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UNM Confidentiality and Sensitive
Information Policy

Due to the integrated nature of the various Finance modules in Banner and the reporting
information in the Operational Data Store (ODS) you may have access to information
beyond what you need to perform your assigned duties. Your access to Banner has
been granted based on business need and it is your responsibility to ensure the
information you access is used appropriately. Here are some reminders of good data
stewardship to help you carry out your responsibility:

¢ Do not share, disclose or store your passwords in an unsecured manner.

¢ Do not share confidential and sensitive information with anyone, including
colleagues, unless there is a business reason.

¢ Do not leave your workstation unattended while logged on to administrative
information systems. You are responsible for any activity that occurs using your
password.

e Do not attempt to access accounts, files, or information belonging to others
without knowledge or consent.

e Do not use your computer account to engage in any form of illegal software
copying or other copyright infringement.

e Do not use you account to harass other computer users.

¢ Retrieve printed reports quickly and do not leave the reports lying around in plain
view.

e Secure reports containing confidential and sensitive information.

e Shred reports containing confidential or sensitive information in a timely manner.

Your responsibilities regarding the protection and security of administrative information
are outlined in the University of New Mexico Policies and Procedures Manual:

o Acceptable Computer Use Policy No. 2500
o Computer Use Guidelines Policy No. 2510
o Computer Security Controls and Guidelines. Policy No. 2520

Use of University computing services in violation of applicable laws or University policy
may result in sanctions, including withdrawal of use privilege; disciplinary action, up to
and including, expulsion from the University or discharge from a position; and legal
prosecution under applicable federal and/or state law.
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http://www.unm.edu/%7Eubppm/
http://www.unm.edu/%7Eubppm/ubppmanual/2500.htm
http://www.unm.edu/%7Eubppm/ubppmanual/2510.htm
http://www.unm.edu/%7Eubppm/ubppmanual/2520.htm

Prerequisites for the Class

> FIN OV 100 General Finance Online Overview

» FIN BAS100 Banner Fundamentals and Navigation
Online Training
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Course Overview

We now accept the fact that learning is a lifelong process of
keeping abreast of change. The most pressing task now is to
teach people how to learn. — Peter Drucker

Course Description

This course is designed to introduce the participant to the purchasing
process for departments. The objectives of this session include creating,
canceling, and querying Purchase Requisitions (PR's); performing queries
of purchasing documents in Banner; and approving invoices for payment.
You will learn how to purchase goods and services and become familiar
with using the online Vendor Add/Change Request form and the online
Purchase Order (PO)/Purchase Requisition (PR) Change Order from. You
will also learn how to receive goods and services.

This course will provide an introduction and hands-on learning using
LoboMart for creating and tracking Purchase Requisitions.

You will also participate in an introduction and hands on learning using the
Banner Receiving Goods form FPARCVD to receive goods.

Participants are instructed where to access and how to use the online
Banner Byte for PCard Reallocation.
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Course Objectives

After completing this session you will be able to:

Initiate a Purchasing Request in LoboMart

Know the difference between Catalog and Non-Catalog Vendors
Track the Status of a Requisition in LoboMart and Banner
Receive Goods & Services

Initiate a Change Order Request

Initiate a New Vendor Set-Up Request

Additional training materials, including Banner Byte demos, for:

= Creating a Receiving Document for Goods

= Procurement Card (PCard) Transaction Maintenance/
Reallocation

= Returned Goods

= Searching for Requisitions in LoboMart

= And many more processes...

can be found on the Financial Services Support Center website.

http://www.unm.edu/~fssc
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Section 1 - LoboMart

LoboMart is a web eProcurement application used to create all external purchase
requisitions. LoboMart automatically passes data into the Banner system.

Exercise 1 — Create ‘My Profile’

When logging in to LoboMart for the first time, it is necessary to set up your
personal profile. The initial set-up is a one-time process and must be completed
prior to creating any requisitions. Adding new index codes, ship-to codes, etc is
also done using My Profile.

{Z HomelShop - Windows Internet Explorer

@\:‘/ v [EE] htepsfusertest.sciquest.c wter/Ho &[] [] | |2l

Fle Edt View Favortes Tools Help SConvert - [B) Select

w [@Humefshu

Home /Shop

home/shop

Shop |Everything [ [[[80] =tvances searcn }

Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories

Action Items ? Punch-out
- My Orders Lab Supplies
Requisitions
Pending (15) ReF
VWRL ek Pan-ALDACH VWRELD
Purchase Orders bt @u—mu WILRATITTAL
Pending (1)

Office/Computer

Welcome to UNM Purchasing!

+ CATALOG VENDORS: Belewe's ‘ m Qaatevay ‘ Unified Office ‘

o Belew's Office Supply

o Bob Garrecht Supply

o UNM Chem Stores/CRLS
o Gi

MRO/ Facilities
o Sigma Aldrich
2 Summit Electric

O VWR Scientific
-

For technical or functional assistance, please
contact the Link Service Center at
http:/ /fastinfo.unm.edu or 505-277-8220!

My Resources
Product Release Library 31 email: fastinfo@unm.edu phone:

Done € Internet FA00%

1. Click on the profile link from the LoboMart home page.
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= My Profile - Windows Internet Explorer

@.\- 3 = | nttpsiusertest.seiquest, wter/UserProfieL ication?tmstmp=1288294607379 DENENEN (2]

Fle Edt ‘iew Favorites Tools  Help @convert - [ Select

S e [ﬁMyprorne ]7} B8

»
v rPage = {0k Tools ~

thange Password

User Settings || purchasin
User Identification Ersona

| Settings | Roles | Department Permissions | Email Prefarances

Last Name

Phone Mumber

g
[t |s0s [277-5225 [\ | Country Code, Area, Phone Number, Extension

User Name aortiz

E-mail Address

Please enter a question and answer that we can prompt you with should you ever farget your password.

Question
| Authentication Method Local
(==2)
A g > 4
-

2. On the My Profile page, begin in the User Settings tab. There are four
sections in User Settings: User Identification, Personal Settings, Roles, and
Email Preferences.

3. User Identification (Required Data) — Your first name, last name, and user
name will be pre-populated and cannot be changed. You must add a contact
phone number and email address, then click on the Save button.

& My Profile - Windows Internet Explorer,

@.\- ¥~ &) tmsiifusertest.sciquest. wter UserProfilePer i 1 et 95510592 [ &[4 ][x] | e
Fle Edt View Favortes Tools Help SConvert - [B) Select

w [@Myprums ]

[ change password |
User Identification { Persanal Settings ’Ro\es | Departrment Fermissions | Email Preferences

Slect 2 Languags
Country
[Time Zone MDT/MST - Mountain Standard Time V‘
Coler Theme SciQuest New o
Font Size v
Help an mouse over o

G=)

A -4

4. Personal Settings (System Defaulted) - The color theme, time zone, user
interface style and help settings will be set system wide. Do not change the time
zone default. The color theme, interface style and help settings can be changed.
Choose the desired options from the drop down lists and click on the Save button.
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[Z My Profile - Windows Internet Explorer
Y P!
G - [Elrmnimertest scques: wterfUserPr iFreferen + i P ¢ DENEEI |EE

Fie Edt Wew Favortes Tools Hep @conwert - [ Select

W o [_fémy Profile ]71

Change Password
User Settings || purchasing || Permissions || History

User Identification | Personal Settings | Reles | Department Permissions | Email Preferences o
Email Preference Value Override Email Preference Value Override
Role Role
Administration & Integration Purchase Orders

PR Export Failure Notification X r PO submitted into Workflow X r
Shopping, Carts & Requisitions PO Waorkflow complete 2
PR submitted into Workflow W 2 PO sent to supplier 2

PR Workflow complete / PO created 2 | B PO Line Item Ship Notice x T

PR line item(s) rejected v v PO line item(s) rejected v ]

PR rejected/returned ~ PO rejected v v

PO line item Backorder notice o v

PO line item Cancellation notice v 4

Settlement
PO Requires Receipt notice x r

(=1
v

5. Email Preferences (Optional) - An email notice can be sent to the user for
any PR process selected. At the University PO processes are not utilized. Select
those processes for which you would like email notification sent by placing a
checkmark in the corresponding checkbox and clicking on the Save button.

& My Profile - Windows Internet Explorer,

@.\- 3 = | nttpsiusertest.seiquest, ter/UserProfilePurchasingCustamFiskds?iserld eFthav=itmstmp=1 286295583375 DENENEN (2]
Fle Edt ‘iew Favorites Tools  Help @convert - [ Select

= — = »
W & [@Myprome ] | B v B - e - [Shpags - {8 Todks ~

profile | lagout

thange Passwrord

User Settings || Purchasing | perfssions || History |
Custom Fields | Purchasing/afproval Limits | Payment Options | Addresses | Product Views | Punch-out Access i
\ Header (int.) [ Cades

\/ 7
Custom Field Name Default Yalue Description al

Product Location No Default Valus Edit

6. Click on the Purchasing tab. There are six sections in the Purchasing tab:
Custom Fields, Purchasing/Approval Limits, Payment Options, Addresses,
Product Views, and Punchout Access. Purchasing/Approval Limits, Product
Views, and Punchout Access are for informational purposes only.

7. Custom Fields (Required Data) — The screen defaults to the Header tab. A
Product Location is required for all Requisitions. Click on the Edit button to add a
Product Location.
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= My Profile - Windows Internet Explorer

@.\:/. v [l hepsiusertest.sciquest. ter/UserProflePurchasingCustamFisid: EENEEN (2]
Fle Edt Wiew Favorites Tools Help @ Convert ~ [B) Select
* & [ﬁMyprorne ] } v B v [rPage - (0 Tacks -

thange Password
User Settings H Purchasing H Permissions || Histary ‘

Custom Fields | Purchasing/Approval Limits | Payment Options | Addresses | Product Wiews | FPunch-out Access

?
Header (int.) | Codes

Custom Field Name Default value Description Edit Yalues
Product Location

No Default value

= Close
Create New Value |

—

Value Description

<

| =

* Customn Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

8. Click on the Create New Value button to create a new Product Location.
The Product Location is the area where the goods are stored upon receipt.

= My Profile - Windows Internet Explorer

@\:/ v [ httpsiffusertest.sciauest.comjan Profllepur elds MR lel:
Fle Edit View Favorites Tooks Help @Convert - B Select
— - . »
W o [@Mypmme I I - B & - [2rpage v £ Tooks -
£

Change Password
User Settings || Purchasing |[permissians | Histary |

Custom Fields | Purchasing/approval Limits | Payment Gptions | Addresses | Product Wiews | Punch-out Access

?
Header (int.) || codes

Custom Field Name

Default Yalue Description Edit Yalues
Product Location

No Default Value

/ Edit values

Close
Create New Value

o~ New Value 7
Value Description |

Value Purchasing Department

Description Perovich Business Ctr, ste 2600

Default ¥

Status active
< | 3

Save

*+ Custom Field Values marked with an asterisk are role-based values. Users can only modify the \ /
Default status of these Custom Field Values.

9. Enter the product location in the Value and Description textboxes. Enter the
Product Location name in the Value textbox. Enter the building name and room
number in the Description textbox. If this is the primary Product Location, place

a checkmark in the Default checkbox. Click on the Save button when all
information has been entered.
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= My Profile - Windows Internet Explorer

@\- 3+ | €] bttps:tiusertest, stiauest.camiappsiRouter UserProfiePurthasinaCustonFickds [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select

= = . »
v [@MmeFlle I I v B o - 2page v {0 Took -

My Profile : I

profile

thange Password

User Settings || Purchasing || Permissions ” History ‘

Custom Fields | Purchasing/Approval Limits | FPayment Options | Addresses | Product Views | Punch-out Accsss o
Header (int.) || codes
?
Custom Field Name Default value Description Edit values
Product Location Purchasing Department Perovich Business Ctr, ste 2600

/" Edit Values Close
Craate New Value / \

I / Edit Existing Value 7
Description alue
Description
Default v
tatus active
< | X \ Save Remove
O —

* Custom Field values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

10. The product location is now saved to your profile. To remove or change a
product location click on the product location in the Value Description list. Click
on the desired action in the Edit Existing Value box.

& My Profile - Windows Internet Explorer,

@.\:/. v [l hepsiusertest.sciquest. ter/UserProflePurchasingCustamFisid: EENEEN
Fle Edt Wiew Favorites Tools Help @ Convert ~ [B) Select

= . -
* & [ﬁMyprorne ] } v B v [rPage - (0 Tacks -

- ST I

profile

thange Password

User Settings || Purchasing [ permissions || History |

Custom Fiel, urchasing/Approval Limits | Payment Options | Addresses | Product Wisws | Punch-out Access ¥

7

Custom Field Name Default Yalue Description
Chart No Default value @
Index No Default Value

Account No Default Value Edit

Commodity Code No Default Value Edit

11. Click on the Codes tab. There are four codes that can be entered: Chart,
Index, Account, and Commodity Code.

12. You must enter a default Chart. Click on the Edit button to the right of Chart.
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= My Profile - Windows Internet Explorer,

@‘- 5 = i8] https:/fusertest stiauest.comfapps R outer UserPraf ePurchasinglustamFields [ &[4[ [ =2

L —

Fle Edit View Favortes Tools  Help @ Convert + [B Select

e e [@MyFmFlle

Catsiog h 0y S]]

profile

Change Password

ser Setiings | Purchasing [armissians | Histery |

Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

Headsr (int.) | Codes

Custom Field Name Default Yalue Description Edit Yalues

Chart Mo Default Value

Close
Create New Value

—
e —

Valus Description

< >

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

13. Click on the Create New Value button to add a Chart.

{Z My Profile - Windows Internet Explorer.

=) - . ’ - =
@\,_,/ \g https:/jusertest sciquest.comjapps{Router /UserProfiePurchasingCustomFislds vl g\ 9 [ | ‘ re)
Ble Edt View Favortes Look Help & convert - B Select

e e [@MyFmFlle l

profile

Change Password

\ser Setiings | Purchasing [permissions | Histors |

Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

Header {int.} || Codes

Custom Field Name Default Yalue Description Edit Yalues

Chart No Default Value

/" Edit Values Close
Craate New Value

Values 7
value Description .
Select All value Description
u iversity of New Mexico
Add values |
< | = SNe—

* Custom Field values marked with an asterick are role-based values. Users can only modify the
Default status of these Custom Field Values.

14. Place a checkmark in the Select checkbox next to Chart U and click on the
Add Value button.

15. Chart U has now been added to your profile, but it must still be set as your
default chart.
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= My Profile - Windows Internet Explorer

@\- 3+ | €] bttps:tiusertest, stiauest.camiappsiRouter UserProfiePurthasinaCustonFickds [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select

— - . »
W o [@Mypmme I I - B & - [2rpage v £ Tooks -

My Profile

thange Password

User Settings || Purchasing |[ permissions |[ History |
Custom Fields | Furchasing/approval Limits | Payment Options | Addresses | ProductWiews | Punch-out ccess ?
Header ({int.} || Codes
?
Custom Field Name Default ¥alue Description Edit values
Chart No Default Value
/" Edit Values < Close
Create New Value
[ Edit Existing Value B
[ University of New Mexico
Description waiversity of New Mexico
Default
Status
< | =
* Custom Field Values marked with an asterisk are role-based values. Users can only modify the g
Default status of these Custom Field Values.

16. Click on Chart U to open the Edit Existing Value screen. Place a checkmark
in the Default checkbox and click on the Save button. Now that Chart U has

been set as your default Chart, click on the Close button to return to the Codes
list.

= My Profile - Windows Internet Explorer

@\:/ v [ httpsiffusertest.sciauest.comjan Profllepur elds MR lel:
Fle Edit View Favorites Tooks Help EConvert - [BE Select

— - e
w o [@Mypmme I I - B) e - [ihPage v {3 Took v

Change Password

User Settings | Purchasing |[ permissions || History |
Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access ?

Header (int.) | Codes

7
Custom Field Name Default Value

Chart u

Description Edit Yalues
University of New Mexico

Index

No Default value @
Account

No Default Value

Commedity Code Ne Default Value

17. Index, Account, and Commaodity Codes are not required as part of your
profile, but it is helpful to include at least one Index Code and several Account
and Commodity Codes. Click on the Edit button located to the right of the Index
line to add an Index Code.
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{Z My Profile - Windows Internet Explorer

@.\_ 3~ |g, https:jfusertest, sciquest. com/appsiRouter/UserProfilePurchasingCustomFields vl EJ | [x |

Fle Edi ‘iew Favorites Tools  Help @convert - [ Select

w [gw Profile ]7}

o [P I e

profile

thange Passwrord

User Settings || Purchasing | permissions || History |

Custom Fields | Purchasing/fpproval Limits | Payment Options | Addresses | Product Views

Header (int.) || Codes

| Punch-out Access

Custom Field Name Default Yalue Description Edit Yalues

No Default value

= Close
Create New Value

>~ 4
—

Index

Value Description

| >

* Customn Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

18. Click on the Create New Value button.

= My Profile - Windows Internet Explorer,

@\- 5 = i8] https:/fusertest stiauest.comfapps R outer UserPraf ePurchasinglustamFields [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select
v [@My Profile I I - B = |-y Page + i Tooks +

=H Draft Cart or Add Item rt
My Profile T

profile

change Password

ser Setiings | Purchasing [armissians | Histers |
Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out dccess

Header {int.) || Codes

Custom Field Name Default Yalue Description Edit Yalues
Index

No Default Value

/" Edit Values

close
Create New Value

Search For Value 7
value Description Field Name
Value ‘ EXD ) |
—
Description ! |
Results per Page
< | =

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field values.

19. Enter the Index code in the Value textbox or enter the Index description in the
Description textbox and click on the Search button.
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= My Profile - Windows Internet Explorer

@ L ‘g https:/jusertest sciquest . comiappsiRouter/UserProfilePurchasingCustomFields

Fle Edit View Favortes Tools  Help @ Convert + [B Select

e e [EMy Profile I_I

My Profile

- T I

profile

944000 1
Add values |

Back to Search

Change Password
User Setings | Purchasing |[Permizsians | ristory |
Custom Fields | Purchasing/épproval Limits | Payment Options | Addresses | Product Views | Punch-out Access ?
Headsr (int.) | Codes
?
Custom Field Name Default Value Description Edit Values
Index No Default Value
/" Edit Values Close
Create New Value
Results per Page
e T values Found 1 4 Page oft b ?
Select value Description
@ ng Operations 092805
< >

Default status of these Custom Field Values.

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the

v

20. Place a checkmark in the Select checkbox next to the index code(s) you wish
to add and click on the Add Values button.

(= My Profile - Windows Internet Explorer

@ L ‘g https:/jusertest sciquest . comiappsiRouter/UserProfilePurchasingCustomFields

Fle Edit View Favortes Tools  Help @ Convert + [B Select

e e [EMy Profile I_I

ser Setiings | Purchasing [armissians | Histery |

- T I

profile

change Password

Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

Headsr (int.) | Codes

Custom Field Name Default Yalue

b3

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

2
?
Description Edit Yalues
Index Ne Default Value
/" Edit Values Close 1)
Create New Value
Search For Value 7

aiin) E==aian Field Name Index
944000 113425-Purchasing Operations 092805 value 244000 ]

Description ‘ |

Results per Page
<

search |

No Results Found

21. Repeat this procedure to add Index Codes to your profile. By adding Index
Codes to your profile, the values become available from a drop down list when
requisitions are created. When finished, click on the Close button to return to the

Codes list.
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" My Profile - Windows Internet Explorer

@ & M ‘g‘ https:fjusertest. sciquest comfappsiRouter UserProflePurchasingCustomFields

Ele Edit View Favorites Took Help @ Convert + [B Select

=

e e [@MyFmFlle

My Profile

Change Password

User seringz | Purchasing |[permizzians | ristory
Custom Fields | Purchasing/approwal Limits | Payment Options | Addresses | Product Wiews | Punch-out Access i
Header (int.) || Codes
7
Custom Field Name Default ¥alue Description Edit Values
Chart u University of New Mexico Edit
Index No Default Value
Accourt No Default value @
Commodity Code No Default Value .

22. To add Account Codes, click on the Edit button to the right of the Account line.

= My Profile - Windows Internet Explorer
@\‘ = |2 epsiusertest. seiuest.camfan Profllepur elds [ &[4 ][x] |

Fle Edit View Favorites Tooks Help EConvert - [BE Select

T [@My Profile I_I

My Profile

prafile

Change Password

\ser Setiings | Purchasing [armissions | Histers |

Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access ?

Header {int.} || Codes

Custom Field Name Default value Description Edit values

Account No Default Value

Create New Value

valus Description

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

23. Click on the Create New Value button.
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{Z My Profile - Windows Internet Explorer

@;7_/. v [ httpsifjusertest.sciquest.comjap PrafiePur felds [ & [4][x] | (2]
Fle Edit Vew Favorites Tools Help @ Convert - 35 Select
* & [EMypmﬁle I | P BD b - pame - 0 Taok -
u

Lok

@l Catalog o (sku) ol |

prafile

Change Password

ser Setiings | Purchasing [armissians | Histers |
Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out dccess

?
Header {int.} || Codes

Custom Field Name Default value Description Edit values

/" Edit values Close
Create New Yalue

Account No Default Value

Search For Yalue ?

value Description Field Name

value ( [s00 ) |

=

Description S ]

Results per Page
< | = search |

T

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

24. Enter the Account Code in the Value text field or enter the Account
description in the Description text field and click on the Search button. Leaving
the Value and Description fields blank will return all available Account Codes.

{Z My Profile - Windows Internet Explorer,

@ &M ] https:fjusertest sciquest comjappsiRouter/UserFrofllePurchasingCustomFields

File Edt View Favortes Taok Help & convert - B Select

e e [@MyFmFlle li

- T I

profile

change Password
\ser Setiings | Purchasing [armissions | Histers |

Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

i
Headsr (int.) | Codes

Custom Field Name Default Yalue Description Edit Yalues

Ne Default Value

Account

/" Edit Values

Close
Create New Value

Results per Page
value

Description

«
<

values Found 1 4 page|L wof1 b ?

Description

=
3100 neral - 03052007
< | Add values | ) Back to Search

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

Select Yalue

25. Place a checkmark in the Select checkbox for the Account Code(s) you wish
to add and click on the Add Values button.
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= My Profile - Windows Internet Explorer

@\- 3+ | €] bttps:tiusertest, stiauest.camiappsiRouter UserProfiePurthasinaCustonFickds [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select

— = . »
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My Profile : I

profile

Change Password

\ser Setiings | Purchasing [permissions | Histors |
Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out dccess

Header {int.} || Codes

Custom Field Name Default Yalue Description Edit Yalues

Account No Default Value

F)
7
—
‘
/" Edit Values Close
Craate New Value
7

Search For Value
s @ Description Field Name Account
( 3100 Office Supplies General - 09052007 value I ]
N —— 3100
Description I |
Results per Page
< | search |

No Results Found
* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

26. The Account Code(s) are added to your profile. Repeat this process to add
more Account Codes. By adding Account Codes to your profile, the values
become available from a drop down list when requisitions are created. When
finished, click on the Close button.

= My Profile - Windows Internet Explorer

@\:/ v I hitpsiffusertest.sclauest.comj appsfRouter/UserProfllPurchasingCustomFiekds [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select
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profile

thange Password

User Settings || Purchasing |[ permissions |[ History |
Custom Fields | Purchssing/approval Limits | Payment Options | Addresses | Product views | Punch-out access ?

Header ({int.} || Codes

Custom Field Name Default value Description Edit Yalues

Chart u University of New Mexico Edit

Index Mo Default Value Edit

Account No Default Value Edit
Commodity Code o Default Value Edit

27. To add Commodity Codes, click on the Edit button to the right of the
Commodity Code line.
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= My Profile - Windows Internet Explorer,

@ L ‘g https:/jusertest sciquest . comiappsiRouter/UserProfilePurchasingCustomFields

Fle Edit View Favortes Tools Help

@Convert + B Select

e e [@My Profile I_I

Catsiog bty S ]

profile

Change Password
\ser Setiings | Purchasing [permissions | Histors |

Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

i
Header {int.} || Codes

7
Custom Field Name Default Yalue Description Edit Yalues
Commadity Code

_d |

s Close
Create New Value |

—

No Default Value

value Description

<

| ¥

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

28. Click on the Create New Value button.

{Z My Profile - Windows Internet Explorer.

@ &M ] https:fjusertest sciquest comjappsiRouter/UserFrofllePurchasingCustomFields

@l B
Fle Edit Vew Favortes Tools Help & convert - B Select
w o [@MyFmFlle l - B - & - [hPage - £ Took -
A

[z mont

prafile

thange Password
\ser Setiings | Purchasing [armissions | istary |

Custom Fields | Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

?
Header (int.) || Codes

Custom Field Name Default ¥alue Description
Commodity Code

No Default Value

/" Edit values Close
Create New Value

Edit Yalues

Search For Value 7

value Description Field Name Code

Value 2500

=

Description — |

Results per Page
< | & Search |

T —

* Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

29. Enter the Commodity Code in the Value text field or enter the Commodity
description in the Description text field and click on the Search button. Leaving
the Value and Description fields blank will return all available Commodity Codes.
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= My Profile - Windows Internet Explorer

@ L ‘g https:/jusertest sciquest . comiappsiRouter/UserProfilePurchasingCustomFields

Fle Edit View Favortes Tools Help @ Convert - B Select

e e [EMy Profile I_I

My Profile : I

profile

Change Password
\ser Setiings | Purchasing [permissions | Histors |

Custom Fields Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

?
Header {int.} || Codes
?
Custom Field Name Default ¥alue Description Edit Yalues
Commodity Code No Default Value
/" Edit Values Close
Create New Value
Results per Page
e Description values Found 3 4 Pags st el
Select value Description
=5
2500 Supplies, Lab/Research
< | = 2500H Supplies, Lab/Research - HAZARDOUS
2500R - carch - RADIOACTIVE
= Custom Field Values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values. Add values Back to Search

30. Place a checkmark in the Select checkbox for the Commodity Code(s) you
wish to add and click on the Add Values button.

= My Profile - Windows Internet Explorer

@ L ‘g https:/jusertest sciquest . comiappsiRouter/UserProfilePurchasingCustomFields

Fle Edit View Favortes Tools Help

@Convert + B Select

e ot [@My Profile I_I

My Profile

Y I

profile

change Password
User Settings || Purchasing |[ permissions |[ History |

Custom Fields | Purchasing/approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access

2
Header ({int.} || Codes

?
Custom Field Name Default value Description Edit values
Commodity Code No Default Value

/" Edit Values

Close
Create New value |
B
_ ——
pfalue

Results per Page
Description Values Found 1 4 Page oft b ?
2500 Supplies, Lab/Research Select . Pz
2500H Supplies, Lab/Research - HAZARDOUS r
[~ 2500R Supplies, Lab/Research - RADIOACTIVE
¢ | @ Add values Back to Search

* Custom Field values marked with an asterisk are role-based values. Users can only modify the
Default status of these Custom Field Values.

31. The Commodity Code(s) are added to your profile. Repeat this process to
add more Commodity Codes. By adding Commodity Codes to your profile, the

values become available from a drop down list when requisitions are created.
When finished, click on the Close button.
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= My Profile - Windows Internet Explorer

@ L ‘g https:/ usertest, sciquest, comiapps/Router/UserProflePurchasingPayment Options

Fle Edit View Favortes Tools Help @ Convert - B Select

e e [EM\/ Profile I_I

thange Password

ddresses | Product Views | Punch-out Access

P
N
2
a

< rd.
Add New Card

My Cards

32. Click on the Payment Options tab. If you have a Purchasing Card you may
enter it here. Entering a P-Card will allow you to place P-Card orders through

LoboMart with Catalog Vendors (Hosted and Punchout). To add a P-Card, click
on the Add New Card button.

{Z My Profile - Windows Internet Explorer,

@ L ‘g https:/ usertest, sciquest, comiapps/Router/UserProflePurchasingPayment Options

Fle Edit View Favortes Tools Help @ Convert - B Select

e e [EM\/ Profile I_I

My Profile

2
thange Password

User Settings || Purchasing || Permissions ” Hlslury‘

Customn Fields | Purchasing/pproval Limits | Payment Options | Addresses | Product Views | Punch-out Access

[ Apply the default card.

Add New Card / \

My Cards , Card Details
Nickname
Cardholder Name
Card Number 3700111122223333
Expiration Date

Default i
\ save |

\/

33. Enter your PCard information, place a checkmark in the Default checkbox,

and click on the Save button. NEVER place a checkmark in the Apply the
default card checkbox.

Finance Services Division University of New Mexico



= My Profile - Windows Internet Explorer,

@\ )+ | ] hps:fjusertest,sciquest. comfappsfRouter/UserProfikPurchasingddress?L 00305257 [ &[4[ [ =2
Fle Edt View Favortes Tools  Help @ convert + [ Select

= - . »
e [@Mypmﬁle I | B B @ - hPage - £ Took -

change Password

User Settings || Purchasing || Permissions ” Hislury‘ A

Custorn Fields | Purchasing/#pproval Limits | Payment Option Addresses roduct Wiews | Punch-out Access ?

Ship To ’m‘
L ————— 7

Select an sddress to edit ‘ Select Addresses for Profile l
\ @ No addresses defined in profile. \

Shipping Addresses

34. Click on the Addresses tab. The Addresses tab includes Ship To and Bill
To addresses. Both Ship To and Bill To addresses are required.

35. To add a Ship To address click on the Select Addresses for Profile button.

8 My Protie - Windows Intemet Expirar - ——— ey S e o
* | @] hitpautismistions seiquesteom.appsRouter/ UesreplelurchasingAdsres: v [y | x [P Googe A
=

x @Comvert v PR Select

e Fovoriis | iy i Sugerted Stei v ) Wik Sice Guliny =

B My Prosle

usar Satongs Purchasing Bermissions | Supplier Mgt Mistary
Cotom Fields | Purchosieg/Agproval Limits | Parmest Ogeions | Addresses Product Views | Puncheout ccess t
TShin To nil T

ok as sdbarrre obt b Addrysses for Prefde
[ O ns addresses defined in prafle.

Shipping Addrasses Address Search

36. Enter any part of your Ship To address in the Nickname/Address Text field
and click on the Search button.
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= My Profile - Windows Internet Explorer,

@\- 5 = i8] https:/fusertest stiauest.comfanpsRouterfUserPraflePurchasingAddress [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select

= - . »
e e [@Mypmﬁle I | Fiv B @ - hpage - £ Took -

Y I

profile

Change Password

\ser Setiings | Purchasing [permissions | Histors |

Customn Fields | Purchasing/Approval Limits | Payment Options | Addresses | Product Views | Punch-out Access ?
Ship To || gill Ta

7
Select an address to dit Select Addresses for Profile

‘ © No addresses defined in profile.

Shipping Addresses Address Search
Results per Page

Addresses Found: 2 4 Page of 1 b

Address
s Contact Name Department Administrator
FUR0O1 Phone +1 (505) 277-5225
Email aortiz@unm.edu

PURCHASING DEFT
UNM Business Center, Ste 2600

Test Synch 6/16/08, 3:42p
Albuguerque, NM 57131
United States

C zzz711 Contact Name Department Administrator
Phone +1 (505) 277-5225
Email acrtiz@unm.edu
PURCHASING & UNIV SVCS
Addr 2, Test synch 9/7/05
1 University of New Mexico
Onate Hall
Albuguerque, NM 87131
United States

37. Click the radio button next to the Ship To address you wish to add. Note: If
lyour Ship To address is not found, or if the information -needs to be modified,
please email the Purchasing department at purch@unm.edu.

= My Profile - Windows Internet Explorer,

@\- 5 = i8] httpss/fusertest stiauest.comfanps RouterfUserPraflePurchasingAddress [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select

— - . »
W o [@Mypmme I I - B & - [2rrage v £ Tooks -

Y I

profile

My Profile

thange Password

User Settings || Purchasing |[ permissions |[ History |

Customn Fields | Purchasing/Approval Limits | Payment Options | Addresses | Product Wiews | Punch-out Access ¥
Ship To (| Bill Ta

?
Select an address to edit select Addresses for Profile Delete Address

‘ © No addresses defined in profile.

elected Address

PUROD1

Shipping Addresses
Nickname

Default
Current Default Address -
ADDRESS

Lucy Lobg|
+1 (505) 277-5225

PURCHASING DEPT
UNM Business Center, Ste 2600
Test Synch 6/16/08, 3:42p

Contact Name

Phone

Email

Address Line 1
Address Line 2
Address Line 3
City

State

Zip Code
Country

United States

Save

38. Enter Contact Name, Phone, and Email in the appropriate fields and click on
the Save button. At least one Ship To address must be set up as a default
address. To select a default address for all LoboMart requisitions, place a
checkmark in the Default checkbox. Click the Save button.
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= My Profile - Windows Internet Explorer,

@\ )+ | ] htps:fjusertest,sdiquest. comfappsfRouter/UserProfikPurchasingéddress v & (4[] |
Fle Edit View Favortes Tools Help @ Convert - B Select

— = . »
W o [@MmeFlle I I - B - & - [hPage + {f Took -

Y I

profile

Change Password

\ser Setiings | Purchasing [permissions | Histors |

Custorn Fields | Purchasing/Approval Limits | Payment Options | Addresses | Product Views | Punch-out Access o

Ship To || gill Ta

Select an sddress to edit

select Addresses for Profile Delete Address
Edit Selected Address 7
Nickname BEROO
Default W
Current Default Address PURODL
ADDRESS
Contact Name Lucy Loba
Phane +1 (505) 277-5225
Emai
Address Line 1 PURCHASING DEPT
Address Line 2 UNM Business Center, Ste 2600
Address Line 3 Test Synch 6/16/08, 3:42p
city Albuguerque
State NM
Zip Code 87131
Country United States

Sa

39. The Ship To address has been added to your profile. Additional Ship To
addresses are added using the same process, but without clicking the Default
check box.

{Z My Profile - Windows Internet Explorer,

@ (D | hitps:fjusertest. sciquest.comfappsiRiouterUserProflePurchasingAdress o] & |[%][x] |
File Edt View Favortes Taok Help & convert - B Select

- . »
W [@MyFmFlle l v B ®h - 2Page - £ Took -

B cotelog o tsky v |

profile

Change Password

ser Setiings | Purchasing [Permissions | Histors |

Custo Purchasing/Approval Limits | Payment Options | Addresses | Product Views | Punch-out Access o

Ship T || Bill To

Select an address to edit Select Addresses for Profile
‘ © No addresses defined in profile. C

Billing Addresses

40. Click on the Bill To tab. A Bill To address must be assigned to your profile.
Click on the Select Addresses for Profile button.
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= My Profile - Windows Internet Explorer,

@\‘ 5 = i8] httpss/fusertest stiauest.comfanps RouterfUserPraflePurchasingAddress [ &[4[ [ =2
Fle Edit View Favortes Tools Help @ Convert - B Select
W o [@Mypmme I I BB

Casooocmn o] ]

profile

thange Password

User Settings || Purchasing |[ permissions |[ History |

Customn Fields | Purchasing/pproval Limits | Payment Options | Addresses | Product views | Punch-out Access o

Ship To || Bill To

Select an address to edit

Select Addresses for Profile |

‘ © No addresses defined in profile. ‘

Billing Addresses Select Address Template
Select Address Tempiate

41. Select Accounts Payable from the Select Address Template drop down
menu. **Accounts Payable will be the Bill To address for all LoboMart
requisitions. Click on the Save button.

{Z My Profile - Windows Internet Explorer,

=) . * =
@\,_,/ ] https:fjusertest sciquest comjappsiRouter/UserProfilePurchasingaddress [ &4 =] [ I

Fle Edt View Favortes Took Help &convert ~ B Select

o &y Profils

prafile

Change Password

\ser Setiings | Purchasing [armissions | istary |

Custom Fields | Purchasing/approval Limits | Payment Options | Addresses | Product Views | Punch-out dccess ?

ship To || Bill To

Select an address to edit

select Addresses for Profile Delete Address
Billing Addresses Edit Selected Address ?
Accounts Payable - Bill To prickname Accounts Payable - Bill To
Default W
Current Default Address. Accounts Payable - Bill To

ADDRESS
ema

Address Line 1 Accounts Payable

Address Line 2 MSCO6 3540, Onate Hall Rm 222
Address Line 3 Onate Hall

Address Line 4 2nd

City Albuguerque

State M

Zip Code 87131

Country United States

Save

42. The Bill To address is added to your profile.

43. Your Profile is now complete.
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LoboMart - Hosted Catalog VVendor

Hosted Catalog Vendors have their catalog content hosted in the LoboMart
application. Users can search and compare items from vendors who offer
competitive University pricing.

Exercise 2 - Placing an order from a Hosted Catalog
Vendor

{Z Home/Shop - Windows Internet Explorer

@ e - ‘g https:/jusertest sciquest, comjapps{RouterHometmstmp= 1285308010459 vl o ‘ 4| | ‘ e
Fle Edit View Favortes Tools Help @ Convert - B Select

— = . »
W o [@Humafshup I I - B & - [2rrage v £ Tooks -

[ Shop |Everything [ advanced search }

Go to: favorites | forms | non-catalog form | quick urder‘ Browse: suppliers | categories ’

e

Action Items ? Punch-out
- My Orders Lab Supplies
Requisitions
Pending (15) Fisher 5
vWRE D MA-ALDACH VWRe_
Purchase Orders IRTAARAT I TR @u—nﬂ- WAnIY
Pending (1)

Office/Computer

Welcome to UNM Purchasing!

* CATALOG VENDORS: DBefeur’s m @G“ﬂw“\" uw
0 Belew's Office Supply
o Bob Garrecht Supply
O UNM Chem Stores/CRLS
O Grainger
O Holman's
0 Sigma Aldrich
© Summit Electric

o VWR Scientific
e

For technical or functional assistance, please
contact the Link Service Center at
http:/ /fastinfo.unm.edu or 505-277-82201

MRO/Facilities

My Resources
Product Release Library 81 email: fastinfo@unm.edu phone:

€ Internet 0w v

1. To place an order with a Catalog Vendor, choose suppliers or categories
from the Browse section on the LoboMart home page.
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. = T 5
P | @ browee by suppler l I P BD b v hpape - 0 Took -

g —
((+ click to expand Search for Supplier Filer ) v back to shap...
ohe—— ~
Page Size |20 ¥ Sorfipy: Best Match % 4 Page of3 b | legend | ?
Supplier Name Type Vpreference Supplier Name Type Preference
WWR International a9 F] Boston University

CDWG

El
£ &R Air Conditioning & Refrigeration Service Inc B E)
A G Heinze Inc B Columbia University B
Abasto Utility Lecating Co ] CRM Learning )
Albuguerque Publishing B Dell Marketing Lp &
American Society for Healthcare Human Resource Administratic E Dickersons Catering LLC E]
Amy Suzanne Gillespie B FirstName Middlelnitial Test of LDI 1.0.1 Fix of First Name in Messaging E]
Apple Computer Inc [E] Fisher Scientific :g_
Belews Inc o Gateway, Inc. o
Book Grove B Geo Group Inc B
Page Size [20 %] 4 page[L ¥ of3 b

2. Choose suppliers to view a list of all Hosted Catalog vendors. If you would
like to search for a specific vendor Click to expand Search for Supplier Filter,
enter all or part of the supplier’'s name in the appropriate field and click on
Search.

3. This is a sample of the results returned from an expanded search. Notice the
‘Type’ column. This column indicates whether a particular vendor is a Hosted
Catalog Vendor, Non-Catalog Vendor, or Punchout Catalog Vendor. The symbol
for a Hosted Catalog Vendor is noted with an arrow. Click on the hosted catalog
vendor symbol located to the right of the desired hosted catalog vendor name.
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U | @ supplers

o TR I

Grainger A1 Fhone No.:  +1 (888) 361-8649
Fulfillment Address 1:
100 Grainger Parkway
Lake Forest, IL 60045

DUNS No.: 159148746

back to shop...

Categories ?
Category Search

Apparel and Luggage and Personal Care Products  view (incl. sub-catzgories)

Building and Censtruction Machinery and Accessories  view (incl. sub-categories)

Building and Facility Construction and Maintenance Services  view (incl. sub-categories)

Chemical Reagents  view (incl. sub-categeries)

Chemicals including Bio Chemicals and Gas Materials  view (ind. sub-categories)

Chromategraphy  view (indl. sub-cat=gories)

Cleaning Equipment and Supplies  view (ind. sub-categories)

Commercial and Military and Private Vehicles and their Accessories and Components  view (incl. sub-catagories)
Defense and Law Enforcement and Security and Safety Equipment and Supplies  wiew (incl. sub-categories)

Distribution and Conditioning Systems and Equipment and Components  view (incl. sub-categories)
Domestic Appliances and Supplies and Consumer Electronic Products  view (incl. sub-categaries)
Drugs and Pharmaceutical Products  view (indl. sub-catzgories)

Electrical Systems and Lighting and Components and Accessories and Supplies  view (incl. sub-categories)
Electronic Components and Supplies  view (incl. sub-categories)

Engineering and Research and Technology Based Services  view (incl. sub-categories)

Farming and Fishing and Forestry and Wildlife Contracting Services  view (incl. sub-categarias)
Farming and Fishing and Forestry and Wildlife Machinery and Accessories  view (incl. sub-categeriss)
Food Beverage and Tobacco Products  view (indl. sub-categories)

Fuels and Fuel Additives and Lubricants and Anti corrosive Materials  view (incl. sub-categories)
Furniture and Furnishings  wiew (incl. sub-categories)

Industrial Cleaning Services  view (incl. sub-catagories)

Industrial Manufacturing and Processing Machinery and Accessories  view (incl. sub-categories)

Industrial Production and Manufacturing Services  view (incl. sub-catagorias)
Information Technology Broadeasting and Telecommunications  view (incl. sub-categories)
Laboratory and Measuring and Observing and Testing Equipment  view (incl. sub-catagories)

Laboratory ol. sub )

B 1 2horatans Sunnliae

4. The supplier’s catalog appears, grouped by category. Click on the + and — to
the left of each category to expand or collapse the category. Drill down until you
find the specific type of item you want, and click on view (incl. sub-categories).

fi- B

v [i5h Page ~ {0F Tools ~

=

* & [ & Product Search - Al

Product Search - All

Shop ‘Everythmg VH | advanced search
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories

Results for: Everything : Grainger + Filtration Supplies Showing 1 - 5 of 5 results
Sortby:[Bestmach v

Add Keywords ? Products per pag

I:l [ HEPA Vacuum Size 7 G from Grainger

Part Number
Manufacturer Info

845.00 usD
EA

Add to Cart T

Filter Results ? #
- add favorite | compare
By Supplier
Showing only results matching: Hepa Filter from Grainger 120.00 uso
Grainger (5) return to Part Number 2FTK3 EA
browse... Manufacturer Info 421000007 - (ATRIX) Addto Cart | ¥
¢
By Category add favorite | compare
Showing only results matching:
Filtration Supplies show all... Stretch Hose Size 10Ft from Grainger 55.00 UsD
rt Number EA
By Packaging UOM Manufacturer Info Addtocart v
EA (5) A4

add favorite | compare

By Result Type

Products (5) Hose Connector/Extender from Grain 25.00 usp
Part Number 2FTKS EA

By Manufacturer Name Manufactu Addtocart [T
ATRIX (5) < add favorite | compare
ULPA Filter from Grainger 91.00 usp
Other Matches ? Part Numb EA

Grainger l‘ﬂa\‘uh:m rer Info R

add favarite | compare

My Resources
Product Release Library 71 email: fastinfo@unm.edu phone:

5. After selecting the type of item to purchase, the Product Search Results
screen appears. Select the item(s) to purchase, change the quantity if necessary,
and click on the Add to Cart button.
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w o ‘Epmduzt search - All

J Product Search - All

e
home/shop

Shop [Everything v

|[ 6o | advanced search

Results for: Everything : Grainger + Filtration Supplies

Go to: favorites | forms | non-catalog form | quick order

Browse: suppliers | categories

showing 1 - 5 of 5 results

Showing only results matching:

Filtration Supplies show all....
By Packaging UOM ~
Part Number
EA (3) Manufacturer Info
‘
By Result Type
Products (5)
Hose Connector/Extender from Grainger
By Manufacturer Name Part Number
ATRIX (5) Manufacturer Info SCHENGB0D - (ATRIX)
¢
Other Matches 4 ULPA Filter from Grainger
Grainger Part Number

Manufacturer Info
¥

Sortby:|Best Match v

Add Keywords ? Products per page
e HEPA Vacuum Size 7 G from Grainger
Part Number 2FTK2
Infa HCVACTHESD - (ATRIX)
Filter Results ? s
By Supplier
Showing only results matghi N
Grainger (5 return to .
ger (3) browse. " Hepa Filter from Grainger
Part Num|
By Category

4 Paga-l ~of1 b 7

845.00 u=p
EA

Add to Cart

add favorite | corm
2 item(s) added, view cart
120.00 vuso

EA

Addtocart | ¥

add favorite | compare

55.00 usp
EA

Addtocart ¥

add favorite | compare

25.00 usp
EA

Addtocart | ¥

add favorite | compare

91.00 uso
EA

Addtocart ¥

add favorite | compare

6. A message confirms the items are added to your cart.

7. Click on the return to browse... link to return to the hosted supplier catalog.
Repeat this process until all items are added. When finished, click on your

shopping cart.

o [@cart-oraftkequwsmon

active cart

1) Continue Shopping 3 Item(s) for a total of 1,810.00 UsC

Proceed to Checkout

& | @ Help | Emptycart | [Perform an action on (0 items selected)... [+] Select All I~

Grainger more info...

Product Description

Unit Price Quantity Total [

Item added on

HEPA Vacuum Size 7 G ¢
Nov 1, 2010

845.00 uso 1,690.00 uso [

Part Number 2FTK3
Manufacturer Info 421000007 - (ATRIX)

Add te Favorites
Remove

More Actions | ¥

EA
P e— Part Number 2FTK2
Manufacturer Info  HCVACTHESD - (ATRIX)
Remove
More Actions | ¥
Trem added on Hepa Filter ¢ 120.00 uso 120.00 uso [~
Nov 1, 2010 EA

Update

Have you made changes?  update

3 Item(s) for a total of 1,810.00 usc

Proceed to Checkout

8. From your Shopping Cart you can change your Cart Name, Product Location,
update quantities, add items to your favorites, or remove items from your cart.

9. To change the Cart Name, enter a new cart name in the Cart Name field and

click on the Update button.
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= »
W [Ecmrora& Requistion o v | Page +  Tooks -

1) Continue Shopping 3 Item(s) for a total of 1,810.00 uso

=] Shopping Cart o amie oriz

Name this cart: ‘gnm,u,m aortiz 01 Proceed to Checkout

Have you made changes? Update &) | @ Help | Emptycart | [Perform an action on

[+] selectan I

Grainger mors info...

Product Description Unit Pri(! Quantity \ Total [

Trem addad on HEPA Vacuum Size 7 G # 845.00 U 2 690.00 uso [
Nov 1, 2010

T Part Number 2FTK2 Update

Manufacturer Info  HCVAC7HESD - (ATRIX)
Remove

More Actions | ¥

Irem added on Hepa Filter ¢ 120.00 usD 120.00 uso [~

Nov 1, 2010

EA
T Part Number 2FTK3 s

Manufacturer Info 421000007 - (ATRIX)
Remove

More Actions | *
Have you made changes? update

i

3 Item(s) for a total of 1,810.00 uUsC

Proceed to Checkout

10. To update quantities, change the quantity in the Quantity field and click on
the Update button.

—_— = »
W & [@@rt-oraftpequwsmon l I f v B - & v [hpage v £ Tooks -

1) Continue Shopping 3 Item(s) for

= Shopping Cart o amie oriz

Name this cart: ‘2010,11,01 aortiz 01 Proceed to Checkout

Hevalyoulmadalchang =28 [ da 2@ Help‘l Empty Cart | [ Bericrm 20 acton on (0
) |

Grainger mors info... v

sclectzd)... [+] Selectall [

Product Description Unit Price  Quantity Total [
Ttemsddedon  HEPA Vacuum Size 7 G # 845.00 use 1,690.00 uso [~
Nov 1, 2010 EA ’
Part Number 2FTK2 Update
Manufacturer Info HCVACTHESD - (ATRIX)
More Actions
Ttem 2dded on i e 120.00 st -
Hepa Filter .00 Us
o sdtze o Hepa Filter 120.00 =0 |~

EA
) e Part Number 2FTK3 Update

Manufacturer Info 421000007 - (ATRIX)
Remove

Have you made changes? update

3 Item(s) for a total of 1,810.00 UsC

Proceed to Checkout

11. Toremove an item from your cart, click on the Remove button for that item.
To empty your cart completely, click on the Empty Cart button.

12. When finished, click on the Proceed to Checkout button.
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[0 & - [ Page ~ G Took - o

2
1 Final Review cocaoooo P

4) Return to shopping cart 4) Continue Shopping

4 Almost ready to go! The list below needs to be addressed before the request can be submitted.

& Required field: Index &
® Required field: Account &

Requisition H FR Approvals || PO Preview || Histnry‘
Summary | Shipping | Biling | Accounting Codes | Commodity Code | Supgplier Infa (=
Hide value descriptions,
Accounting Codes ?
These values apply to all lines unless specified by line item
Chart Index Account ﬂ)

u
University of flawMexico ©Q Required field & ‘ | © Required field & |

Supplier / Line Item Details

For selected ling items | Add To Faverites v][ea]
Grainger
Catalog No Size / Packaging Unit Price  Quantity Eut. Price [
1 mors info... 2FTK2 EA 845.00 2 EA 1,690.00 USD [~
Accounting Codes (same as header)
edit
2 Hepa Filter Ls more inf fo... 2FTK3 EA 120.00 1EA 120.00 USD [
Accounting Codes (same as header)
edit
Supplier subtotal 1,810.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and ~ Subtotal 1,810.00
workflow approvals. Total 1,810.00 USD

13. The checkout steps will appear on the top of the screen. If a step has a <
you may go to that step to make changes, but no entry is required. Since most
users will have a default Product Location, Shipping Address and Billing
Address, those steps may automatically be completed. You will be taken directly
to the first checkout step that requires your attention. In this example, that is
Accounting Codes.

14. To add the Index and Account codes, click edit button in the Accounting
Codes section at the top of the screen.

Accounting Codes

m

[944000 [3130 |
Salect from profile values... Selact from profile values. ..
Salect from all values... Selact from zll values...

@ Required field © Required field
e

Salact from profile vafffes. .
Salact from all valle. ..

15. Enter the Index and Account codes in the fields provided. You can also
click on Select from profile values... to view the list of codes added to your
profile or Select from all values... to search the entire list of codes. Once you
have entered the Index and Account codes, click on the Save button.
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i draft carts | my re s 2
P General | & Shipping | % Billing | % Product Location | "% Note to Purchasing/Supplier Accounting Codes eview JRNEECEPEPEPEPENIN Place Order
4) Return to shopping cart 1) Continue Shopping
@ ‘You have completed the required information in this step. At this peint, you can do the following:
Proceed to the next step: Commedity Code. Go straight to the end: Final Review.
Requisition || PR Approvals [ PO Preview || Histary |
Summar v | Shipping | Biling | Accounting Codes | Commodity Code | Supplier Info &7
Hide value descriptions|
Accounting Codes ?
These values zpply to all lines unless specified by line item
Chart Index Account =iy
u 944000 3180
University of New Mexico 113425-Purchasing Operstions 092803 Lab Supplies Gen
Supplier / Line Item Details ?
For selected line items | Add To Favorites v|[ea]
Grainger mors info...
Product Description Catalog No size / Packaging Unit Price  Quantity Ext. Price |
1 HEPA Vacuum Size 7 G ¢ more info... 2FTK2 EA 845.00 2 EA 1,690.00 USD [
Accounting Codes (same as header)
2 Hepa Filter #  mors in fo... 2FTK3 EA 120.00 1EA 120.00UusD [~
Accounting Codes (same as header)
edit
Supplier subtotal 1,610.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and  Subtotal 1,810.00
waorkflow approvals. Total 1,810.00 USD
See configuration for this requisition

16. If there is only one Index and Account code for the order, skip to step 18. To
add a different Index/Account code to one or more line items, click on the edit
button next to the line item.

Accounting Codes
Chart Index

[u | [244002 | [sz1s0

Select fram profile values... Select from profile valuss... Select from profile values...
Select from all values... Select from all values... Select from all values...

[u | [s44000 | [s1s0 | [es0.00l remove

Select frem profile values... Select from profile values... Select from profile values...
Select from zll values... Select from all values... Select from all values...

Line subtotal: 1,690.00 USD  Split Total 0.00 USD =dd split

recalculate / validate values

17. You can now change the Index and/or Account code for only this line item.
Then, click on the Save button. Repeat for any other line items you want to
assign alternate codes to. If you would like to split one line item into multiple
Index/Account codes, click on the add split link. Each time you click on the link
another line will be added (transactions may not be split more than 10 times).
Choose Amount of Price as the method of split from the dropdown box (ignore
% of Price, % of Quantity and Amount of Quantity). Enter the Indices,
Account codes and dollar amounts, then click on the Save button. Repeat for
any other line items you want to split.
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o @ nccounting Codes - Draft Requisition l I

4) Return to shopping cart 4 Continue Shopping

You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Commedity Code. Go straight to the end: Final Review.

Requisition H FR Approvals || PO Preview || Histnry‘

Summary | Shipping | Billing | Accounting Codes | Commodity Code

Accounting Codes

These values apply te all lines unless specified by line item

2

Hide value descriptions

Supplier Info

Chart Index Account edit
u 544000 3180
University of New Mexico 113425-Purchasing Operations 092805 Lab Supplies Gen

copy to other lines

Supplier / Line Item Details

For selected line items | Add To Favarites v 6o ]
Grainger mors info...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price |
1 HEPAVacuum Size 7 G #  more info... 2FTK2 EA 845.00 2EA 1,690.00 USD [~
Accounting Codes
& values have been owerridden for this line
Chart Index Account Amount of c!
Price
u 944002 3180 1,000.00 USD
University of New Mexico 123007-MAEB COMFERENCE Lab Supplies Gen
u 944000 3150 690.00 USD T
University of Hew Mexico 113425-Purchasing Operations Lab Supplies Gen
092805

copy to other lines

18. Once the required information has been completed for this step you will be
directed to the next step. In this example, the next section to be completed is
Commodity Code. Click on the Commodity Code step at the top of the screen.

b [QCBmmodityCode-Draftpequ\s\tion l | fr v B - & - [rage - ool -

WWW ¥ Product Location | @ Note to Purchasing/Supplier | @ Accounting Codes

4) Return to shopping cart 4 Continue Shopping

4 Almost ready to go! The list below needs to be addressed before the request can be submitted.
® Required field: Commodity Code ¢

Requi

Summary | Shipping | Billing | Accounting Codes | Commodity Code | Supplier Info (=R

Hide value descriptions

on |[PR Approvals [[ Po Preview |[ History |

Commodity Code 2

These values apply to all lines unless specified by line it

Commodity Code edit

© Required field &*

Supplier / Line Item Details 7

For selected line items | Add To Favorites v| [
Grainger more info...
Product Description Catalog No size / Packaging Unit Price  Quantity Ext. Price [~
1 HEPA Vacuum mors info. 2FTK2 EA 845.00 2 EA 1,690.00 USD [~
Commaodity Code (same as header) s
2 HepaFilter & moreinfo... 2FTK3 EA 120.00 1EA 120.00usD [~
Commodity Code (same as header) edit
Supplier subtotal 1,810.00 USD
Shipping, Handling, and Tax charges are calculated and charged by sach supplier. The valuss shown here are for estimation purposes, budget checking, and  Subtotal 1,810.00
workflow approvals. Total 1,810.00 USD

See configuration for this requisition

19. To add the Commodity Code, click on the edit button in the Commodity
Code section.
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o {@cammnduty Code - Draft Requisition

| = fa - &= - [ Pags v i Took »

Commodity Code
Commodity Code

2500

Select from profile values...
Select from all values...

@ Required field

[ save |  cancal

20. Click on Select from profile values... to access the codes you entered into
your profile, or click on Select from all values... to search the full Commodity

Code list. When you have selected your Commodity Code, click on the Save
button.

w o

& commadicy Code - Draft Requisition

- - i v [hpage + (FTonk - T

TR I
fi |
® oo oo
4) Return to shopping cart 1) Continue Shopping
& You have completed the required informatien in this step. At this peint, you can do the following:
Proceed to the next step: Final Review.
Requisition [pR Approvals || PO Preview || Histary |
summary | Shipping | Biling | Accounting Codes | Commuodity Code | Supplier Info (=R
Hide value descriptions|
Commodity Code 7
These values apply to all lines unless specified by line item
Commodity Code edit
2500
Supplies, Lab/Research
Supplier / Line Item Details ?
For selected line items | Add To Favorites v|[ea]
Grainger more info...
Product Description Catalog No size / Packaging Unit Price  Quantity Ext. Price [
1 HEPA Vacuum Size 7 G ¥ more info... 2FTK2 EA 845.00 2 EA 1,690.00 USD [~
Commaodity Code (same as header) ey
2 Hepa Filter #  more info... 2FTK3 EA 120.00 1EA 120.00 UsD [~
Commaodity Code (same as header) ey
Supplier subtotal 1,810.00 USD
Shipping, Handling, and Tax charges are calculated and charged by sach supplier. The values shown here are for estimation purposes, budget checking, and  Subtotal 1,810.00
workflow approvals. Total 1,810.00 USD

Sae configuration for this raquisition

21. You may also go back to a previous step at any point to change information.

For example, if you would like to change your Shipping Address, you can click on
the Shipping step.
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W [ﬁshwpmng - Draft Requisition

= - o v hPage - (3Took -

----------

4 Return to shopping cart 4) Continue Shopping

@ ‘You have completed the required information in this step. At this peint, you can do the following:

Proceed to the next step: Billing. Go straight to the end: Final Review.

Requisition || R approvals || P Preview | Histary |

summary | Shipping | Billng | Accounting Codes | Commodity Code | Supplier Info 2

Hide value descriptions |

Shipping 7

These values apply to all lines unless specified by line item

sShip To edit

Shipping address Contact Name Lucy Lobo
Fhone +1 (505) 277-5225
Email aortiz@unm.edu
FURCHASING DEFT
UNM Business Center, Ste 2600
Test Synch 6/16/08, 3:42p
Albuquerque, NM 57131
United States

Delivery Options edit
Ship Via Best Carrier-Best Way
Req Delivery
Supplier / Line Item Details ?
For selected line items | Add To Favarites v [6a]
Grainger mors info...
Product Description Catalog No size / Packaging Unit Price  Quantity Ext. Price [ b |
1 HEPA Vacuum Size 7 G ¢ more info... 2FTK2 EA 845.00 2EA 1,690.00 USD [~
Ship To (same as header) edit
Delivery Options (same as header) edit
2 Hepa Filter #  more info... 2FTK3 EA 120.00 1EA 120.00USD [~

Shin Tn feame as hearer] | o]

22. To change the Ship To address, click on the edit button in the Shipping
section.

w [Eshmmng'DraFt Requistion - i - [ipage v B Tooks -

I

Ship To

select from irnﬁlz wvalues

from org addresses
Address Details

Centact Name Department Administratar
+1 (505) 277-5225

Address Line 1 ASST DEAN STUDENT AFFRBADM-SOM
Address Line 2 MSCD8 4690, BMSE Rm 106
Address Line 3 918 Camino de Salud

BMSC

1st

Albuguerque

NM

87131

United States

[~ Add to profile as

ADSADL

23. Select the address from the drop down list of the Ship To addresses set up
within your personal profile or click on “from org addresses” to choose from all
Ship To addresses. Then, click on the Save button.
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5 v E) - o= v |k Page + G Took -

¢ & | @ Shipping - Draft Reauisitian

4) Return to shopping cart 1) Continue Shopping

Q ‘You have completed the required information in this step. At this peint, you can do the following:

Proceed to the next step: Billing. Go straight to the end: Final Review.

Requisition PR approvals |[Po Preview |[ Histary |
summary | Shipping | Billng | Accounting Codes | Commodity Code | Supplier Info

B

Hide value descriptions

Shipping 7

These values apply te all lines unless specified by line item

ship To edit
Shipping address Contact Name Department
Administrator
Phone +1 (505) 277-5225
Email acrtiz&unm.edu
ASST DEAN STUDENT
AFFREADM-SOM
MSCO08 4690, BMSB Rm 106
918 Camino de Salud
BMSC
1st
Albuguergue, NM 87131
United States

Delivery Options edit
Ship Via Best Carrier-Best Way
Req Delivery

Supplier / Line Item Details 7

For selected ling items | Add To Faverites v][ea ]
Grainger mors info...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price |~
1 HEPAVacuumSize 7 G#  mors info... 2FTK2 EA 845.00 2EA 1,690.00USD [~
Ship To (same as header) _edit|
Delivery Options (same as header) ﬂ

24. If you need to enter comments for Purchasing or the Vendor, click on the
Note to Purchasing/Supplier step.

* & [EmatetoPurchasingtSupp\ierrDraftRequwsitmn I I 5~ B d v mrPage v £ ook +

g 2010-11-01 aortiz 01 | 3 item(s), 1,810.00 U

o T I

¥ Accounting Codes | ‘% Commodity Code | | Final Review

1) Return to shopping cart 4 Centinue Shopping

G You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Accounting Codes. Go straight to the end: Final Review.

Requisition || PR Approvals || Po Preview | History |
Summary | Shipping | Biling | Accounting Codes | Commodity Code | Supplier Info a
Hids valus dascriptions
Note to Purchasing/Supplier 7
These values apply to all lines unless specified by line item
Supplier / Purchasing Dept. Instructions edit
Supplier / Line Item Details 7
For selected line items | Add To Favorites v|[ea
Grainger more info.
Product Description Catalog No size / Packaging Unit Price  Quantity Ext.Price [
1 HEPA Vacuum Size 7 G#  mors info. 2FTK2 EA 845.00 2 EA 1,690.00 USD [~
External Info (same a5 header)
2 HepaFilter # more info... 2FTK3 EA 120.00 1EA 120,00 USD [~
External Info (same a5 header)
supplier subtotal 1,810.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purpeses, budget checking, and  Subtotal 1,810.00
workflow approvals. Total 1,810.00 USD

See configuration for this requisition

25. Click on the edit button in the Note to Purchasing/Supplier section.
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& - o - [ Pags « {FTook »

o o {aNute ta Purchasing/Supplier - Draft Requisition

External Info

Supplier / Purchasing Dept. Instructions

expand | clear

W an:el

26. Enter the note in the text field provided and click on the Save button.

o @ nicte to PurchasingSupplier - Draft Requisition

] - & - [ Pags v {F Took »

)"Q 2010-11-01 aortiz 01 | 3 item(s), 1,810.00 |

mmodity eview 3 EECEEEEEEEPEFEEENE

4 Return to shopping cart 4) Continue Shopping

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Accounting Codes. Go straight to the end: Final Review.

Requisition || PR, Approvals || Pa Preview | Histary |
Summary | Shipping | Billing | Accounting Codes | Commodity Code | Supplier Info =
Hida value descriptions|
Note to Purchasing/Supplier T
These values apply to all lines unless spedfied by line item
Supplier / Purchasing Dept. Instructions ~ Quote #12345. edit
Supplier f Line Item Details 7
For selected line items | Add To Favorites v|[ea]
Grainger more info...
Product Description Catalog No size / Packaging Unit Price  Quantity Ext. Price [~
1 HEPA Vacuum Size 7 G#  mora info... 2FTK2 EA 845.00 2 EA 1,690.00 USD [~
External Info (same as header)
2 HepaFilter #  more info... 2FTK3 EA 120.00 1EA 120.00USD [
External Info (same as header)
supplier subtotal 1,810.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and  Subtotal 1,810.00
workflow approvals. Total 1,810.00 USD

See configuration for this requisition

27. After adding the note, click on the Final Review step to review previously
entered information and add your business purpose.
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o (& surmary - Draft Requisition

4) Return to shopping cart

4 Almost ready to go! The list below needs to be addressed before the request can be submitted.

 Required field: Business Purpose/Detailed Item Description (Line 1)
& Required field: Susiness Purpose/Detailed Item Description (Line 2)

&
&

Requisition || PR Approvals || Po Freview | Histary |

1) Continue Shopping

Hide header

Summary | Shipping | Billing | Accounting Codes | Commodity Code |

Supplier Info

(=R

Hide value descriptions

General
Cart Name
Prepared by

2010-11-01 aortiz 01
Amie Ortiz

7

e

ship To

Contact Name Department Administrator
Fhone +1 (505) 277-5225

Email acrtiz@unm.edu

ASST DEAN STUDENT AFFREADM-SOM

MSCO8 4650, BMSB Rm 106 MSCO6 3540, Onate Hall Rm 222
918 Camino de Salud Onate Hall

BMSC 2nd

1st

Albuguerque,
United States

Ship Via
Req Delivery

y Options

Shipping
Bill To
Attentiol

NM 87131

et |

Best Carrier-Best Way

view/adit by line itam..

Email aortiz@unm.edu
Phone 505-277-2014
Accounts Payable

Albuquerque, NM 87131
United States

7

e

Billing

n Doug Nelson

Vien/=dit by line item...

Product Location

Product Location Purchasing Department

Parovich Businass Chr, st 2600

Note to
Supplier / Purchasing Dept. Instructions

Ledic |

Purchasing/Supplier ?

Quote #12345. edit

Chart Index

944000
University of New Mexico

Accounting Codes

112425-Purchasing Operations 092805

Account

e

3150
Lab Supplies Gen

View/edit by line it=m...

Commodity Code ?

edit

Commodity Code

2500
Supplies, Lab/Ressarch

View/edit by line item...

28. A Business Purpose and item detail for each requisition

Supplier / Line Item Details

down to the Line Item Details section.

View/edit by line \lzmmH

7

is required. Scroll

Product Location

Product Location Furchasing Department

Perovich Business Ctr, ste 2500

? Note to

s

Supplier / Purchasing Dept. Instructions

Purchasing/Supplier ?

Quote 212345, edit

Chart Index

944000
Univarsity of Nev Mexico

Accounting Codes

113425-Purchasing Oparstions 092805

i

Account

3150
Lab Supplies Gan

view/edit by line item...

Commodity Code 7

e

Commodity Code

2500
Supplies, Lab/Research

Viewdedit by line item...

Hide line details

Supplier / Line Item Details

For selected line items | Add To Favorites

B
v|| o

Grainger

more info...

Product Description
HEPA Vacuum Size 7 G ¢

more info...

Manufacturer Name

Manufacturer Part
Number

ATRIX
HCWAC7HESD
More Information  http://www.grainger.com/Grainger/pr...
URL

UNSPSC

more info...

41-10-49-1%

Hepa Filter #  mor= info...

Manufacturer Name

Manufacturer Part
Number

ATRIX
421000007
More Information  http://www.grainger.com/Grainger/pr...
URL

UNSPSC
more info...

41-10-48-19

& Accounting Cades values have been overridden for this line  view/edit

PO Number

Business Purpose/Detailed
Item Description

Catalog No size / Packaging
2FTK2 EA
2FTK3 EA

Business Purpose/Detailed
Item Description

To Be Assigned
View/edit by line item...

-
@

Unit Price
845.00

Quantity
2EA

Ext. Price
1,690.00 USD

120.00 1EA 120.00 USD [~

@ Rrequired field &

edit

Supplier subtotal 1,810.00 USD

workflow approvals.

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and

Subtotal
Total

1,810.00
1,810.00 USD

£

Ses configuration fer this requisition
view carts

29. Click on the edit button for a cart line item in the Line Item Details section.

Finance Services Division
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Edit Line

Product Description
1 HEPA Vacuum Size 7 G #°  mors info...
Manufacturer Name

Manufacturer Part
Number

ATRIX
HCVACTHESD

More Information URL http://www.grainger.com/Grainger/pr... &1

UNSPSC 41-10-48-19

more info..

=]

Cancel

Catalog No
2FTK2

Gy ry
Size / Packaging Unit Price  Quantity Ext. Price
EA 845.00 0 USD

Business Purpose/Detail
Item Description

Sample business purpose.

expand | clear|

© Required field

30. Enter the business purpose in the Business Purpose/Detailed Item
Description field in the Edit Line box that appears and click on the Save button.

T8 & | @ Summary - Draft Requisiion I I

& - i - [ChPage v {FTook v

31. After entering a business purpose, a link will be available to copy the

a8
Vievdedit by line item...
Product Location r Note to Purchasing/Supplier ?
Product Lacation Purchasing Department edit ||| Supplier / Purchasing Dept. Instructions ~ Quote £12345. edit
Perovich Business Chr, ste 2600
Accounting Codes ? Commodity Code 7
Chart Index Account edit Commodity Code edit
u 344000 3150 conplies g, N
Univarsity of New Masxico 113425-Purchasing Oparations 032805 Lab Supplies Gan upplies, Lab/Resaard
view/adit by line itam...
view/adit by line item... jev/edit by line itam
Supplier / Line Item Details ?
Hide line details For selected line items | Add To Favarites v Lo |
Grainger mors info... PO Number To Be Assigned
Vievdedit by line item...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [

1 HEPA Vacuum Size 7 G ¢ mor= info... 2FTK2 EA 845.00 2 EA 1,690.00 USD [ edit
@& Accounting Codes values have been overridden for this line  view/edit
Manufacturer Name ATRIX Business Purpose/Detaileg® Sample business pMygse.

Manufacturer Part  HCVACTHESD Item Description copy to other lines
Number

More Information http://www.grainger.com/Grainger/pr... 1

UNSPSC 41-10-49-19

mors info...

2 HepaFilter #  more info... 2FTK3 EA 120.00 1EA 120.00 USD [~ edit
Manufacturer Name ATRIX Business Purpose/Detailed i
Manufacturer Part 421000007 Item Description © required field &>
Number
More Informatien  http://www.grainger.com/Grainger/pr... 1

URL
UNSPSC 41-10-49-19
more info...
Supplier subtotal 1,810.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and ~ Subtotal 1,810.00
workflow approvals. Total 1,810.00 USD
See configuration for this requisition
view carts
L]

business purpose to other lines. Copy to other lines of the requisition as
appropriate, or repeat the steps to add a new business purpose to each line.
Your requisition cannot be submitted without a business purpose for each line

item.

Finance Services Division
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active cart

v o [ (& summary - Draft Requisition

draft carts | favorites | my requisi

4) Return to shopping cart

URLTH Catalog No. (SKU) v
e |

¢) Con

All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition |[ PR Approvals || PO Preview || History |

Phone +1 (505) 277-5225

Email aortiz@unm.edu

ASST DEAN STUDENT AFFREADM-50M
MSCO8 4630, BMSB Rm 106

Email acrtiz@unm.edu

Phene 505-277-2014

Accounts Payable

MSCO06 3540, Onate Hall Rm 222

Summary | Shipping | Billing | Accounting Codes | Commodity Code | Supplier Info a -
Hide header Hide value descriptions
General Shipping Billing
Cart Name 2010-11-01 aortiz 01 Ship To Bill To
Prepared by Amie Ortiz Contact Name Department Administrator Attention Doug Nelson

518 Camino de Salud GCnate Hall
BMSC 2nd
1st Albuguerque, NM 87131

Albuquerque, NM 87131 United States

United States

View'edit by line item...
Delivery Options
Ship Via

Req Delivery

Best Carrier-Best Way

View/edit by line item...

Product Location ? Note to Purchasing/Supplier ?

Product Location edit || Supplier / Purchasing Dept. Instructions  Quote #12345. edit

Purchasing Department
Perovich Business Ctr, ste 2600

Accounting Codes 7 Commodity Code z
Chart Index Account & Commodity Code edit
944000 3150 2500

;
University of New Mexico 113425-Purchasing Operations 092805 Lab Supplies Gen Supplies. Lab/Research

View/edit by line item...
Vievgedit by line item... N 4

Supplier / Line [tem Details 7 @

32. Once you are finished editing the requisition, click on the Place Order button.

T:A’ '1'% [ & submitted - Requisition 465036

[

Submitted - Requisition 465096

Requisition Information ?

C Congratulations! You have successfully submitted your request. If you need to view or print a copy,
U click Quick View "\ or view its status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search

page.

Requisition number 465096 view
Requisition status Pending

Cart name 2010-11-01 aortiz 01
Requisition date 11/1/2010

Requisition total 1,810.00 USD
Number of line items 2

What would you like to do next? Here are links to some common actions.

Search for another item
View order history

Check the status of an order
Return to your home page
Create new draft cart

33. The requisition is complete and automatically submitted to Banner for
approvals and processing. To check the status of your requisition, click on the
view link to the right of the LoboMart requisition number.
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LoboMart - Placing an Order from a Non-Catalog Vendor

A non-catalog vendor does not have a catalog of products available through
LoboMart. However, items for these non-catalog vendors can still be ordered.

The user will input the item name/number, description and pricing information into
the Non-Catalog Form.

[ Shop |Everything ~ | advance d seard h
-

~
Go to: favorites | farm(\on-catalog farm |§ck order  Browse: suppliers | categories

Action Items ? Showcased Supplw il suppliey

- My Orders
Requisitions ®
Pending (8
2 (8) Internal Software
Recently Completed (4) Purchases
Purchase Orders
Pending (7}
+ View Administrative Items
Punch-out
Lab Supplies
Welcome to UNM Testing!
® CATALOG WENDORS: @.‘_,.,..""' VWREL D
O blans Offiee Supply TR RRATI TR
)
u
Office / Computer
) . .
1 - ssistance, please contact the PBelew's m Qcatevay
s Support Center at fssc@salud.unm.edu

MRO/Facilities

1. To place an order with a Non-Catalog Vendor, choose the Non-Catalog Form
link from your LoboMart home page.

23 https:/lusertest.sciquest.com - Non-Catalog Form, - Microsoft Internet Explorer,

Mon-Catalog Form Awailable Actions [Click here for details]: |Add and go to Cart V\ Go | Close |

Supplier Info
Supplier {No Supplier Selecte, choase supplier..
General Info
Non-Configurable Fields

Non-Catalog Form

Product Description ‘

Form Type

255 characters remaining expand | clear
— —
Packaging [ J[ea-Each v
ot e —

capital Expense O

tonfigurable Fields

Frosuct iz ]
Heslth snd Safaty
o <antrolled substance
O €% rasyeled
[0 # Hazardous ma terial
O & radinactive
O & rad Minar
[] & select Agent
O % rouin
O BB erergy star

2. Click on the choose supplier... link to search for the appropriate vendor.
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2} https:/fusertest.sciquest.com/apps/Router/FormSupplierSearchPopup?supplierld=&fulfillmentCenter, - Microsoft... |Z E”zl

Supplier Search

Supplier Mame “ |

Results per page 20 W

Search Cancel

3. Enter all or part of the supplier name in the Supplier Name field and click on

the Search button.

2} https:/fusertest.sciquest.com/apps/Router/FormSupplierSearchPopup - Microsoft Internet Explorer

CBEX

Supplier Search

Supplier Mame |A|buquerque |

Results per page 20 W

Search Cancel

Supplier Name / Address
Albuquerque Image Products Inc
Fulfillment Address 1: 4408 Towner ME Suite 1 Albuguerque, NM 27110 US

Albuquerque Publishing Co
Fulfillment Address 1: Po Box 95777 Albuquergue, HM 37193 US

Albuquerque Yalve & Fitbing
Fulfillment Address 1: PO Box 9135 aAlbuquerque, MM 57119 US

Results per page Suppliers found: 3 4] Pageofl b2

Select

Select

Select >

Select

4. To choose a supplier, click on the Select link to the right of the supplier name.

2 https:/fusertest.sciquest.com - Non-Catalog, Form - Microsoft Internet Explorer

Mon-Catalog Form Available Actions (Click here for details): |Add and go to Cart v\ Go Close
Supplier Info E
Supplier albuquerque Publizhing Co  change.. reset..
more infa..,
#ddress Po Box 95777
#lbuguerque, NM 87138 US
Supplier Phone + (505) 823-3168
Distribution
The system will distribute purchase orders using the method(s) indicated below
Gheck this bex to custemize arder distribution infermation, []
Fax +1 (800) 555-1212
Manual
?
jon-Configurable Fields
Form Type Non-Catalog Form
Product Dascription
255 characters remaining expand | clear
o -
Ertemcndpric I
Capital Expense
Configurable Trelde
Health and safaty [ & contrallad substance
[ %3 recycled
[0 # Hazardaus material
O & radinactive
o
O & rad Miner
] & select Agent
O % rouin
[ B erergy star
O & cresn
Total 0.00

5. Your vendor information is now populated in the form. Complete the Catalog

No., Product Description, Quantity and Estimated Price fields.
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2 https:/fusertest.sciquest.com - Non-Catalog, Form, - Microsoft. Internet Explorer,

Available Actions (Click here for details): |SRERTR 3

Non-Catalog Form Gﬂm)
— e
Supplier Info 7
Supplier Albuguerque Publishing Co  change.. reset...
more infau,
Address Po Bax 95777

Albuquerque, NM 87199 US
Supplier Phone +1 (505) 823-3168
Distribution
The system will distribure purchsse orders using the method(s) indicated below:
Check this box to custornize order distribution inforrmation, D

Fax +1 (800) 555-1212
Manua

General Info
Nen-Configurable Fields
Form Type il
Catalog No.

Iog Form

Product Dascription

244 charsctars remainin

[E - Each v

Quantity

Fackaging

6. To proceed to the Edit Cart screen to complete processing for your
requisition, select Add and go to Cart from the Available Actions drop down
menu and click on the Go button. If you wish to add more items to the cart before
completing processing, select Add to Cart and Return before clicking on the Go
button.

w o [ECartrDraftRequws\tion lil - B

» »
= v |:2rPage ~ (F Taok +

7 2010-11-01 aortiz 01 | 1 item{s}, 2,200.00 USD

54 Shopping Cart forame oriz

4) Continue Shopping

1 Item(s) for a total of 2,200.00 UsD

Name this cart: [2010-11-01 aortiz 01

Proceed to Checkout

Add to Favorites

Have you made changes? Update & | @ Help | Emptycart | [Perform an action on (0 items selected)... [+] Select All I~
Albuquerque Publishing more info...
Product Description Unit Price  Quantity Total [
Irem zdded on Advertising  cpen form... 2,200.00 usD 1 2,200.00 uso [~
Nov 1, 2010 EA

Part Number Service

Remove

More Actions | ¥

Ses configuration for this raquisition

7. The remaining steps are the same for all LoboMart requisitions. Please see
steps 8 through 33 from the Placing an Order from a Catalog Vendor
procedure. (Page 25).
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LoboMart - Setting Up and Ordering from a VVendor not in
the LoboMart System

If the preferred vendor is not loaded in LoboMart, a requisition can still be
created. After all steps are completed by the user, the Vendor Maintenance
Group adds the vendor to LoboMart making it available in the future. Follow
these steps to create a requisition when a vendor is not found in LoboMatrt.

2} https:/fusertest.sciguest.com/apps/Router/FormSupplierSearchPopup - Microsoft Internet Explorer |Z| |E| [g|

Supplier Search 7

Supplier Mame

Fesults par page

Search | Cancel

@ There were no suppliers that matched the search criteria. Please review the supplier name and v again.

1. First, perform a Search for the preferred vendor. If the search does not return
the preferred vendor, the vendor must be set up in the system. Continue to
create your requisition with ‘Purchasing Setup Vendor’ as the supplier.

3 https:/fusertest.sciquest.com/apps/Router/FormSupplierSearchPopup - Microsoft Internet Explorer |'-_||'E|fg|
Supplier Search 2
supplier Marne |Purchasing Setup Vendor |
Results per page 20 W

Search Cancel
Results per page Suppliers found: 1 4 pageofl bz

Supplier Name / Address Select

Purchasing Setup Vendor
Business 1: Po Box 45458 1 University Of Mew Mexico Test Sync /29/09 9:48am Albuquerque, MM 57131-0001 US
Test For 10g Upgrade Test Albuguerque, MM 27131 US S

Business 4

Business 4: Test For 109 Upgrade Test Albuquerque, MM 27131 US Selact
Business 5: Test For 109 Upgrade Test Test Albuquerque, NM 57131 US Select
Business &: 10g Upgrade Testing Dfkdfjd Fkjd Albugquerque, MM 87131 US Select
Business 7: Test For 109 Again Ancother Test Albugquerque, NM 57131 US Select
Business 9% Test Limit &n Sequence Test Test Albuquerque, MM 37131 US Select

2. Type “Purchasing Setup Vendor” in the Supplier Name field and click on the
Search button. Click on the Select link.

A https:/fusertest.sciguest.com - Non-Catalog Form - Microsoft Internet Explorer

Non-Catalog Form Ausilable Actions (Click here for datails): | Add and go to Cart v|[Ee | close |
Supplier Info ?
Supplier Purchasing Setup ¥endor change., reset.
more info...
Address Po Box 4548

1 University Of New Mexico
Test Sync 6/29/09 9:48am
Albuquerque, MM 87131-0001 US

supplier Phana +1 (S05) 277-1729
Distribution
The system will distribute purchase orders using the method(s) indicatad below:

Check this ho to mstarnize arder distribution infarmation. (]

44 FEASY ATToTTTA

3.=“C0mplete the Non-Catalog Item Form. Continue processing the requisition in
LoboMart, but with one extra step detailed below.
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N . ) Continue Shopping 1 Item(s) o A
ﬁ Shopping Cart fr amie oriz
_

Have you made changes? _Update & | © Help | emptycart | [Perform an action on (0 items selected)... | =] Select All [T

Purchasing Setup Vendor mors info...
Business 1 edit

4

1 University OF New Mexico, Test Synch 9/20/2010 10:21 AM, Albuguerque, NM 87131-0001 US

Product Description Unit Price  Quantity Total [~
Item added on Sample  op=n form... 100.00 uso 1 100.00 uso [T
Nov 1, 2010 EA
Add to Favorites Part Number ABC123

Remove

More Actions | ¥

Ses configuration fer this raquisition

view carts

4. You must add a note to Purchasing from the Note to Purchasing/Supplier step
in the checkout process. Click on the Proceed to Checkout button.

— = »
W @ & Mote to Purchasing/Supplier - Draft Requisition ] & v E) o d= v mrPage v 0 Tooks -

xternal Info

Supplier / Purchasing Dept. Ing

expand | clear

5. Enter the preferred vendor’s name, address, contact name and number(s),
and tax ID (if known). Click on the Save button.

6. After completing the requisition, a Vendor Add/Change Request must be
completed. This form is located at my.unm.edu in the UNM Business
Applications channel. Click on the Electronic Forms link. Click on the Vendor
Add/Change Request form link in the list of online request forms.
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LoboMart - Placing an Order from a Punchout Catalog
Vendor

LoboMart Punchout Catalog Vendors allow access to all the functionality of the
vendor's website, including real time product availability and University contract
pricing.

HOOIESS |§F | NELPS: | [USEITESE , SCIGUESE ,CoM PR (HOULE! [HOMEMStMP=124 / /btidatid /1 il 7 ) -

catmogte G v ]

[ Shop [Everything vl |[Ba] sdvanced saarch

Go to: favarites | forms | non-catalog form | quick order  Browse: suppliers | categories

. 2 . B
Action Items ? Showcased Suppliers el sl
- My Drders
Requisitions ®
Pending (8
a8 Intemal Software
Recently Campleted (4) PR
Purchase Orders
pending (7}
+ Yiew Administrative Items >
Punch-out ?
Lab Supplies
Welcome to UNM Testing!
* CATALOG VENDORS: ®m rois-ALDACH
O Belew's Office Supply
© Bob Garrecht Supply
o Butler's Gffice Supply
o Grainger
© Halman's
o sigma Aldrich Dffice /Computer
o Summit Electric

O WWR Scentific

a 5 ateway
For technical or functional assistance, please contact the DBelewr's m Saateviay

Financial Services Support Center at fssc @salud.unm.edu
or505-277-34571

Update messsgs
MRO/Facilities

1. To place an order with a Punchout Catalog Vendor, click on the vendor’s logo
in the Punchout list.

TP eT—— o

e g s g

Cancel Punch-out

SelectSite Punchout

vwr# |any # | My account § order status }l shopping Basket

® VWwr.com 4 Lorder
VWR ’ ) 1.800.932.5000 auv NM Order Entry Iterns:i0 Tatal:$0.00

logged in : aortiz@unmm.edu

SEARCH for| | within [l of vwR.com | [B0) advanced search | MSDS | Certificate of Analysis
Home Products | Services | Programs | Reguesta Catalog | AboutUs | Investors | Contact Us
1Y ACCOUNT T0OLS
ChemStores (CRLS'
Shopping Lists
ORDER ENTRY VWR is your worlduide distributer of scientific equipment, supplies, chemicals and furniture, We supply over 750,000 products to the sdientific cammunity on-time, every time. That's the key to the

VWR # Unit Quantity sdence of supply.

L0

A0 T0 BASKET ]

Do wou nesd more than 3

- Research < Reinvest « Refocus

Y ACCOUNT Stimulating Promotions on High-Quality Equil d Take of these great offers today!

Shipping Info
Billing Info
Order Gptions

with the recent passing of the American Recovery and Reinvestmant Act of 2009 (ARRA), government funds sre now being distributed to help stimulate the economy. Through a combination of

strategic partnerships with world-respected manufacturers and constant improvements of systems and services, VWR is ready to help you today, Get your lab and research refocuzed with these
specizl promational offers.

VWR PROGRAMS

Featured Promotions:

Chemicals

VW Galaxy 16DH Microcentrifuge
Eppendorf Microcentrifuges

Chromnstoaraphy
Eurniture

Healthears/Clinicsl

Lab Animal Science

2. You will be directed to the vendor’s web site. Simply search for the products
to purchase and follow the instructions for the vendor’s site.
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T 5 e P R RS RS 1 1ALA 1 E A

I R A A AU £ 1 1 A1 1 AR 11 B 23 AR T LR

SelectSite Punchout

YWR# |Any # § My Account §| Order Status § Shopping Basket
VWr.com £y M bl 4 )
18009325000 U N Order Entry.

Itens:3  Total::$518.11
logged in : acrtiz@unmm.edu

SEARCH far | | within [All of vwh,com  v| [60] adusnced search | msps | cartifiests of analysis

| Request a Catalog | AboutUs | Investors | ContactUs

Y ACCOUNT TOOLS
ChemStores (CRLS)
Shopping Lists

MY ACCOUNT

Shipping Info
Billing Info
©rder Options

VWE PROGRAMS [(Browse.. | ([UpLoAD

Chermicals

Upload a List of Products

Upload your camma delimited .csv file containing WWER part numbers, units of measure and
quantities, How to make an upload file

User:
shipping Account Number: 2120635

Chromatography
Furniture
Healthcare/Clinical BDH ACETCNE ACS 1 GAL POLY BDHZO0Z-1G1p (MSDS) EA

Lab Animal Science

Description VWR Catalog Number Unit  Quantity Price Your Price Available Extended Price

In Stack

$39.12 $z0.73 SAN FRANCISCO $ez.13 O
In Stock
DENVER

WW/R BEAKER GLASS LOW 10ML PK1iZ 25000-152 13 46162 $38.20 §76.40 0
Leasing Prograrm
Life Scence In Stack

DENVER

WWR BEAKER GLASS LOW SOML PK1iZ 23000-133 cs

$153.04 $94.88 $379.52 0
Site Services

Mew Lab Set Up Line Item Cornments: (EBIL
Controlled
Environment UPDATE BASKET | | CLEAR BASKET | | SAVE AS SHOPPING LIST.

Chemsteres (CRLS): (B8
Safety

University Total: §518.11

Calbration Services —

Home | Order Entry | Products | Services | Programs | About Us [t Fraud warnin
Site Map | Help | Contact Us | Privacy Policy | Terms & Conditions | Investors

3. Click on the Checkout button when shopping is complete.

R LYY TV, [P

* & [ (& Cart - Draft Requisition

v [i5h Page ~ {0F Tools ~

‘297 2010-11-01 aortiz 01 | 6 item(s), 236.54 |

el . 4) Continue Shopping & Item(s) for 3 total of 236.54 usD
5 Shopping Cart o ame oriz
Name this cart: \znmrurm mortiz 01 Proceed to Checkout
Have you made changes? Update £ | @ nelp | Emptycart | [Ferform an action on (0 item [+] selectan I

VWR International Fl more info.

The item(s) in this group was retrieved from the supplier's website. What does this mean?

*You can no longer access this item(s) on the supplier's website. What does this mean?
Line(s): 1, 2, 3

Product Description Unit Price  Quantity Total [

Item:ddedon  VWR BEAKER, GRAD PP 15ML PK100 4+ 123.60 uso 1
Neov 1, 2010

cs
Add to Favorites Part Number 47751-690
Manufacturer Infe  BMP-BK-15 - (VWR International)

123.60 uso [

Tremadésdor  VWR BEAKER, GRAD PP 30ML PK100 - 19.06 UsD 3 s57.18us0 [
ov 1, PK
s Part Number 47751-592
Manufacturer Info  BMP-BK-30 - (VIR International)
More Actions | ¥
Temaddsdor  VWR BEAKER,GRAD PP 100ML PK100 4 27.88 uso 2 55.76us0 [
ov 1.

PK
Add to Favorites Part Number 47751-656
Manufacturer Info  BMP-BK-100 - (VWR International)

Have you made changes?  update

6 ltem(s) for 2 totsl of 236.54 Usr

Proceed to Checkout

Done & € Internet
4. The order is loaded into the LoboMart system. Please see steps 8 through 33

from the Placing an Order from a Catalog Vendor procedure (Page 25) to
complete the transaction.

viewcarts ¥

100% -
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LoboMart - Placing an Order with the P-Card

The Purchasing Card can be used to place an order from a Catalog vendor (Hosted
or Punchout) in LoboMart.

5 & | @biling - Draft Requition — - i - [ Page ~ i Tooks »

9 commons e | 1 rro veree SN piace order

4 Return to shopping cart 4) Continue Shopping

@ ‘You have completed the required information in this step. At this peint, you can do the following:

Proceed to the next step: Preduct Location. Go straight to the end: Final Review.

Requisition || PR Approvals [ Po Preview || History |
Summary | Shipping | Billing | Accounting Codes | Commodity Code | Supplier Info 2

2

Hide value descriptions,

Billing 7

These values apply to all lines unless specified by line item

Bill To edit
Billing address Attention Doug Nelson

Email aortiz@unm.edu

Phone 505-277-2014

Accounts Payable

MSCO6 3540, Onate Hall Rm 222

Onate Hall

2nd

Albuguerque, NM 87131

United Statss

P-Card Number edit
No credit card has been assigned. <

4

Supplier / Line Item Details 2 -
For selected ling items | Add To Favarites v Lea |
VWR International Fl more info...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [~
1 VWR BEAKER, GRAD PP 15ML PK100 €%  mors info... 47751-690 cs 123.60 1CS 123.60 USD [~
Bill To (same as header) edit
P-Card Number (same as header) edit

1. From the Billing step of the checkout process, click on the edit button for PCard
Number.

Select a PCard from
profile.

Cardholder Name

Card Number

Card Security Code

Expiration Date

| save | cancel Unassign |

2. Select your PCard from the dropdown list.
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P-Card Number

Select a PCard from your
profile.

Card Details
[amie M ortiz

Cardholder Name

Card Number [xo0ooocoonomzzzz

Card Security Code l:l

Expiration Date

Unassign

3. Click on the Save button.

o G| @biling - Draft Requsttion o v Page v (BTacks - T

Catalog o (ske) ~f |

e

4 Return to shopping cart 4) Continue Shopping

@ ‘You have completed the required information in this step. At this peint, you can do the following:

Proceed to the next step: Preduct Location. Go straight to the end: Final Review.

Requis

on [pR_Approvals || P Preview | Histary |
Summary | Shipping | Billing | Accounting Codes | Commodity Code

Supplier Info (=N

Hide value descriptions
Billing 7

These values apply to all lines unless specified by line item

Bill To edit

Billing address Attention Doug Nelson
Email aortiz@unm.edu
Phone 505-277-2014
Accounts Payable
MSCO6 3540, Onate Hall Rm 222
Onate Hall
2nd
Albuguergue, NM 87131

P-Card Number

Cardholder Name Amie M Ortiz

Card Number HHKHHXKHAKKKNK2222
Card Security Code

Expiration Date

e

1/2011

Supplier / Line Item Details <

For selected ling items | Add To Faverites v]Lea |
VWR International Fl more info...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 VWR BEAKER, GRAD PP 15ML PK100 €%  mor= infe... 47751-690 cs 123.60 1CS 123.60 USD [~
Bill To (same as header) ﬂ
P-Card Number (same as header) ﬂ

4. Complete entering any other information during checkout. When you click on the
Place Order button your order will be sent directly to the vendor and billed to your
PCard.
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LoboMart — Check the Status of a Requisition

The status of a requisition can be tracked within LoboMart to determine if a
requisition is pending, rejected or approved. Detailed information about the
requisition is also available.

ar

[ Shop [Everything ~[ |[8a] savanced caaren

Go to: favarites | forms | non-catalog form | quick order  Browse: suppliers | categories

. A 2
Action Items Showcased Suppliers Rl gl
- My Orders
Requisitions ®
Pending (3
a @ Internal Software
Recantly Completed (4) irchases
Purchase Orders
pending (7}
+ view Administrative Items A
Punch-out :
Lab Supplies
Welcome to UNM Testing!
& CATALOG VENDORE: @.‘_",""" AL D vwRe S
O Belew's Office Supply remssnEs
O Bob Garacht Supply
O Butler's Office Supply
O Grainger
O Holman's
O Sigma Aldrich Office /Computer
O Summit Electric

O WWR Ecientific

» . .
For technical or functional assistance, please contact the PBelewr's m @'-mwm’

Financial Services Support Center at fssc @salud.unm.edu
or 505-277-34571

updats message

MRO/Facilities

=

1. Click on the history link in the navigation bar on the LoboMart home page.

e g e

Purchase Qrder Search

catmogte o o] ]

history

Salact Query

by PO No. || by Requisition |[ by supplisrsky

If you knav the Requisition details of the PO you are searching far, please =nter it below.

supplier Nams Select Supplier

Filter
Check Filker if you want to use the filkers below,
Results per page 10 %

]

Filters

To find your purchase dacuments quickly and easily, chonse 2 date range ta search for purchase documents placed during a spedfied
time frame,
My Crders Campany Orders

PO Date Filters

stat Data [77o7z000 | B (menvdarypen)
End Date [o7raerzone | B (rmmnsddrvvew)
User —I

PO Status Filters

2. Click on the my requisitions tab.
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— - 5
W & [Eorders'SearchResu\ts I | B~ B - @ - [rrage - £ Tecks -

Catalog o (skwy ~f |

history

Newsearch |  selectQuery || saveouery |
Results per page Requisition(s) meeting the search criteria: 5 4 Page of 1 b | legend | 7

Status = Requisition No. = Supplier(s) Requisition Name = isiti £=3 isition Date /Time ¥ Requisition Total
a 162782 [, Burchasing Setup Vendor 2010-10-27 aortiz 01 Ortiz, Amie 10/27/2010 9:34 AM 500.00 USD
x 3 Purchasing Setup Vendor 2010-10-26 aortiz 01 Ortiz, Amie 10/26/2010 5:09 PM 0.00 USD
v @ Albuguerque Publishing Co 2010-10-21 aortiz 01 Ortiz, Amie 10/21/2010 4:52 PM 1.00 USD
v a9 = Purchasing Setup WVendor 2010-09-28 aortiz 01 Ortiz, Amie 9/28/2010 5:46 AM 60,000.00 USD
v 447190 [ Purchasing Setup Vendor 2010-09-28 aortiz 01 Ortiz, Amie 9/28/2010 9:46 AM 60,000.00 USD

New search || SelectQuary || Save Quary

2. This screen shows all of your completed LoboMart requisitions for the last 90
days. The requisitions can be sorted by status, requisition number, supplier,
requisition name or requisition date/time. For more requisition detail, including
the Banner requisition number for approved requisitions, click on the blue
LoboMart requisition number. You can also click on the magnifying glass icon for
a quick view.

— = »
* o [ESummaryrRequisiuon 453562 ] } S8 e v |shPage - () Tools -

history

Available Actions: [
Requisition H a Approvals H Comments H Attachments ” H\sturyl

smpmng | Biling | Accounting Codes | Supplier Infa &

HioS

Hide value descriptions

General ? Shipping ? Billing ?

Cart Name 2010-10-21 aortiz 01 Ship To Bill To
Contact Name Lucy Lobo Attention: Doug Nelson

P d by Amie Orti

repared by mie Otz Phone +1 (505) 277-2036 Email: denelson@unm.edu

Email lucylobo@unm.edu Phone: 505-277-2014
PURCHASING DEPT Accounts Payable
UNM Business Center, Ste 2600 MSCO6 3540, Onate Hall Rm 222
Test Synch 6/15/09 3:40p Onate Hall
Albuquerque, NM 87131 2nd
United States Albuguerque, NM 87131

United States

Delivery Options

Ship Via Best Carrier-Best Way Billing Options
Req Delivery Accounting Date
View/adit by line itam...
B — S View/edit by line itam... iew/adit by line item

Internal Notes and Attachments ? External Notes and Attachments 7

Pleroduct Location Purchasing Department Supplier/Purchasing Dept Instructions
UNM Business Center, ste 2600
N Banner Req # RO117183

\

Accounting Codes B
Chart Index Account
u 944000 6920 |
Univarsity of New Masxico 113425-Purchasing Operations Other Professional Sveas-GEN (HM)

Commedity Cede

Services, Advertising tes

Vievgedit by lins itam..

Supplier / Line Item Details 7
Hide line details For selected line items | Add To Favorites v|[ &
1

[T — ~ Peihliching o

3. The Requisition' 'Summary screen appears. This is an example of an approved
requisition. The Banner requisition number is in the Product Location section.
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— = »
Tr @ | @ npprovals - Requisition 459562 l I fp o~ B b - =k page v O Took -

history

Available Actions: | Add Comment ~|[&a
al-

PR Approvals

Attachments || History

rments

[~ Show skipped steps

1 7 1
= BudgetAuth PRCreate WaitForPRUpdate v
Submitted v v v Completed
Amie Ortiz A o A d A d 10/22/2010 11:26 AM
10/21/2010 4:52 PM e e poreve /22
v System

4. Click on the PR Approvals tab to view the status of a requisition.

»

o [@sttory-Reqwswtmn‘csgssz

Available Actions: | Add Comment V| Go

Reauisition || PR Approvals | Cemments | attachmerlg | History |
al-
[+ click to filter history ? Export Cs¥
Results per page Records found: 13 4 Page of1 b 7
Line Date/Time User = step(s) Action = Field Name = From  To Note
No & -~
10/22/2010 System WaitForPRUpdate P-Card or Internal Order completed and submitted
11:26 AM
10/22/2010 System WaitForPRUpdate PR has been posted in external system
11:26 AM
10/22/2010 System WaitForPRUpdate Requisition modified Banner Req # empty R0117183
11:26 AM ’
10/21/2010 System PRCreate Message transmission to external system was
5:02 PM successful.
10/21/2010 System PRCreate Requisition note added Requisition document has been completed and J
5:02 PM is being processed.
10/21/2010  System  BudgetAuth Requisition approved
5:01 PM
10/21/2010 System  BudgetAuth Message transmission to external system failed. Will Number of retries: 360, retry
4:52 PM attempt to retransmit. interval: 240sec
10/21/2010  Amie Requisition submitted
4:52 PM Ortiz
Line1  10/21/2010 Amie Requisition modified Business Purpose/Detailed Item  empty test
4:52 PM Ortiz Description
10/21/2010  Amie Requisition modified Commodity Code empty 3100
4:51 PM Ortiz
10/21/2010  Amie Requisition modified Account empty 6920
4:51 M Ortiz
10/21/2010  Amie Requisition modified Index empty 944000
4:51 PM Ortiz
Line1  10/21/2010 Amie New Line added - draft Service Form
4:50 PM Ortiz
Results per page 4 page

5. Click on the History tab to see detailed approval information and what
processes occurred in Banner relative to the requisition. If the requisition is
rejected, the approver’'s comments or Banner error message are displayed.

If the requisition has been removed from the My Requisitions folder, it can still
be viewed using the following procedure.
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Shop |Everything ~

advanced search

Go to: favarites | forms | non-catalog form | quick order  Browse: suppliers | categories

Action Items N Showcased Suppliers add supplier

®

Internal Software
Purchases

- My Orders
Raquisitions
Pending (8)
Recently Completsd (4)
Purchase Orders
pending (7)

+ view adm

strative Items
Punch-out '

Lab Suppl

Welcome to UNM Testing!

® CATALOG VENDORS: ®""‘ N VWReLS
Belew's Offics Supply Sclontifie (bt

Bob Garrecht Supply

Butler's Office Supply

Grainger

Holman's

sigrna Aldrich

summit Elactric

WWR Scientific

2, .

p
Financial Sarvices Support Cantar at fasc@salud unm.adu
or 505-277-34571

Office /Computar

00000000

update message

v &

catmogre o v [
I

history

Select Query
by P& No, || by Requisition || by Supplier KU

If you know the Requisition details of the PO you are searching for, please enter it below,

Requisition Narne l:l
Requisition No, l:l
Supplier Name ’—‘

Filtar
Check Filter if you want to use the filters below,
Results per page

L

Search

Filters

To find your purchase documents quickly and easily, choose a date range te s=arch for purchase documents placed during s specified
time frame,

My Orders Company Orders

2. PO History will default. Click on the PR History tab.

| | RS L

history

Select Query

IF you are seard

Requisition Name l:l
Fequizition Mo, l:l
Supplier Marme ,—‘

Filtar
Chack Filter if you want ko use the filters balow.
Results per page

purchase dacument, include as many of the items below ta narrow your results,

Search

Filters

To find your purchase dacuments quickly and easily, thoose 2 date range to search for purchase dacuments placed during a specfied
tirne frarme,

My Grders Wy Subrmitted Orders Carnpany Orders Orders 1 Reviewed

Start Date [077027z005 | BB (rmen i)
End Dats [o77xerzo0s | B (rmamtdfyve)

3. Click on the by Requisition tab.
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wanariy e

Salact Query

by PO Ko, |[by Reay

7]
If you are searching for a specific purchase document, indluds as many of the items below to narraw your resukt,

Purchasing Getup Vendor

Requisition Narnz
Requisition Mo,

Supplisr Nams Select Supplier

catalog Mo, [SKU)

Filter
Check Filter if you want to use the filters below.
Results per page

Filters

To find your purchase dacuments quickly and easily, chonse 2 date range ta search for purchase documents placed during a spedfied
time frame,

Wy Orders ) My Submitted Orders () Gempany Orders ) Orders I Reviewed ()
(otaarzces BB st
End Date [07¢1e72005 | B (ot g
Prepared for Select User
Prepared by Select User
PR Status Filters
PR Status KD Include PR's with Any of These
______ e W Statuses
Campleted —————-Bhow All------
Pending
Partially Rejected
Rejected
ithdrawn
PR Status [CIN| Only Include PR's with These
ith Rejectad Linas W Statuses
ith withdrawn Lines

Search | &

4. Enter your search parameters and click on the Search button. To narrow the
search further, place a checkmark in the Filter checkbox and enter search filters
before clicking on the Search button.

W [Eorders'SearchResu\ts

Catalog o (skwy ~f |

New Saarch Selact Quary

el

Results per page Requisition{s) meeting the search criteri 4 Paa of2 b | legend | ?
Status = Supplier(s) Requisition Name = isiti = Date/Time ¥ Requisition Total

2 Purchasing Setup Vendar Journal Ads Ortiz, Amie 10/27/2010 2:29 PM 2,000.00 USD
v 443187 Purchasing Setup Vendor 2010-09-20 mdesaute 01 Desautels, Marty 9/20/2010 9:55 AM 40.00 USD
v Purchasing Setup Vendor 2010-09-20 mdesaute 01 Desautels, Marty 9/20/2010 9:55 AM 100.00 USD
v 442665 [ Purchasing Setup Vendor 2010-09-17 mdesaute 01 Desautels, Marty 9/17/2010 8:53 AM 100.00 USD
X 442389 [ Purchasing Setup Vendor 2010-09-16 mdesaute 01 Desautels, Marty 9/16/2010 5:13 PM 0.00 USD
v 442419 [ Purchasing Setup Vendor 2010-09-16 mdesaute 01 Desautels, Marty 9/16/2010 5:18 PM 100.00 USD
X aa2a18 [ Purchasing Setup Vendor 2010-09-16 mdesaute 01 Desautels, Marty 9/16/2010 5:17 PM 0.00 USD
v 442416 [ Purchasing Setup Vendor 2010-09-16 mdesaute 01 Desautels, Marty 9/16/2010 5:17 PM 40.00 USD
o 440421 [ Purchasing Setup Vendor 2010-09-13 mdesaute 01 Desautels, Marty 9/13/2010 2:29 PM 40.00 USD
<! 369985 [ Furchasing Setup Vendor 2010-03-04 3ortiz 01 Ortiz, Amie 3/4/2010 2:23 PM 1,000.00 USD

Results per page

New Search select Query

Save Query

5. Choose the requisition you wish to view from the list of search results by
clicking on the LoboMart Requisition No.
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Flow Chart — Purchase of Goods

External VVendor

This diagram illustrates what occurs when a Department makes a P-Card purchase for
goods from an external vendor. Itis a ‘map’ of what application is used and where a
process occurs. The diagram notes how to check approval status and how to check the

status of a Journal Voucher.

Departments Purchase Goods from External Vendors
= Check &pproval Status
& Form FOLAPPH
E Ertter Purchase e
[ nggglgg for Approvals
% omplete?
O
— 1
o
=
[T
o % ¥ Buryer
= PR Moves to Buyer assigns s PO
0 —* Approves
S Buyer Queue —w  Banner PO
o
]
22
S8
(=]
=
0@ Check izsued to
=1 AR “endor
'y
E r ¥
= Incomplete Ban':m;;eq
= Purchase Reg. asgigned in HW
=
o
T Yes
L Encumbrance
= Reservation established
c made with ¥ Ty
% Entered Reqg Purchase Order Banner PO Status = Electonic Ma PO, Ip\{olce andfar and
o Afpproved) W * Receiving nat complete
Check Document Status - FOIDOCH
y Document with & blank status is incompl
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Flow Chart — Purchase of Services -
External VVendor

This diagram illustrates what occurs when a Department makes a P-Card purchase for
Services from an external vendor. Itis a ‘map’ of what application is used and where a
process occurs. The diagram notes how to check approval status and how to check
Journal Voucher status.

Departments Purchase Servicesfrom External Vendors
— heck Approval Statu;
% Form FOIAPPH
E Erter Purchase online
= Requisition far Approvals
g Service omplete?
) es
[}
[=]
= - b
% o Buyer
= 8 PR Movesto Buyer assigljs —» Approves PO
b Buyer Queue — Banner Standing
= PO
[0
—T
[{a]
2o
6
o
S ®
= Check issued to
o
<< “endar
.
w
% b
Purchase Banner Reqg
5 Requistion(PR) pd?gﬁ:sﬂe; Mumber Yes
= Ertered 4 azzigned to HW
=
I
k.
3 Reservation liquidated 4
5 . i 2WWay Electonic PO andior Invoice not
Reservation Banner PO Status = WMatch? Mo —m et
c made — Encumbrance Approved) c complete
cC N
o estahlished —
m
Purchase Order status
blank(incamplete) Check Document Status -FOIDOCH
Any Document with & blank status is
incomplete
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Section 2 - Receiving Documents
Exercise 1 - (Belew's) Entering a Banner Receiving
Document: Creating a Banner Receiver for goods
received on a Regular PO

NOTE: The Standard Operating Procedure (SOP) for using the Receiving

Goods Form is available at http://my.unm.edu. Click on Finance Job Aids and
End User Standard Operating Procedures.

Departments create Banner receiving documents for goods which automatically
go through a 3-way ‘match’ process.

To access the Receiving Goods Form, enter FPARCVD in the Direct Access
field.

1. Receiver Document Code - enter “NEXT”.
2. Perform a Next Block.

3. Click on the Search button = for the Receiving Method field. From the pop
up list, click on PARC Parcel Post; click the OK button.

4. Perform a Next Block.
5. Enter the Vendor’s Packing Slip number . For our

exercise, enter the Vendor’s Invoice number. Your Belew's Invoice number
should be your initials, followed by today’s date (MMDD.) (e.g. TF0507)

6. Perform a Next Block.

7. Enter your Banner Regular PO number . Your Banner
Regular PO number for your Belew's order is located on the slip of paper
taped to the upper right corner of your monitor.

8. Tab. Notice the Buyer Name, Vendor Code, and Vendor Name
automatically populate from the Banner PO number entered. Verify Belew's
is displayed and the correct PO number has been entered. Notice the
message in the status bar.

9. From the menu bar, click on Options and then click on Select Purchase
Order Items. This opens the Receiving Goods PO Item Selection Form
FPCRCVP ~ only accessible from within the Receiving Goods Form. This
allows you to review the commodities and quantities ordered and note any
guantities that have already been accepted (received) on the Banner
Regular PO as compared to the Vendor’s packing slip/sales order/invoice.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Perform a Next Block.

Place a checkmark in the Add checkbox next to the each of the first three
commodities (index dividers, page markers, and notebooks).

Save. Notice the message in the status bar.

Click on Exit and click on YES to close the form. This closes the selection
form and returns to the Receiving Goods Form.

Perform a Next Block. This opens the Commodity window of the form.

Tab to the Quantity Current —Received field of the displayed commodity
(index dividers) and enter a quantity of seven “ 7.

Tab twice and notice that the U/M (unit of measure) field automatically
populates with the unit of measure for the displayed commodity.

Perform a Next Record. This causes the next commodity on the receiving
document to be displayed.

Tab to the Quantity Current —Received field of the displayed commodity
(page markers) and enter a quantity of two “2 .

Tab twice and notice that the U/M (unit of measure) field automatically
populates with the unit of measure for the displayed commodity.

Perform a Next Record. This causes the next commodity on the receiving
document to be displayed.

Tab to the Quantity Current —Received field of the displayed commodity
(notebook) and enter a quantity of one “ 1.

Tab twice and notice that the U/M (unit of measure) field automatically
populates with the unit of measure for the displayed commodity.

Perform a Next Block. This opens the Completion window of the form.

Click on Complete.

Write down your Banner Receiver number . (Displayed
in the status bar.) Banner Receiver numbers begin with “Y”.

Exit the form.

skkokokokokkkokkkkskkkkok
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Exercise 2 - (VWR) — Entering a Banner Receiver
Document: Creating a Banner Receiver for goods
received on a Regular PO

To access the Receiving Goods Form, enter FPARCVD in the Direct Access
field.

1. Receiver Document Code - enter “NEXT”.
2. Perform a Next Block.

3. Click on the Search button = for the Receiving Method field. From the pop
up list, click on PARC Parcel Post; click the OK button.

4. Perform a Next Block.
5. Enter the Vendor’s Packing Slip number . For this

exercise, enter the Vendor’s Invoice number. (Your VWR Invoice number
should be your initials, followed by today’s date (MMDD) (e.g.TF0507)

6. Perform a Next Block.

7. Enter your Banner Regular PO number . (Your Banner
Regular PO number for your VWR order is located on the slip of paper taped
to the upper right corner of your monitor.)

8. Tab. Notice the Buyer Name, Vendor Code, and Vendor Name automatically
populate from the Banner PO number entered. Verify VWR International is
displayed and the correct PO number has been entered. Notice the
message in the status bar.

9. From the menu bar, click on Options and then click on Select Purchase
Order Items. This opens the Receiving Goods PO Item Selection Form
FPCRCVP ~ only accessible from within the Receiving Goods Form. This
allows you to review the commodities and quantities ordered and note any
guantities that have already been accepted (received) on the Banner
Regular PO as compared to the Vendor’s packing slip/sales order/invoice.

10. Perform a Next Block.

11. Place a checkmark in the Add checkbox next to the first, fourth, and fifth
commodities (cryovial holder, scrub brush, and glv, exam...).

12. Click on Save. Notice the message in the status bar.
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13. Click on Exit and click on YES to close the form. This closes the selection
form and takes you back to the Receiving Goods Form.

14. Perform a Next Block. This opens the Commodity window of the form.

15. Tab to the Quantity Current —Received field of the displayed commodity
(cryovial holder) and enter a quantity of one “1”.

16. Tab twice and notice that the U/M (unit of measure) field automatically
populates with the unit of measure for the displayed commodity.

17. Perform a Next Record. This causes the next commodity on the receiving
document to be displayed.

18. Tab to the Quantity Current —Received field of the displayed commodity
(scrub brush) and enter a quantity of ten “ 10 ".

19. Tab twice and notice that the U/M (unit of measure) field automatically
populates with the unit of measure for the displayed commodity.

20. Perform a Next Record. This causes the next commodity on the receiving
document to be displayed.

21. Tab to the Quantity Current —Received field of the displayed commodity (glv,
exam) and enter a quantity of two “2 .

22. Tab twice and notice that the U/M (unit of measure) field automatically
populates with the unit of measure for the displayed commodity.

23. Perform a Next Block. This opens the Completion part of the form.
24. Click on Complete.

25. Write down your Banner Receiver number (Displayed
in the status bar.) Banner Receiver numbers begin with “Y”.

26. Exit the form.

skkokokokokkkokkkkskkkkok
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Section 3 - Procurement Card Reallocation

Account and/or business managers can make changes to the Fund, Organization,
Account and Program (FOAP) or redistribute the FOAP information for Purchasing Card
(P-Card) transactions.

To enter P-Card reallocations data entry form FWAINVT is used.

NOTE: A P-Card Banner Byte (demonstration) is available at http://www.unm.edu/~fssc.
Click on “Banner Bytes”.

Flow Chart — Reallocate P-Card Charges

This diagram illustrates what occurs when a Department makes a P-Card purchase and
reallocates the charges. Itis a ‘map’ of what application is used and where a process
occurs. The diagram includes form names on how to check approval status and Journal
Voucher status.

Re-allocate P-card Charges

heck Approv;;t%\

Farm FOLAPPH
-
% Department Reedllocate Ch
S e e JE returned to
E make_nshppurchzse m;rthlnﬁllza}!'snE y Enter Journal o ) " it ! iator
8 (gﬂfﬁ -‘-’C\firb — E':ﬁiﬂlﬂ' LLcaly o Woucher fRrove h— explanation of ™ correct Jv.
o} ' '
17} Higher hktz) ificati wht to correct
0
o v
= Upon receipt
% send all supporting
- doc_umerﬁation, ves
= receipts, packing Yes
] slipz, invoices
o
o ! . 3 L Check JV Status:
E P-card Holder ‘ dournal voucker | - If unposted
o notified of P-card am Form Posts, Journal
0 Transactions in FWAINVT FGANCQ Enry Crestzd | OTM FGISUM
Banner (unds moved) | - |f Posted
Form FGIDOCR
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Section 4 - Initiating Change Order
and VVendor Request

Change Orders

To request a change order to a Purchasing Order a change order request
must be submitted to the Purchasing Department. The Change Order
Request form can be accessed through my.unm.edu. Click on the
Electronic Forms link in the Banner Applications channel. Change order
requests may include:

e Dollar increases or decreases
e Addition or deletion of line items
e FOAPAL changes

e Vendor ‘Header’ information

The Purchasing ‘Change Order Request’ form is located on my.unm.edu,
under the Electronic Forms link.

Vendor Request

To request a new vendor be added to the vendor database a vendor
request must be submitted to the Purchasing Department. The Vendor
Add/Change Request form is located on my.unm.edu, under the Electronic
Forms link.
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Course Wrap-up

In this course, participants used LoboMart to:

Create ‘My Profile’

Browse and place an order from a Hosted Catalog vendor
Place an order with a Non-Catalog vendor

Set up a new vendor

Place an order with a Punchout Catalog vendor

Check the status of a requisition

Participants learned

The difference between Catalog and Non-Catalog Vendors
How to Track the Status of a Requisition in Banner

How to Receive Goods & Services

How to Initiate a Change Order Request

About the online Banner Byte for P-Card reallocation

LINK Finance University of New Mexico
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