eProcurement Quick Reference Guide

Welcome to the eProcurement quick guide to get users on the fast track to efficient
eProcurement training.

Begin by typing the address below in your browser’s address bar, press Enter:

http://www.washington.edu/admin/stores/eprocurement/

Click on Access eProcurement image in the left margin of the eProcurement web site.
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e - |New Ordering Process for Ethyl Alcohol
Starting January 1, 2008, a new method for ordering tax-free ethyl alcohol goes into effect for UW customers. Orders

can no longer be placed through University Stores. Departments place orders directly with the Washington State TECH
Liguor Control Board (WSLCB) using the order form provided. For complete details click here. _
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Due to a change in the underlying application supporting eProcurement, there will be changes in how purchases are
charged to budgets. In the past, purchases were processed on the detail level and special customizations were put
into place to itemize the expenditure againstthe departmental accounting structure (budget, object/sub object, task,
option, and project). As in the past, orders will be entered into eProcurement with different budgets and object codes,
but now they will be processed on separate purchase orders and charged separately by budget number and object

4 code. Purchase orders and budget charging documentsfransactions will have only have one budget number and
one object code, 0 you may receive multiple EP (purchase order) numbers and multiple charges on the BAR for one
S number (requisition number). For additional details view the .pdf.
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Sigma-Aldrich's UW Account Manager Ngu Quach is pleased to announce that UW custormners are being offered

savings on products from all Sigma-Aldrich brands including over 10,000 products that are commonly used by all TRQ&“
laberatories. In addition, a new freight agreement has been reached that includes significant reductions in shipping —— "'—'“m"‘l
charges. View the fiver ExcelGloves.com|
_New eProcurement Feature Makes Purchasing @
[ Equipment More Convenient frome m
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eProcurement Quick Reference Guide Ver. 9r1


http://www.washington.edu/admin/stores/eprocurement/

Prior to any ordering activity Ariba requires the user to create a personal profile consisting of address and
budget information by clicking Preferences on the blue toolbar. Find detailed instructions on Profile setup in
the Preferences section of the eProcurement documentation.
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To order from the outside vendor choose any of the available Punchout Vendors in the left column (circled in
red).

To order from a hosted catalog Excel Gloves click on Excel Gloves in the Supplier window on the left side of
the screen (circled in blue).
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Creating an Office Depot Order

Choose Office Depot as a punchout vendor catalog.
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Click on the Buy from Supplier tab.
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Enter the Item Number or Description in the Search area for the item you are looking for
Black toner HP color LaserJet 2550. Click on Go.
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Your Messages
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= Order Tracking
Did you know that effective December 31, 2009, you are required to the purchase
100% recycled content white sheet bond paper for use in printers and copier?

This requirement is contained in Substitute House Bill 2287 which was passed by the 2009 Washington State Legislature and applies My Tools

to all State agencies - including colleges and universities (There are exceptions for machines that cannot, after reasonable attempts,

= My Shopping Lists
effectively use the 100%.). + Order by ltem
The bill also encourages the purchase of such paper produced in faciliies that generate energy from a renewable energy source = Proprietary tems

The entire text of Substitute House Bill 2287 can be found at
hitp fapps.leg.wa.govidocuments/billdocs/2009-10/P dffBil|s/: %20Law%202009/2287-8.8L pdf

The stock of choice for the University of Washington is Harbor 100, manufactured locally by Grays Harbor Paper, is 100% recycled
content, is manufactured utilizing renewable energy sources. This paper is available on eProcurement through Office Depot using
item# 636048

Creative Communications has been using 100% recycled Harber 100 in their UW Seattle copy centers for several years and it runs in
all of their equipment, including the high speed copiers, without problem. They are also converting to that stock for all 70 UW computer [v]
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Enter Quantity. Click on Add To Cart.
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Click on Checkout
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You are on the eProcurement Summary screen. Click on Back To Catalog
if you need to order from a different vendor.
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This is a summary of your current requisition. Review the infermation to be sure it is correct. You can go back te any DreNs step to change the ’

Approval Flow

Title:
©n Behalf Of: =
Delay Purchase Until: £

Telephone 206-543-9897

Template: [}

Are any items equipment?  Oves ®nNo

My Labels: @ Apply Label...

Line Items (1) Hide Details  [I1]

Mo. Type Description Account Budget Qty Unit Price Amount|

[v] 1 HP Q3960A Black Laser Toner Cartridge 056400 143750 1 eacl 85.17 USD 85.17 USD)|
[2] lacle o h

Supplier: Office Depot HP Q3960A Black Laser Toner Cartridge

Contact: Office Depot
Commodity Code: Office Equipment and Access...

Partitioned Commodity Code: Office Equipment and Accessories and Supplies
Store/Branch =:

=] m [>]
- I

Total Cost: $85.17 USD

Update Total
SHIPPING - ENTIRE REQUISITION
. = [oal
% Local intranet #100% -

If you are done with your order, title your requisition (mandatory).
Check the budget number, the account code and the delivery information. If everything is right, click on
Submit. The order will be submitted to the corresponding vendor.
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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 ge the e

Approval Flow
—_—
N

*|Toner for HP LaserJet 2550 1/8/10 >

on Behalf of: e ——

Delay Purchase until: £
Telephone: 206-543-9897
Template: O

Are any items equipment?  Oves & nNo

My Labels: )  Apply Label...

Line Items (1) Hide Details [IT]]
No. Type Description Price Amount =
1 HP ©3960A Black Laser Toner Cartridge v each $85.17 USD $85.17 USD

Supplier: Office Depot
Contact: Office Depot

Commodity Code: Office Equipment and Access...

Partiticned Commodity Code: Office Equipment and Accessories and Supplies

Store/Branch #:

2]

| [Add from Catalog...

Total Cost: $85.17 USD

Update Total
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Ship To: *[purcHAsING & acco{ @]

Fag/Name): *|RM216/Plotkin
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