eProcurement Help Desk 206-685-3558
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UW eProcurement Website

Do the following to access the Ariba Spend Management system:

1. Login into the UW eProcurement website at
www.washington.edu/admin/stores/eprocurement
2. Click on Access eProcurement in the upper left corner of the screen

€ Welcome to UW eProcurement - Windows Internet Explorer -Jokd
(S 13 A “W http: ffwien washington.edu/adimin/stores/eprocurament,/ ’LI #2| % |Live Search P
File Edit View Favorites Tools Help \

p— v o " 3
W I‘W ‘Welcome to UW eProcurement I \ @8 o= - |hPage ~ 0 Took -

>

q UNIVERSITY OF

WASHINGTON

I Search | Directories | Reference Tools

— — Success Story - eProcurement Upgrade Completed on Time and
- = within Budget!!!
- |Office DEFPOT
The eProcurement team is proud to announce the successful rollout of the new version of Ariba 9r1 on October TECH
13, 2008. Though successful, the team is aware of a few pending issues, which we will be working on over the ERSS

next several weeks. View table of the table of known issues and the status of the fixes. A

Office Depot's Top 20 Ways to Go Green at Work
(and Save Money!)

A big thanks to all who attended the November &th. Office Depot Green and Mew Product Vendor Show. Though

the show was one day we realize that being ‘green’ is an everyday proposition. As part of our 20th Anniversary
celebration, Office Depot would like to help our customers "Buy Green,” "Be Green” and "Sell Green” as well.

- Please view our our Top 20 ways to Go Green at Work. Please view our our Top 20 ways to Go Green at Work.

Can't Sign On to eProcurement?

Users please note: TROXELL

If you are unable to login please delete vour existing bookmark to eProcurement and create a new bookmark by E ce!‘@l‘!ﬂ?&,ﬂ

adding the eProcurement splash page to your favorites. & iI'IVHI'OgEI‘I'

To create the bookmark:
==Point your brawser ta http://www.washington.edu/admin/stores/eprocurement @
Heme

==From the main browser menu select “Favorites™
#»Click, "Add to Favorites...”

Once added to your favorites please use this bookmark to access eProcurement.

Procurement Guide for Goods and Services

Purchasing Services is pleased to announce the Procurement Guide for Goods & Services! U
v

84 Local infranet H100% -
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Guide to Creating a Requisition with Multiple Vendors

Click on Create Requisition under Common Actions on the left side to start the order.*

riba Spend Management -

Indaows interne

xplorer

% - ‘ htips: /far.admin,washington.eduBuyer Main/awrawh=r&dard=1

5 ||£| ‘z| ‘L\Ve Search

(28

Eile Edit “iew Favorites Tools Help

ﬁ & I Ariba Spend Management

[

i - & v [mhPage v G Took ~ 7

Home Procurement

Recent

SPEND MANAGEMENT

UserProfileDisplayName

Preferences

Home | Help 7| Logout

welcome LIZA PLOTKIN

Home Dashboard

i__| Configure Tabs

! Common Actions

/ Create

Requisition

./ Manage
Reconcile Invoice
Core Administration
Reports

More...

+ eProcurement News
http://www.washington.edu/admin/stor:
+ Facilities Services Related
https://fs-works.washington.edu

eprocurement

« If you need assistance please contact the following accounts:
eProcurement: eprocure®u.washington.edu

FS-WORKS: fs-works@u.washington.edu

+ Business Diversity Program

an the following link:
https://www.washington.edu/admin/stores/eprocurement/smallvend/

The UW encourages the use of local, small businesses. If you would like to buy from a contracted local vendors please click

t,- Refresh Content

Date

From Status Title Required Action

Recently Viewed

~o%2 5571333 PRIYANKA -ED KELLY
5571539 Test...Depot 1/02/09
5551228 Test Order 1/02/09
5564471 Orde...rene 12/03/08
5554923 55E ...2/08 Grainger

More...

Nao items

il Search
Szl Title: | |
Travel Profile 1D: | ‘ Search
Requisition \-{g Saved Searches/Labels
Archive Ttems (268
Purchase Order AHerring (1)

Business Fair (3
Dr. Nickerson (1
Dr. Prestin (1
Irene (1)

Project 12 (1)
Watch Requests (1)

Purchase Card Order

Direct Order

Mare...

:i My Documents

Title

jis] Date + Status
E‘ 5571539 Test Home Depot 1/02/09 1/2/2009 Composing ot
B sses036 12/4/2008 Composing 3
¥ SSRA471 Arder far Trene 12/013/NA 12/3/2NNR ~nmnnzina

| & Local intranet

| 100%

*Budgets numbers and item numbers in this manual are used only as examples,
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The system has automatically assigned a requisition number to the order in the upper
left corner — S563226. When the requisition is submitted and the order goes through, the
system will assign a Purchase Order number which starts with the “EP”. The requisition
number is our internal number. When the outside vendors are contacted for the status
check of the order or for return, they should be supplied with the “EP” number.

The “EP” number is the only number that flows throughout the order process and should
be used during the reconciliation process.

On the Procurement screen choose one of the following vendors:

1. Hosted catalogs — Excel Gloves (circled in green)

2. Punchout catalogs —Daigger, Dell, Fisher, GovConnection, Grainger,
Invitrogen, Office Depot, Quigen, Sigma-Aldrich, Tech Depot, Troxell
Communications, VWR (circled in blue).*

To order from any catalog click on the link below each catalog.

S ALIVG JPTHU IVMNaGsTIiicinn = wWiliuvywy s oL LApu ci l__JLiJu

@;‘/ - |g hnps:/jar.adm\n.wash\mgtnn‘edu;’BuyerMa\nfaw?awr:a&awf:AribaFrame&awsm:_shqklll E ‘ *3|| % | |Live Search Bl

Eile Edit Wiew Favorites Tools Help

T:F e Ig, Ariba Spend Manage ment lil ﬁ - B @ = .ﬁ,’Eage - f_‘;l-TgDIs -7
& A RI B A® Home | Help " | Logout |®/

Home Procurement Welcome LIZA PLOTKIN

[H Create Search Manage Recent Preferences

I Items: 0 Total: $0.00 USD Checkout

ur requisition. You can add items from the catalog, from vendor catalogs, from your ¥

Supplier
A. Daigger and ... (13)

Fisher Scientific (30401)

== Catalog Home Browse By: Categories | Suppliers =
QIAGEN INC (1) Options Create Non-Catalog Ttem
Show All ...
Supplier Part #:
Language

English (213833)
DAIGGER pajgg Compressed Gases (62)
I » SCINTILLATION,SAF-SOLVE  4L.;
0018006 ** MFG - at VWR

Misc Compressed Gases (62)

Favorites

- Recent Choices -

Material Handling (221)
Machinery and Equipment (221)

Dell Catalogs (5)
See items ...

# Electronic Components (165)
Integrated Circuits (165)

Eisher (1)
See items ...

Electrical Systems and Lighting (338)
Lighting and Fixtures (269)
Power conditioning equipment (63)

GovConnection (1)
See items ...

GRANGER Srainger (1)

- i' Medical Equipment (702)
= See items ... k

= NEEDLE,VACUT. PK100 21X1; 0050790 *=

e MFG - BD at VWR
£ » BDG COMPRESS 3"OFFSET EA=BOX/2;
0727037 ** MFG - at VWR

» VWR REDTRBIOBAGZMIL12X24 C5200;
0060093 ** MFG - at VWR

More ...

binvitrogen Invitrogen (1)
See items ...

Miscellaneous Medical Supplies (4533)
f | s FORCEPS, DRESSING, THUME, 4-1/2,
STRAIGHT, at VIR

. i Toys and Games (334)
Developmental and professional teaching
aids (2065)

More ...

1“\ Uncategorized Ttems (13334)

» SYRFLT FP 30 0.2UM CA ST PKS0; 0062144
% MFG - at VWR

- = FLTRPPR 1573 1/2 320MM PK100; 0062466
=* MFG - at VWR

. T
= BE;EKERV\IEE{ POLY EDDDMLJ 0030335 [ﬂ

~ > & J Local intranet H100% <

Office office Depot (1)
DEPOT  ceccitems ...

QIAGEN Diagen (1)

See items ...

B sigma-Aldrich (1)
See items ...

*This list keeps expanding when new vendors are being added to the eProcurement
system.
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Ordering from a Hosted Catalogue

The first item will be ordered from Excel Gloves, a Hosted catalog.
Click on Excel Gloves in the Supplier window on the left side of the screen.

L T e — —— e e v mmn e w g e

=1 "

m’ - |E hnps:;’far.admin.wash\ngh:n.edufauyerﬂvlain;’aw?awr:a&awf:ﬁribaFrame&awan:_shqu 5 | || % ‘Live Search | R

File Edit “iew Favorites Tools Help

‘& L [E, Ariba Spend Manage ment l_l

f3 - B @ - [shpage v £ Took v

- el

Home Procurement

Create Search

Manage

Recent Preferences

Supplier 5563226:

Home | Help 7| Logout |®)

Welcome LIZA PLOTKIN

¥ Items: 0 Total: $0.00 USD

Add items to your requisition. You can add items from the catalog, frem wendor catalogs, from your

<€

Catalog Home

Browse By: Categories | Suppliers

Catalog '| |

| [ Search ] Options

Create Non-Catalog Item

Show All ...

Supplier Part £ :|

Language

English (213833)
DAIGGER paigger (1)
See items ...

Favorites

- Recent Choices - .

Dell Catalogs (5)
See items ...

ThermaFisher  Ficher (1)

ECIERTIFIC

See items ...
Ga GovConnection (1)
-
Connection See items ...

GRAINGER Grainger (1)
: See items ...

dinvitrogen Invitrogen (1)
See items ...

Office office Depot (1)
DEPOT see items ...

QIAGEN giagen (1)

See items ...
3 Sigma-Aldrich (1)
SR -ALORCH -
See items ...

Compressed Gases (52)
SCINTILLATION,SAF-SOLVE  4L.;
0018006 ** MFG - at VWR
Misc Compressed Gases (52)

Material Handling (221)
Machinery and Equipment (221)

Electronic Components (165)
Integrated Circuits (165)

= \ Electrical Systems and Lighting (333)
Lighting and Fixtures (26%)
Power conditioning equipment (69)

= ] Medical Equipment (702)
o = MNEEDLE, VACUT. PK100 21X1; 0050790 **

;!;g MFG - BD at VWR
= = 4 BDG COMPRESS 3"OFFSET EA=BOX/2;

0727037 ** MFG - at VWR

= VWR REDTRBIOBAGZMIL12X24 C5200;
0060093 ** MFG - at VIWR

More ...

Miscellaneous Medical Supplies (4583)

é | FORCEPS, DRESSING, THUMB, 4-1/2,
STRAIGHT, at VWR

TT Toys and Games (334)

Developmental and professional teaching
aids (2065)

More ...

.Jl I""- Uncategorized Items (12334)
= SYRFLT FF 30 0.2UM CA 5T PKS0; 0062144
** MFG - at VWR

- = FLTRPPR 1573 1/2 320MM PK100; 0062466
** MFG - at VWR

 SEAKER VWR POLY 4000ML; 0030335 == [y]

& %J Local intranet

#100% -
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Items from Excel Gloves catalog will be displayed on the screen.
You can search for items either by Keyword or by Item Number.

1. Type gloves powdered medium in the field to the left of the Search button
(type the item number if known ).
2. Click on Search

‘€ Ariba Spend Management - Windows Internet Explorer

=] oty

[ Creats

Search

Manage

Refine your results

Keyword
texture (11)
non (10)
steril (8)
exam (3)
nitrile (4]
Show All ...

Manufacturer
Bioflex (1)
Lifeguard (1)
Medline (2)
Microflex (2)
Safeskin (5)

Show All ...

Price
$10.00 - $100.00 USD (17)
$100.00 - $1,000.00 ... (1)

Favorites

- Recent Choices - .

Recent Preferences

5563226:

6\; - |E https:,-"f"ar.aljmin.Wash\ngh:n.edu..-"BuyEr,-Main,-"aw?awr:a&awf:AribaFramE&awsn:_shqu & | *4|| | |Live Search L
File Edit “iew Fawvorites Tools Help
w o [g Ariba Spend Management l_l %8 o - |rpage v Took v
ARIB A® Home | Help ™| Logout |%)
LEIEE Procurement Welcome LIZA PLOTKIN

¥ Items: 0 Total: $0.00 USD

Add items to your requisition. You can add items from the catalog, frem wendor catalogs, from your

<€

Catalog Home
Catalog ™

Supplier Part £:

gloves powdered medium

Create Non-Catalog Item

Options

Your search path: Catalog > EXCEL GLOVES AND SAFETY SUPPLIES INC > "gloves powdered medium”

18 items found
~ [Add to Cart Add to Favorites

Gloves, Vinyl, Non-Sterile Examination,
Powdered, ...

[j $32.62UsD [
Qty: |1

Add to Cart| #“ddto Faverites

Gloves, Latex Exam, lightly powdered,
textured ...

[j $35.90UsD B
Qty: |1

Add to Cart Add to Favorites

Gloves,Safeskin Nitrile Sterile (non- latex),

[j $25-92usD [
Oty: |1

Add to Cart Add to Favorites

Gloves V-Flex Stretch Vinyl Powder Free
Exam ( ...

[ $4812USD B
Qty: |1

Add to Cart| Addto Faverites

Sort By: Relevance | Price | Best selling | Name

View: Details | Thumbnails

Supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC

Supplier Part #; EXC016-7

Available in: 2 Day(s)

Glowves,Vinyl, Non-Sterile Examination, Powdered, 100
gloves/box-10 box/case-1000/Cs Medium

Supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC

Supplier Part £: EXC5700-M
Available in: 2 Day(s)

Gloves, Latex Exam, lightly powdered, textured 100
gloves/box-10 box/case-1000/Cs Medium

Supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC
Supplier Part #: 55-55092

Available in: 2 Day(s)

Gloves,Safeskin Nitrile Sterile (non- latex), Examination,

Powder Free, Textured, 50 gloves/box-4 box/case-200/Cs
Color: Purple. Medium 7-7.5

Supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC

Supplier Part #; EXC-EVF-0183

Available in: 2 Day(s)

Gloves V-Flex Stretch Vinyl Powder Free Exam (Latex Free)
Matural 100 gloves/box-10 box/case-1000/Cs SIZE Medium

[

Daong

& %J Local intranet

H100% -
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1. Find the gloves you need, enter quantity
2. Click on Add to Cart

‘€ Ariba Spend Management - Windows Internet Explorer

5\:; - |E https:ffar.admin.wash\ngt:n.edufBuyer{Mainfaw?awr:a&awf:AribaFrame&awsn:_sbqu g |.‘?|.g| ‘Live Search

_Joed

|[2]-]

Manufacturer
Bioflex (1)
Lifeguard (1]
Medline (2)
Microflex (2]
Safeskin (5]

Show All ...
Price

$10.00 - $100.00 USD (17)
$100.00 - $1,000.00 ... (1)

Favorites

- Recent Choices |

Your search path: Catalog > EXCEL GLOVES AND SAFETY SUPPLIES INC > "gloves powdered medium"”

18 items found

— [Add to Cart Add to Faveritas

Sort By: Relevance | Price | Best selling | Name  View: Details | Thumbnails

Gloves,Vinyl, Non-Sterile Examination, Supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC
Powdered, ...
Supplier Part #: EXC016-7
ol $32.62 USD r Available in: 2 Day(s)
Gloves,Vinyl, Non-Sterile Examination, Powdered, 100
gloves/box-10 box/case-1000/Cs Medium
o Favorites
Gloves, Latex Exam, lightly powdered, Supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC
textured ... .
Supplier Part #: EXC5700-M
[] $35:90uUsD [ Available in: 2 Day(s)
Gloves, Latex Exam, lightly powdered, textured 100
gloves/box-10 box/case-1000/Cs Medium
Add to Cart| Add to Favorites
Gloves,Safeskin Nitrile Sterile (non- latex), supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC
Supplier Part #: 55-55092
0 $25.92 USD |— Available in: 2 Day(s)
Gloves,Safeskin Nitrile Sterile (non- latex), Examination,
FPowder Free, Te)d:l._lred, 50 gloves/box-4 box/case-200/Cs
Add to Faverites Color: Purple. Medium 7-7.5
Gluves( V-Flex Stretch Vinyl Powder Free Supplier: EXCEL GLOVES AND SAFETY SUPPLIES INC
Exam ( ...
Supplier Part #: EXC-EVF-0183
=) $48.12 USD |— Available in: 2 Day(s)
Gloves V-Flex Stretch Vinyl Powder Free Exam (Latex Free)
Natural 100 gloves/box-10 box/case-1000/Cs SIZE Medium
Add to Cart Add to Favorites

Eile Edit W¥iew Favorites Tools  Help
W [E ariba Spend Management l l - 8 o - [} Page v G Tooks ~
@\ ARIB A" Home | Help ™| Logout
Home Procurement Welcome LIZA PLOTKIN
1] Create Search Manage Recent Preferences
$563226: Rvuird : : &0, Checkout | =43
T — I Items: 0 Total: $0.00 USD ["Exit |
Keyword Add items to your requisition. You can add items from the catalog, from vendor catalogs, from your ¥ |
texture (11) b
non (10) Cata Home
steril ((8; ‘Cata\ng v| |g|uves powdered medium |[Saarch] Options Create Non-Catalog Item
exam (5)
nitrile (4) Supplier Part #:| ‘
Show All ...

(]

Done

& S Local intranet #,100%
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One item is displayed on the Summary screen.

On this screen you can do the following for the Hosted Catalogs items:

1. Locate and Change the Account Code if needed.

2. Locate and change the budget number if needed.

3. Change the Quantity of the item if needed. In our example Qty has been changed to 3.
4. Edit your item (by changing the budget and/or account code) or Delete it if necessary.

To add another item Click on Add Items command or on Back to Catalog command.

€ Ariba Spend Management - Windows Internet Explorer Q@E
@; - |§ https:,-"f"ar.aljmin.Wash\ngh:n.edu..-"BuyEr,-Main,-"aw?awr:a&awf:AribaFramE&awsn:_shqu & | *4|| | |Live Search L
File Edit “iew Fawvorites Tools Help
— = - >
w o [@ Ariba Spend Management l l %8 o - b Page v G Tools ¥
- -
% ARIB A" Home | Help ™| Logout |#|
Home Procurement Welcome LI1ZA PLOTKIN
(1] Create Search Manage Recent Preferences
5563226 Back to Catalog
Thiz is a summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step ange the ... ¥
m Approval Flow
Title:
On Behalf Of: LIZA PLOTKIN
Delay Purchase Until: [ l_
Telephone: 206-543-9557 =
Template: O

Are any items equipment? Oves @ No

My Labels: [ Applv Label...

Line Items (1] Hide Details [ —

Mo. Type Description Account Budget Qty Unit Price Amount

1 Gloves,Vinyl, Non-Sterile Examination, ... 059900 1437500 case $§32.62 USD $32.62 USD
Supplier: Excel Gloves and Safety Supplies Inc Gloves,Vinyl, Non-Sterile Examination, Powdered, 100 gloves/box-10
Contact: Excel Gloves and Safety Supplies box/case-1000/Cs Medium

Commoedity Code: Protective gloves
Bartitioned Commaodity Code: Protective gloves

Store/Branch #:

an m Delete Add from Catalog... D |

\ Total Cost:  $32.62 USD
Update Total

SHIPPING - ENTIRE REQUISITION

Ship To: PURCHASING & AcCCo([ - |
Deliver To{Room/Name): |Rm216M-N/Plotkin
COMMENTS - ENTIRE REQUISITION M
(= . . . L I [T L=t -+ -
[— L - - LI IS I P — L T VI =R I — LI,
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Ordering from Punchout Vendors

You are back to the Summary screen where you picked your first item.
You can order from multiple vendors on the same requisition.

Office Depot Order

The second item will be ordered from the Office Depot catalog.
Click on the Office Depot link in the right column of the punchout vendor’s list.

€ Ariba Spend Management - Windows Internet Explorer

WNEX]

- |E https:ffar.admin.wash\ngt:n.edufBuyer;'Mainfaw?awr:a&awf:AribaFrame&awsn:_sbqu % | *4||%| |Live Search

e

File Edit Yiew Favorites Tools

kelp

w & [g Ariba Spend Management

=

fi - B

&= - [ Page - {0 Took -

AR AR1e A~

Home

[ Create

Search

Supplier

A. Daigger and ... (19)
EXCEL GLOVES AND ... (33)
Fisher Scientific (30401)
INVITROGEN ... (1)
QIAGEN INC (1)

Show All ...

Language
English (213833)

Favorites

- Recent Choices -

Manage Recent

Procurement

Preferences

85563226:

Home | Help ™| Logout

Welcome LIZ& PLOTKIN

¥ Items: 1 Total: $32.62 USD

Add items to your requisition. You can add items from the catalog, from wvendor catalogs, from your

Catalog ™

Supplier Part #:

Browse By: Categories | Suppliers

Options Create Non-Cataleg Item

DAIGGER paigger (1)
See items ...

D&LL pen Catalogs (5)
See items ...
ThermaFisher  Fisher (1)
See items ...
Gav GovConnection (1)
- B
Connection See items ...
GRAINGER Grainger (1)
* See items ...

dinvitrogen Invitrogen (1)
See items ...

Offi { Miscellaneous Medical Supplies (4533)
At i | FORCEPS, DRESSING, THUMB, 4-1/2,
1 STRAIGHT, at VWR
rT Toys and Games (334)
Developmental and profeszional teaching
QIAGEN aids (2065)
See items ... More ...
/lr Uncategorized Items (18334)
= SYRFLT FF 30 0.2UM CA ST PK50; 0062144
- i i ) ** MFG - at VIWR
J gma- )
snmilm Si ma Aldrich (1) ClTRARR 4ron 4 in ARARIR R AR, Ancnaee M

Compressed Gases (52)
SCINTILLATION,SAF-SOLVE  4L.;
0018006 ** MFG - at VWR
Misc Compressed Gases (62)

Material Handling (221)
Machinery and Equipment (221)

Electronic Components (165)
Integrated Circuits (165)

& + Electrical Systems and Lighting (333)
Lighting and Fixtures (269)
Power conditioning equipment (69)

Ei' Medical Equipment (702)
X NEEDLE,VACUT. PK100 21X1; 0050790 **

i A MFG - BD at VWR
;_k‘-'-. = BDG COMPRESS 3"OFFSET EA=BOX/2;
0727037 ** MFG - at VWR

= VWR REDTRBIOBAGZMIL12X24 CS5200;
0060093 ** MFG - at VWR

More ...

Dong

& & Local intranet

#100% -
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Click on the Buy from Supplier button.

€ Ariba Spend Management - Windows Internet Explorer

=JoEs
%ﬁ - |§1 https:,-"f"ar.aljmin.Wash\ngh:n.edu,-"auyerﬂ\/lain,-"aw?awr:a&awf:AribaFramE&awsn:_shqu 5 ||E||Z| ‘Li\re Search “,O '|
File Edit “iew Fawvorites Tools Help

7} i [E Ariba Spend Manage ment l_l

- o= v |kPage v (O Tooks v

»
&\ ARIB A" Home | Help ™| Logout
=

Home Procurement

Welcome LIZA PLOTKIN

Refine your results 5563226:

¥ Items: 1 Total: $32.62 USD Checkout

Favorites

- Recent Choices - -

Add items to your requisition. You can add items from the catalog, from vendor catalogs, from your faveorites

Cata Home

‘Of'fic:e Depot '| ‘

(o) ostions
Supplier Part £: ‘ |

Your search path: All Categories > Office Depot

1 items found Sort By: Relevance | Price | Best selling | Name

View: Details | Thumbnails

# office Depot

Supplier: Office Depot

Supplier Part #: AAA
Available in: 1 Day(s)

Office Depot

Buy from Supplier| “cd to Favarites

Can't find what you areWglking for? Create a non-catalog item.

& %J Local intranet

H100% -
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In the Search for field type either the item’s description or the actual item number of
the item you are looking for.
Click on Search.

‘€ Punchout Catalog Shopping Session - Windows Internet Explorer [l m
6@; - |whttps:,.f;"ar.admin.washingtnn.edufBuyer{Main/aw?awh:r M % |\EHZ| |Live Search “F‘ '|
Eile Edit ¥ew Favorites Tools Help

w o [W Punchout Catalog Shopping Session Iil oo = ~ |-bpage v {0 Tools v ”

Help ~

ﬁ\ ARIB A

Welcome LIZA PLOTKIN

Welcome .SUPER USER ACCOUNT of
Bulletin Board UNIV OF WASHINGTON

Office pErPOT
] DEPO

Office Supplies Furniture

Search for binder 3" ring | (searcH),

Shopping Cart Bulletin Board \
~

L EBIED Last update by: LAURIE HUNT
e G IS O UNIVERSITY OF

Subtotal: 50.00
Shopping Tools ’
Find Printer Supplies WAS H I N G I ON
®
Order Tracking @
Order by ltem# &
My Shopping Lists &

The University of Washi 's ber is 43271349. Please reference this number when
calling the National Customer Service Team at 1-888-777-4044.To get answers to most frequently
Online Catalogs | | asked guestions, please click here or contact Tom Burns.

-

The Fifth Annual Green Book is now ilable! This book ins over 2,200 of the company's

greenest products including green furniture, tech ay. e, cl ing proeducts, print
cartridges and office supplies.

=
Your Graener Office &

Add item# 708815 to your order for the free catalog! The online
version will be available after December 8 if you prefer to not to order
the recyded paper catalog.

: [

S Unknown Zone (Mied) H100% ~
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Type the quantity into the Quantity field
Click on Add to Cart button.

€ Punchout Catalog Shopping Session - Windows Internet Explorer Q@E
@: - |Whﬂps:,ffar.admin.Washington.edufBuyer,-Mainfaw?awh:r M & | 43| % | |Live Search L=

Eile Edit WYiew Favorites Tooks Help

w o IWPunchoutCatalog Shopping Session I_I ﬁ - B o -

Help
AR aRisar

-~
Welcome . SUPER USER ACCOUNT of .
Bulletin Board UNIV OF WASHINGTON

Office Supplies Furniture

Searchfor|bmder 3" ning | [SEARCH]

Search text: binder+3"+ring r ve

196 results were found for "binder 3" ring".

Shopping Cart

% 0 ttem(s) in Cart
Subtotal $0.00

Narrow your results by using the menu on the left.

View Cart | Check Qut

Narrow Your
Results ’ )
Category Basic Sort Enabled

AV Supplies & To access Advanced Sorting options such as Sort by Price or Best Value, please
LM supplies &
Efbimmert use search options at left to reduce items found to fewer than 60 products.

Basic Supplies
Binders & Accessories

ere you looking for Binders, Sheet Protectors, Tabs & Dividers, Binder
s 7

[co} 12345678910 next >>

Sort by:

Calendars & Planners
- Item# List Price OurPrice Units  Availability = Compare
Executive Gifts

Filing & Storage ~- | 486368 51844  $7.75 each 402 O
Memory, Storage & Office Depot® Brand Recvcled D-Ring View Binder, 3" Ring, White
Media BESIW\LUE@ (@ wace zoom

Office Depot Brand

Eroducts Quantity |5 Add To Cart J Add To List

Office Machines

School Supplies Item# ListP§ice Our Price YWUnits  Availability —Compare

729640 $14.84 4 $6.37 ach 235 O

Featured Stores

FranklinCovey ~ | Wilson Jones® Stan®hrd Round Ring View Binder, 3" Ring. White
Private Brand o » Office Depot Exclusive Brands:

BESTVALUE Compare & Save!
School Supplies

Security Solutions Quantity Add To Cart Jl Add To List

Your Greener Office
Item # List Price Our Price Units Availability Compare

Brand Name

ﬁ S14455  £8.55 $3.50 =ach 173 O
Aurora = Aurora Round Ring Recycled Organization Binder, 3" Ring, White M

‘-':) Unknown Zone (Mixed) *100% -
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/® == _ 486368 486368 $7.75 each e 0 $38.75 I ’D [+

One item has been added to the Shopping Cart.

You can do several things in the Shopping Cart if needed:

1. Change the Quantity of the item by overwriting the Qty field, then click on Update
Shopping Cart

2. Remove the item from the cart by checking the Remove box, then click on Update
Shopping Cart

3. Add the item to the List of your favorite items*

If another item is needed, type either the description or the item number in the Search
field again, click on Search.

If done with ordering from Office Depot, click on Checkout.

€ Punchout Catalog Shopping Session - Windows Internet Explorer Q@E
@:-‘/ - |Whttps:,.f;"ar.admin.washingtnn.edufBuyer{Main/aw?awh:r [V] % | 43| | % | |Live Search P~

Eile Edit ¥ew Favorites Tools Help

— - . »
w o [W Punchout Catalog Shopping Session I I -8 e - [ page v & Tools ~

Help =
ﬁ\ ARIB A

Welcome LIZA PLOTKIN

Close Punchout Catalog Shopping Session

-
Office pErPOT
N . L Welcome .SUPER USER ACCOUNT of
b Bulletin Board UNIV OF WASHINGTON

Office Supplies Furniture Technology

Search for | | (sEARcH)

Shopping Cart Shopping Cart

;J;Tt[;‘f |r;3(i;;t5 Please review the contents of your Shopping Cart. If you do not want to purchase an item at
. . this time, select the remove checkbox next to that item, or click the "Save for Later” arrow.

View Cart | Check Out

Shopping Tools Entered Back-  Total Save

Find Printer Supplies number item OurPrice Units  Qty 270 RS Remove for
number Latar|

Item

OrderTracking @ Office Depot® Brand Recycled P-Rind dlew Binder, 3" Ring, White
Order by Item# & BEs‘rthu[@

My Shopping Lists &

ubtotal: $38.75
("Continue Shopping )  Add to List ) (E0TISEEIL Update Shopping Cart B s

Go to My Comparisons
Go to My Shepping Lists

Your Greener Office & m
Terms of Use

Brivacy Policy

Prices shown are in U.S. Dollars. Please login for country specific pricing. Copyright ©2007 by Office Depot, Inc. All rights reserved.
Prices are subject to change based on your location.

Online Catalogs &

S Unknown Zone (Mied) H100% T

*This is the link to the instructions for creating Shopping Lists in Office Depot catalog:
www.washington.edu/admin/stores/eprocurement/documentation/documentation.html
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Click on Continue.

€ Punchout Catalog Shopping Session - Windows Internet Explorer
ﬁ; - |Whﬂps:,ffar.admin.Washington.edufBuyer,-Mainfaw?awh:r
Eile Edit WYiew Favorites Tooks Help

=Jokd

H g | 43| % | |Live Search 2 |-

oo [W Punchout Catalog Shopping Session I I

AR aRisar

S - B @ - [Erpage v @ Tools -

Help ™

Welcome LIZA PLOTKIN

Office peroT
] DEPO

Item number

- 486368 £7.75 each 5 0 $33.75
Office Depot® Brand Recycled D-Ring View Binder, 3" Ring, White
aEswALu:@

Subtotal: $38.75

Done

‘a Unknown Zone (Mixed) *100% -

eProcurement Training Guide Ver. 9rl 14



You now have two items in the on the Summary screen: one from a Hosted catalog and

one from the Office Depot.

You can’t overwrite the Quantity but you can delete the Office Depot item from the

Summary screen.

To delete the item check the Box to the left of it, click on the Delete button below.

You can change the quantity of the item by updating the Office Depot Shopping
Cart in the Office Depot catalog. Click on the Add from Catalog button and get into
the Office Depot catalog. Then click on View Cart in the upper left corner of the

catalog and update the quantity of the item if needed

Dell Order

The third item will be ordered from Dell.

Click on Back To Catalog or Add from Catalog button to go to the Add Items screen.

€ Ariba Spend Management - Windows Internet Explorer

=Jokd

PEGE

@{- I |H https://ar.admin.washington. edu/Buyer Mainfaw?awh=rGdard=1#

Eile Edit ¥ew Favorites Tools Help

Wk [H Ariba Spend Management Iil

S - B @ - |5page v G Tooks v

5563226:

Expand to see the furll message.

sl

This is a summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the

=]
s G G

¥

Title: ﬂ|

Cn Behalf Of:
Delay Purchase Until: 1z
Telephone: 206-543-9897

Template: O

Are any items equipment? (O yes & Ng
My Labels: Apply Label...

Line Items (2]

[l Mo. Type Description

O 1 El Gloves,Vinyl, Mon-Sterile Examination, ...

Supplier: Excel Gloves and Safety Supplies Inc
Contact: Excel Gloves and Safety Supplies
Commodity Code: Protective gloves
Partitioned Commodity Code: Protective gloves
Store/Branch #:

—»D 2 Office Depot(R) Brand Recycled D-Ring View ...

Supplier: Office Depot

Contact: Office Depot

Commodity Code: Binders
Partitioned Commeodity Code: Binders
Store/Branch #:

() (Con) (o) | (odromcomon )

Hide Details D
Account Budget Qty unit Price Amount
059900 143750 |1 case $32.62 USD $32.62 USD

Gloves,Vinyl, Non-Sterile Examination, Powdered, 100 gloves/box-10 box/case-

1000/Cs Medium

056400 143750 5 each $7.75USD $38.75 USD

Office Depot{R) Brand Recycled D-Ring View Binder, 3 Ring, White

Total Cost: $71.37 USD

Update Total lv]

SJLoral infranet +100% -
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Click on Dell Catalogs

& Ariba Spend Management - Windows Internet Explorer

=Jokd

%ﬂ - |E https://ar.admin.washington. edu/Buyer Mainfaw?awh=rGdard=1#

M % |\EHZ| |Live Search “EB

Wiew Favorites Tools Help

File  Edit
Wk [E Ariba Spend Management Iil

B B @ e OTmk v

A AN

Home Procurement

Manage

Recent

S $563226:

A. Daigger and ... (19)

Home | Help ™| Logout

Welcome LIZA PLOTKIN

7 Items: 2 Total: $71.37 USD

EXCEL GLOVES AND ... (33)
Fisher Scientific (30401)

Add items to your requisition. You can add items from the catalog, from vendor catalogs, from your favorites list, or

<«

| [Search] Options

INVITROGEN ... (1) Cata Home
QIAGEN INC (1) |Cata|og vl ‘
Show All ...

Supplier Part # :‘
Language

Browse By: Categories | Suppliers

Create Non-Catalog Item

English (213833) DkiGaEE
Daigger (1)
See items ...

Favorites

- Recent Choices ]

D€LL peu Catalogs (5)
items ...

ThermoFisher  Fisher (1)

See items ...
Gov GovConnection (1)
L4
Connection  See items L.
GRAINGER Grainger (1)

See items ...

dinvitrogen Invitrogen (1)
See items ...

Compressed Gases (62)
SCINTILLATION,SAF-SOLVE
MFG - at VWR

Misc Compressed Gases (62)

4L.; 0018006 **

Material Handling (221)
Machinery and Equipment (221)

Electronic Components (155)
Integrated Circuits (165)

= Electrical Systems and Lighting (338)
Lighting and Fixtures (263)
Power conditioning equipment (62)

E\!. Medical Equipment (702)
o NEEDLE,VACUT. PK100 21X1; 0050730 ** MFG
- BD at VWR
4 BDG COMPRESS 3'OFFSET EA=BOX/2; 0727037
== MFG - at VIWR

= VWR REDTRBIOBAGZMIL12X24 C5200;
0060093 ** MFG - at VWR

More ...
. ) Miscell Medical lies (4589)
q-i;.flce Office Depot (1) é l s FORCEPS, DRESSING, THUMB, 4-1/2,
POT sceitems ... STRAIGHT, at WWR ’_]
SJLoral infranet 10w -
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Choose the right Dell catalog for your department and click on Buy from Supplier
button

‘€ Ariba Spend Management - Windows Internet Explorer - m
5;; - | https :/far . admin.washington. edu/Buyer Main/aw?awh=r M a2 |‘§HE| |LiVE Search “EB

Eile Edit WYiew Favorites Tooks Help

w o [ Ariba Spend Manage ment I_I @ - B @ ~ |=rPage ~ .@' Tools -

/&\ ARIB A" Home | Help ™| Logout |®*

Home Procurement Welcome LIZA PLOTKIN

Manage Rec Preferences

Refine your results 5563226: I Items: 2 Total: $71.37 USD

Keyword Add items to your requisition. You can add items from the catalog, from vendor catalogs, from your favorites list, or F
punchout (2)
corporate (1) Cata Home
premier (L.) i |De|l Catalogs v| | HSaarch] Options Create Non-Cataleg Item
orthopaedics (1)
science (1) Supplier Part #: | ‘
Show all ...
. Your search path: All Catenories » Dell Catslogs
Favarites

- Recent Choices 5 items found Sort By: Relevance | Price | Best selling | Name  Wiew: Details | Thumbnails
- [Add to Cart Add to Favorites

# pell Premier Supplier: Dell Inc. - US - GB2B

0 Supplier Part #: Dell
Available in: 0 Day(s)

Buy fromGupplier| ~dd to Favarites Dell Computer - Punchout

# pell Genome Wgences Supplier: Dell Inc. - US - GB2B

] Supplier Part #: genomesciences
Available in: 0 Day(s)

Buy from Supplier| #dd to Faverites Dell - Genome Sciences

# Dell Nursing Supplier: Dell Inc. - US - GB2E

[ Supplier Part £: Mursing
Available in: 0 Day(s)

Buy from Supplier| #dd to Favorites Dell Computer Corporation - Nursing

A pell Electrical Engineering Supplier: Dell Inc. - US - GB2B

] Supplier Part #: ElectricalEngr
Available in: 0 Day(s)

Buy from Supplier| Add to Faverites Dell Computer - Electrical Engineering Punchout

A el et btz Sunnlier: Dell Tne. - 1S - GRZR M
Done ‘j Local infranet #100% <
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You can click on Systems to search for desktops or laptops or on Software &
Peripherals tab to look for printers, software, networking devices, etc.

If you are looking for a specific Dell part number, enter it in the field at the upper right
corner of the screen. You can also search by keywords in the same field.
Click on the arrow to the right to activate the search.

€ Punchout Catalog Shopping Session - Windows Internet Explorer Q@
®— ~ | W hittps:/far.admin.washington. edu/Buyer Main faw? awh=r ™ | X L=

Eile Edit WYiew Favorites Tooks Help

. »
w & |WF'unch0ut Catalog Shopping Session | | h-8 & - [i:rPage ~ & Tools ~

Help ™

Welcome LIZA PLOTKIN
Close Punchout Catalog Shopping Session

University of Washington { Quick Links | ¥ My Cart

plutions

Premier

Purchase Help

Buy Online or Call 1-800-388-8239

Premier Welcome to Your Improved Premier Online Paortal!

DELL HAS LISTENED AND PROVIDED YOU WITH A

FOR YOUR SYSTEMS CATALOG.

*Learn More

Printer Promotions Get Started!
Click on the category names in your
Dell MFP 1125
B — i top menu bar to view links to your
—  Price 5243 -
- T o organization’s online store, services
l. ‘ [ s o and more.
X Price $237 » Read More
© customize € Addto Cart + Contact Your Account Team
Notebooks
Latitude D531
Price - 51:%;55 . G.enume W!ndows Exclusive Deals on Home
instant Savings S270 Vista® Business PCs!
~ _____ Downgrade XP Incredicle Dell Employee
Price $1.-U15 Professional SP3 Purchase Program discounts -

& & Unknown Zone (Miked) +100% -
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Click on Add to Cart if this is a correct item,

& Punchout Eatalog grloppmg Session - Windows Internet !xplorer M

6@ - |whttps:,.f;"ar.admin.washingtnn.edufBuyer{Main/aw?awh:r E”‘__tl ‘Zl |Live Search HF‘ '|
Eile Edit ¥ew Favorites Tools Help

w o [W Punchout Catalog Shopping Session I I i i ~ |- page ~ ) Tools ~

Help =
/@\ ARIB A

Welcome LIZA PLOTKIN

University of Washington # Quick Links | & My Cart (i
ML= Cl  Services | Solutions | Purchase Help | Premier 320-6247

€ & Peripherals ~ ndard Configurations ~  E-Quotes
You are here: B Premier Home » Search: ‘3205247

Search Results for "320-6247"

Product Category
¥ Computer Components (1)

Buy Online or Call 1-800-388-8239

¥ Deskiop Accessories (1) Browse Products
Page View: Grid | List
Snowing 1 Reauts S roeeree_[v]
Dell
Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision Work Station T7400
Usually Ships Within 24 Hours Price ... ~3$2,099.99
- Manufacturer Part# WK488 Instant Saving -3675.00
Dell Part# 320-6247
UNSPSC 43201401 price........... $2,024.99
» Wore Details @) Add to Cart
Page View: Grid | LYst 0
Showing 1 Results S Relevance ||
Provide Search Feedback
Did you find what you were seeking?
+)¥es (%) No | Write and Tell Us More E
& & Urknown Zone (Mixed) H100% -
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Check the box for any of the Related Products if needed
Click on Proceed to Cart & Checkout

€ Punchout Catalog Shopping Session - Windows Internet Explorer Q@E
5\:‘/ - |Whttps:,.f;"ar.admin.washingtnn.edufBuyer{Main/aw?awh:r M 43| | % | |Live Search 2=

Eile Edit ¥ew Favorites Tools Help

w o [W Punchout Catalog Shopping Session Iil -8 i ~ |- page ~ ) Tools ~

Help =
ﬁ\ ARIB A

Welcome LIZA PLOTKIN

-~
University of Washington i Quick Links | "= My Cart s
LGN Services | Solutions | Purchase Help | Premier ord Search Q

Systems ~  Software & Peripherals ~  Standard Configurations ~  E-Quotes

You are here: B= Premier Home > Accessories Buy Online or Call 1-800-388-8239

Dell
m Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision Work Station T7400
has been added to your cart.

@ Proceed to Cart & Checkout

Related Products 3
Add to Cart Product description Usually Ships
» Dell 3 .
D ‘ 2-Button USB Optical Mouse for Select Dell Systems — Vihin24Hours
» Dell
O “sgm 1.44 MB Half-Height Floppy Drive for Dell Precision WorkStation T3400/ TS400/ 5-7 Days
T7400 - Black
Price $1 0.94
Price $27.99
- Instant
» Belkin Inc Saving B s Ll
§J BELKIN 7-in-1 Retractable Cable Travel Pack to help connect to other perihersls ————— /inin 24 Hours
Price $2433
@) Proceed to Cart & Checkout
[v]
- = =
& & Urknown Zone (Mixed) #100%  ~
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Change the Quantity of cables to “2”, then click on Update Total.
Click on Remove item if the item needs to be removed.
Click on Create Order Requisition button to proceed with order.

‘€ Punchout Catalog Shopping Session - Windows Internet Explorer Q@ﬁ
@;: - |Whttps:,.f;"ar.admin.washingtnn.edufBuyer{Main/aw?awh:r M 43| | % | |Live Search P~
Eile Edit ¥ew Favorites Tools Help
W [W Punchout Catalog Shopping Session Iil fhi- 8 i - |- page v ) Tools ~
Help ~
% ARIBA"

Welcome LIZA PLOTKIN

Systems ~  Software & Peripherale ~  Standard Configurations ~  E-Quotes

Dell recommends Windows Vista® Business.

You are here: B= Premier Home Buy Online or Call 1-800-388-8239
Take Our

M y Ca rt % Cart/Checkout
Survey

= cart || &3 £l

Summary View | » Detail View

£, Print Cart @ Continue Shopping @) Save as E-quote

ftem & Move nemn;?nsw Saved m Rann;z:re aty Unit Pn'oe\ |
BEITKIN 7-in-1 Retractable Cable Travel Pack to help connect to other o 524 63
peripherals
} Product Details QLpdate Total>
Sub-total $24.63
ftem =§ﬂ Move Remnet;;\‘y Saved Re’tr:;ve aty Unit Price
Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision Work Station ; 52 024.99
T7400
» Product Detais podalejiota
Sub-total $2,024.99

Coupon Entry L
Enter coupon number

@ Apply Coupon
Mote: Coupon savings are only applied to items you have added to your cart.

Sub-total  $2,049.62

£, Print Cart @ Continue Shopping @) Save as E-quote [v]

& S Unknown Zone (Mised) *100% -
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Choose all the needed Shipping Options.

Use | DO Not Have tax exempt status even if you DO have a tax exempt item. Tax
exempt items are handled within eProcurement, not in the vendor’s punchout site.

Click on Continue.

€ Punchout Catalog Shopping Session - Windows Internet Explorer H=]%|
6@; - |whttps:,.f;"ar.admin.washingtnn.edufBuyer{Main/aw?awh:r M“__ﬂ ‘Z| |Live Search HEEl

Eile Edit ¥ew Favorites Tools Help

w o [W Punchout Catalog Shopping Session Iil i i ~ |- page ~ ) Tools ~

Help =
/@\ ARIB A

Welcome LIZA PLOTKIN

. . la Secure Take Our
Shopping % Cart/Checkout
Shlpplng Guarantee . Survey

PAYMEMT VERIFY & SUBMIT ORDER REQUISITION

* Indicates Required Fields

Shipping & Handling Method

Shipping Method

Shipping and handling timeframes listed below da not include the time requirsd to build and test products.
’ ® No Charge - Lowest Cost 3-5 Day Delivery

O 2nd-Day Delivery

O Next-Day Delivery

Tax Exempt Status

—p (® 1 DO NOT have tax exernpt status. Treat order as taxable
() 1 DO have tax exernpt status. Treat order as tax-exempt

Tax-exempt status requires a tax certificate to be on file with Dell; if not on file, the order wil be treated as taxable.

Trade Compliance
— _P@ I'WILL NOT export this order outside the United States

(O | WILL export this order outside the United States.

The export of any product and software purchased from Dell must be made in accordance with all relevant laws of the United States, including and
without limitation, the U.S. Expert Administration Regulations. This may reguire that you obtain a formal expert license or make certain declarations to
the United States Government regarding product(s) to be exported, their destination or their end-use.

m\ 4
~

& %] Unknown Zone (Mixed) H100% v
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Verify all the items.
Click on Submit Order Requisition if everything looks right.

& FUNcnout Lartalog >nopping >&85510n - winaows Internat cxpworer

(SN[ A
%r - ‘Whtq:s:ffar.admm‘Washlnghon.edu/ﬂuyerfMa\nfaw?awh:r ’:“ﬁ' ‘il ‘L‘VB Search HEE‘

Eile Edit “iew Favorites Tools Help

W IW Punchout Catalog Shopping Session I }

@, @v@Eage‘@TQU‘S'

Help ~

Welcome LIZA PLOTKIN

SHIPPING PAYMENT

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

Print for your records

a View/Print Cart ‘Order Requisition Date and Time:
December 26,2008
522 PM CST
Shipping & Handling Information Billing Information
Shipping & Handling Method Payment Method
Mo Charge - Lowest Cost 3-5 Day Delivery Credit Terms
& Edit Contract Code
74472
‘Contact Information Tax Status
Taxable

Description

BELKIN 7-in-1 Retractable Cable Travel Pack to help connect to other aty 2
peripherals

Unit Price $24.63
Manufacturer Part¥ F3X1724
Dell Part# A058TE41

Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision Work Station

aty 1
T7400
Unit Price $2,024.99
Manufacturer Part WiK496
Dell Part# 320-8247

Sub-total  $2,074.25

REMINDER: Flease use the link located at the top of the page above to print your Order details before you submit your order
requisition

@ Submit Order Requisition [v]
Done

S Unknawn Zone (Mixed) H100% <

/
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Summary Screen
All the ordered items are now on the Summary screen.
You can do the following things on the Summary screen:

1. Click on the Approval Flow button to Check who is the Approver for your

requisition (when you are not set up as a PreApproved Preparer or when you are

using the limit which is higher than the one you are preapproved for)

Enter the Title for the requisition (mandatory)

3. Use the Delay Purchase Until feature only when you need to submit the order at
a future date

4. Assign one or more labels to your orders in order to find them easily (optional)*

no

5. Choose the budget which is different than your Default budget either for the
whole requisition or on a line by line basis. It’s also possible to use Split budgets
6. Change the Account code if needed

7. Change information for the line which contains equipment if you have one.
M&E exemption should be handled here when editing the equipment line.
8. Change the Ship To and Deliver To lines if different from your default in

Preferences.
€ Ariba Spend Management - Windows Internet Explorer Q@
@H - Ehttps:,.f;"ar.admin.washingtnn.edu;’Buyer{Main/aw?awh:r&dard=1-# v % 4| K P~
W |E Ariha Spend Management | | B8 o - [5rPage v & Tools ~ ”
Fpmeme)im oen e ) mrvneers ~
Summary Approval Flow
|order for Dr. Lee G —

On Behalf Of: LIZA PLOTKIN 0

Delay Purchase Until: E

Telephone: 206-543-9897

Template: O

Are any items equipment?  Oves &no

Accdunt Budget Qty Unit

Hide Details I:l

Line Items (4)

[] Mo. Type Description Price Amount
O 1 E‘ Gloves,Vinyl, Mon-Sterile Examination, ... 059900 143750 (1 case $32.62 USD £32.62 USD ‘A.
Supplier: Excel Gloves and Safety Supplies Inc Gloves, Vinyl, Non-Sterile Examination, Powdered, 100 gloves/box-10 box/case- | _
Contact: Excel Gloves and Safety Supplies 1000/Cs Medium
Commodity Code: Protective gloves
Partitioned Commodity Code: Protective gloves
Store/Branch £:
O 2 Office Depot(R) Brand Recycled D-Ring Wiew ... 056400 143750 5 each $7.75 USD $38.75 USD
Supplier: Office Depat Office Depot(R) Brand Recycled D-Ring Wiew Binder, 3 Ring, White
Contact: Office Depot -

Commodity Code: Binders

(&) (omy) (oleis) | (REom oo

Total Cost: $2,145.62 USD

SHIPPING - ENTIRE REQUISITION
Ship To: * |PURCHASING & ACCOI —
Deliver To{Room/Name): ™ Rm216M-N/Plotkin —
-
&J Local intranet 100% -

*Click on Document Labels for label instruction on the following web site:
http://www.washington.edu/admin/stores/eprocurement/documentation/documentation.html
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If no changes are necessary, just click on the Submit button in the upper right corner or

in the bottom right corner of the screen.

‘€ Ariba Spend Management - Windows Internet Explorer

G

- ‘E https: /far.admin. washington.edu/Buyer Main/aw?awh=r&dard=1

u Q | #4| | % | |Live Search

W o I. Ariba Spend Management liw

fi- B &=

MEX |

|2 Page = 1 Tools =

5563226: Order for Dr. Lee

@ -

This is @ summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the information. Whe‘n\ g

¥

Title: * order for Dr. Lee

On Behalf Of: LIZA PLOTKIN

Delay Purchase Until: £

Telephone: 206-543-3897
Template: O
Are any items equipment?  Ovyes ®nNe

My Labels: [0 Applv Label...

Line Items (4]

Hide Details D 3

D MNo. Type Description

O 1 E Gloves,Vinyl, Non-Sterile Examination, ...

Supplier: Excel Gloves and Safety Supplies Inc
Contact: Excel Gloves and Safety Supplies
Commodity Code: Protective gloves
Partitioned Commadity Code: Protective gloves
Store/Branch #:

O 2 Office Depot(R) Brand Recycled D-Ring View ...

Supplier: Office Depot

Contact: Office Depot

Commodity Code: Binders
Partitioned Commadity Code: Binders
Store/Branch £:

O 3 BELKIN 7-in-1 Retractable Cable Travel Pack ...

Supplier: Dell Computer Corporation

Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories
Partitioned Commodity Code: Hardware and accessories
Store/Branch #:

O 4 Quadro FX 5600 1.5 GB PCle Graphics Card for ...

Supplier: Dell Computer Corporation

Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories
Partitioned Commadity Code: Hardware and accessories
Store/Branch #:

| ——

Account Budget Qty Unit Price

059900 143750 |1 case $32.62 USD

Gloves,Vinyl, Non-Sterile Examination, Powdered, 100 gloves/box-

1000/Cs Medium

056400 143750 5 each $7.75 USD

Office Depot(R) Brand Recycled D-Ring View Binder, 3 Ring, White

054000 143750 2 each $24.63 USD

BELKIN 7-in-1 Retractable Cable Travel Pack to help connect to other peripherals

054000 143750 1

Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision WorkStation T7400

each $2,024.99 USD $2,

Amount

$32.62 USD

10 box/case-

$38.75 USD

$49.26 USD

024.35 USD

Done

%4 Local infranet

H100% v
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To Edit all the items (mass change):

Check the Box to the left of No. above the first item.

All the items will be check marked.
Click on Edit below the very last item.

€ Ariba Spend Management - Windows Internet Explorer

@'_ JAe ‘
-

https: /far.admin, washington.edu/Buyer Main/aw?awh=r&dard=1

M g | *2| | % | |Live Search

w ok IE Ariba Spend Management

[

fi - B

This is @ summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the information. When

<«

Title: * order for Dr. Lee

On Behalf Of:

Delay Purchase Until: £

Supplier: Ewxcel Gloves and Safety Supplies Inc
Contact: Excel Gloves and Safety Supplies
Commodity Code: Protective gloves
Partitioned Commodity Code: Protective gloves
Store/Branch #:

2 [

Office Depot(R) Brand Recycled D-Ring View ...

Supplier: Office Depot
Contact: Office Depot
Commodity Code: Binders
Partitioned Commodity Code:
Store/Branch #£:

3

Binders

BELKIN 7-in-1 Retractable Cable Travel Pack ...

Supplier: Dell Computer Corporation

Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories
Partitioned Commodity Code: Hardware and accessories
Store/Branch #:

2 [

Quadro FX 5600 1.5 GB PCle Graphics Card for ...

Supplier: Dell Computer Corporation

Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories
Partitioned Commedity Code: Hardware and accessories
Store/Branch #:

| |Add from Catalog...

Telephone: 206-543-5897
Template: O
Are any items equipment? OYES @No
My Labels: £ Apply Label...
Line Items (4] Hide Details [T |2
MNo. Type Description Account Budget Qty Unit Price Amount
1 E Gloves, Vinyl, Non-Sterile Examination, ... 059900 143750 |1 case $32.62 USD $32.62 USD

Gloves,Vinyl, Non-Sterile Examination, Powdered, 100 gloves/box-10 box/case-
1000/Cs Medium

056400 143750 5 each $7.75 USD $38.75 USD

Office Depot(R) Brand Recycled D-Ring View Binder, 3 Ring, White

054000 143750 2 each $24.63 USD $49.26 USD

BELKIN 7-in-1 Retractable Cable Travel Pack to help connect to other peripherals

054000 143750 1 each $2,024.99 USD $2,024.99 USD

Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision WorkStation T7400

%4 Local infranet . 100%
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To Change Budget for the whole requisition:

Make sure you see the line with the word “mass edit” in it on the Edit Items screen.
Scroll down until you see the Budget Number line.
Click on the Down Arrow.

‘@ Ariba Spend Management - Windows Internet Explorer -0 m
6@1 - ‘htq:s:,","ar.admm‘Washmqmn.edu,fauyerﬂ\/la\nfaw?awh:r ’:I g ||EHE| ‘L\ve Search “p "
File Edit View Favorites Tools Help
—— . »
W I Ariba Spend Management l 1 - 8 o - [5hpage v G Took ¥
8 ARIB A® Home | Help 7| Logout |%|
Home Procurement UserProfileDisplayName Welcome LIZA PLOTKIN

E Create  Search Manage  Recent  Preferences

5563226: Order for Dr. Lee

You have chosen to edit multiple items. The changes you make to the sample item apply to all selected items. Modify the necessary fields and review your changes.

Edit Items : Review

Requisition item 2 is used as the sample item fo

LINE ITEM DETAILS

Supplier: Office Depot
Contact: Office Depot =
Commeodity Code: Binders

Partitioned Commodity Code: Binders
Store/Branch #:

ACCOUNTING - BY LINE ITEM

Account Code: 056400 (OFFICE SUPPI

Object SubObject: 0564

Sub SubObject:
143750 (EPrOCUREME] (g

Organization Code: 2030302026 (ECOMMERCE) Bien:

Budget Number:

Task:

L]
Option: l:l
]

Project:

Edit / Split Accounting

SHIPPING - BY LINE ITEM

Ship To: * [PurcHASING & ACCO[ @]
Deliver To(Room/Name): " |[Rm216M-N/Platkin

(]

Dohe ‘j Local intranet H100% <
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Click on Search for more... if you don’t see the budget on the Pull Down list.

€ Ariba Spend Management - Windows Internet Explorer =/2E3
5@1 - | https :/far.admin.washington edu/Buyer Main/aw?awh=r M E “E”El |LiVE Search ||,O D)
File Edit Yiew Favorites Tools Help
w o I Arina Spend Management I } - i - |=rPage v () Took v
8 ARIB A® Home | Help " | Logout |#/
Home Procurement UserProfileDisplayName Welcome LIZA PLOTKIN

B Create  Search Manage ~ Recent  Preferences

5563226: Order for Dr. Lee

You have chosen to edit multiple items. The changes you make to the sample item apply to all selected items. Modify the necessary fields and review your changes.
Edit Items : Review

Requisition item 2 is used as the sample item for mass edit.

LINE ITEM DETAILS

Supplier: Office Depot
Contact: Office Depot 3
Commodity Code: Binders

Partitioned Commodity Code: Binders
Store/Branch #:

ACCOUNTING - BY LINE ITEM

Account Code: 055400 (OFFICE SUFPI

Object SubObject: a4

099276 (AP PROGRAM MANAGEMENT) Bien:2007
235028 (FIUTS) Bien:2007

650512 (COMPLIANCE SUPPLIES) Bien:2007
Budget Numbe 0 615703 (CNS BARRIERS] Bien:2007

750418 (CHEMISTRY RCR) Bien:2007

672002 (HEALTHCARE LEADERSHIP) Bien:2007

Sub SubObject:

Organization Codg:

Task: 069606 (EMBA - REGIONAL) Bien:2007 B |
109607 (EVANS LAB PRINTING) Bien:2007
Option: 730438 (STF 2008-020-1) Bien:2007

030304 (STUDENT AFFAIRS-T) Bien:2007
060326 (PROG STARTUP IAS-B) Bien:2007
750303 (RCR LIBERAL STUDIES-B) Bien:2007
650632 (PED 815 CRIT CARE R&T) Bien:2007
0125 (TREASURY OFFICE DISC) Bien:2007
687537 (ENDOWMENT ADMIN) Bien:2007

Project:

Edit / Split Accounting

SHIPPING - BY

Ship To: 020\18 (CHEMISTRY COMPUTER OPR] Bien:2007

Deliver Te(Room/Name

Search for more... ]

& Local intranst #100% -
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Type the budget number with No Dash.
Click on Search.

‘€ Ariba Spend Management - Windows Internet Explorer M@m

=
File Edit View Favorites Tools Help

Wk I Ariba Spend Managernent I_\ @-8 o - | page ¥ Tonk v

g ARIB A Home | Help ~| Logout
Home Procurem| Welcome LIZA PLOTKIN
T e —

=563226: Order for Dr. Lee [E] Alert: Found more than 500 items. Only the first 500 items are displayed.

You have chosen to edit multiple { Field: | Budget ] 253450 s

Edit Iltems : Review

‘. https: /far.admin. washington.edu/Buyer Main/aw?awr =tBawf=ArbaFramesawsn=_shokzb&awst=08aws|=0 M 5 | || X ‘L\ve Search |P '\

[1=] Create Search

review your changes.

Requisition item 2 is used as| | gudgetz + Name Org Code Stz Eff. Date  Biennium

LINE ITEM DETAILS (no value)

supplier: 010211 DEVELOFMENT OPERATIONS 2520005000 1 20010701 2007
ontact: 010300 ADMIN. SERVICES-B 5200020000 1 19890701 2007
Commodity Code:
Partitioned Commaodity Code: | | 010302 INSTITUTIONAL RSCH-T 6100001000 1 20050701 2007
Store/Branch #:

010303 SAFETY & SECURTY SVC-T 6100002010 1 19990701 2007

ACCOUNTING - BY LIN

010304 ALUMNI RELATIONS-B 5100001000 1 20030701 2007

Account Code: 03640 | 010305 ADMIN SERVICES-T 6200020000 1 19850701 2007

Object SubObject:

0564
010306 MAILING SERVICES - T 6100002010

1 19990701 2007
Sub SubObject:
010307 DEVELOPMENT OFFICE-B 5100001000 1 20030701 2007
Budget Number: [ 14375
. 010308 SPEC ASST, CHANCELLR-T 6100001000 1 20060701 2007
Organization Code: 20803
Task: [ ] |ot0309 UWB FUNCTN ASSIGNMNT-S 5100001000 1 20060701 2007
Option: l:l 010311 FACILTIES SUPPORT-B 5200020000 1 19520501 2007
Project:
010312 FACILITIES SUPPORT-T 6100002010 1 19920501 2007
Edit / Split Accounting
010313 CENTRAL EQUIPMENT - T 6040001000 1 20020701 2007
SHIPPING - BY LINE I
010314 INSTITUTIONAL MEMBRSHP 6100001000 1 20060701 2007
Ship To: *E
Deliver To(Room/Mame): *E
v
Done QLD[S\ intranet #100% -
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Click on Select to choose the budget.

Ariba gpena Management - Windows Internet Explorer M

% - ‘H https: /far. admin,washington.edu/Buyer Main/aw?awr =tRawf=AribaFramesawsn=_sbokzb&awst=08aws|=0 El 9 ||E| ‘z| ‘L\ve Search “ﬁ "
File Edit View Favorites Tools Help
w o IE Ariba Spend Management I_} fr - dh - [ Page v ) Tools ~

- A

8 ARIB A* Home | Help ~| Logout |%|
Home Procurement Welcome LIZA PLOTKIN

E ——— —

5563226: Order for Dr. Lee .
Field: | Budgetz [+] 253450 | [Search) Net )
You have chosen to edit multiple items. The| fields and review your changes.
Edit Items : Review
Budgetz t Name Org Code Status Eff. Date Biennium
Requisition item 2 is used as the sam
(no value) Select
LINE ITEM DETAILS
253450 STORES 2080302092 1 19820101 2007 Select E
PURCHASES 4\
Supplier: Office D
Contact: Office D
Commeodity Code: Binders

Partitioned Commodity Code:  Binders
Store/Branch £:

ACCOUNTING - BY LINE ITEM

Account Code: 056400 (OFFICE SUPPI

Object SubObject: 0564

Sub SubObject:

Budget Number: £ [143750 (EPROCUREME[ @]

Organization Code: 2080302026 (ECOMMERCE) Bien:2007

Task: l:l

Internet Expla... [+, Inbax - Microsoft ... n & Tera Term - bank. . n @& Tera Term - keyn... n 5 Wplatkinhomedir. . n ] eProcurement Tra... n 8 Ui
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Newly selected budget number will show up on the Edit Items screen.
On this screen you can add the Task, Option, and Project codes if needed.

To split budgets:

Click on Split Accounting

‘@ Ariba Spend Management - Windows Internet Explorer -0 m
6@1 - ‘ https: /far.admin, washington.edu/Buyer Main/aw?awr =tBawf=arbaFrameBawsn=_shgkzbBawst=08awsl=0 ’:I g ||EHE| ‘L\ve Search “EE\
File Edit View Favorites Tools Help
W I Ariba Spend Management liw - 8 o - [5hpage v G Took ¥ i
ARIB A® Home | Help 7| Logout |%|
% LEIEM Procurement Welcome LIZA BLOTKIN

E Create  Search Manage  Recent  Preferences

5563226: Order for Dr. Lee

You have chosen to edit multiple items. The changes you make to the sample item apply to all selected items. Modify the necessary fields and review your changes.

Edit Items : Review
Requisition item 2 is used as the sample item for mass edit.

LINE ITEM DETAILS

Supplier: Office Depot
Contact: Office Depot
Commeodity Code: Binders

Partitioned Commodity Code: Binders
Store/Branch #:

ACCOUNTING - BY LINE ITEM

Account Code: 056400 (OFFICE SUPPI

Object SubObject: 0564

Sub SubObject:
Budget Number; £ [253450 (STORES PUR] @ |

Organization Code: 2030302092 (STORES) Bien:2007

——PTask: ]
4 poption: ]
— & Pperoject: ]

Edit / Split Accounting 4

SHIPPING - BY LINE ITEM

Ship To: * [PurcHASING & ACCO[ @]
Deliver To(Room/Name): " |[Rm216M-N/Platkin

(]

Dohe ‘j Local intranet H100% <

eProcurement Training Guide Ver. 9rl 31



Click on Search for more... if you don’t see the budget you need on the Pull Down list.

‘€ Ariba Spend Management - Windows Internet Explorer

‘ https: /far.admin. washington.edu/Buyer Main/aw?awr =tBawf=ArbaFramesawsn=_shokzb&awst=08aws|=0 M g ||ﬁ|\£| ‘L\ve Search

=] %}
=R

File Edit View Favorites Tools Help

w I Ariba Spend Management I_\

far - & - [ Page ~ G Tonks ~

£563226: Order for Dr. Lee

Enter the appropriate accounting and split infermation.

Description:  Office Depot(R) Brand Recycled D-Ring View Binder, 3 Ring, White
Split By: Percentage

No. Accounting Information

Budget Number: [ 253450 (STORES PUR!

Organization Code: 2080302032 (STORES) Bien:2007

1 Task:

Option:

j[ilt

Project:

Budget Number: £ 253450 (STORES PURa

335028 (FIUTS) Bien:2007

650512 (COMPLIANCE SUPPLIES) Bien:2007

2 Task: 615703 (CNS BARRIERS) Bien:2007

750418 (CHEMISTRY RCR) Bien:2007

672002 (HEALTHCARE LEADERSHIP) Bien:2007
Project: 069606 (EMBA - REGIONAL) Bien:2007

109607 (EVANS LAB PRINTING) Bien:2007
730438 (STF 2008-020-1) Bien:2007

030304 (STUDENT AFFAIRS-T) Bien:2007
060326 (PROG STARTUP [AS-B) Bien:2007
750302 (RCR LIBERAL STUDIES-B) Bien:2007
650632 (PED 815 CRIT CARE RET) Bien:2007
640125 (TREASURY OFFICE DISC) Bien:2007
657537 (ENDOWMENT ADMIN) Bien:2007
143750 (EPROCUREMENT) Bien:2007

020418 (CHEMISTRY COMPUTER OPR) Bien:2007
140419 (COMPUTER SCI MANUALS) Bien:2007
140420 (COMPUTER SCI RECHG CTR) Bien:2007
020419 (COMPUTER SCIENCE LAB) Bien:2007
253450 (STORES PURCHASES) Bien:2007

Organization Code:

Option:

Split Amount Action

100%

Search for more...

[S - Microsoft ... n & Tera Term - bark... n & Tera Term - keyn...

n (23 Wplatkinhomedir. . n B9 eProcurerment Tra... n % i Directory

/
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Type the budget number you split this order with.
Click on Search.
Click on Select.

‘€ Ariba Spend Management - Windows Internet Explorer =0 m
=% https: /far.admin, washington.edu/Buyer Main/awrawr =tRawf=4ArbaFrameBawsn=_shokzbBawst=08awsl=0 |+ 7} % Live Search -
R~ [ g y 3 8 [[#]|x] (2]

File Edit View Favorites Tools Help

w o IH Ariba Spend Management Iil & - o= v | rpage v CFTools v

5563226: Order for Dr. Lee

Enter the appropriate accounting 7 choose Value for Budget Number

Description:  Office Depot(R) Bra

Split By: Percentage Field: | Budgetz ‘ 149625 \ |[5—earch]\

RS
Budget# t Name Org Code  Status Eff. Date  Biennium
No. Accounting Information Action
(no value)
Budget Number: [ [
Organization Code: 3| | 149525 STORES TRNG & RES CTR 2080302082 1 20040701 2007 Se\ect‘
~
1 Task: [ \
Option: I
Project:
Budget Number: B [253450 (STORES PURC @ | 0%

Organization Code: 2080302092 (STORES) Bien:2007

2 Task:
Optian:

Project:

j[ilt

Update

m L@_ Inbox - Microsoft ... n_m Tera Term - bark... & Tera Term - ke, n 123 \Wploten.hamedir... ﬂ @ eProcurement Tra... n ﬁ Ut Directory
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Click on Add Split again if another split budget should be added, otherwise Add the
Split Percentage amount for each line. It should be a round number totaling to 100%
for all the line items (example 80% & 20% or 60% & 40% - no decimal points allowed).
Click on OK which will take you back to the Edit screen.

Note: In Mass Edit split can be done only by Percentage. In Line-by-Line Edit split
can be done by Amount and by Quantity in addition to split by Percentage.

@ Ariba Spend Management - Windows Internet Explorer B@E
@.\: I ‘E https: /far.admin, washington.edu/Buyer Main/aw?awr =tBawf=arbaFrameBawsn=_shgkzbBawst=08awsl=0 ’:I 8 | *4|| X | |Live Search P
File Edit View Favorites Tools Help
- = - »
W I Ariba Spend Management l } - 8 o - [hPage v £ Took ¥
5563226: Order for Dr. Lee el

Enter the appropriate accounting and split information.

Description:  Office Depot(R) Brand Recycled D-Ring View Binder, 3 Ring, White

Split By: Percentage

Add Split| [Update

No. Accounting Information Split Amount Action
Budget Number: [} 253450 (STORES PURD (2| 80%

Organization Code: 2080302092 (STORES) Bien:2007

1 Task:

Option:

Project:

Budget Number: B [149625 (STORES TRNG (|
Organization Code: 2080302092 (STORES) Bien:2007

2 Task:
Optian:

Project:

Unallocated: 0%
Total: 100% e

Update

(]

i) Inbos - Microsoft ... ﬂ & Tera Term - bark... " & Tera Term - keyn. . ﬂ 123 Wiplotkin.homedir... " ) eProcurement Tra... ﬂ 2% v Directory
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You should see the changes made.

Click on Next.

‘€ Ariba Spend Management - Windows Internet Explorer = E
%r - ‘H https: /far.admin. washington.edu/Buyer Main/aw?awr =tBawf=ArbaFramesawsn=_shokzb&awst=08aws|=0 M g ||§HZ| ‘L\ve Search |9 "
File Edit View Favorites Tools Help
Wk IH Ariba Spend Managernent I \ @ - o - | page ¥ Tonk v
[~
=
§563226: Order for Dr. Lee

You have chosen to edit multiple items. The changes you make to the sample item apply to all selected items. Modify the necessary fields and review vy, anges.

Edit Items : Review

Requisition item 2 is used as the sample item for mass edit.

LINE ITEM DETAILS

Supplier: Office Depot
Contact: Office Depot
Commeodity Code: Binders =

Partitioned Commodity Code: Binders
Store/Branch #:

ACCOUNTING - BY LINE ITEM

Account Code: 056400 (OFFICE SUPPI

Object SubObject: 0564

Sub SubObject:

No. Accounting Information Split Amount

Budget Number: [ 253450 (STORES PURCHASES) Bien:2007 80%
Organization Code: 2080302092 (STORES) Bien:2007
1 Task:
Option:
Project:

Budget Number: [ 149625 (STORES TRNG & RES CTR) Bien:2007 20% ‘ .-

Edit / Split Accounting

SHIPPING - BY LINE ITEM

Ship Ta: " [PURCHASING & AcCO[ @]
Deliver To(Room/Name): *|Rm218M-N/Plotkin

[v]

[+ Inlacs - Microsaft .., H & Tera Term - bark... I & Tera Term - keyn.., H 122 \yplotkin.hamedir... I ) gProcursment Tra.. H ¥ uw Directory
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This screen shows the Old Value and New Value.

Click on Done if everything looks right.

'@ Ariba Spend Management - Windows Internet Explorer

M=)

%1 - ‘E https: /far.admin, washington.edu/Buyer Main/aw?awr =tBawf=arbaFrameBawsn=_shgkzbBawst=08awsl=0 ’:I 8 ||EHE| ‘L\ve Search

|[2[]

File Edit View Favorites Tools Help

w o IH Ariba Spend Management l 1

- o - [5hpage v G Took ¥

RN

Home Pro

$563226: Order for Dr. Lee

welcome LIZA PLOTKIN [l]

These are the fields you have modified. Confirm or cancel the changes.

Edit Ttems : Review

Requisition item 2 is used as the sample item for mass edit.
0ld value

Deliver To
Rm216M-N/Plotkin

Budget
143750

Accounting

Account Code: 056400 (OFFICE SUPPLY/PAPER) Bien:2007
Object SubObject: 0564
Sub SubObject: 00

Budget Number: B 143750 (EPROCUREMENT) Bien:2007
Organization Code: 2080302026 (ECOMMERCE) Bien:2007
Task:

Option:

Project:

New Value

Rm216M-N/Plotkin

multiple

Account Code: 056400 (OFFICE SUPPLY/PAPER) Bien:2007

Object SubObject: 0564
Sub SubObject: oo

No. Accounting Information

Budget Number: B é?j:é%u(gm%s PURCHASES)
Organization Code: 2080302092 (STORES) Bien:2007
Task:

Option:

Project:

149625 (STORES TRNG & RES
CTR) Bien:2007

Organization Code: 2080302092 (STORES) Bien:2007

Budget Number:

Task:
Option:
Broject:

Split Amount
~
30% —
20%
v

20 (oone) D

eProcurement Training Guide Ver. 9rl
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Ordering Equipment:

Click on the Box to the left of the line which contains equipment.

Click on Edit below the last line.

Note: You have to individually change each line with equipment; mass edit is not

allowed in equipment setup.

@ Ariba Spend Management - Windows Internet Explorer

=X

@.\—) - ‘ https: /far.admin, washington.edu/Buyer Main/aw?awr =tBawf=arbaFrameBawsn=_shgkzbBawst=08awsl=0 ’:I 8 | *4|| X | |Live Search

Ol

File Edit View Favorites Tools Help

w o I Ariba Spend Management

[~

fi - B

i - [rpage v Tk v

Title: *|order for Dr. Les

LIZA PLOTKIN

On Behalf Of:

Delay Purchase Until: £

Telephone: 206-543-9857
Template: O
Oves @no

Apply Label...

Are any items equipment?

My Labels: &

Line Items (4]

R =

Hide Details

0 No.
o 1H3

Type Description

Gloves,Vinyl, Non-Sterile Examination, ...

Supplier: Excel Gloves and Safety Supplies Inc
Contact: Excel Gloves and Safety Supplies
Commodity Code: Protective gloves
Partitioned Commedity Code: Protective gloves
Store/Branch #:

o =@

Office Depot(R) Brand Recvcled D-Ring View ...

Supplier: Office Depot

Contact: Office Depot

Commodity Code: Binders
Partitioned Commedity Code: Binders
Store/Branch #:

o =@

BELKIN 7-in-1 Retractable Cable Travel Pack ...

Supplier: Dell Computer Corporation

Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories
Partitioned Commodity Code: Hardware and accessories
Store/Branch #:

4 [E]

v
=

Quadro FX 5600 1.5 GB PCle Graphics Card for ...

Supplier: Dell Computer Corporation

Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories
Partitioned Commodity Code: Hardware and accessories

Store/Branch #:

(o) | (R om o]

Account Budget Qty Unit Price Amount

053900 multiple |1 case $32.62 USD $32.62 USD

Gloves,Vinyl, Non-Sterile Examination, Powdered, 100 gloves/bax-10 box/case-
1000/Cs Medium

056400 multiple 5 each §7.75 USD $38.75 USD

Office Depot(R) Brand Recycled D-Ring View Binder, 3 Ring, White

054000 multiple 2 each $24.63 USD $49.26 USD

BELKIN 7-in-1 Retractable Cable Travel Pack te help connect to other peripherals

054000 multiple 1 each $2,024.99 USD $2,024.99 USD

Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision WorkStation T7400

o]

eProcurement Training Guide Ver. 9rl
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Answer questions regarding equipment:

Is item named in grant? (Check for Yes) — Yes (in our case)

Is similar equipment available for use? (Check for Yes) — No (in our case)
Is this item equipment? — Yes has to be marked.

Is this M&E item? (Check for Yes) — Yes (in our case).

M&E Comment: Always enter the comment.

On the Account Code Line you will see the code which the system has chosen
automatically before the above changes were made. You will see the error message

“Invalid Account”.

Click on the Down Arrow in the Account Code field to choose the correct Account

Code.

@ Ariba Spend Management - Windows Internet Explorer

BE X

@.\T} - ‘E https: /far.admin, washington.edu/Buyer Main/awrawh=r&dard=1# l"l 8 | ]| %

File Edit View Favorites Tools Help

" S »
v rPage v f Tools v

Ol

W IE Ariba Spend Management l 1 - 8 L=
Expand to see the Full message, =] b [»]
This is @ summary of the item you selected. Change any editable field, and save your changes.
LINE ITEM DETAILS

Ne.: 4

Supplier: Dell Computer Corporation

Supplier Part Mumber: 320-6247

Supplier Auxiliary Part ID:

Description: Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision WorkStation T7400

Qty: 1

UOM: each

Amount: $2,024.99 USD

Commodity Code: Hardware and accessories

Price: 52,024,959 USD 3

Partitioned Commodity Code: Hardware and accessories

Contact: Dell Computer Corporation

Store/Branch #:
=P Is item named in grant? (Click for Yes): Oves ©no
s similar equipment available for use? (Click for Yes)i  Oves ©no

> 1= this item Equipment? (Click for Yes): ®ves ONo
Restricted Equipment List
Equipment Object Codes
=P Is this MEE item? (Click for Yes): @ves Ono
TAX EXEMPT ITEM - 50% OR MORE QUALIFYING RES
B(50% is qualifying for research
M&E Comment:
Edit this PunchQut catalog item
ACCOUNTI
Invalid Account
Account Code: 054000 (noncaprTALLEH
—_—
Object SubObject:
Sub SubObject: 00
o vl
%J Local intranet H100% -
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Select the right Account Code from the Drop Down list if it’s there.
Click on Search for more... if the right Account Code is not on the Drop Down list.

= - -
€ Ariba Spend Management - Windows Internet Explorer -a m
5‘} - ‘ https: /far.admin, washington.edu/Buyer Main/aw?awh=radard=1# M Q | *2| | % | |Live Search P
File Edit View Favorites Tools Help
Wk I Ariba Spend Managernent I \ @-8 # v |shPage v F Tonls ¥
[ T —— 2] — b]
This iz @ summary of the item you selected. Change any editable field, and sawve your changes.
LINE ITEM DETAILS
No.: 4
Supplier: Dell Computer Corporation
Supplier Part Mumber: 320-6247
Supplier Auxiliary Part ID:
Description: Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision WorkStation T7400
Qty: 1
uom: each
Amaount: $2,024.99 USD
Commodity Code: Hardware and accessories
Price: $2,024.99 USD 3
Partitioned Commodity Code: Hardware and accessories
Contact: Dell Computer Corporation
Store/Branch #:
1= item named in grant? (Click for Yes): OvYes ®No
Is similar equipment available for use? (Click for Yes):  (Oves ®nNo
1= this item Equipment? (Click for Yes): @ves Ono
Restricted Equipment List
Eguipment Object Codes
Is this M&E item? (Click for Yes): ®ves ONo
M and E TAX EXEMPT ITEM - 50% OR MORE QUALIFYING RESEARCH B
O(s0% is qualifying for research
M&E Comment:
053100 (CHEMICALS & CHEM PRDCT) Bien:2007
054200 (COMPUTING SUPBLIES) Bien:2007
Edit this PunchOut N
061300 (M&E COMP EQP $5K-OVER) Bien:2007
ACCOUNTING| 058100 (FACILIT SVCS MATERIALS) Bi=n:2007
058000 (FACILIT SVCS SUPPLIES) Bien:2007
= 054000 (NONCAPITALIZED EQUIP) Bien:2007
Account Code: 0| 061000 (COMP EQUIP $2000-4993) Bian:2007
= = 061200 (M&E COMP EQP $2K-$4999) Bien:2007
Object SubObject: 055400 (OFFICE SUPPLY/PARER) Bien:2007
Sub SubObject: 054100 (M&E NO-CAP EQ $1K-1999) Bien:2007
059300 (MISCELLANEQUS) Bien:2007
Search for mors... vl
/ &J Local infranet # 100% -

/
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Select the right Account Code for the M&E computer equipment between $2,000 and
$4,999.

€ Ariba Spend Management - Windows Internet Explorer

5«:—; - ‘ https: /far.admin, washington.edu/Buyer Main/aw?awh=radard=1#

M g | *2| | % ‘L\ve Search

mET%
R

File

Edit View Favorites Toaols Help

W o I Ariba Spend Managernent

[~

fit - B - & - [5reage ~ G Took ~

Is this M&E item? (Click for Yes):

@ves Ono

M and E TAX EXEMPT ITEM - 50% OR MORE QUALIFYING RESEARCH

()

Choose Value for Account Code
M&E Comment:
Field: | Account Code Ml | (5earch]
Edit this PunchOut catalog item
ACCOUNTING - BY LINE ITH | Account Code T Description Biennium Year
051000 SENSITIVE ITEMS INV'L 2007
Account Code: B/gs4000 (NONC]|
054000 NONCAPITALIZED EQUIP 2007
Object SubObject: 03540
Sub SubObiect: 054100 M&E NO-CAP EQ $1K-1999 2007
054300 COMPUTING SUPPLIES 2007
No. Accounting Information Split Amount
054500 COMPUTER. SOFTWARE 2007 =
Budget Number: [ 2 80%
Organization Code: o | 059300 MISCELLANECUS 2007
1 Task: 3
061000 COMP EQUIP $2000-489% 2007 =
Option:
Project: 061100 COMP EQUIP $50008 OVER 2007
Budget Number: B 14 | ps1200 MBE COMP EQP $2K-$4999 2007 20% ]
Edit / Split Accounting
061300 M&E COMP EQP $5K-OVER 2007
SHIPPING - BY LINE ITEM
061400 CLUSTER $2000 - 54995 2007
- * =
Ship To: EURCHA | ps1500 CLUSTER $5000 OR MORE 2007
Deliver To(Roem/Name): ™ |Rma21sl
|: 061600 M&E CLUSTER $2000-4999 2007
COMMENTS - BY LINE ITEM| | g5 70 M&E CLUSTER OVER $5000 2007
Add Comment 065000 OTH EQUIP $2,000-4,553 2007
ATTACHMENTS - BY LINE IT | 069100 OTH EQUIP $5000 & OVER 2007
Add Attachment
| (R [_]
Done ‘ﬂ Local intranet F100% <
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Click on OK if everything looks right.

‘€ Ariba Spend Management - Windows Internet Explorer

[Bol=] X

> g
hy

ﬁ https: /far.admin, washington.edu/Buyer Main/aw?awh=r

H a | 4[| X ‘L\ve Search

|28

File Edit View Favorites Tools Help

w oo I. Ariba Spend Management

=

fi- 8 o - [ page v G Took v

5563226: Order for Dr. Lee

LINE ITEM DETAILS

Na.:

Supplier:

Supplier Part Number:
Supplier Auxiliary Part ID:
Description:

Qty:

uom:

Amount:

Commedity Code:

Price:

Partitioned Commodity Code:
Contact:

Store/Branch #:

Is item named in grant? (Click for Yes):
Is similar eguipment available for use? (Click for Yes):

Is this item Equipment? (Click for Yes):

Is this M&E item? (Click for Yes):

M&E Comment:

This is @ summary of the item you selected. Change any editable field, and save your changes.

a
Dell Computer Corporation
320-6247

Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision WorkStation T7400
1

each

£2,024.95 USD

Hardware and accessories

£2,024.99 USD

Hardware and accessories

Dell Computer Corporation

Oves @no
Cives & o
@ves Ono

Restricted Equipment List
Eguipment Object Codes
@ves Cio

M and E TAX EXEMPT ITEM - 50% OR MORE QUALIFYING RESEARCH

More than 50% is used for research

Edit this PunchOut catalog item

ACCOUNTING - BY LINE ITEM

Account Code:

061200 (M&E COMP E

0612

Object SubObject:
Sub SubObject:

o]

(]

Done

%4 Local infranet

#,100%
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Checking Approval Flow:

Click on the Approval Flow tab to see who is the Approver for the requisition.

€ Ariba Spend Management - Windows Internet Explorer

5;: - ‘ https: /far.admin, washington.edu/Buyer Main/aw?awh=r ’LI 5 | *3||%| |Live Search -
Eile Edit “iew Favorites Tools Help
Wk I. Ariba Spend Management I } &- 8 owh ~ [ Page v {F Tools ~

5563226: Order for Dr. Lee

This is @ summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the information. When ¥

Title:

On Behalf Of:

*|order for Dr. Lee

Delay Purchase Until: £

Supplier: Ewxcel Glaves and Safety Supplies Inc
Contact: Excel Gloves and Safety Supplies
Commodity Code: Protective gloves
Partitioned Commodity Code: Protective gloves
Store/Branch #:

o =3

Office Depot(R) Brand Recvcled D-Ring View ...

Supplier: Office Depot

Contact: Office Depot

Commodity Code: Binders
Partitioned Commodity Code: Binders
Store/Branch #:

o =@

BELKIN 7-in-1 Retractable Cable Travel Pack ...

Supplier: Dell Computer Corporation

Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories
Partitioned Commodity Code: Hardware and accessories
Store/Branch #:

o =3

Quadro FX 5600 1.5 GB PCle Graphics Card for ...

Supplier: Dell Computer Corporation
Contact: Dell Computer Corporation
Commodity Code: Hardware and accessories

Telephone: 206-543-9897

Template: O

Are any items equipment? OYas @ No

My Labels: & Apply Label...

Line Items (4] Hide Details [T |#
[] Mo. Type Description Account Budget Qty Unit Price Amount

O 1 E Gloves, Vinyl, Mon-Sterile Examination, ... 035300 multiple |1 case $32.62 USD $32.62 USD

Gloves,Vinyl, Non-Sterile Examination, Powdered, 100 gloves/box-10 box/case-
1000/Cs Medium

056400 multiple 5 each §7.75 USD $38.75 USD

Office Depot(R) Brand Recycled D-Ring View Binder, 3 Ring, White

054000 multiple 2 each $24.63 USD $49.26 USD

BELKIN 7-in-1 Retractable Cable Travel Pack to help connect to other peripherals

061200 multiple 1 cach $2,024.99 USD $2,024.39 USD

Quadro FX 5600 1.5 GB PCle Graphics Card for Dell Precision WorkStation T7400

Done

84 Local infranet . 100%
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Click on the link for the OrgApprover.

‘€ Ariba Spend Management - Windows Internet Explorer

Search

$563226: Order for Dr. Lee

BE= )
%r - ‘ https: /far.admin, washington.edu/Buyer Main/aw?awh=r ’LI 5 ||5Hz| ‘Lwe Search “}J "
Eile Edit “iew Favorites Tools Help
w o IEArlba Spend Management I_} [ e v |i»Page ¥ {0 Tools ~
AN A
Home Procurement
i}

Home | Help ™| Logout |%|

Catalog

welcome LIZA PLOTKIN

Summary Approval Flow

APPROVAL FLOW - REQUISITION

This is @ summary of vour current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the information. When

Legend: Pending E Watcher |

- ]
5563226 E, OrgApprover-2080302092-3$Lim-3000+ EICApprover E DISREV\EWEE
4 | [
|

Done

Catalog

& Local intranet

#,100%
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/ Inbiox - Microsoft ... € Uy Directory

Click on the Approver Name under Users Who Can Approve to find the e-mail address
of the Approver if needed or click on Done.

‘@ Ariba Spend Management - Windows Internet Explorer

=JoEd
%i - ‘ https: /far.admin, washington.edu/Buyer Main/aw?awh=r ’:I 8 ||EHE| ‘L\ve Search “EE\
File Edit View Favorites Tools Help
W o IEAriba Spend Management liw [ e~ | page v (J Toolk v et
ARIB A" Home | Help 7| Logout
% Home Procurement

E Create  Search Manage  Recent  Preferences

Welcome LIZA PLOTKIN

Review Details for OrgApprover-2080302092-$Lim-3000+

These are the details for the approver you selected.

jisH EP-CrgApprover-2080302092-$Lim-3000+
Name: Org&pprover-2080302092-3Lim-3000+
Description:

Users who can approve:

JOHN M. HOULIHAN

n & Tera Tarm - bark... n & Tera Tarm - keyn.., n 29 Wplatkin.homedir. . n B9 eProcurement Tra... r
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Click on the Summary tab to return to the summary of the Checkout screen.

'@ Ariba Spend Management - Windows Internet Explorer

%1 - ‘E https: /far.admin, washington.edu/Buyer Main/aw?awh=r

=JoEd
’:I 8 ||EHE| ‘L\ve Search “,Cl =
File Edit View Favorites Tools Help
w o IHAriba Spend Management Iil & - o= v | rpage v CFTools v
AN AN
Home Procurement
=

Home | Help ™| Logout

Welceme LIZA PLOTKIN
5563226: Order for Dr. Lee

Summary Approval Flow
APPROVAL FLOW - REQUISITION

Back to Catalog
This is @ summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the information. When you

Legend: Pending E Watcher

N ]
5563226 B OrgApprover-2080302092-5Lim-3000+ EI0Approver J—‘_| DISRewasz‘
Ll

\ b

Done

& Local infranet 100%
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If everything looks right and you are ready to send your order to vendors, click on
Submit to submit your requisition.

‘€ Ariba Spend Management - Windows Internet Explorer - m
6@1 - https: /far.admin, washington.edu/Buyer Main/aw?awh=r M g ||§HZ| ‘L\ve Search |EE\

File Edit View Favorites Tools Help

I_\ i - o= - |k Page ~ () Tools ¥

Welcome LIZA PLOTKIN

5563226: Order for Dr. Lee

This is @ summary of your current requisition. Review the information to be sure it i correct. You can go back to any previous step to change the information. When

Title: * [order for Dr. Lee
On Behalf Of: LIz PLOTKIN (@]

Delay Purchase Until: [ l:l
Telephone: 206-543-5897

Template: O

Are any items equipment? OYES @ No

My Labels: £ Apoly Label

Line Items (4] Hide Details  [[11] =2

D MNo. Type Description Account Budget Qty Unit Price Amount
O 1 E Gloves, Vinyl, Mon-Sterile Examination, ... 059300 multiple case £32.62 USD $32.62 USD
Supplier: Excel Gloves and Safety Supplies Inc Gloves,Vinyl, Non-Sterile Examination, Powdered, 100 gloves/box-10 box/case-
Contact: Excel Gloves and Safety Supplies 1000/Cs Medium B

Commodity Code: Protective gloves
Partitioned Commodity Code: Protective gloves
Store/Branch #:

O 2 Office Depot(R) Brand Recycled D-Ring View ... 056400 multiple 5

each $7.75 USD $38.75 USD

Supplier: Office Depot Office Depot(R) Brand Recycled D-Ring View Binder, 3 Ring, White
Contact: Office Depot

Commodity Code: Binders

Partitioned Commodity Code: Binders

Store/Branch £:

O 3 BELKIN 7-in-1 Retractable Cable Travel Pack ... 054000 multiple 2 each $24.63 USD $49.26 USD

Supplier: Dell Computer Corporation BELKIN 7-in-1 Retractable Cable Travel Pack to help connect to other peripherals
Contact: Dell Computer Corporation

Commodity Code: Hardware and accessories

Partitioned Commodity Code: Hardware and accessories

Store/Branch #:

O 4 Quadro FX 5600 1.5 GB PCle Graphics Card for ... 054000 multiple 1

cach $2,024.99 USD $2,024.39 USD

&J Local infranet Ho0% -

Cone
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