to Supplier...

Attachments for all suppliers

Add Attachments

AB0239352 TAMUN 1. (21k)

AB0239534 CT Bio.pdf (26k)

AB0238215 email f.

PO Clauses

. (48k)

001 Mo Collect Freight Charges Acc....

Remove =

Remove

Mave to Internal Attachments

113 FOB/ FREI]
242  Equal Oppd

Once the attachments are present
you can easily Remove or Move
them to Internal Attachments.

view all clauses - (3)

View/edit by line item...
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After you have everything filled out click “Submit Order”.

Back to Table of Contents

Internal Antachments

achment..
Criginal Requisition Name
Original Requi
Criginal Requisition Requester

ion Number

Supplier / Line em Details

WESCO DISTRIBUTION INCR j@l F] moreinfo

Add nn-catalog item for this supplier

Product Description

1 W 12345-219 MEGAFRAME SLIDING SHEL ¥ mare info
Manufacturer Name CHATSWORTH
Manufacturer Part Number 12345-219
UNSPSC 43-72-33-06
meore info..

Note to &l Suppliers

Amachments for all suppiiers

W Shop  MyCartsandOrders  Open My Active Shopping Cart
Submit Order '
+) Retum to shopping can  ¢) Continue Shopping
i All done! The jired i lion has been and this request is ready to be submitted.
Once you have reviewed the details, you may continue by clicking the button at the top of the page.
Requisition | PR Approvals | PO Preview  Comments | Attachments | History
Summary | Genersl  Shipping  Biling  Accounting Codes  External Notes and Attschments  SupplierInfo  Taxes/S&H (=]
= descriptions
General ? Shipping H Billing H
Ordering Department 02-PURS (02-PURS) Ship To Bill To
Cant Name CAG-Wesco-Megsframe Attn Cindy Gillar Texas ABM University
DEPT. OF PROCUREMENT SERVICES Finzncizl Management Operations
Share cant /o CENTRAL RECEIVING ATTN: Accounts Payzbie
Prepared by Cynthia Gillar ROOM STE-111 750 Agrenomy Road - Suite 3101
Preparad for Cynthiz Gilar AGRONOMY RD E000 TAMU
o 1477 TAMU College Station, TX 77843-6000
Cant Description/Purpase Megaframe COLLEGE STATION, TX 77845-1477 United States
Order Category 1 - Reguiar United States
Fund Type
it by fine ftem._
Repor Reference A Delivery Optiens .
Report Reference B Ship Via Best Carrier-Best Way
Pre-Pay & Add x Requested Delivery Date
Route to Procurement Services x
Emergency {tach justification) x Buyer Information
Sale Source (sttach justfication) x Buyer Buyer Email Buyer Phone Number
Contract Number
Do Mot Encumber x
Start Date
End Date Report Codes-1
Rush the Pymt Process x Order Type USAs One USAS Two LDT Code
Special Payment Method
Trade-In x
Create Asset Manuslly x
Add to Asser Number Report Codes-2
IFR {ltem for Reszle) x Contract Warkforce x
Warehouse Name State Order Number
Route te Dept x Non-Compliznt x
Bypass Dept Allocstor x
View/edit by fine item
Viewyedit by fine ftem
Accounting Codes 7
Fizcal Year MemberID  Department Code Department Code  AccountCode  Executive Code  Division Code  College Code Report Report Reference  Object Code Class Code Specisl Routingl
Final Appraver Reference C 1]
2014 02-PURS 02-272010-00000 0z-F
it by fine ftem._
Internal Notes and Attachments ? External Motes and Attachments ?
Intemazl Note

ttachment..
PO Clauses
0L No Collect Freight Charges Acc_
113 FOB/FREIGHT
242 Equal Opportunity for Qualifie_
H
For selected fine tems  Add To Favaries -
Contract Number WescoEandl mere info._
PO Number To Be Assigned
Pricing Code
Quote number
View/edit by fine ftem_
Catalog No Size / Packag Unit Price  Quantity Ext.Price ||
70395717420 EA 321.896 1EA 321.90uUsD [
Cammedity Code 43223306 Internal Note
Netwark system cabinet or enclosure | 5770 o oe o
<35k, B445
add attachment._.
External Note

Attachments for supplier

Shipping, Handling, and Tax charges are calculsted and charged by each supplier. The valuss shown here are for estimation purposes, budget checking, and workfiow aperavals.
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sttachment..

Supplier subtotal
Shipping
Handiing
Supplier total

Subtotal
Shipping
Handiing
Total

22190
0.00
000

321.30UsSD

32190

000

0.00
321.90 USD



Back to Table of Contents

After clicking Submit Order you will see the “Congratulations!” page. This lets you know the
requisition has been sent to the next step.

Requisition Information

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

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

Requisition number 51385303 view
Requisition status Pending

Cart name CAG-Wesco-Megaframe
Requisition date 7/30/2014

Requisition total 321.90 USD

Number of line items 1

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

Search for another item
View order history

Check the status of an order
Return to your home page
Create new draft cart
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