Reference Guide

Business Process Navigation
1. Enter requisition lines using direct connect for School 1. Main Menu > eProcurement > Create
Specialty. Requisition
2. Enter requisition lines using direct connect for Innovative 2. Main Menu > eProcurement > Create
Office. Requisition

Process 1: Enter requisitions lines using Direct Connect for School Specialty

Use the following navigation to create a requisition.
1. From the Main Menu page, select eProcurement > Create Requisition

2.  Enter the requisition header information. Details for creating a requisition header are in a separate training quick reference
guide titled Enter a Requisition — 1.Define a Requisition.

3. Select the Web tab on the 2. Add Items and Services page.

Favorites = Main Menu > eProcurement > Create Requisition

Create Requisition

‘@ 1. Define Requisition =% 2.Additems and Services 3. Review and Submit
Add lines to the requisition, specifying the information necessary to procure each item or service. )
Search: | Q Search

Catalog Eavorites Templates Forms | Special Request

=

Personalize | Find | B | First B 42 0f2 12 Last

Logo Merchant Description

Innovative- Direct Conn

e

t School Specialty - Direct Conn ’

Review and Submit

4. Click the School Specialty link to access School Specialty’s website.
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Favorites ~ Main Menu > eProcurement > Create Requisition

School

N1 Specialty

WELCOME S,

unt | Help | A

ContactUs | print &

U
AINT ISD 625 SHOPPER | Account: 461208

‘ 0 item(s) $0.00

purchasing and accounting systems.

Welcome SAINT ISD 625 SHOPPER
Would you like to:

Order By Item Number

Shop Digital Catalogs

Shop

Free Shipping

Home Special Offers Email & Catalog Signup Shop Digital Catalogs Order by Item Number
Integrated Solutions _ORACLE  Ketera equalcvel
Home, We integrate with over 50 different i
School Supplies

Qick to
Learn More

Special Offers

on every supply order

$49.00

over

Special
Offers

Make every
penny count!

Click Now
You Can St

L. mdaian =) iaanioverroni.: b

5.  Click the Begin Shopping link.

6. Browse the vendor’s website to find the items you wish to order.

Favorites  Main Menu > eProcurement > Create Requisition

- School
N/

| Specialty

Home |

1-888-388-3224

Special Offers |

| Email & Catalog Signup |

My Account | Help | AboutUs | ContactUs | Print &
weLcoMe SAINT ISD 625 SHOPPER | Account: 461208

Enter keyword or item number SEARCH

Shop Digital Catalogs

h 0 item(s) $0.00

Order by Item Number

Showing Results: 1-25 of 63

Price

[F] so- se (24)
[] s10- 3520 (20)
[] s20-35* (15)
Brand Name
[F] Sakura (12)

ltems/Page [25 [v]

[T Mr Sketch (8)

[7] sharpie (5)

See More >>
Product Category
[] Pens - Pencils - Markers (35) —
[] Drawing (28)

[7] Made In The Usa (2)

View Large Image

See More >>
Used For

[F] Markers (62)
[F] crayols (2)

[F] Ants - Cratts (1)

See More >> | View Lasge ipage

~

Refine Your Results School Supplies | Drawing | Markers | Specialty Markers

Sort By | Relevance

Prang Flexi-Tip Metallic Brush Pens - Set of .
2- Gold, Silver |l
089759 /|4

Educator Price: $2.59

See your price

=]

View Large Image

Marvy Puffy Velvet Fabric Marker Primary
Colors Set - Set of 6 - Assorted Colors
411271

Educator Price: $19.48

Add to Cart

See your price

Qty:

View Large Image

Page 123 | Next

Prang Metallic Bullet Tip Art Markers - Set
of 6 - Assorted Colors
411071

Educator Price: $7.99

Add to Cart

See your price

Qty:

Speedball Indoor and Outdoor Glass
Markers - Set of 8 - Assorted Colors
216760

Educator Price: $27.99

Add to Cart

See your price

Qty:

Grade Ranges
[F] Not Specified (10)
[] Elementary-Middle School (4)

[ Esrly Childhood-Elementary
@ ot Ity
Color Pen

24

See your orics
Qty: Add to Cart

Pentel Color Pen Fine Point Color Markers -
Set of 24 - Assorted Colors
399584

Educator Price: $14.99

Yasutomo Calligraphy Marker - Set of 3 -
Includes Metallic Gold, Metallic Silver,
Metallic Copper

1296519

Educator Price: $8.99

Add to Cart

See your price

Qty:

7.  Enter the Qty you want to order.

8. Click Add to Cart to update the shopping cart
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Favo'rites MainvMenu B eProcuvrement > Create Requisition

| Specialty

1-888-388-3224

Special Offers Email & Catalog Signup

. My Account | Help | AboutUs | ContactUs | Print

- School
N/

IS

weLCOME SAINT ISD 625 SHOPPER | Account: 461208
Enter keyword or item number

Shop Digital Catalogs

‘! 1 item(s) $318.50

1l

Refine Your Results School Supplies | Drawing | Markers | Specialty Markers
Showing Resuls: 1-25 of 65

View Large Image
[] Pens - Pencils - Markers (35)

Price
[ s0-s8 (24) ttemsiPage |25 [v] Sort By | Relevance [~] Page]23 | Next
[F] s10- 520 (20) Prang Flexi-Tip Metallic Brush Pens - Set of Prang Metallic Bullet Tip Art Markers - Set
8] 320- 3+ ey 2 - Gold, Silver of 6 - Assorted Colors
- 089759 411071
me
Bl sskxs (12} Educator Price: $2.59 Educator Price: $7.99
[T] Mr Sketch (8) He you poe See your price
See More >>
Product Category

Marvy Puffy Velvet Fabric Marker Primary
Colors Set - Set of 6 - Assorted Colors
411271

[7] Drawing (28)
[] Made In The Usa (3)

See More >>

Speedball Indoor and Outdoor Glass
Markers - Set of 8 - Assorted Colors
216760

[T] Not Specified (10) Set of 24 - Assorted Colors

[] Etementary-Middie School (4) 399584
[ Early Childhood-Elementary

3) Educator Price: $14.99

Pontet ity
Color Pen

24

fAdded Successfully
Add to Cart

Used For Educator Price: $19.48 Educator Price: $27.99

[T] Markers (62) Sad e pice See your price

[ Arts - Cratts (1) o

See More >> Viesi Larga bnage

Grade Ranges Pentel Color Pen Fine Point Color Markers - Yasutomo Calligraphy Marker - Set of 3 -

Includes Metallic Gold, Metallic Silver,
Metallic Copper
1296519

Educator Price: $8.99

See your price

ay: e

9. Repeat steps 6 — 8 to add additional items.

10. Click on the Shopping Cart icon and review the items in the cart.

Favorites = Main Menu > eProcurement » Create Requisition
- - -

g School
N

| Specialty  1.sss-388-3224

Special Offers Email & Catalog Signup

Shop Digital Catalogs

ccount | Help | AboutUs | ContactUs | Print &

weLcoME SAINT 1SD 625 SHOPPER | Account: 461208

- 2 item(s) $373.50

Enter keyword or item number o

Order by Item Murmber

Your Shopping Cart

e

Shopping Cart Review

Cart Number: 7773658742

Confirmation

Retumn to Previous Page | My Shopping Lists | Order By ltem Number
—————

S GGl Promotion Codes ” Item Availability |

Save to Shopping List
Remove Selected Rows
Remove | Ordered Item
Line O Item Number Description Qty uom Unit Price Total Price
MAR Catalog:51499 | Catalog:$374.75
1 B 399584 | 399584 TP SK;_RQI;E;TEL COLORED FINE POINT 25 EA Disc: -52.25  Disc: -$56.25
Net  §1274 Net  $318.50
Catalog:$2.59 | Catalog: $64.75
2 [l 08375 | 0gorsy  MARKERDRUSHPENMETALLIC PACK 25 EA | Disc -§039 Disc 3075
Met:  $220  Net $55.00
Remove Selected Rows Update Order Total | Subtotal: §373.50
Shipping and Tax have not been finalized. Click here to calculate.
Save to Shopping List

Return to Previous Page | My Shopping Lists | Order By Item Number |

©2009-2013 School Specialty. Inc. All rights reserved. www.schoolspecialty.com

The use of the website is conditioned upon the acceptance of the Terms & Conditions | User Agreement | Privacy Statement

CONNECT with Us o O

11. Click Proceed to Checkout. The Review page displays.
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Favtln'tes Main'Menu ? eProcu'rement ? Create Requisition

My Account | Help | AboutUs | ContactUs | print &
weLcome SAINTISD 625 SHOPPER | Account: 461208

18883883224 2 s3250

Special Offers Email & Catalog Signup Shop Digital Catalogs Order by Item Number
Review
oV ®
Shopping Cart Review Confirmation
Cart Number: 7773658742 Return to Previous Page | My Shopping Lists | Order By ltem Number@

Shopping Cart

Ordered Itermn
Line Item Number Description Qty UOM Unit Price Total Price

Catalog 51499  Catalog: $374.75

1 399584 399584 | MARKER PENTEL COLORED FINE POINT TIP SET OF 24 25 EA Disc:  -5225  Disc:  -$56.25
Net 51274  Net  $318.50

Catalog: $2.59 Catalog: $64.75

2 089759 089759 MARKER BRUSH-PEN METALLIC PACK OF 2 25 EA Disc:  -5039 Disc:  -39.75
Net: $2.20 Net: $55.00

Sub Total: 537350

Shipping and Handling: $0.00

Sales Tax (0%]): $0.00

Total: $373.50

Retumn to Previous Page | My Shopping Lists | Order By ltem Number | m

©2009-2013 School Specialty, Inc. All rights reserved. www schoolspecialty com

The use of the website is conditioned upon the acceptance of the Terms & G i | User | Privacy CONNECT with Us o Q

12. Click Submit.

Favo‘rites MainvMenu b eProcuvrement > Create Requisition

& School
Wi specialty

Thank You for Shopping With School Specialty!

Your requisition is ready. Press the "Submit" button below to logout
and transfer your requisition information to complete your order.

Click Here

13. Click the Click Here button to add the item(s) to the Requisition Summary and to the requisition line(s).

Req

Description Gty UOM
MARKER BRUSH-PEN METALLIC ... 25 EA
MARKER PENTEL COLORED FINE... 25 EA
Total Lines: 2

Total Amount (USD): 373.50
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14. After you have added all your items click the 3. Review and Submit link to review and update the requisition line(s),
schedule(s) and distribution(s). Details for reviewing schedules and distributions are in a separate training quick reference
guide titled Enter a Requisition — 3. Review and Submit.

15. Once you have pulled the items in your shopping cart back into a PeopleSoft requisition do not punch out to the vendor’'s
website again to add additional items. You will need to create a new requisition for any additional items or cancel the
requisition and start over.
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Process 1: Enter requisitions lines using Direct Connect for Innovative Office

Use the following navigation to create a requisition.
1. From the Main Menu page, select eProcurement > Create Requisition

2. Enter the requisition header information. Details for creating a requisition header are in a separate training quick reference
guide titled Enter a Requisition — 1.Define a Requisition.

3. Select the Web tab on the 2. Add ltems and Services page.

Favorites = Main Menu > eProcurement > Create Requisition

Create Requisition

‘@z 1. Define Requisition

2. Add Items and Services 3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or service. )
Search: | . Search

Catalog Favorites Templates Forms. @ Special Request

First & 1.2 012 I3 Last

Logo Merchant Description
]

{ | Innovative- Direct Conn }

School Specialty - Direct Conn
Review and Subrnit

4. Click the Innovative link to access Innovative Office Solutions’ website.

Favg.rites Maln'Menu > eProcLLrement > Create Requisition

(866) 574-5389 | Email Us | Live Chat: Offline Logout | My Account | Saved Orders | Shopping Lists | Quick Order

@innovatlve S e 5 il

Supplies v |  Technology v | Ink& Toner v | Breakroom v Cleaning v Furniture v | Medical v

-+ Supplies

Updated
User Guide

Click to View

mn

[] Technology

o
] Ink & Toner

Where Did
=N Breakroom .
o Things Move To?
Cleaning Click for More Info I
@ Furniture You ASked,
We Delivered

e .

\J e New Features Recap

Live Help: Offiine In Print » What's Innovative » Shop by Brand *

“% Full Service Tabbed Pen m [ ovmo G 0BAL
Printing
g Flags At Your T o
y Fingertips . =y /

[http://’pswlsbe.spps,org:QOOS/psp/fncpy/EMPLOVEE/ERP/c/ l[ LLL NIV g § 5

11 r

5. Browse the vendor’s website to find the items you wish to order.
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Faw:vntes MainvMenu ¥ ePrucuvrement » Create Requisition
866) 574-5389 | Email Us | Live Chat: Offline Logout Account | Saved Orders | Shopping Lists | Quick Order
g pping
innovative [ scocn QM N onems | Creckout |
Welcome, PSFT_20130512223724075218!
Supplies ~ | Technology ~ | Ink& Toner ~ | Breakroom -~ | Cleaning v Furniture ~ | Medical +
Supplies Finder
Viewing supplies for HP - OfficeJet 6310 Change Model Change Brand
You Have Selected 1001 B Ar N o
::Inumc'r:'rl_ce Detailed View  Summary View Results per page
L = HP 23.65/EA
Selected Model: C8766WN (HP 85) Ink Cartridge, 330 Page- =
ield, Tri-Color EI Add To Cart
* Officee 6310 X + Lifelike printouts for phatas. -
+ Advanced inkjet carlridge technology + add to favorites
. + Designed for easy and intuitive
= Quick View installation United Stock Check
Comments
(oo JURIT WY
Category
Imaging Supplies & Parts (15) HP
Paper & Printable Media {1) ©9362WN (HP 92) Ink Cartridge, 220 Page- $12.63/ EA
* Laser-guality text and graphics. B
Recycled item + Easy-to-use advanced technology. + add to favorites
Yes (4 + Advanced cartridge alerts letting you i
e Quick View know when ink levels are low. United Stock Check
Comments
Brand HEWCI362WN14(
Innovera® (2)
HP (o HD
6. Enter the Qty you want to order.

7. Click Add to Cart to update the shopping cart

Favorites =~ Main Menu ; eProcurement ; Create Requisition
~ ! - -

(866) 574-5389 | Email Us | Live Chat: Offline

Logout | My Account ‘ Saved Orders | Shopping Lists | Quick Order

inmovative

Supplies v |

Supplies Finder
Viewing supplies for HP - OfficeJet 631

Technology v |

Ink & Toner ~ |

0

Breakroom ~ |

= EEeED

Welcome, PSFT_20130512223724075218!

Cleaning ~ Furniture ~ | Medical v

Change Model Change Brand

Keyword
Search within results m

Category
Imaging Supplies & Parts

Paper & Printable Media (1)

100f16 W 4 » W

Detailed View  Summary View
HP

C8766WN (HP 95) Ink Cariridge, 330 Page-
Yield, Tri-Color

« Lifelike printouts for photos.

* Advanced inkjet cartridge technology.
Designed for easy and intuitive

Recycled Item Quick View installation
Yes (8)
HEWCE766WN14(
No (10)
Brand

Results per page

$23.65/ EA

o G0

+ add to favorites

United Stock Check

Comments

Repeat steps 5 — 7 to add additional items.

Click Checkout.
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Favorites = Main Menu > eProcurement > Create Requisition
~ - ~

(866) 574-5389 | Email Us | Live Chat: Offline Logout | My Account | Saved Orders | Shopping Lists | Quick Order
@ R T T —— S tiems |v] Checkout
Welcome, PSFT_20130512224533062532!

[ Supplies v | Technology v | Ink & Toner v | Breakroom v | Cleaning v Fumniture v | Medical v

Punch Out Quote Ready
Your punch out quote has been prepared.

Click the "Submit Order" link to send the punch out quote or click "Back To Cart" link to continue shopping.

<< Back To Cart Submit Order >3,

Our Promise Expect Resp Expect Reduction. Expect Relief.

Top Brands Official Supplier for Ordering Center Company Information

Post-it Quick Order Entry About Us
Sharpie Shopping Lists Meet the Team blog
PaperMate Saved Orders Testimonials

HP Awards & Recognitions

. v @ 0000

Innovera

®2011 ive Office i | Terms and C

10. Click Submit Order to add the item(s) to the Requisition Summary and to the requisition line(s).

Requisition Summa

Description Qty UOM
INKCART #35 7ML TRI ,COL 10 EA
Total Lines: 1
Total Amount (USD). 236.50

11. After you have added all your items click the 3. Review and Submit link to review and update the requisition line(s),
schedule(s) and distribution(s). Details for reviewing schedules and distributions are in a separate training quick reference
guide titled Enter a Requisition — 3. Review and Submit.

12. Once you have pulled the items in your shopping cart back into a PeopleSoft requisition do not punch out to the vendor’s
website again to add additional items. You will need to create a new requisition for any additional items or cancel the
requisition and start over.
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