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Admiral Express
Account & Order Procedures

Effective immediately, the process for placing Admiral Express orders has changed.

» Admiral Express Accounts
o Each school and department will have only one (1) account for all orders, e.g. Boevers
Elementary will have one account, Athletics will have one account, etc., regardless of
the number of open blanket purchase orders.

o Your Admiral Express account will have your school’s or department’s four-digit MUNIS
department code referenced on it.

o Unless you hear otherwise from Stacy Haynes in Purchasing, your existing user ID and
password will remain the same.

» Blanket Purchase Orders
o Schools and departments may have multiple blanket POs to Admiral, but only one
blanket PO may be used per order. You cannot use more than one PO per order.

» Referencing Your Blanket PO on the Order
o To place an order, login to your account, select the items you desire to purchase, and
enter the corresponding blanket purchase order in the Long PO field.

Enter PO Number

Specify Purchase Orders
Long PO: |

Short PO:

» New Coding Requirements
o Onthe “Comments:” line for each item, you will need to enter the correct
corresponding OCAS code (function, object and/or program code(s) ), if the items or use
of the items will differ from the OCAS code on the blanket.

o If you are using the items for gifted or special education, you will need to add the
corresponding program code. For example, if you are purchasing dry-erase markers for
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use in a special education classroom, you will need to use the object and programs code
0619.239 (Special Ed.).

o If purchasing an item for non-classroom use, but not for the office of the principal, e.g.
nurse, counselor, media, etc., you will also need to indicate the corresponding function
code for that position. For example, if you are purchasing dry-erase markers for the
media specialist, you need to indicate the following: 52220.0619 (office supplies for the
media specialist/media center).

—
SANB3661 G IIBT OCAS Codes for the
Expo Original Dry-erase Chisel Tip Markers item (function,

Comments: | |

object, program) if

i om different from PO

Need more OCAS help? Refer to attached handout.

» Admiral Order Workflow

o The purchasing department will no longer “review and approve” Admiral Express orders.

Once you place an order, it will go directly to Admiral Express for processing.

» Order Deadline
o You must have your orders submitted to Admiral by 4:30 p.m. for next day delivery.

» Tracking your Orders and Blanket PO Balance

o You will be responsible for tracking your blanket PO balances and insuring that you do
not exceed your blanket PO. The Admiral Express website will not track your PO
balances. Use MUNIS! Look up your PO balances and keep a spreadsheet log of your
orders.

> What Not to Buy on Your Blanket PO

o Office and classroom supply blankets must not be used to purchase the following:

furniture (including chairs); durable equipment over $100; food.

» Questions
o Admiral Account — Stacy Haynes, Purchasing, 918-357-6167
o Accounts Payable — Debbie Driggars, Accounts Payable, 918-357-6075
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Fun Express is the Corporate Accounts Subsidiary of
E Oriental Trading°GCompany

Enjoy Corporate Pricing with Oriental Trading® through Fun Express.
Your benefits include:

20” OFF FREE
Oriental Trading® SHIPPING

catalog prices on orders $125+

Think you know us? Look again!
Did you know we offers all of the below?

Art & Craft Supplies Toys and Novelties
Crafts, including DIY Projects Seasonal Products

Camp Supplies Themed Products
Educational Resources Event & Party Supplies
Active/Dramatic Play Items Games, Candy and More!

PRING Bnngs Your W

it!
Whatever S um 2 Sohmons to Support

\We Have the Produ

Place orders online, by phone, fax or email to receive discount.
NEW w ebsite Yo shop
discounted prices > Websijte: Phone:

FunExpress com/corporate - 800-228-2003
To create your Email: ' Fax:

account call or Orders@FunExpress.com 800-228-1002
go online at:
Jeannie Carlsen Fun Express LLC
Business Development Representative Subsidiary of Oriental Trading Company
Direct: 877-619-8497 4206 S. 108th Street, Omaha NE, 68137
JCarlsen@FunExpress.com ©2021 Fun Express, All Rights Reserved

CALIFORNIA CONSUMERS NOTICE OF COLLECTION AND OPT OUT RIGHT. California consumers, please visit funexpress.com/CAPRIVACY for information about the
categories of and purposes for which we collect and use personal information, the right to opt out of the sale of personal information and our privacy policy.
TERMS AND CONDITIONS. Please see funexpress.com/terms-and-conditions for terms and conditions governing all orders and customer interactions.


http://FunExpress.com/corporate
mailto:Orders@FunExpress.com
mailto:JCarlsen@FunExpress.com
http://funexpress.com/CAPRIVACY
http://funexpress.com/terms-and-conditions
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uu Union Public Schools
Finance Division

E-Procurement

What is e-Procurement? E-Procurement is short for “electronic procurement.” It allows for the
electronic transfer of procurement data between the District and the supplier. MUNIS has the capability
to “punch-out” data from a supplier’s website catalog and bring that data into the MUNIS requisition.
When using e-Procurement, the description, quantities, and price within the supplier’s catalog are
electronically transferred into the MUNIS requisition, thus saving you time, while increasing the accuracy
of the transaction with the supplier, i.e. the exact item numbers, descriptions and price are all pulled in
from the supplier’s catalog.

Once the requisition is converted into a purchase order, the purchase order is electronically sent,
via the Internet, to the supplier. In short, Union‘s MUNIS application “talks” directly to the supplier’s
application. You don’t have to email, fax or phone in your orders to the supplier —it’s all done
electronically. Unfortunately, not every supplier will have the capability of using e-Procurement. The
District’s Purchasing and Accounting Departments will continue to add major suppliers to the system, as
supplier set-up data becomes available and is successfully tested.

Now that you have a better understanding of e-Procurement, let’s start the requisitioning process.

PAGE # Description

Starting the Requisition
Selecting your Vendor
Completing the Requisition
PO Printing

NOTES

N N R W

CDW-G instructions

11 School Specialty instructions

15 School Specialty Cart Creation by Teachers

18 School Specialty Cart Retrieval by Munis Users




Starting the Requisition:

An e-Procurement requisition starts just like a normal requisition. From the Tyler Menu =

Munis-Financials-Purchasing-Purchase Order Processing-Requisition Entry

(1) Enter Header information in Requisition Entry. “Receive by” shall always be ® Quantity.
When an E-Procurement (E-Pro) vendor is desired, always use PO Mailing address ‘0’
and the Delivery method will be E-Procurement:

Vendor Information

Vendor 166143 ... = Committed
Name CDW LLC
PO mailing 0l]...

300 N. MILWAUKEE AVENUE

VERNON HILLS IL 60061
Delivery method Print Fax E-Mail v’ E-Procurement
Remit 1]... = | CDW GOVERNMENT LL
(= Vendor/Sourcing Notes & Vendor Quotes (0)

If you do not want to use e-procurement for an e-pro vendor, MUNIS will not allow you
to uncheck the E-Procurement box and check a different box. You must select a different
PO mailing address (one of the Remit addresses) as a designated Purchase Order
address for the vendor. Once the vendor delivery method has been selected, if you need
to change it, you will have to update the PO mailing with a different address. CAUTION:
If you change the PO mailing on the front screen and you already have line items
entered, you must change the PO mailing on each line item as well.



2)

After entering all the necessary Header data, go to the Line Items screen. In the ribbon,

you will now see an option to ‘Shop Online’. Select ‘Shop Online’ to see a list of E-Pro

vendors:
He on Ent Wunis [TRAIN DA
HOME
Q E=| Browse I ? K Delete Mass Allocate
- Shop Online
Search Add  Update Return
=/ Duplicate
Confirm Search Actions Output Office Tools Menu
s 2q Munis [TRAIN DATABASE Nov 30 2020] = Line Itemg
3
.:" ° HOME
v @ q B Text file 8 word Shaw/Hide Cols
- = FDF Customize Screen Form
Accept Cancel Search Print Excel Retumn
€, Preview
Confirm Search Actions Output Office Tool: Menu

Vendor Alpha Sort
166143 CDW GOVERMNMENT LLC

15832 SCHOOL SPECIALTY

3)

Select vendor from list. This will launch the vendor’s website.

NOTE: Ifyou select a vendor in error, just close out of the vendor’s website. You will be
returned to your requisition in MUNIS, click on CANCEL in the ribbon, then you can

select ‘Shop Online’ again to return to the vendor listing.

these vendors:

. CDW-G:
. School Specialty:

page 7
page 11

Refer to the following pages for specific steps to order via E-procurement from
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vendor.

Continue to the next page once you have completed the ‘Shop Online’ steps for the specific



Completing the Requisition:

(1) Click ‘Continue’ to populate all items from shopping cart:

" Home —
Q =] Browse B
=) ancel

Search — Return
=/ Duplicate
Confirm Search Actions Output Office Tools Menu
Requisition
~iscal year MNumber Line
E
Quantity Unit Price
Commodity = UoMm
nventory Item = Freight
_ocation Discount percent
O Pick ticket
vpe O Purchase Credit
Line item total

Descrintion

(2) In this example, two items were in the vendor shopping cart at checkout. After clicking
‘Continue’, Munis now has all line items populated from the shopping cart from the vendor’s
website:

Line I of 2: Line 2 of 2:

DO NOT UPDATE ANY LINE-ITEM DATA ELEMENTS. Changing any quantities, pricing,
and/or descriptions will cause the PO submission to the vendor to fail. Each line item now must
be updated only with the appropriate OCAS code. Follow normal Requisition protocol. You may
add any necessary additional information only to the General Notes on the Header screen.




()

If you click ‘Return’ without adding the GL account (OCAS code), the requisition will
show it is in a ‘Created’ status, not an ‘Allocated’ status:

o
¥ HoE

q B Drowse + ? K Detese B2 Tt file B J Mates Switch Fom  Activate
Search Add  Update Frnt Beor sl [ £nait ik
i Dupicate ) Preview [ scheduie 0 e
m TemmsMiscellanos
MAain Indormation
DeptiLoc 2030 ACCOUNTING Stahus 2 Created
Fiscal year T ) cument ) Mex Newided by m
Requisition number 13002473 Entered OGNS [ Hy harknider julic
Ganaral commody PO upiralion 082020 3
Genoral descriplion OFICE SUPPLIES Rcewe by ® Ouanty O Amour
& General Nates
| Shipping Information |
vendor 168143 | Commilted Ship I ViHS
Name: COWLLC UNION PUBLIC SCHOOLS H009
PO maling s DISTRIBUTION CENTER
300 M, MILWALKEE AVEMUE B2 SOUTH 120TH FAST AVENLE
TULSA OK 74134
Email warehouse@unionps.org
VERNON HILLS IL (60061 Fatarance HARKHIDER - TEST EPRO
Dty moifaon Pt Fax L2 o E-Procaement
Husmit 1. E‘T CIOMW GOVERNMENT LLC

& Vendon Sourcing Notes & Vendor Guoetes (T)

Lme oy ran ype | Description Vendos Gy UnitPrice Freight] Disc% Credit Line T4eal 151 GL Account
1 ITEM: APC Back UPS 650VA UPS Suppller Par No: 25 {166143) COW LLC 1.00 149000 0.00 o0 oo0 @1 Ha GL Accounts found
2 ITEM: Fellowas High Security Shredder Lubrncant 1166143) COW LLC 100 937000 0.00 oo oov B3] Mo GL Accounts Tound
Tokal amount 90.28

My Approvals A\ v [ Approvers

K < 10f1 » M FRecordis) addea.

You must go back to each line and add the appropriate GL account. Once fully allocated, release
to workflow as usual. If all line items use the same OCAS, you may use the “Mass Allocate”
option in either the Line Items ribbon or the Header ribbon. Enter the OCAS one time, select
“Process” and “Return.” All line items are now assigned the same OCAS account. After Mass
Allocating, you may update an individual line item’s OCAS if an Object Code or a Function Code
needs to be changed.

For example, if most of the items in your order are basic classroom supplies, but you also have a
ream of paper in the order, you may “Mass Allocate” one OCAS code using object code 0619.
Then update the one line item for the paper and change the object code on that line to 0611.
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When the PO is printed, it will be sent electronically to the vendor. The school district
copy will be available in TCM on the PO record in Munis.



NOTES:

District protocol has been to type all data into Munis using only upper case letters. You
will notice that E-Procurement uses both upper and lower case lettering. This will not
cause problems processing the requisition/purchase order.

There is no need to scan quote attachments to e-procurement requisitions for orders under

810,000. For orders over 35,000, please type the Contract # - from your quote - in
General Notes on the REQ.



CDVW-G

¥  SearchCDW..

HARDWARE SOFTWARE SOLUTIONS CLOUD BRANDS BLOG DEALS

product offerings, and contract pricing on over 150,000 of the top technology products and related questions please contact your
services in the industry. COW's just-in-time inventory model and multiple distribution centers | CDWG Account Manager:
will ensure you have the products and solutions you need when you need them.

Union Public Schools Online Catalog
Welcome to the Union Public Schools Online Catalog! This site will provide account information, | If you need assistance or have product
®

Union Public Schools

Rob Culicchia

Find my Quote: l:l PLEASE NOTE: The sale of Apple products is prohibited through this site. CDW-G Executive Account Manager
Toll-Free: (866) 5341410

. To place an order via an account manager generated quote: Email: robcul@cdw.com
Find my Order: I:I

= Enter your quote number in 'Find my Quate’ and click Find to retrieve your quote
= Click the'Add to Cart’ button next to your quote
= Continue shopping or Click on “Transfer Cart’ to return to the e-procurement system

To find order status, tracking information, and other order related information:

= Enter your order number or PO number in ‘Find my Order and click Find’ to retrieve your
order

When navigating, click on the COW.G logo in the upper left hand corner to return home.

™ Robert Culicchiz - IN

"9 Sr. Account Manager
Phone: 866-534-1410
Email: robcul@cdw.com

IMPORTANT

Please enter the CDW-G OMNIA contract number — R160201 — in the General Notes of your
REQ and make sure it is checked to Print on PO.

Ways to shop:

e Search the District-approved catalog items, or
e Enter a previously obtained quote in the ‘Find my Quote’ field.

To shop for items, use the Search bar, or select the desired category at the top of the page.



Example 1:  Search for “BATTERY BACK UP”:

w  hattery back up

HARDWARE SOFTWARE SOLUTIONS CLOUD BRANDS BLOG DEALS

Refine Your Search

Hame

* Categories V=240t 2304 View 24 48 72

Shenwing result s for: Thattery back up”
Cabies (1)
Computer Acorssores (41 SearchWishine | Add Keyword m Sort: BewtMazch
Duta Seorage Products (7]
e APC Back-UPS 650VA UPS
Networking Products (1] =
g ok k(o)
+ View Mors Opoions: COWa 2521885
Perarer Capacity. B50VA
Mumiber Of Dutiets: 4
Perwer Prosded 200 Ware
R Tame LU o 33mn
NPAESCRA Tech & IWE Solutions Woltage Provided ATV
A Services

¥ Contract

[~} Expand Spes
¥ Brand

Tripp Lite 550VA UPS Desktop 120V
Q, Sewch Brands Back Up Compact EXCLUSIVE PRICE
P ko ke ok (62
Aduran (1 MFGe NTERNETSS0U | COWe 820219
A (1) FousrERgirEy Shava
Numbes Of Outiets: 4
APC (1,083) Power Provided 300 Wane
Apple (2) Foum Tome fUip To} 3 min, .8 min

For desired items, click ‘Add To Cart’.

Example 2:  Search “SHREDDER LUBRICANT”:

+  SHREDDER LUBRICANT

HARDWARE SOFTWARE SOLUTIONS CLOUD BRANDS BLOG DEALS

Refine Your Search

Home

¥ Categories 1-2012
Showing resuls for-"SHREDDER LUBRICANT™
Compurer Accessones (1)

Office Equipment & Suppies (1) su.-u-vmm..-l AddKeyword I:’ Sort | BestMatch W " ReadytoShip

¥ Contract

Fellowes High Security Shredder Lubricant - Avallability: » inSrack
cleaning oil / lubricant Ships taday i ordered withn 0 bws1
LENCACE R 1A s = MFG= 3505801 | COW= 2262675 B
Products/Services
Product Line. Fellowes

Wadet: High Security Sheadder Lubricant $17.80

NPAESCRA Tech & WA

Specieanans areproviseaty the Solutions Products Services

antacrurer Aefer o e manufacrirer foran
expianetuonof ot sosed ot retigs.

Fellowes High Security Shredder Lubricant -
cleaning oil / lubricant

MFG: 3606701 | COW= 3710319

Packaged Oty 1
Tool Type: Cleaning oil/ ubricant

Solutions Products/Services

A
! "-




Once all desired items have been added to cart, click ‘Checkout’:

From SHOPPING CART:

¥  SearchCDW..

HARDWARE SOFTWARE SOLUTIONS CLOUD

Continue Shopping

Shopping Cart

BRANDS BLOG DEALS

Add Iltem to Cart

Enter COW # or MFG 2 m

Availability

APC Back-UPS 650VA
UPS
MFG Part: BEG50G1

CDW Part: 2521885
UNSPSC: 26111701

InStock
Getit Wednesday,
September 1if

mins.

Fellowes High Security
Shredder Lubricant -
cleaning oil / lubricant
MFG Part: 3505701

CDW Part: 2710318
UNSPSC- 44103107

9-Tdays

Orders placed today
will ship within 9-11
days

ordered within 0 hrs 60  Products/Services

Price Order Summary

Subtotal: $90.86

$8149
MNIPAESCR4 Tech &IWB

Solutions t checkout

Tax and Shipping «

$9.37

NIPAESCR4 Tech &IWB
Solutions
Products/Services

| Update All| Remove All

Follow the instructions on the next screen:

9 Transfer Shopping Cart
Thank You for shopping at CDW!

Please click the "Transfer Shopping Cart” button to transfer your CDW shopping cart

Please do not click on the back button on your browser at this time. Doing so will erase your shopping cart.

Final invoice might include an environmental recycling fee for certain products shipped to certain states




The following message will appear after clicking ‘Transfer Shopping Cart’. Click close X

Your items have been submitted to MUNIS.

Once in MUNIS, click the "continue” option to populate
your requisition with your items.

ItisOK to close this page.

Windows Internet Explorer

o The webpage you are viewing is trying to close the tab.

Do you want to close this tab?

Click Yes’ to return to Munis.

(Return to page 4 of this document to continue Munis instructions.)
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School Specialty

IMPORTANT

Please enter the School Specialty OMNIA contract number — R190503 — in the General Notes
of your REQ and make sure it is checked to Print on PO.

=, Chat | Halp | 1-833-388- 32249

Welcome Union Ps Shopper Munis - Acct # 4657162

v‘ School e
A" @ Specialty

SELECT

Shop Our Products A+ Deals ldeas & Resources Digital Catalogs Oirder by NMumber

Welcome Union Public Schools Educators!

Welcome to your dedicated website for School Specialty, we'ne excited to partner with you o Sk All Catal
curate solutions talored to mest your abjectives and budget. Count on School Specialty to
provide you with best-in-class brands, backed by in-house education experts determined to help

positively impact your students. Because we know that when students have everything they need

to succeed, that's exactly what they1l do. CONTACT US
Union ordering procedures and requirements. Customer Care Service

= §50 minimum order for Munis punch-out orders,
- The Muniz punch-out process cannat be used for large furniture orders.

Ways to shop:

e Search the District-approved catalog items, or
e Search for a previously created Cart by accessing the drop-down menu from ‘My Account’
in the upper right corner:

@, Chat | Help | 1-886-388-3224

Welcome Union Ps Shopper Munis - Acct # 465718

Current Shopping Cart

Retrieve Caris (0)

My Shopping Lists v

(Specific instructions on creating a cart and then retrieving the cart start on page 15.)
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NOTE ON FREIGHT/SHIPPING CHARGES WITH SCHOOL SPECIALTY:

THERE IS A $50 MINIMUM ORDER FOR E-PROCUREMENT ORDERS WITH SCHOOL
SPECIALTY.

Small orders less than $50 or bulky items that require freight charges cannot be ordered through
e-procurement, and must be entered manually using a different PO delivery method.

Once all desired items have been added to cart, click ‘Proceed to Checkout’:

@, Chat | Help | 1-888-388-3224

Welcome Union Ps Shopper Munis - Acct # 465718

v‘ School
‘ SpeClalty PRODUCTS ~ search n _! 1 - My Account ~

SELECT"

Shop Our Products A+ Deals Ideas & Resources Digital Catalogs Order by Number

Your Shopping Cart & Print

Shopping Cart Review Confirmation

Cart Number: 7792649195 Retum to Previous Page | My Shopping Lists | Order By em Number | |

Due to COVID-19 shipping industry restrictions, orders may be temporarily delayed. We are exploring every alternative to expedite your order. To check
the status of your order or for info about urgent orders, please contact Customer Care.

Shopping Cart | Promotion Codes || ltem Availability

Remove Selected Rows

Save to Shopping List

Remove | grgered  Item
Line O Item MNumber Description Qty UOM  Unit Price Total Price

1 O 1080627 = 1080627 | PAPER COPY 20# 11X17 WE l:l EA Catalog:$29.49 | Catalog:$29.49
Disc: -§7.37 Disc: -§7.37
Net$22.12 Net:§22.12
Remove Selected Rows Update Order Total | Subtotal: $22.12
Shipping and Tax have not been finalized. Click here to calculate.
Save to Shopping List

Return to Previous Page | My Shopping Lists | Order By ltem Number | Proceed to Checkout

@ 2020 School Specialty, Inc. All rights reserved.
The use of the website is conditioned upon the acceptance of the Terms & Conditions, User Agi it, Privacy Stat it and Social Media Statement.
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Verify your items and make sure no Shipping charges have been applied, then select ‘Submit’:

@, Chat | Help | 1-888-388-3224

Welcome Union Ps Shopper Munis - Acct # 465718

v‘ School
‘ SpeC]-alty PRODUCTS =  search n W] - MyAccount ¥

SELECT"

Shop Our Products Ideas & Resources Digital Catalogs Order by Number

Review

OO —®
Shopping Cart Review Confirmation

Cart Number: 7792649195 Return to Previous Page | My Shopping Lists | Order By ftem Number |

Due to COVID-19 shipping industry restrictions, orders may be temporarily delayed. We are exploring every alternative to expedite your order. To check
the status of your order or for info about urgent orders, please contact Customer Care.

Shopping Cert

Ordered Item
Item Number Description Unit Price Total Price
1080627 1080627 PAPER COPY 20# 11X17 WE Catalog:  $29.49 Catalog  $29.49
Disc: -57.37 Disc: -$7.37
Net: 52212 Net $2212
Sub Total:

How can | receive free shipping? Shipping and Handling:
Sales Tax (0%):
Modify Line ltems | Total: $32.07

Return to Previous Page | My Shopping Lists | Order By [tem Number | m

© 2020 School Specialty, Inc. All rights reserved.
The use of the website is condifioned upon the accepiance of the Terms & Condifions, User Agreement, Privacy Statement and Social Media Statement

Click on ‘Transfer’:

lu s .

SELECT"

Thank You for Shopping With School Specialty!

Your requisition is ready. Press the "Transfer” button below to transfer your requisition information to
complete your order.

Transfer

13



The following message will appear after clicking ‘Transfer’. Click close .

Your items have been submitted to MUNIS.

Once in MUNIS, click the "continue” option to populate
your requisition with your items.

Itis OK to close this page.

Windows Internet Explorer

o The webpage you are viewing is trying to close the tab.

Do you want to close this tab?

Click Yes’ to return to Munis.

(Return to page 4 of this document to continue Munis instructions.)
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Cart Retrieval: This process allows teachers to create shopping carts that can be retrieved,
reviewed, and approved by the administrator in Munis! The process is simple, secure, and no
‘ ‘ orders can be processed without review and approval.

Instructions for teachers to create carts are below.
School
Specialty. )
Teacher Cart Creation

A video of the process to navigate the School Specialty shopping website is linked here:
https://www.youtube.com/watch?v=KI505A0G8Ds
You may find it helpful to view this video before logging in for the first time.

To create your shopping cart:

e  Goto: https://store.schoolspecialty.com

e Inthe upper right, click Welcome, Login

e  Enter your User Name and Password, click Login. (Each site — not individual — should have a unique User Name
and Password.)

Or Regisier

Choose one of 5 easy ways to shop:

Search by Key words under the Search window

Shop our Products by category

Order by Item Number

Search Digital Catalogs

Previously created Shopping Lists which can be found under the My Account menu

R N PRE

e B - e § 2 Lo
School
k ‘Spnu:u.‘u'.:y

Cur Misrion s to
Educate

oy o e g R

FEATURED PRODURCTS
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https://www.youtube.com/watch?v=Kl505A0G8Ds
https://store.schoolspecialty.com/

From the Shopping Cart screen (below) under (1) Shipping Information, enter your name by clicking Review Attention
To, then enter your (2) Request Ship Date using the calendar icon. (Leave the PO Number blank.)

(3) Save your cart if you are not finished (you will be able to complete at a later time).

= e e T o

Cart Number: 7792654692 Retumn to Previous Page | My Shopping Lists | Order By Item Number | | sy

Due to COVID-19 shipping industry restrictions, orders may be temporarily delayed. We are exploring every alternative to expedite your order. To check
the status of your order or for info about urgent orders, please contact Customer Care.

Shopping Cart | Promotion Codes || Item Availability

Delete Cart | Save Cart | Save to Shopping List
Remove Selected Rows
Remove | orgered | Item
Line [ Item Number Description Qty UOM  Unit Price Total Price
1 245787 245787 PENCILS COLORED SCHOOL SMART SET EA Catalog: $1.99 | Catalog:§19.90
. OF 12 Disc:-50.50 Disc: -55.00
Net §1.49 Met§14.90
2 O 075479 075479 EXPO ERASER W/PRECISION POINT I:I EA Catalog:$11.19 | Catalog:$11.19
REPLACEABLE FAD Disc: -52.80 Disc: -52.80
Net: $8.39 Net $8.39
3 0 1593064 | 1593064 | HIGHLIGHTER TANK SCHOOL SMART EI EA Catalog:$23.99 | Catalog:$23.99
YELLOW PACK OF 48 Disc: -56.00 Disc: -56.00
Net$17.99 Net$17.99
4 O 1593068 | 1593068 | HIGHLIGHTER TANK SCHOOL SMART EI EA Catalog:$23.99 | Catalog:$23.99
ASSORTED SET OF 48 Disc: -56.00 Disc: -56.00
Net:$17.99 Net§17.99
Remove Selected Rows Update Order Total | Subtotal: $59.27
Shipping and Tax have not been finalized. Click here to calculate.
Delete Cart ‘Sa\re Ca ave to Shopping List (3)
-, __ Approval Limit: $0.00 rovers:
Approval Details: "™ Appi [UNION PS SHOPPER MUNIS w|
Shipping Information Billing Information
cation: UNION PUB SCHL WRHSE & DISTRE CTR Customer:UNION PUBLIC SCHOOLS
(1) fftention To: HARKRIDER, JULIE Review Amention To Addrass: |35|]5 E 615T ST. TULSA, OK, US V|
[ddress: | 5526 5 129TH EAST AVE, TULSA, OK, U5 v
ress:| : : 2 | PO Number
* Request Ship Date If you have a purchase order, please enter that number here; otherwise enter

Choosing a date confirms availability to accept shipments at the shipping | some other reference to idenfify this order:
address specified. Select today's date for at-once shipping.

(2) [ | (] coo-mon-vyyy) Payment Information
[ Items with this icon will ship next day unless future ship date is selected.
Ly

Shipping Instructions

These instructions only apply to Truck / Freight shipments and will not be
available on Parcel shipments.

Call 24hrs prior to
O
delivery

Retum to Previous Page | My Shopping Lists | Order By ltem Number | [Py mm (4)

If complete, click the Print icon (see next screen shot) to save a PDF copy of your cart and email it to your site
secretary/financial clerk so they know there is a cart for approval and they will have the cart number.

Then click (4) Proceed to Checkout, to be taken to the Review page.
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), Chat | Help | 1-888-388-3224 | [+l ShopIn Canada

Welcome Union Ps Staff - Acct # 465718 Logout

vlSchool
('

Specilty e+ o
SELECT
Shop Our Products A+ Deals Ideas & Resources Digital Catalogs Order by Number

Your Shopping Cart & Print
= .
(a8 (
Shopping Cart Review Confirmation
Cart Number: 7792654692 Retumn to Previous Page | My Shopping Lists | Order By Item Number | | Sy s
Due to COVID-19 shipping industry ictions, orders may be ily delayed. We are exploring every alternative to expedite your order. To check

the status of your order or for info about urgent orders, please contact Customer Care.

=Ly le:L | Promotion Codes ” Item Availability

Scroll down

1o complete Delete Cart | Save Cart | Save to Shopping List
Billing and Remove Selecied Rows
‘Shipping
Information RemoOve  grgered | Item
Line O Hem Number Description Qty UoM Unit Price Total Price
n 1 0 245787 | 245787 | PENCILS COLORED SCHOOL SMART SET 10 EA  Calalog $1.99 | Calalog:$19.90

From the Review page, click Submit. Your cart will now be available to your Munis User to pull in to a
requisition.

Review

Coilirmation

Cart Number: TITrT20880 Return to Previous Page | My Shopping Lists | Save Cart | Order By tiem Number | [r—

Approval Details: Appronal Limit 30,00 Approver VANHANDEL, KURT

You may now log out of the website.

NOTE: IF YOU DO NOT CLICK ‘PROCEED TO CHECKOUT’ AND ‘SUBMIT’, YOUR CART WILL NOT
BE AVAILABLE FOR YOUR SECRETARY TO ACCESS FROM MUNIS.
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Cart Retrieval in Munis

(For site secretaries and financial staff responsible for entering requisitions in Munis)

From your Munis requisition line item, click ‘Shop Online’ to launch to the School Specialty landing page,
and click Retrieve Carts:

Welnsrrer Masashs « Assi & 2ES00
School
|} . i

Specialty

We're Ready To
Deliver. Ships in 15
Business Days

£ T R b

FEATURED PRODUCTS

[_‘f

P mi B Ma b Dl S Remei Lels Wy Ui i

L T

Locate and click the desired Cart Number. You can use Advanced Search to search by cart number.

| Ggges | fuwam | A

v T Prysid
Retsinyve Coartic

RECT PR

e i i Dt Fhisy e B i Dol

Zrce
ML AR T L i )
¥ s ELEN :
FTRUINER Roes FInET e TR eI T 10 W 1 >:I
T o - i . WD FOGN

eyl s 1
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Click Retrieve to bring the order directly into the Munis requisition. (If necessary, choose Modify This Cart to make changes first. Then,
Proceed to Checkout and Submit to bring the order into Munis.)

PO Nuambssr

ALL ALF ER

T L vl P A
TerTrE £ ity D 5 g e DFRILIND. ised Dy ot ol Second Doy o Fe s ! N
TuTEnty Aol B ia ke i ) Faymest Tipe

Shipping Method

Graud

e rraps] o atered besre 2PH e i1 e Cnger s going b3 shi
nay

* Rogueat $hip Dats

Fi-dari2
ey Tl
(B ] I=m
L= timi Huibhe [V TR oy LOW Uril s Tartat Fras
i THA118  1HA118 | GLUE AL HEWIWPROVED 1.1 02 E Ex HEt B e
b 8 B OLUESTICKELMERT WeEHABLE TTOC 3 = et dLE  HeCB1EP
| 1253047 Rt CRACAILA BILICH ST K PABTABLE BET OF 11 L Ex LT T R L]
RIS CRATILA THESTASLES BFEC FRECTE PACs -
i VBRAET A 3RET ::.:.'E*-.-"i. APILATWESTASLES BFECIAL EFFECTS P4 = B Met§e | Mot TS
[ L [l ) AR BUAC K F IRl DR E BT OF 12 L & st R 3
L] 10kT80  108Te  WARRERE S BLE FHE TP B4 08 5ETOF 8 ¥ 2] Hsti L

Bul Teited

Showrg ard g
Bk Tm (M%)
paiiy | e Bema | Totsk

Ersters b Fptrrem P | Byt Mzt Thon Coet |

NOTE: ONLY ONE CART MAY BE RETRIEVED PER REQUISITION.

Click Transfer to import your order into Munis:

School
O scroo

Thank You for Shopping With School Specialty!

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

Transfer

(Return to page 4 to continue Munis instructions.)
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Amazon

MUNIS

Amazon

MUNIS

Amazon Business User amazon

Instructions

1. Sign In: You will receive an email to create your Amazon Business account. Use your
work email credentials to sign in to your Amazon Business account.

2. Create a Shopping List: Name your Shopping List using the format ‘Site Name — Date’
(e.g., Ochoa - 2/25/25).

3. Add Products: Add the desired products to your Shopping List.

4. Review Shopping List: Any quantity adjustments can be made by clicking the Edit
Comment, Quantity & Priority button and changing the Needs field.

5. Share Shopping List: Share your Shopping List with the Amazon Approvers group for
approval. You must click Send emails to all recipients for Purchasing to be notified.

6. Approval Notification: The Purchasing Department will email you to either approve the
Shopping List or recommend alternative products.

7. Move Approved Items: Add approved Shopping List items to your Shopping Cart.
Download PDF of your shopping cart contents (see Required REQ Attachment under
Additional Information). This file will be attached to your REQ.

8. Starta REQ: In MUNIS, start a REQ for Amazon Business (Vendor #18222) and set
delivery address as your site. Enter delivery recipient in the reference field. Attach PDF
file showing Shopping Cart contents.

9. Shop Online: Within the REQ, select ‘Shop Online’ button which is located on the line-
item screen. Amazon Business will open automatically in your web browser.

10. Checkout: Click on Shopping Cart (top right corner) and verify that the approved
products are in your cart. Click ‘Proceed to Checkout’.

11. Shipping Address: Confirm the shipping address. If the Union Warehouse is listed as
the delivery site, note that Amazon will deliver to the address listed on the REQ.

12. Submit Order for Approval: Click ‘Submit Order for Approval’ which will return you to
MUNIS.

13. Update REQ: When you return to MUNIS, you will need to select the ‘Continue’ button
on the ribbon and your items will autofill in the REQ. Click ‘Update, enter the
appropriate OCAS coding, and verify that the general description is appropriate.

14. Release REQ: Release the REQ into the MUNIS workflow for approvals.

15. Purchase Order: Once the REQ is fully approved and the purchase order is printed,

Amazon will send you an email confirming the order has been placed.
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Required REQ Attachment

The following attachment is required to be included with each requisition.

1. Shopping Cart Contents PDF which can be downloaded from your Amazon
Shopping Cart (see screenshot below.)

ShOpplﬂg Cart Share cart items Subtotal (1 item): $5.39

price [ This order contains a gift

Proceed to checkout

% Amazon Basics Everyday Paper Plates, 8.62 Inch, Disposable, 100 Count $5.39

\ B ¢ ot soler YT ypical price: $5.38

\ \\ Y In Stock . .
eSS ¥ S Shipped from: Amazon Savings: $0.39 (7%)

== F [ Preferred by your organization Business Price

Download cart to PDF

Download

~prime Two-Day
= FREE delivery Wed, Jul 9
‘\(‘\\ FREE Returns
Size: 100 Count (Pack of 1)
Buy 8, save 14%

Download your cart's cantents to a printable
POF.

Qty: 1 ( Buyinginbulk? ) = Delete = Save for late Share
| Frequently bought together uantity Discounts to consider
EI ; $9.60 | Addmeart X Quantity
- ‘Amazon Basics Disposable Clear Plastic Forks, Premium Quality, 100 Count, Large Pack
Amazon Basics...
R % Aoz 9,706
Subtotal (1 item): $5.39 > 15% $121
Ayt 15008Kouny

Typical: $3435

Order Requirements

e Thereisa $25 minimum purchase threshold. Please reach out to the Purchasing
Department if you have a special or emergency purchase which is under the
minimum purchase threshold.

e We recommend placing weekly instead of daily orders to reduce the number of
purchases and packages.

e Amazon pricing is locked for only fourteen days. The price lock starts once the
order is sent back to MUNIS for approval.

e Amazon has the following shopping cart maximums:

o Upto 50 differentitems

o Upto 999 units of a single item
e Lightning Deals cannot be purchased due to the time-sensitivity of the deal.
e Quantity updates may change your estimated delivery date.
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Returns & Replacements

e Returns must be initiated by the purchaser. Start the return process by selecting
“Return or Replace Items” under the “Your Orders” page on Amazon.com

Delivered March 7

(16 Pack) Pop Up Sticky Notes 3x3 in Post Accordion Stickies Super Sticking . Track package .

_— Power Memo Pads Bright Colors
‘¢ Return or replace items: Eligible through April 6, 2025
o JRTEE

-:' Print packing slip \:}

Buy it again

( Write a product review )

( Mark as received )

{' Share gift receipt \}

Ask Product Question

-:J Chat with us ‘}

e Selectthe option to return via United Parcel Service (UPS) and print the return label.
If a free return option is not available, contact the Purchasing Department for
assistance.

e Repackage items in original box and attach return label.
e Onyoursite’s regular warehouse delivery date, request that warehouse staff take
your Amazon return. The warehouse staff will coordinate with UPS for pickup.

Purchasing Department Contact Information: union.purchasing@unionps.org

Accounting Department Contact Information: accts.payable@unionps.org


mailto:union.purchasing@unionps.org
mailto:accts.payable@unionps.org
http://Amazon.com

Union Finance
Purchasing & Supply Management

MUNIS Purchase Order Receiving

Standard Operating Procedure & Training Manual
David Young, Director of Purchasing & Supply Management
December 4, 2020
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RECEIVING IN MUNIS PO RECEIVING

1. Documents needed
a. Copy of the purchase order (PO)
b. Shipping manifest, Bill of Lading, packing list/slip, delivery receipt/documentation (with date
stamp or date received)

2. MUNIS Access
a. https://munis.unionps.org:55000/default.aspx

3. Process
a. If the items on the PO were received at the Union Distribution Center/Warehouse, you will
not need to receive the items in MUNIS PO Receiving, but you can see if the items have been
received.

b. If the PO has line items, i.e. 1, 2, 3, 4, etc., PO receiving must be used. See 7able 1. below for
examples of when to use PO receiving.

Table 1.

Description Receive Comments/Examples

Yes No

Blanket PO purchases v

Tangible materials — line itemed on PO v Supplies, equipment, furniture
Dues & Fees v Institutional dues

Freight line on PO v

Independent contractor services v If 1-time payment

Media books/textbooks/classroom sets v" | If not line itemed (> 10 items)*
Refunds v

Reimbursements v

Rentals v

Services & Professional Development v

Software & subscriptions v

Travel/Hotel v Yes, if not a blanket

Tuition & registrations v After registration is complete
Warehouse shipments v If line itemed on PO?

ITextbook and book orders with less than ten (10) line items must be itemized on the
REQ/PO. Receiving will be required, i.e. if line 1 has a quantity of 300, receiving will be
required.

2 Line item orders shipped to the Distribution Center will be received by the Distribution
Center employees. Distribution Center employees will not receive orders shipped directly to
other sites.

c. If the PO is a blanket, you will not receive in Munis at this time. Instructions for PO Receiving
by Amount will be rolled out at a later date.


https://munis.unionps.org:55000/default.aspx
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d. Open, inspect, count, compare and reconcile the items on delivery documentation/packing
slips and lists against the items on the PO. Note any overages, shortages or discrepancies on
both documents.

e. Upon completion of the inspection, counts, and reconciling of the documents, leave the
documents unstapled but batched together (scanning to follow).

4. PO Inquiry for Receiving

a. To see if a PO has any Receiving records established, use the Purchase Order Inquiry
process.

b. Open MUNIS, click on Tyler Menu

C. Find Purchase Order Inquiry and Reports

d. Select Purchase Order Inquiry

s Purchase Order Inquiry and Reports
Purchase Order Central
Standard PO Reports

Vendor Inquiry
Purchase Qrders by GL Account
( Purchase Order Inquiry )
e. Select Search in the Ribbon and enter the PO number.
f. Once the information is available in the Purchase Order Inquiry screen, you can quickly
determine if there is receiving activity by the looking at Receiving
icon. If the icon has a yellow folder, it is active. (= Receiving
]
g. Click on the Receiving icon. You should now see the line items received. You will be able to

see the line item, description from the PO, the date received, who received it, the quantity
ordered and quantity received. (See example below)

wonnm searen Acuons wuLpuL winee [JET vienu

A Line| Description Rec Date By User Ordered Received Amount
001 USG2410 CEILING TILE WHITE,5/8",8/BD 1212319 guest.quintin 65.00 65.00 3,203.20

5. How to Receive

a. Open MUNIS and click on Tyler Menu

b. For Purchase Order Receiving, Select Financials > Purchase Order Processing > Purchase
Order Receiving
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"

4 Purchase Order Processing
Item Order Form Requests
Requisition Entry

Raoauiciticn Annrovale
FEGEHEHER-AP PpRov et

Purchase QOrder Receiving
Purchase Order Quick Receipt

c. In the Ribbon at the top of Purchase Order Receiving, click Add. Add Uy

1) Enter the PO number you want to receive and the line number from PO. If you are
receiving line item 1, enter line 1.

PO number 22000449 [...| | @& Purchase Order Inquiry Line # 001 |...]
Vendoraipha  EMPIRE PAPER

2) Using the receiving documents, enter the actual quantity received. The quantity
received cannot be greater than the PO line quantity. Do not change the dollar
amount.

3)  Enter the actual date the items were received (packing slip receipt date), not the date
this record is entered.

[Quantity 20.00 pPollar amount $400.0q Date |pieleedpilly x

4) Enter the packing slip/receiving document number and any comments, e.g. damages,
overages, etc. If FedEx or UPS, enter the tracking number.

[| Packing slip# 123355 F]ixed asset# ... BY

Comments Partial shipmen]

5) DO NOT check the “Fully Invoiced” and “Close PO” boxes.

Received Details

Quantity Dollar amount Date M
Packing slip# Fixed asset# | BY
Comments

Quantity invoiced
. FUHF o _
W Close PO
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6)

7)

If all information is correct and accurate, click Accept in the Ribbon. (If
you made an error, you may click Cancel before Accept and re-enter the Q
information.) Accept

You may now proceed to enter the next line item. Repeat the process.
If you have a freight line, you will need to receive the freight line.

8) Once all line items have been received in full, select the freight line number and
receive it as well.

d.  Use of Quick Receipt

1) There is an option to use Quick Receipt; however, when receiving all items (Select All)
in Quick Receipt, the system does not allow users to enter a receipt date. The system
receives on the date the transaction is entered; therefore, Quick Receipt is not
recommended and must not be used for receiving all items. The date the goods or
services were received must be date entered in MUNIS, not the date the transaction is
entered.

Quick Receipt
Audits
e. Attach the receiving documentation
1)  When you have completed the process for all items. Search on the PO in PO
Receiving. Locate line item 1.
) 1

2)  Click on the Attach icon in the Ribbon. Attach

3) Click on View Documents = View Documents

4)  Click on the + sign in the +  Ribbon

5) If scanning, load the document in the scanner. Click on the £ Scan/Upload

symbol. =
4+
6) If uploading the document from your computer, click on the importicon.
7)  After the document has been scanned or uploaded from a file, give the document a
title. Attachment Title
|RECE|VING DOCUMENT
8)  Click on the file save file symbol.
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Completing the process

The receiving process is now complete. Please batch the originals together and send them
to Accounts Payable. Since you have scanned the documents into MUNIS TCM, you do not
need to keep a copy of the documents at your site. Unless you just want to keep a paper file,
you can access those records through MUNIS TCM.

Checking the PO
If you want the check the receiving record on the PO record, while in the receiving record,
click on the Purchase Order Inquiry box. Once in the PO receiving record, refer to Section 3
of this training guide for more information.
PO number 22101823 |...| | @ Purchase Order Inquiry
Viandnr alnha
Freight
a. Line-item freight must be received in MUNIS.
b. If the Distribution Center receives the items, Accounts Payable will receive freight on the PO.
c. Iftheitems are delivered to the school site, the site will be responsible for receiving freight

in purchase order receiving.

Receiving Substituted Items

a.

If an item has been discontinued and vendor ships an acceptable substitute, you must get
the Accounting to update the purchase order before you can receive the items. The
purchase order must be updated before any receiving transactions can be added.

Receiving Adjustments in MUNIS

Union Distribution Center — If a receiving error is discovered after the items have been
delivered to the school/department site, e.g. Distribution Center miscounted, the following
process should be followed.

1) If the shipment is long, but within the quantity permitted on the PO, e.g., you ordered
10, the Distribution Center received 8 in MUNIS, but you received 10, compare the
receiving documentation to the MUNIS receiving record. If the receiving documentation
matches the actual quantity received at the site, the site secretary or financial clerk
should receive the balance of those items in MUNIS Purchase Order Receiving. If the
receiving documentation does not match the actual quantity received at the site, email
the Distribution Center receiving office about the discrepancy. There may be additional
documentation that can clarify the error. Work with the Distribution Center receiving
office to reconcile the issue. It is the school/department’s responsibility to ensure any
actual overages are added to the receiving record.
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2) If the shipment received at the school site is short, meaning the Distribution Center
received more in MUNIS than what the site received, contact the Distribution Center
Receiving Office. The receiving office will have to research the “shortage” and make an
adjustment to the MUNIS receiving record. Shortage corrections need to be made by
the Distribution Center.

9. Returns
a. If the school site/department returns an item, the secretary or financial clerk at the

school site is responsible for entering a return in MUNIS Purchase Order Receiving.
Returns should be entered using the same method as receiving.

b. The return must be entered as a new record in Purchase Order Receiving.
C. Once in Purchasing Order Receiving (See Section 4. Above), click Add, and
enter the PO number in the PO number field. .
Add L
d. Enter the applicable PO line # for the returned item and hit the Tab key

| Retfumned Defails |

e. Click on the Returned tab.
f. Enter the quantity returned.
g. Enter Comments (Required): Reason for return; actual date returned; shipper, e.g.

FedEx, UPS, USPS, picked up by supplier.

h. Enter the RMA, if you received one from the supplier.

i Click Accept.

j. This return transaction will now show up as a transaction on the Receiving record in
MUNIS.

k. The Distribution Center will not be entering returns on behalf of the school/site in
MUNIS.
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CONTACTS FOR RECEIVING ISSUES
Purchasing & Distribution Center

Kurt Frentzel, Director
918-357-6177
frentzel.kurt@unionps.org

Stacy Haynes, Buyer
918-357-6167
Haynes.stacy@unionps.org

Accounts Payable

Rose Peace, Reconciliation Specialist
Peace.rose@unionps.org
918-357-6249

Melanie Coday, Accounting Mgr.
coday.melanie@unionps.org
918-357-6075



mailto:frentzel.kurt@unionps.org
mailto:Haynes.stacy@unionps.org
mailto:Peace.rose@unionps.org
mailto:coday.melanie@unionps.org

Furniture Purchasing and Standardization Policy Summary

Union Public Schools has established standardized office and classroom furniture to ensure
consistency, compatibility, cost savings, and efficient management of district facilities. In
accordance with Board Policy 3010, standardized furniture purchases are subject to review and
approval by the Purchasing Department. Board Policy 3010

All employees must contact Purchasing before requesting furniture quotes, creating vendor
shopping carts, or initiating any furniture purchase. This requirement applies to purchases from
all suppliers, including online vendors such as Amazon, Staples, Office Depot, Wayfair, and similar
retailers.

The policy applies to all office and classroom furniture, including but not limited to:
o Office chairs and task chairs
e Soft seating
e Bookcases and shelving
e Filing cabinets
o Teacher desks and student desks
e Conference tables
e Classroomtables
e Collaboration tables

e Other office or classroom furnishings

Purchasing will verify that requested items meet district furniture standards and will identify
approved vendors, contracts, or cooperative purchasing agreements. Requests for non-standard
furniture must receive Purchasing approval before quotes are obtained or purchase requests are
created.

Failure to coordinate with Purchasing before obtaining quotes or creating carts may result in delays,
cancellation of purchase requests, denial of reimbursement, or rejection of non-standard furniture
requests.

Please Contact Purchasing first for any furniture need. Early coordination ensures compliance with
district standards, provides access to approved pricing, and helps avoid unnecessary procurement
delays. Stacy Haynes, 918-357-6167 or haynes.stacy@unionps.org



https://www.unionps.org/about/board-of-education/boardpages/business/3010-purchasing-and-procurement
mailto:haynes.stacy@unionps.org

Purchasing Policies & Guidelines

e Any single purchase over $10,000 must include one additional
comparison quote if it is not purchased utilizing a state contract

o If acontract is used it must be noted in the Vendor Sourcing
Notes

e Any single purchase over $100,000 must be managed by the purchasing
department

o Attach Summary or Tabulation and winning bid to REQ (keep all
bids for auditing purposes)

o Remember to request F.O.B. Destination Union Public Schools

e Any purchase of office/classroom furniture or technology must be made
through Purchasing. We are happy to assist with any quote



MUNIS Tips

e Part numbers are first entry in all Line Items

e Remember to include all quote numbers in Vendor/Sourcing Notes
and attach quote to REQ

e Ship to must match on quote and REQ. Typically the warehouse:
5526 S. 129" E. Ave., Tulsa 74134

e Ship To must match on Main Tab and each Line Item page (if you
change one you must change all)

e |f you are purchasing software or subscriptions Ship To should be
“Does Not Apply”

e If you are purchasing goods/supplies you must include Standard Note
1614, Freight Terms

e If a vendor will be on your premises you will need to include Standard
Note 1613, Insurance Requirement

e If your REQ s a blanket select “Amount” not Quantity and include the
corresponding Standard Note
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