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Window Shopper

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

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

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

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

Procedure

Before using the Window Shopper SmartCART system complete the Window Shopper form on
the Procurement & Distribution website at http://campusservices.case.edu/PDSHome.aspx

Log into the SmartCART system at
https://solutions.sciquest.com/apps/Router/Login?OrgName=CaseWestern&URL=

Your UserName will be smart and your caselD, for example smartpjx11.
Your default password will be cart and your caselD, for example cartpjx11.

SciQuest Applications
Version 10.1
; =
A
i
R il
Mote: User Name and Password are case-sensitive.
e e e L e e
Done @ Intemet | Protected Mode: On #100% -
Step Action
1. Enter your User Name in the User Name field.
2. Enter your default Password in the Password field.

You can change your password after logging into the system.

3. Click the Go button.
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[& Home/Shop - Windows Intemet Explorer ==

—
) v |&] hitps//usertest.sciquest.com/apps/Router/Home?tmstmp=127 2856603839 v | 43| X || oracle ironman commercial L~
)

Links | Customize Links & Free Hotmail & Windows &% Windows Marketplace | Windows Media

File Edit View Favorites Tools Help

& Convert [ Select Contribute [l Editin Contribute [5] Post to Blo|

Google 2§ Search -*-@ A= Share~ &+ | | Sidewiki = | "% Check ~ s Translate ~ > € v () Signln ~

%5 4| 58]- |11 Cose Westem Resee Univ.. @ Home/Shop x| B v B - @ ) Page {3 Toos - @ B &

AmpAl &

Home/Shop Catalog o, (SKU)

home /shap

[ Shop Everything - | advanced search ]

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

m

2

Action Items : Showcased Suppliers

- My Orders
No current nor recently completed orders

BIO-RAD ED & BD

(CASE WESTERN RESERVE . =i
11826 | | St '

Airgas | ®=e || DT

Welcome to the SmartCart!

Thank You For Coming

Office/Computer

[ T ] -

[ & Internet | Protected Mode: On H100% -

Step Action

4, After logging in, change your password from the default by clicking
the profile object.
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User Settings | purchazing | Permission: |

Change Passwrord

User Identification | Personal Settings | Roles | Department Permissions | Email Preferences

First Name Sammy

Last Name Student

Phons Numbear

E-mail Address nobody@sciquest.com
Department

students

Please enter 2 question and answer that we can prompt you with should you ever forget your password.
Questien

Save

(o € Internet | Protected Mode: On

#100% -

CASE WESTERN RESERVE

Step

Action

The User Settings tab should appear.

User Setbings

My Profile

User Settings || purchasing || Permissions

Change Passwrord

User Identification | Personal Settings | Roles | Department Permissions | Email Preferences

First Name Sammy

Last Name Student

Phons Numbear

E-mail Address nobody@sciquest.com
Department

Position

User Name students

Please enter 2 question and answer that we can prompt you with should you ever forget your password.
Questien

Ansv

.

Confirm A

Save

(o € Internet | Protected Mode: On

#100% -
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Step Action

6. Click the Change Password button.
Change Passvrord ||

dmohl

2010-04-30 students 01 | 2 item(s), 119.25 UsD ||

My Profle TN E—

‘& https://usertest.sciquest.com/?Tmstmp=1273028239678257 &showPopu... | o || = ][] ___ changePassword _ |

User Settings || purchasi
cl
User Identification -

thange Password - User: students { Sammy Student )

Passwords are case sensitive. The minimum password length is &
alphanumeric characters.

Confirm New Password

Change Password

O * < a wd10szem

Step Action

7. The Change Password screen opens.

mstmp
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2 2010-04-30 students 01 | 2item(s), 119.2

My Profile

& https://usertest sciquest.com/TTmstmp=1273028233678257 &showPopu... | = || = |3 | ChangePassword |
User Settings || purchasi
| User Identification | Close

Change Password - User: students { Sammy Student )

New Password

Confirm New Password

Change Password

I Cate Wectern Rezery PRy ProrTe s Wnde | /5 hitps: 0 ® < & ¥Od) 1059eMm

Step Action

8. Enter the current password in the Old Password field.

9. Enter the new password into the New Password field.

10. Enter the new password again into the Confirm New Password field.
11. Click the Change Password button.

I Change Password Il

12. The message Password change complete will appear. Click the Close button.
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Home Workiist Add to Favorites Sign out

| eProcurement & dmonl;

I» Buyer Center

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

[ Services Procurement

[ Accounts Payable Everything -

advanced
> Commitment Control ‘ Shop | [Ga| o ‘

[» General Ledger

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

Requisition Summary

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

Flease add new line in order to - My Orders

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

Total Ameunt (USD):

k‘ CASE WESTERN RESERVE

ror 1826 Punch-out

Lab Supplies

Welcome to the SmartCart!

i Fisher
Thank You For Caming Almas Sclentific IDT

Office/Computer
: |
MRO/Facilities

o]

[3 € mtemet H 100% T

Step Action

13. The home/shop link will always bring you back to the Home page.

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

Page 7




User Manual
Training Manual

[~ eProcurement
I» Buyer Center
— Procurement Matrix

anage Requi 5
— Receive ltems
— Wy Profile
[- Services Procurement
[ Accounts Payable
[ Commitment Control
[- General Ledger

WA CseWesTERN RESERVE
B2 umwrulmk

W |

Wi

AmoAl
Favorites

favorites

EX 3

(+) expand all (- collapse all

" | Personal

There are no lines on this request

Please add new ling in order to
save this requisition.

Total Lines: 0
Total Amount (USD).

Requisition Summary

L No personsl folder availsble.
= Shared

o April Ttams

- December Sale Items

*.. Organization Forms

Viorklist

CASE WESTERN
UNIVERSIT?

R Catalog to. (SKU) v

Get started by selecting a folder to browse favorites, or create a
new folder on the left.

Use Favorites for quick access to items saved by you or shared by your
arganization. You may create a new folder by simply clicking en the
"New" button, selecting the type of folder you wish to create. You can
start adding new favorites items to the folder right away. Get started

Sign out

O Supplies | 1item(s), 22.00 USD

RESERVE

B,

Done

« Trusted sites | Protected Mode: On

Step

Action

15.

The favorites area works similar to your file Explorer on your computer. Personal
are those favorites that have been selected by the user. Shared are those that have
been posted by Procurement to highlight items or vendors.
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AR UNTVERSLTY ey

Home Workiist Add to Favorites Sign out

= eProcurement ~ y -’]:
[> Buyer Center 2 dmnl

— Procurement Matrix

— Create Requisition

— Manaqge Requisiions

— Receive ltems L

— Wy Profile
[ Services Procurement
> Accounts Payable Everything 3 sdvanced
» Commitment Control Shop ‘ | [Go| 2
[» General Ledger b

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

Requisition Summary
There are no lines on this request Action Items ? Showcased Suppliers

Please add new line in order to _ My Orders

save (s requsiton. Carts - Recently Completed (5)

RD  &BD
Total Lines: ]
Total Amount (USD). 0
k‘ 1826 Punch-out

Lab Supplies

Welcome to the SmartCart!

Thank Yeu For Coming

Airgas | @4 | [DT

Office/Compute:

¢ B o=

MRO/ Facilities
a
[3 € mtemet H100% -
Step Action
16. The carts item will allow you view your active carts, draft carts, and your recent

purchases.

17. The history item, allows you to search for Carts that have been purchased. These
items are historical. Active and draft carts and purchases are not viewed here.

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

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

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

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

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

20. The Action Items box shows on the SmartCART home page when orders have been
completed.

Completed orders are those that have been Placed.

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

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

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

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

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

B ey s : —
_Vorklist o Favorites. _Sign out

I Buyer Center

— Procurement hlatrix
— Wanage Requisiions
- Receive ltems
— My Profile

[- Services Procurement

[ Accounts Payable

[- General Ledger

& Amofl

Requisition Summary

There are no ines on this request

Please add new line in order to
save this requisition

Catalog Mo, (SKU)

All of These Words

Other Options

Supplier

Advanced Search |Everything v simple search...
> Commitment Control
Find Results That Have:

Include similar terms Exclude Words

L 1

e ; Bxact Phrase L [ Amwoffhesewods] 0 ]
Total Amount (USD)" 0
search change prafarances
Go to: favorites | quick order  Browse: suppliers | categories
Action Ttems ? Showcased Suppliers g
- My Orders
Carts - Recently Completed (5) 7 RD @ BD -
W4 CASE WESTERN RESERVE
3 o7 182 Punch-out
- 1esn Lab Supplies.
Welcome to the SmartCart!
i Fisher
Thank You For Coming Almas Sclentific IDT
OER ud
[® € Internet H100% <
Step Action

The advanced search options will open. The first time you search, change your

preferences. Click the change preferences link on the bottom right of the search
area.

|change preferences|
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[~ eProcurement
I» Buyer Center

>

B

— Procurement Matrix

— Create Requisition
— Manage Requisiions
— Receive ltems
— Wy Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Control
[> General Ledger L]

Requisition Summary
There are no ines on this request

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

Total Lines: ]
Total Amount (USD). o

Change Search Preferences

Alvays similar terms for searches

Hide Advanced Search on sea:

L3 @ meermet L Home v

Step Action

217. A new box Change Search Preferences will open.

Click the check box, Always include similar terms for searches option.

28. Click the Save button.

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

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

31 To see all vendors and suppliers in SmartCART, click the suppliers link next to
Browse:.
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Casn WESTERN RESERVE
RMUNIVERSITY e Worklist Add to Favorites.
[~ eProcurement - ~ n T @
AMohi 29F Supplies | 1item(s), 22.00 USD
I» Buyer Center ﬁ L L ! =)
— Procurement Matrix i Browse by Supplier Jl Catalog Mo, (SKU)
-
anage Requisiions £ e, iy
eceive llems L5 settlement
— Wy Profile
[> Services Procurement
[ Accounts Payable back h
> Commitment Control \ + Click to expand Search for Supplier Filter s =ck to shop...
[- General Ledger N
e e Showing 1 - 10 of 10 results
Requisition Summary Pags Size 20w Sortby: BestMatch dPage 1 v ofi b |legend | ?
There are no lines on this request Supplier Name Type  Preference Supplier Name Type  Preference
Please add new line in order to Airgas Great Lakes & Fisher Scientific &
save this requisition. Apple Computer & Grainger &
Total Lines: g BD Biosciences i) H-D'l_ﬁ Integrated DNA Technologies Inc. &
Total Amount (USD).
Bio-Rad Laboratories jus] ol RED Systems, Inc. jun] L5l
Dell & Staples Advantage &
Pags Size 20 - ] Page 1 v of1 [
« Trusted sites | Protected Mode: On H100% -

Step Action

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

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

34. To return, click the back to shop... link in the top right of the page.
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CASEWESTERN RESERVE
N EESTTY ke

Home Workiist Add to Favorites Sign out

Menu O
= eProcurement ~ m&f

I» Buyer Center
— Procurement Matrix
ate Requi
nage Req ons
Receive ltems
— Wy Profile
[ Services Procurement
[ Accounts Payable
[ Commitment Contral
[» General Ledger

Home/Shop

home /shop

Everything -

‘ T ‘

Go to: favorites | quick order  Browse: | categories
Requisition Summary
There are no lnes on this request Action Items 2 St ST 2
Pleaze add new line in order to My Orders
save this requisition.
Carts - Recently Completed (5) RD am
 Bi0-RAaD ] 7 BD
Total Lines: 0
Total Amount (USD). o
% Punch-out &
r.1826
Lab Supplies
Welcome to the SmartCart!
i Figher
Airgas | ®@%se | [DT
Thank You Fer Coming .
Office/Computer
" |
MRO/ Facilities
.
http: ffusertest sciquest, comapps/Router/supplisrList?tmstinp=1270746 964565 [§ € mtemet 0% T

Step Action

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

.CASE WESTERN RESERVE
UNIVERSITY = ., e

Menu O
= eProcurement - Jﬂﬂl-’lf‘

> Buyer Center
— Procurement Matrix

home /shop

[- Services Procurement Categories
[ Accounts Payable
[> Commitment Contral Category Search back to shop...
[- General Ledaer -
RS e )
= ijLab Supplies
Requisition Summary +Medica|,’clini:a|
There are no lines on this request
=a ﬂ'nfﬁm/computgr
Please add new line in order to v MRO/ Facilities
save this requisition
i Furniture
Total Lines: 0 N
: & Services
Total Amount (USD). 0
$supplies Manager
h Manufacturing
.]Eouk_r.
#FElectronics
“LSpedialty
ffFood/Food Equipment
Dene +/ Trusted sites | Protected Mode: On #100% -
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Step Action

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

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

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

WP CASEWESTERN RESERVE
I} UNIVERSITY R
Menu o}

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

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

Worklist Add to Favorites

Cell Lysis  view (incl. sub-categories)

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

[- Services Procurement

[ Accounts Payable

[- Commitment Contral

[- General Ledaer

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

ub-categories)

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

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

B ch hy  view (incl. sub gories)

Electrophoresis  view (incl. sub-categories)

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

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

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

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

Spectroscopy  view [incl. sub-categories)

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

m

i Furniture

B Services

B supplies Manager
i Manufacturing

= [fjpooks

¥ Electronics

“.Specialty

ffrood/Food Equipment

Done

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

Step Action

39. Note as you drill down, the view link and view (incl. sub-categories) link. In our
example we will click an item that does not have sub categories by clicking
the view link.
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INIVERESTTY 3 _Home Worklist Add to Favorites Sign out

[~ eProcurement -
I» Buyer Center
— Procurement Matrix

AmoAl

Product Search - Lab Supplies

home /shop

Receive liems
— My Profile
[- Services Procurement

[ Accounts Payable

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

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

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

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

Manufacturer Info 1 Add to Cart w7
L]

2dd faverite | compare

5.

By Supplier

BD Biosciences (7)
By Category

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

Assays Manufacturer Info 1 Add to Cart L]
o

add favorite | compare

return to browse...
By Packaging UOM

EA (7) BrdU from BD Biosciences 410.00 usc

Part Number 556029 100TEST, EA

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

By Result Type

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

Step Action

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

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

41. Users should now be familiar with the SmartCART Home page, links, and location
of items.
End of Procedure.
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Window Shoppers - Creating A Cart

Window Shoppers are those that do not have access to Financials but can order items from
SmartCART and pass the cart onto their department approvers to place the order and requistion.
Window shoppers also have the ability to re-assign their cart to another approver. It is also
possible to view carts to find the status the orders.

Procedure

To begin, navigate to the web address
https://solutions.sciquest.com/apps/Router/Login?OrgName=CaseWestern&URL=

Log in with your UserName and default Password.

Amohl SciQuest Applications
Version 10.1

Done & Internet | Protected Mode: On #100% ~

Step Action

1. Enter your User Name in the User Name field.

Your UserName will be smart+ your Case ID.

2. Enter your default Password in the Password field.

Your default Password will be case + your CaselD.

3. Click the Go button.
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[ Shop Everything - advanced search ]

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

k CASE WESTERN RESERVE | | Stevesset svostiers
26 BIO-RAD KD & BD

Welcome to the SmartCart!

m

Punch-out
Lab Supplies

Airgas || ®%=e || IDT

Office/Computer

¢ |0 s=©
MRO/ Facilities
My Resources h
Done & € Internet | Protected Mode: On #®10% -
Step Action
4, The SmartCART Home Page appears.

For details about the SmartCART Home Page see the document "Window Shoppers
Using the SmartCART System".

For this example we are going to order an item from a Hosted catalog and an item
from a Punchout catalog.

Type "test tubes™ in the "Shop at the Top" and click Go.

Click in the Shop field.

Enter the desired information into the Shop field. Enter "test tubes".

Click the Go button.
Go
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Shop Everything ~ test tubes advanced search

m

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

Results for: Everything : test tubes + Include similar terms Showing 1 - 20 of 50 results

Refine and Filter Search 7

Products per page 20 ¥ Sorthy: Best Match - Page 1 v ofz B |2

Add Keywords Titertube Micro Test Tubes fro

Go Part Number

Laboratories 45.00 uso L
imL, EA

By Supplier Manufacturer Info Rad Laboratol 1 Addwcart | v
8D Biosciences (15) add favorite | compars
Bio-Rad Laboratories (25)

By Category Titertube Micro Test Tubes from Bio-Rad Laboratories 35.00 usp
Flow Cytomatry Contrals (1) Part Numb; imL, EA
Flow Cytometry Reagents (14) Manufacturer Info ratol 1 Addtocart |7

Microtubes (14]

add favorite | compare
Test Tubss (21)

By Packaging UOM Titertube Micro Test Tubes fic d Laboratories 51.00 uso

EA (50) Part Numbe: 96TEST, EA
By Result Type Manufacturer Info 1 Addtocart |7

Products (50) add favorite | compare
EZ Micro Test Tubes from Bio- tories 29.50 usp

Part Number 2mL, EA

Manufacturer Info Rad Laborato

1 Addtocart |7

add favorite | compare

EZ Micro Test Tubes from Bio-Rad Lab
Part Number

oratories 28.00 usp
1.5mL, EA

1 AddtocCart |7

2dd favorite | compare

Manufacturer Info

Micre Test Tubes from Bio-Rad L ies 23.00 uso

Part Number 1.5mL, EA
Manufacturer Tnfn (Rin-Rad | asharatories) B Farp . ) T
Done € Internet | Protected Mode: On H100% -

Action

Enter the amount and click Add to Cart. Click add favorite to add to your favorites
list.

Click the compare link.

comparg

10.

Click the compare link.
ompare ]

11.

Click the Compare Selected: 2 button.
| Compare Selected: 2 ||
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Product Compari Catalog No, (SKU)

Add To Active Cart ~ | Go

Select [&] @]

Add to Cart

ot H vt P
Product Details Titertube Micro Test Tubes

m

Titertube Micro Test Tubes
catalog Na.

2239391 2239390

Price 35.00 USD 45.00 USD
Supplier P pio-Rad Laboratories P pio-Rad Laboratories
Category Microtubes Microtubes

uoM

Price par UOM 35.00 USD / unit 45.00 USD / unit

Product Size 1mL 1mL
Price per Product Size Unit
35.00 USD /mL

45.00 USD /mL
Select units... -

Additional Information iml, bMicronk, 1,000 iml, unsterilized, 10 racks of 96 tubes

Category UNSPSC

41-12-17-00 41-12-17-00
Color
Haight 7.5 10.5
Image URL http://progressive.playstream.com/b... 31 http://progressive.playstream.com/b... 51
Lead Time

1 1

Done

€ Internet | Protected Mode: On ®10% -

Step Action

12. Order the item from the comparision screen. Click in the Qty field.

13. Enter the desired information into the Qty field. Enter "2".

14. Click the Add to Cart button.
>
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dmoh;

2010-04-30 students 01 |

Product Details

Catalog No.

Price

Suppliar

Category
vom

Price per UOM

Product Size

Price par Product Size Unit

Select units... -

Additional Information

Category UNSPSC

Color

Height

Qty 2

Titertuba Micro Test Tubes
2239391
35.00 USD

T Bio-Rad Laboratories

Microtubes

35.00 USD / unit

imL

35.00 USD /mL

1ml, bMicronk, 1,000

41-12-17-00

Pro 0 0 Catalog Mo, (SKU) w=
<< Back to Search Results |
Add To Active Cart v L&
1 item(s) added to cart successfully
select " B
Add to cart

Qty 1

Titertube Micro Test Tubes

2239390

45.00 USD

io-Rad Laboratories

Microtubes

45.00 USD / unit

imL

45.00 USD /mL

1ml, unsterilized, 10 racks of 96 tubes

41-12-17-00

€ Internet | Protected Mode: On

#100% -

CASE WESTERN RESERVE

Step Action

15.

Click the Cart link to return to your Cart.

active cart

Create Cart

rites | my recent requisitions

Save

2010-04-30 students 01 |

Catalog Mo, (SKU) =

Add Products|— XIS — [As=ian Cart to Approver]

(=)

Cart Hame 2010-04-20 students 01

Preparad for Sammy Student
Select 2 different user...

Prepared by Sammy Student

Show line details

supplier / Line Item Details

lected line items Add To Favorites

7

- =l

Bio-Rad Laboratories m_lﬂ more i

Product Description Catalog No Size / Packaging  Unit Price  Quantity  Ext. Price []
Titertube Micro Test Tubes more info... 2239391 imL 35.00 EA 70.00 USD D
EA
Supplier subtotal 70.00 USD
Shipping, Handling, and Tax charges are calculatad and charged by each supplier. The values shown here are for astimation Subtotal 70.00
purposes, budget checking, and verkflow spprovals. Taxi 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
Total 70.00 USD
Save
Done & Internet | Protected Mode: On H100% -
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Step

Action

16.

Your SmartCART cart will appear. To add another item click the Add
Products button.

2010-04-30 students 01 | 1item(s), 70.00 USD
Home/Shop 3 Catalog Mo, (SKU)
Shop Everything - advanced search ]
Go to: favorites | quick order  Browse: suppliers | categories
Action Items ? Showcased Suppliers
- My Orders
Mo current nor recently completed orders g
BIO-RAD KD 2 BD
% 1826 Punch-out
Lsb Supplies
Welcome to the SmartCart!
i Fisher
Sciontific
Thank You For Coming mmas @ IDT
Office/Computer
G ‘ [DeLL | ‘ ==
MRO/ Facilities
e
Mu Racanurcac e
Done & € Internet | Protected Mode: On H100% v

Step Action
17. Click the Staples Advantage button.
18. At any time to go back to SmartCART from a Punchout catalog, click the Cancel
Punch-out object.
19. The Staples Punchout appears. Notice it is the same as the eway website. Order as

usual, in our example, click the Products button.

Products |
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Training Manual UNIVERSIT

- ! 1826

Cancel Punch-out

SelectSite Punchout

Home | Support ' Log Off Cal‘l.@
) Keyword @) ltem Number, Set Default Shopping List ltzms,

&P  02/10/10-Liat 1 - Rl O IS

[
D

Shopping Lists

Category
Art & Drafting Supplies
Binders & Accessories (1407)
Business Cases & Accessories (227)
Calendars & Organizers (<15 -

Facility Maintenance (728) Flnd_ all the
Filing & Record Storage (= furniture
Foodsenice & Breakroom (1547 your office
Forms, Recordkeeping &

References 512 needs.

m

Laminating & Binding 1411}

Mailreom & Shipping Supplies
Money Management & Handling 15
Office Furniture (=
Paper, Pads & Rolls 212 Featured Items
Pens, Markers, & Correction (2740 L
Post-it, Self Stick Notes & Flags (295
Prometional Products (122 2M Post-t® Super Sticky
Safety & Security (1021) W Cosio FX2E0SLREC 10.

SEE ALL FURNITURE »

Sustsinable Esrth by
Staples® Multi-Pury

School Furniture Digit Sdientific Caleulator Clesner, & with
" Cabinet Pac, Blank, 100
School Supplies ShestPad, 1B/FE Spraver, z.

Tapes, Glues & Adhesives (439
Technology (4858)
Toner, Ink & Ribbons (2000)

Paper Mate®

Manufacturer Bicdeqradsble EcoFriendly Ad
Retraciable Balipcint Label e
3M (1138) Pens, Megium Point, 1.0 e 22005
Avery (1708) mm, Elue In/Gre=n e
Bic 275 White Barrel, 1

Brother 14c0

Corporate Express Brands (10
Duracell
Fellowes (572
Georgia Pacific (122
GOJO Industries (205) -

(10 items remaining) Downloading picture https://www.eway.com/merch/products/images/z2_i & € Internet | Protected Mode: On H100% ~

Step Action

20. Fo this example, click the Binders & Accessories link.
[Binders & Accessories|

SelectSite Punchout Cancel Punch-out

Home | Support | Log Off Cal‘l\@

Item Number

Kayword Set Defsult Shopping List ftems o
02/10/10-List 1 - - Order #NOT SAVED
Products
[ Category | Showing 1 to 25 of 1,407 items — ¥
&(’Ellnders & Accessories _ Sortby. | Top Sellers - 12345 Next > L
Binder Accessories (229) New!
Binders (1178) Staples® Nonstick Top-Loading Sheet
Protectors, Medium-Weight, Clear, 2.4 mil, B
Manufacturer ‘.-::'-:3‘. 200/Bx Qty
Avery (234 = $15.29/BX {gb
Smead (5] Staples - STP48
Staples (57} - L LeafR e
Acco (54) oose Leaf Rings a5
Aurara General Box <7  compare [8] Adclotort AddTolist | Open, Locking Posilion For
C-Line Products (57 Security, Won't Crackl Split/
Cardinal Brands (120; Staples® Nonstick Top-Loading Sheet Bend. Rust-Proof. 100/Box
Charles Leonard (= = Protectors, Heavy-Weight, Clear, 3.3 mil
~ $13.41 /BX
Esselte Pendaflex (20 B 1008 aty
Ideastream Consumer Prod LLC (10 o $9.99/BX

NIB-National Industries for the Blind Staples - STP489131

MNISH 12

Officemate International (5) [E] Compare E Add To List
Panter (5) L LeafRings. 2° Easy
) oose Leaf Rings. as
Sarns\ll o Staples® Nonstick Top-L oading Sheet Open. Locking Position for
Stride Writing (1) Protectors, Medium-Weight, Clear, 2.4 mil Jpen. LocHng Fosion ot
United Stationers (102; = T00/Ex oty Security, Won't Cracks Split/
Py E— Bend, Rust-Proof, 50/Box
View All = §6.491BX
n Staples - STP! $10.00 /BX
Ecoffice =
EPA 241 [E] Compare

Add To List
Other (15)
Recycled (247)

Staples® D-Ring Better Binder™, View,

= N White, 540-Sheet Capacity, 2" (Ring
Minority-Owned 14,;[ Diameter) Qty Recyclable Binder, EZ-Turn™

Disabled (32 i wl $0.85/EA Rjng Removable Rivet/Rings
| JWOD (28 2 Staples - STP648814 2" Capacity (500 Sheets’ E\aclk -
] L »

& @ Internet | Protected Mode: On H100% ~
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Step Action

21. Order an item by entering the quantity to order.

22. Click the Add To Cart button.

23. When ready to complete the purchase, click the Proceed to Checkout button.

| Proceed to Cart

SelectSite Punchout Cancel Punch-out

Home | Support | LogOM | Capt Yy sszes
B jicevwordy @ licm Bty Set Default Shopping List ltems: 1
02/10/10-List 1 - Order £NOT SAVED
Advantage

Products Toner & Ink Shopping Lists
To add an item to your Cart, enter a quantity in the Qty field and press Tab. Enter the ltem Number in the Item No. field and press Tab. [More.

Sh

opping Cart items

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

O

Available Backorder Unit Extended
Ordered ltem:  ToBe Shipped: ltem Description: aty: aty: Price: Price: Symbols: (Key) ltem Note:

28 STPE48814  Staples D-Ring Better Binder 5 0 $9.85/EA  549.25 £
5 S5TP648814 Z.
View, White, 540-Sheet Cap., 2° El Eﬁ.

Ring Dia

] aas
oas
a9®

Tools: (Key)

Sub Total:  $49.25
Estimated Tax: 5320
Total: $52.45

| Check Dut

Dene L & & Internet | Protected Mode: On ®100% ~

Step Action

24. Review the order and click the Check Out button.
'a
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SelectSite Punchout Cancel Punch-out

Home ' Support ' Log Off Cart '@ 55245
Set Default Shopping List ltems, 1

@ 02/10/10-List 1 - Order #:NOT SAVED

@ Keyword ) Item Number

Advantage
Products
Click the "Confirm Order” button to complete submission of your order W
or click the "Back to Previous Page” button to edit your order.
) Back to Previous Page [~} contirm Order
Order Lines

Ordered  [ToBe
H Shipped: E

5 STP848314 STPE4B314 Staples D-Ring Better Binder, View, White, 540-Shest Cap.,

Price;

5 0 S9.85/EA  §42.25

Sub Total  $42.25
Estimated Tax ~ $2.20

Total  $62.45

Disclaimer: We resenve the right to substitute with similar items of comparable quality. Occasionally item(s) displaying immediate availability may
become unavailable. We will automatically back order that item andior provide a similar item of comparable quality and ship the item as soon as it
becomes available. If your order contains furniture items, additional charges for delivery and installation are not reflected in the order total and may
be added to this order at the time of processing

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

Done & € Internet | Protected Mode: On H100% ~

(CASE WESTERN RESERVE
UNIVERSITY

B,

Step

Action

25.

To finalize the order, click the confirm order button.

‘ Confirm Order

Cart - Draft Requisition

e cart s ] > BRI - sccian ot o Ao

Save =

Cartl=ms 2010-04-30 students 01
Prepared for Sammy Student
Select 2 different user..
Prapared by Sammy Student
Supplier / Line Item Details ?
Show line details For selected line items  Add To Favorites v Go
Bio-Rad Laburaturiesm more info..
Product Description Catalog No Size / Packaging  Unit Price Quantity  Ext. Price []
Titertube Micro Test Tubes  more info... 2239391 1mL 35.00 Ea 70-00USD [
Supplier subtotal 70.00 USD

Staples Advantage moreinfo..

The items wers retrieved from an external supplier site, therefore your ability to edit or visw the items in this application may be limited. Click this message for mors

details.
The following lines cannot be accessed on the supplier's website. Click this message for more details.  Line(s): 2
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price D
Staples D-Ring Better Binder . View, White, 540-Sheet Cap., 2" Ring Dia. 0— STPE48E14 EA 9.85 o pa 49.25USD D
more info...
Supplier subtotal 49.25 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Subtotal 119.25
purposes, budgst checking, and werkflow approvals. Taxi 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
Total 119.25 USD
Save
& @ Internet | Protected Mode: On H100% ~
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Step Action
26. Notice your Cart default name. Today's date, your ID, and a number. Change the

Cart Name to something meaningful for this order.

217.

Enter the new name into the Cart Name field.

28.

After the SmartCART cart appears. Review items for accuracy. Edit quantity and
delete items in your SmartCART before assigning to an approver.

Click the Assign Cart to Approver link.

I.I"LSSiEI‘I Cart to Apprcnrerl

Assign Cart

Rich Cowie
Select from profile values

& € Internet | Protected Mode: On H100% v

Step Action
29. Choose a name to assign the car to if the default name is not the correct assignee.
For example, the person is unavailable.
Rich Cowie
Select from profile wvalues
30. Enter detailed information for your approver into the comment field. For example,
the speedtype and account or purchase details.
31. Click the Assign button.
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Cmatetart [ route]— [ ca~» ety ar]
-

CASE WESTERN RESERVE

shopping Cart Information
You have sssigned the shopping cart: 2010-03-25 students 01 to user: Laura L. Artwell
ou includad tha folloving nota:

Pleass order my new computer. Call me when it is ordered.

Click on any of the links below ta continue working in the spplication. Yau ma
376863
2010-03-25 students 01
§79.80 USD

1

Done

& & Internet | Protected Mode: On ®100%

Step

Action

32.

The Cart confirmation screen appears with the information that you entered for your
approver to view.

Click the draft carts object.

| Shopping Cart Information |

33.

Click the draft carts menu item.
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My Drafts Assigned to Others legend | ?
View Cart $hopping Cart Name Date Created Assigned To Total Unassign
@ 27 2010-03-01 students 01 3/1/2010 Chemistry Department 105.00 USD Unassign
@ 25 2010-03-01 students 01 3/1/2010 Chemistry Department 105.00 USD Unassign
@ 357 2010-03-01 students 01 3/1/2010 Chemistry Dapartment 105.00 USD Unassign
=) 2 2010-03-01 students 01 3/1/2010 Rich Covie 105.00 USD Unassign
@ 2 2010-03-07 students 01 3/7/2010 Rich Cowie 169.00 USD Unassign
@ 357 2010-03-23 students 01 3/23/2010 Laura L. Artwell 1,000.11 USD Unassign
@ 2 2010-03-25 students 01 3/25/2010 Laura L. Artwell 579.80 USD Unassign
@ 23 Office Supplies Order 2/17/2010 Laura L. Artwell 551.00 USD Unassign
Done & € Internet | Protected Mode: On H100% v

Step Action

34. The My Drafts Assigned to Others list appears. These are all the carts you have
assigned but have not been approved and processed.

Click the Unassign button to assign your cart to a different approver.
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SFF 2010-03-25 students 01 | Litem(s), 979.80 USD

Cart - Draft Requisition

@l catalog Mo, (SKU) =

Create Cart

Save =

Cartl=ms 2010-03-25 students 01
Prepared for Sammy Student
Select 2 different user..
Prapared by Sammy Student
Supplier / Line Item Details ?
Show line details For selected line items  Add To Favorites v Go
Dell  morsinfo..,

The ite
details
Click the link to

trieved from an external supplier site, therefore

r ability to edit or view the items in this application may be limited. Click this message for more
MODIFY ITEMS | VIEW ITEMS Punch-out returned: 3/25/2010 2:50:36 PM _ Line(s): 1
Product Description

Catalog No Size / Packaging  Unit Price Quantity  Ext. Price []
OPTIPLEX 980 MT;OptiPlex 950 Minitower Base 30 Percent Efficient Power Supply £ 224-8146 EA 979.80 1EA 979.80 USD [
more infa...
Supplier subtotal 979.80 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Subtotal 979.80
purposes, budget checking, and workflow appravals. ) 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
Total 979.80 USD

Done o € Internet | Protected Mode: On H100% -

Step Action

35. The cart opens.

Click the Assign Cart to Approver link to re-assign the cart to another approver.
I.F!EEigI'I Cart to Appru'.rerl

36. Select a new name or department from the drop down Select from profile values.

Indicate in the Note to Assignee: field why are are re-assigning and include the
Speedtype, your name, and other details this person would like to know.

37. Click the Assign button.

38. The confirmation screen appears with the information that was entered.
Shopping Cart Information

Page 28




CASE WESTERN RESERVE User Manual
SRR 826 Training Manual

Catalog Mo, (SKLI)

Home/Shop

home /shop

[ Shop Everything -~ | advanced search ]

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

Showcased Suppliers

&3 CASE WESTERN RESERVE
- 1826 BIORAD ED & BD
Welcome to the SmartCart!

m

Punch-out
Lab Supplies

Airgas || ®%= | IDT

Office/Computer
¢ |0 s=©
MRO/ Facilities
|
Done —T & € Internet | Protected Mode: On #®10% -
Step Action
39. Click the carts and then draft carts menu items.
40. View your same cart with a new Assigned To person to approve.
41. This completes the section about how to create a SmartCART as a window shopper.
End of Procedure.
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