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Introduction

1 About this Guide

1.1 Introduction

The aim of this guide is to give you a comprehensive guide on how to use the xchangewales eTrading for
Schools system effectively.

Who is ProcServe?

ProcSene is a Commerce Network. It connects buyers and suppliers together via a fully hosted
eCommerce infrastructure. ProcServe particularly specialises in providing and managing eProcurement
and elnwoicing solutions and senvices for customers.

What does ProcServe offer?

e ProcSene offers packaged Commerce Solutions to enable our customers of all sizes and
technical capabilities to connect to the Commerce Network

e All of our solutions are provided as software-as-a-senice, with no requirement for capital
investment in IT infrastructure

What do our solutions consist of?

The ProcSenve solutions are a blend of world-class application Commerce Modules, all hosted and
managed by ProcServe, combined with professional senice packages that ensure a swift
implementation and maximum return on investment.

The ProcServe Commerce Network

ProcSenve offers two types of senices, commerce solutions and commerce services. Regardless of
what back office infrastructure organisations have, ProcServe implements only those trading solutions
needed to complete their ability to conduct electronic transactions between buyer and supplier.
ProcSenve also provides senices in order to implement these commerce solutions and exploit their
capability. The lewvel of senices provided are entirely flexible.

Proc © ProcServe Holdings Limited 2012
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Getting Started

Logging in to the ProcServe Trading Netw ork

2 xchangewales eTrading for Schools Buyer Portal

2.1 Getting Started

2.1.1 Logging into the ProcServe Trading Network

Overview

This describes how you access and login to the ProcServe Commerce Network.

Pre-Requisites

In order to access the ProcServe Commerce Network you will need a username and password. Your
username and password will be emailed to you. If you do not have this information please contact your
local administrators.

Locating the ProcServe home page

The following list describes how you access and login to the ProcSernve Commerce Network:

1. Browse to http://www.procserve.com/.

2. The ProcServe home page is displayed:

3. Click the customer login button (top right) in the main navigation bar:

Customer Login
+44207333 6161  info@procserve.com

C—g p rO C S e rve Solutions Products Customers Aboutus Partner Community Contact

Where the world does
business, securely

Powering one of the World's most trusted and secure
commerce networks

View Producrts

4. The customer login page is displayed:

5. Click the xchangewales eTrading for Schools logo:

ProcServe © ProcServe Holdings Limited 2012
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Customer Login
@ info@procserve.com

C"gg p rocserve Solutions Froducts Custormers Aboutus Partner Community Contact

> Login

Customer Login

procserve Zan Customer Support Numbers
Buying Organisations Procserve
+44(0)845 603 6727 or

b Bt [ ki o]

Zanzibar
+44(0)845 603 2885 0r

procserve
OPEN
+44(0)845 600 6736 or

Procserve P2P login

xchangewales e Trading

- +44(0)845 602 9802 or
x*
AN 08 L X ﬁ
G S
Pemy ey * vNivERSITY OF )
LINCOLN xchangewales eTrading for
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212

My Profile

Overview

You can view or edit your user profile details or change your password using the My Profile page.

Locating My Profile

The following steps describe how to locate and use the My Profile page:

1. In the top menu bar click the My Profile link:

Hello Ron My profile Feedback Log out

2. The My Profile page is displayed:

My Profile

Edit my profile

3. The My Profile page allows you to view and change your details:
Click the Edit my Profile button to display the User Profile page in edit mode:

Edit My Profile

Title

First name*

Last name*

Status

Username

Email address®
Confirm Email address”
QOrganisation
Default address*
Telephone number
Fax number

Preferred language

Data Feed(s)

Save Changes

[mr |

[Monty

[Pylon
Active

ronsmail@agbuyer

[monty@tiscali.co.uk

[monty@tiscali.co.uk

ADAM BUYER ORG

|LANTERN HOUSE. GU14TX. GUILDFORD‘j

[p1483 222022

[01483222244

[English (UK) El

[w Message Of The day
¥ News

[# Welcome message

4. The following is displayed and can be edited:

FIELD NAME
Title, First Name, Last Name

FIELD CONTENT
Mandatory

Proc
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My Profile
Username Cannot be changed
Email Address Mandatory
Confirm Email Address Mandatory
Organisation Cannot be changed
Default Address Mandatory
Telephone Number Optional
Fax Number(Optional). Optional
Preferred Language
Data Feeds Admin Users Only
Catalogue / Classification Views* Admin Users Only
*Not used by organisations w ho access the system from their P2P system.
|Warning! Email addresses are unique within ProcSene, they can only be used once. |

5. Save Changes Button:

When you have finished making changes to your profile you click this button to validate, and if valid, save
your changes.

Note: Changes to your profile may not be completed until after you log back into the system.

Password change. This area allows you to change your password:

Change your password

Please note that your password (for security reasons) must follow these rules
Minimum of 6 character(s)

Enter your current I.""""
password
Enter your new IIIIIIIIIII
password

Please re-enter your I."".""
new password

‘ Save new password

6. Enter your existing and new password to change your password:
The entries are validated and, if valid, the system will display a message:

Success! You have changed your password. The next time you log in you will need to use this new password.

Memorable Word Change. This area allows you to change your memorable word:

© ProcServe Holdings Limited 2012 Proc
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My Profile

Change your memorable word

This is a word that is personal to yourself, easy to remember and can be any word that you
choose to use but you must ensure that: It is at least 8 characters long. It is kept safe and

SeCure,

The memaorable word hint is a reminder of your memorable word in case you forget it

Mew memarable word
MNew word again

Memarable word hint | game with ball

Sawve new memorable word

7. Enter your new memorable word and hint to change your memorable word:
The entries are validated and, if valid, the system will display a message.

Proc © ProcServe Holdings Limited 2012
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Unlocking your Account

2.1.3 Unlocking your Account

Overview

Your account will be locked if you enter your log in details incorrectly 3 or more times. You will be

informed that your account has been locked via an email. You can unlock your own account using your

memorable word and the access code contained in the email.

Unlocking your account

1. You will receive an email informing you your account has been locked. Within the email are

the details you require to unlock your account:

Hello Buyer_

Your account has been locked due to too many invalid login attempts. To unlock your account you will need both a User Name and Access

Key (included below) and you will need your Memorable Word, which you specified in your account profile.
Your Access Key is: YDRM3DDN

You can unlock your account at:

https://saturn-buyers.procserveonline.com/otis/auth.html?marketplaceld=2&locale=en GB

It is recommended that instead of typing the Access Key, try copying and pasting it into the unlock screen using the following steps:
1. Highlight the Access Key making sure there are no spaces at the beginning or the end

2. Right click and select "Copy'

3. In the Access Key field of the unlock screen right click again and select 'Paste’

If you have any questions please contact the Zanzibar Service Desk via zanzibarhelpdesk@procserve.com

Thank you.

2. Navigate to the url within the email or use the 'Unlock account?' on the login page:

Proc

Hello. Welcome to the ProcServe marketplace - everything you need to conduct
electronic trading in one fast, flexible and secure managed service.

Login

Usemame

Password

Login

3. Enter your user name and access key that was issued in the email:

© ProcServe Holdings Limited 2012
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Unlocking your Account

ProcServe

Hello. Welcome to the ProcServe marketplace - everything you need to conduct
electronic trading in one fast, flexible and secure managed service.

Unlocking Your Account 1 of 2

Please enter your username and the randomly generated access key contained in the email you
received.

Username: | |

Access key: | |

Submit

4. Enter your memorable word using the hint written in the instructions bar:

ProcServe

Hello. Welcome to the ProcServe marketplace - everything you need to conduct
electronic trading in one fast, flexible and secure managed service.

Unlocking Your Account 2 of 2

Please enter your memorable word. Note that the memorable word is case sensitive. You have defined the following
hint:
game with ball

Enter your memorable word

Unlock

Memorable word ‘

5. Your account is unlocked. If you do not remember your password you can request a new one
which will be emailed to you:

ProcServe © ProcServe Holdings Limited 2012



Getting Started

Unlocking your Account

11

ProcServe

Hello. Welcome to the ProcServe marketplace - everything you need to conduct
electronic trading in one fast, flexible and secure managed service.

Your account has been unlocked. If you do not know your password, you can select the Forgotten your password?
link and request a new one.

Login

Usemame: | ‘

Password: | ‘

Login

tten vour password?®] | [Eorgotten vour username?]

© ProcServe Holdings Limited 2012 ProcServe
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Feedback

2.1.4 Feedback

Overview

You provide feedback to us using the Feedback page.

Locating the Feedback Page

The following steps describe how to locate and use the Feedback page:

1. In the top menu bar click the Feedback link:

Hello Ron

My profile Feedback Log out

The Feedback Page is displayed:

2. Enter your feedback in the text area:

3. Click the send feedback button:

Feedback

Feel free to use this form in order to provide any type/kind of feedback that you have. Maybe
you'd like to see some different features? Or perhaps you have a great idea about how to improve
what already exists. Or maybe you'd like to get in touch and let us know what you like or dislike
about our system. VWhatever your reasons please type them out below and we'll happily take

hem into consideration

Your feedback:

Once you have submitted your feedback we will send you a copy at your registered
emall address (nickcwa@tiscali.co.uk) and If a response is needed we'll contact you
within the next two working days

Send feedback

Note: Please do not report system errors using this form, please email or call the ProcSene senice

desk.

Proc © ProcServe Holdings Limited 2012
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Getting Support

2.15 Getting Support

The ProcServe Commerce Network provides full support senices via a dedicated senice desk.

Contact details for the senice desk are shown below and can also be found by clicking "Contact
Helpdesk" at the bottom of each page on the buyer portal:

How to reach us Comments

Please provide full contact details, organisation

Email:
xchangewalesschools@procsene.co | name and a description of the support issue /
m query.
Telephone :
For general queries, questions and support issues.

0845 6029803

© ProcServe Holdings Limited 2012 Proc
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Supplier Directory

2.2 Buyer Menu

2.2.1 Supplier Directory

2.2.1.1  Supplier Directory Overview

Overview

This section shows how you can use Supplier Directory.

The Supplier Directory allows you to see what suppliers you have traded with and what suppliers are
available to your Marketplace.

Note: A supplier is shared amongst many buying organisations. A supplier listed under the Supplier
Directory may not mean they have provided your buying organisations with a catalogue to buy from.

Supplier Directory

J Suppliers my organisation has traded with | | Search all available suppliers | | Browse available suppliers |

[WliA

OGCBS Supplier 919191918

Basic and Enhanced suppliers

All suppliers are assigned a category based on the highest level of enablement they support. This category is an
indication of their ability and does not mean they support this level of enablerment for every buying organisation:

There are 4 categories of suppliers: Basic, Bronze, Silver and Gold. These are explained below:

Basic suppliers have been invited to join the marketplace but have not yet registered. They can be viewed in
the Supplier Directory and can be used for Free Text Orders. They are not able to retumn elmvoices..

EBASIC

Bronze suppliers are registerad on the marketplace and are able to return elrvoices and other eDocuments
for all buying organisations

EROMIE

Silver suppliers are registered on the marketplace and provide electronic content (catslogues, etc) to at

(sivER) X .
least one buying organisation.

Gold suppliers are registered on the marketplace and have integrated their systems into the marketplace,
meaning that they can process your orders mare efficiently.

soLn

Note: The category (Basic, Bronze, Silver and Gold) is current status of the supplier. For example if a
supplier has a catalogue they will be shown as a silver supplier. If they remowve their catalogue there
status will reflect this be showing the supplier as bronze.

ProcServe © ProcServe Holdings Limited 2012
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Supplier Directory

2.21.2 The Supplier Directory

Overview

You can view Suppliers you trade with or you can search or browse for available Suppliers using the
Supplier Directory feature.

Locating the Supplier Details Page

The following steps describes how you locate and use the Supplier Details page:
1. Navigate Buyer Menu >> Supplier Directory.

2. The Supplier Directory page is displayed.

3. The Supplier Directory page contains three tabs.
These are described in the following steps.

4. Suppliers my organisation has traded with tab.
This tab allows you to view suppliers who your organisation has traded with:

Supplier Directory

Suppliers my organisation has traded with ‘“ Search all available suppliers | | Browse available suppliers
1

Don't see your supplier here? Request a new supplier =
First/Prev] 1, 2 [Next/L ast]

_Oxford Computer Consultants Ltd 235221780 MN/A

3M Healthcare 212340298 MN/A

A and C Black 210028353 MN/A

AJS Test3 101010105 MN/A 0123

DCSF Test Supplier 339911771 /A 02073336176
DePuy International Limited 896498813 MN/A

DHL Global Mail Ltd 965317441 MAA

ESPI Supplier Account 800000008 /A 01706747328
Gailarde Ltd 211612478 MIA

Keane L td 227657251 MN/A

The following list describes how you use the abowe tab:

4.1 Request a New Supplier Link. If you cannot locate a Supplier you can send a Senice
Request to the ProcSene senice desk.

4.2 Supplier List. You can view the details listed or click a Supplier Name to load the Supplier
Profile page.

© ProcServe Holdings Limited 2012 Proc
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Supplier Directory

5. Search all available suppliers tab. This tab allows you to search for a Supplier within the
Marketplace using key words:

Supplier Directory

[ |
| Suppliers my organisation has traded with ||| Search all available suppliers ||| Browse available suppliers
1 1

Enter keyword(s): I

Once you run a search the results will appear here.

The following list describes how you use the abowe tab:
5.1 Enter Keywords. Enter the key words you wish to search on.
5.2 Find Button. Click the Find button.

5.3 Results. If one or more Suppliers matched your key words then a list of Supplier is
displayed:

Enter keyword(s): |pr0c

Search results for "proc" (5 of 5)

Supplier name DUNS Telephone Number

ProcSenve 349363296 /A 020 7730 9000
ProcSeneOnline 10000000 N/A
Procserve Supplier Support Ltd 978320999 N/A 0207 333 53875

You can view the details listed or click a Supplier Name to load the Supplier Profile page.

ProcServe © ProcServe Holdings Limited 2012
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Supplier Directory

6. Browse available suppliers tab.

This tab allows you to browse Suppliers within the Marketplace alphabetically or numerically. For
example:

Supplier Directory

| suppliers my organisation has traded with | ‘ Search all available suppliers H| Browse available suppliers
1

Soper o s oty Topon i

B.M.Browne (UK} Ltd. - (Brownes GU) 965047721 N/A
Bags of Books 217450563 N/A
B and M Office Machines Ltd 294440524 NFA
Banner Business Supplies Ltd 236638362 N/A
Barclaycard Business 548616721 NIA
Barkers Morman Broadbent 232258157 NA

6.1 Select Letter or Number. Click the letter or number (0-9) . In the above image "B" has
been clicked.

6.2 Results. As shown in the above image if one or more Suppliers matched your letter or
number then a list of Supplier is displayed.

You can view the details listed or click a Supplier Name to load the Supplier Profile page.

© ProcServe Holdings Limited 2012 ProcServe
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Supplier Directory

2.21.3 The Supplier Profile Page

Overview

The supplier profile page displays supplier information as the result of a search from the supplier
directory.

You can use the supplier profile page to view supplier details or to hide a supplier so it cannot be used in
your organisation.

Locating the Supplier Profile Page
The following steps describes how you access and use the supplier profile page:

1. The Supplier Profile page is displayed when you select a supplier in a list in the Supplier
Directory.

Procserve Supplier Support Ltd
DUNS number: 978320999

sronze Relationship: Your organisation can trade with this supplier

Contact details

2. The Supplier Profile Page Details.
The Supplier Profile consists of the following areas:

Supplier Basic Details (shown above):
This area displays:

DUNS Number A DUNS Number is a nine-digit code assigned by Dun & Bradstreet to
identify unique business’s separate and distinct operations.

Supplier Relationship The two types of supplier are Basic and Enhanced. Suppliers can be
Bronze (accepts electronic orders and can produce electronic inwices
and credit notes etc), Silver (provides one or more catalogues) or Gold
(fully integrated). Basic suppliers can only accept orders as email
attachments and cannot use the ProcSenve electronic forms.

Proc © ProcServe Holdings Limited 2012
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Supplier Directory

Contact Detalils:

This area displays Supplier Contact details:

Registered
name

Email

Telephone
number

Address

Procserve Supplier Support Ltd

dman@mail.com

0875 875 53875

67, Great St
London, EC36CC
GB

Download as a wCard  What is this?

Tip: You can contact the suppliers using the details stored:

= You can click the email field to send an email to us if you have a local mail program installed, for

example Outlook.

= Click the Download as vCard link to download the Supplier details as a VCard.

19

When you click the link a prompt will appear. You can sawe the VCard to your computer and import it

onto your mail program later.

Financial and other Information:
This area holds finance and other details:

Tax code

Tax Number

Short name

Payments accepted

Currencies accepted

Other information

Financial information

235634
T
Cheque, Cash

Pound Sterling

PSSSup

© ProcServe Holdings Limited 2012
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Schools RFQ Management

2.2.2 Schools RFQ Management

2221 Schools RFQ Management Overview

This guides you through the process of managing Requests for Quotation (RFQ).
You use this section to find out how to:
e Use the RFQ Overview Page.

e Build and send the RFQ. These are steps describing how to create, add details and send an RFQ:
0 Add Iltems to a RFQ.
0 Enter RFQ details.
0 Select the Suppliers that will receive the RFQ.
0 Confirm the RFQ details and send it.

¢ The RFQ Details Page. After you have created an RFQ you can view and work with RFQs in the
RFQ Details page.

You can use the RFQ details page to perform the following tasks:

0 Close an RFQ with No Winner.

0 Re-Issue an RFQ. You can re-issue an RFQ at any time during it's life.
0 Withdraw a RFQ. You can withdraw open RFQs.

e Work with Bids. When bids have been received you need to know how to deal with them:
0 Working with Bids in the system.
0 Selecting a Winning Bid.
0 Notify Unsuccessful Bidders. When you have awarded a bid you can notify unsuccessful bidders.
0 Unaward a Successful Bid. If you change your mind you can revoke a winning bid.

Proc © ProcServe Holdings Limited 2012
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Schools RFQ Management

22.22 The Schools RFQ Overview Page

Overview
You use the RFQ Oweniew page to view and work with RFQs.

Locating the RFQ Overview Page. The following steps describe how you locate and use the RFQ
Oweniew page:

1. Navigate Buyer Menu >> RFQ Management.

2. The system displays the RFQ Management Ovenview page:

RFQ Management - RFQ overview

Closed RFQs, waiting for your action (3) (D

RFQ00000004 - Taxi contract 03 February 2009 03 February 2009 0
RFQ00000002 - Taxi contract 03 February 2009 03 February 2009 0
RFQ00000001 - Chairs for new office 09 January 2009 09 January 2009 0

Open RFGs (1) (@

RFEQ00000005 - A4 Paper packs 80gsm 04 March 2009 04 March 2009 0

The 5 most recently completed RFQs (3)

RFQ00000003 - Taxi contract 03 February 2009 03 February 2009 0 Closed with no winner
View all archived RFQs

3. Using the RFQ Management Overview Page. The following list describe how you use the RFQ
Management Oveniew page:

0 Add New RFQ. To add a new RFQ you can click the Buyer Menu >> RFQ Management >> Add a
RFQ link. The Create New RFQ wizard is started.

0 Closed RFQs (1). This area lists summary details of closed RFQs and are waiting for action from you.
The number of closed RFQs is displayed in brackets abowve the list. Click the link to load an RFQ into
the RFQ Details page where you can view or work with the RFQ and associated bids.

0 Open RFQs (2). This area lists summary details of open RFQs. Click a link to load the RFQ into the
RFQ Details page where you can view or work with the RFQ.

0 5 most recently completed RFQs (3). This area lists summary details of the last 5 completed RFQs.
Click a link to load the RFQ into the RFQ Details page. You may be able to re-issue a completed
RFQ. You can click the View all Archives link to view a list of archived RFQs.

4. Using the RFQ Archives Page. You can view a list of RFQ Archives:

© ProcServe Holdings Limited 2012 Proc
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Schools RFQ Management

RFQ archive

& Back to RFQ overview

All your completed RFQs (awarded, closed with no winner and withdrawn) (1)

T i N

RFQ00000002 - Taxi contract 03 February 2009 03 February 2009 Closed with no winner

Click the RFQ Name/ID link to view the RFQ in the RFQ Details page and re-issue this RFQ
Click the Back to RFQ Oweniew link to return to the RFQ Owveniew Page.

ProcServe © ProcServe Holdings Limited 2012
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Schools RFQ Management

2.2.2.3 Creating a New Schools RFQ
2.2.2.3.1 Step 1 - Adding RFQ items

Overview
This describes how you add items to an RFQ as part of the Create New RFQ wizard.
In order to do this you need to activate the Adding RFQ Wizard.

Locating the Adding RFQ Items Step 1. The following steps describe how you start and add items to
an RFQ:

1. Navigate to Buyer Menu >> RFQ Management >> Add a RFQ.

2. The following image is an example of the Step 1 - Add ltems area:

Step 1 - Add items

Please add the items you would like quotes for using the form below. Once you have added all the items, click
the "Next: Step 2" button which will appear above

Add a new item

(Bold fields are required)

Item name* I

Item description® I

Quantity* I

Unit of measure IEach j
Target Price (GBP) I

Add a document I Browse... |

Please note that only PDF and Weord documents can be attached

3. Adding RFQ Items. You need to complete the item details for each item in the RFQ:
4. Item Details. The following details are required for each item:
4.1. Item Name. You must enter a name for each item.
4.2. Item Description. You must add a description for each item.
4.3. Quantity. You must enter a quantity you wish to be quoted on for each item.
4.4. Unit of Measure. You can select an optional unit of measure from the drop down list.
4.5. Target Price (GPB). The price you wish to pay in your organisations's default currency.

4.6. Add a Document. You can add a document that will help you communicate your requirement to
the Supplier.

5. Add Item Button. When you have added the first item you click this button to validate and, if valid,
sawe the first item to the RFQ.
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6. The system adds the item to the RFQ:
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Step 1 - Add items

Item .. | Unit of Total -
description Quantity measure (GBP) Attachment | Remove from list
Paper A4 B0gsm
Pack  recyled 100.00 Boxes 4.99 439.00 r
Total
(without 499.00 Remove Selected
tax):

Please add the items you would like quotes for using the form below. Once you have added all the items, click
the "Mext: Step 2" button which will appear above.

Add a new item

7. The item appears in the area above the Add ltems fields.

8. Add More Items?

8.1.If you want to add more items to the RFQ enter the next item details and click the Add Item

button.

9. Removing RFQ Items. To remowve one or more items follow these instructions:

9.1. Check the Remove From list box for each item you wish to remove:

Item . Unit of Total .
description Quantity measure (GBP) Attachment | Remove from list

Paper A4 80gsm 10000 Buoxes 499 49900

Pack recyled

Envelopes Pack of 5 100.00 Packs 1.00 100.00 v

Total

(without 599.00 Remove Selected |

tax):

9.2. Click the Remowve Selected button:

|Tip: No prompt is displayed so make sure you really want to delete the items.

Item : Unit of Total :
description Quantity eacure (GBP) Attachment | Remove from list
Paper A4 80gsm
Pack recyled 100.00 Boxes 499 499.00 -
Total
(without 499.00 Remove Selected
tax):

9.3. The item is remowed.

10. Finishing Adding Items. When you have added all the items to the RFQ click the Tell us about this

RFQ

ProcServe
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2.2.2.3.2 Step 2 - Tellus About your RFQ

Overview
In step 2 of the Create New RFQ wizard you add details to your RFQ.
The following steps describe the Tell us About this RFQ wizard page:

1. The Tell us About this RFQ Wizard Page. After you hawe finished Adding RFQ Items the Tell us
About this RFQ wizard page is displayed:

Next Step 3 - Choose suppliers to contact »
Tell us about this RFQ

Bold fields are required

Name and describe your RFQ

Name / ID* I

Comments

2. The following list describes the Tell us About this RFQ wizard page:

2.1. Basic Details. You can add a Name/ID (mandatory) and some comments (optional). For
example:

MName and describe your RFQ

Name / ID* |Paper04020209

Comments rust be recycled

You can only ent B0 characters

2.2. Expiry Details and Reminder: You can change the default number of the days the RFQ will
expire and select if and when you would like a reminder that the RFQ is about to expire. If the RFQ
is a sealed bid you can check the relevant box. For example:

When does it expire?

This expires in |5 days j
When should we remind |-| day before the end j
you about this RFQ?
Is this a sealed bids RFQ7 I—

2.3. Changing the Delivery Address. You can view and change the default shipping address. For
example:
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Where will the items be needed?

Shipping address

LANTERN HOUSE
GUILDFORD
GU14TX

UNITED KINGDOM

Change

2.4. Click the Change button to display a list of shipping addresses that you can choose from, if any.

2.5. Finishing Adding RFQ Details. When you have completed the Tell us About this RFQ wizard

you click the Next: Step 3 button:

Next: Step 3 - Choose suppliers to contact »

2.6. The details you have entered are validated and, if valid, saved and the Step 3 - RFQ:Choosing

Suppliers to Contact page is displayed.

Proc
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2.2.2.3.3 Step 3 - RFQ: Choosing Suppliers to Contact

Overview

In Step 3 of the Create New RFQ wizard you select the Suppliers you wish to send the RFQ to.

The following steps describe the Choose Suppliers to Contact wizard page:

1. The RFQ : Choose Suppliers to Contact wizard page. After you have finished Step 2 - Tell us

About your RFQ the RFQ : Choose Suppliers to Contact wizard page is displayed:

Choose Suppliers

suppliers to contact

Pick the suppliers from whom you would like a quote from the list below by adding them to your list of

Suppliers available to contact

Suppliers to contact

J Browse by name || Find by category |

=4 A B C D E E G
L K L M N DO B Q
Uu v W X ¥ Z

with 0-9 , please try another letter above

Saorry, but there were no supplier names found starting

To add a supplier to this list find them on the left
and click the "Add" link next to the supplier you
are after

This RFQ will be sent to the suppliers you add to your "Suppliers to contact” list directly.

2. Adding Suppliers to the RFQ. To add a Supplier that is already on the system:

27

2.1. Browse for a Supplier. You can click the letter or number that your Supplier starts with in the
Browse by Name tab. A list of Suppliers is displayed. Fore example:

Suppliers available to contact

Supplier
Name

Procserve
Supplier

Solutions

Support Ltd
PS Supplier

J Browse by name || Find by category |

cC D EE G H L
M N O s Q R 5 T
LY Z
Vendor . Add
Number —Iiii them?
978320999  London Add »
296687490  London Add »

Click the Add link to add the Supplier. The Supplier is added to the list of Suppliers to Add:
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Suppliers to contact

1 |F'rncsewe Supplier Support Ltd - « Remave

To add a supplier to this list find them on the |eft
and click the "Add" link next to the supplier you
are after

2.2. Find by Category. You can also click the Find by Category tab. For example:

Suppliers available to contact

Browse by name || Find by category |

Show suppliers in: IVehicIes (not Buses - sej

Search |

Supplier Name Vendor Number Location  Add them?
Lantern House School 002 999543888 Guildford  Add»e

2.3. You locate the Category for your Supplier and click the Search button. Any Suppliers found are
displayed below the Search button, as shown.

2.4. Click the Add link to add the Supplier to the list of Suppliers to Add.

2.5. Manually Adding Suppliers to the RFQ. If a Supplier has not already been entered on the
system follow these steps:

2.6. You click the manually add their details link in the area shown in the following image:

Cannot find a particular supplier here?

If there is a supplier that you would like to send your RFQ to, but is not listed in our system, you can manually add their details ~

* Please note that if you manually sdd = supplier to your list, you will also have to manually record their bid should they be chosen as the winner.

2.7. The Manually add a Supplier form is displayed:
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Manually add a supplier

(Bold fields are required)

Supplier name: |PaperTroniX Systems
Vendor code: |19[]9[]1[]9
Supplier email address: |F{FQ@PTS)Lcom
Supplier address: I93' Fifth Street
Town/city: |Brighlon

Postcode: IBN2 &YH

Add

2.8. Enter the details for the Supplier and click the Add button.

2.9. The details are validated and if valid the Supplier is added to the list of Suppliers to Add:

Suppliers to contact

1. |PaperTroniX Systems - « Remove

2. |Procserve Supplier Support Ltd - & Remove

To add a supplier to this list find them on the left
and click the "Add" link next to the supplier you
are after

3. Removing Suppliers from the List of Suppliers to Contact. To remove a Supplier from this list
click the Remowe link (see abowe image).

4. Finishing Adding Suppliers. When you hawe finished adding Suppliers click the Next: Step 4 link:

Next: Step 4 - Confirm details & send »

5. The system sawves the Supplier list to you RFQ and the Step 4 - Confirm and Publish RFQ page is
displayed.
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2.2.2.3.4 Step 4 - Confirm and Publish RFQ

Overview

In Step 4 of the Create New RFQ wizard you will confirm and publish your RFQ.
You can also go back the previous step if you wish to edit your RFQ.

The Confirm and Publish RFQ Wizard Page
The following steps describe the Confirm and Publish wizard page:

1. After you hawe finished Step 3 - RFQ:Choosing Suppliers to Contact the Confirm and Publish wizard
page is displayed:

RFQ Management - Create RFQ

ADD ITEMS TELL US ABOUT THIS RF2 CHOOSE SUFFLIERS CONFIRM AND SEND

Please read through the details of this RFQ below. confirm that you have read the terms and conditions
and then Publish this RFQ by clicking the publish button at the bottom of the screen

Confirm details

RFQ00000001 - Paper04020209

2. Checking RFQ Details. The page shows the details that you entered in the previous steps of the
wizard. You should check through the details and make sure they are correct. If you wish to make
any changes you should click the Edit before Publishing link:

Before publishing

' | have read and agreed fo the terms and conditions

* | have not read them

Publish this RFQ

& Edit before publishing

3. RFQ Terms and Conditions. When you are sure the RFQ is correct you should read the Terms and
Conditions and if you agree with them "I have read an agreed ...." check the box:
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Is this correct?

If these details are correct please confirm that you have read the terms and conditions below and click the
"Publish this RFQ" button

Before publishing

% | have read and agreed fo the terms and conditions

| have not read them

Publish this RFQ

« Edit before publishing

4. Confirming Details and Publishing the RFQ. Click the Publish the RFQ button to publish the RFQ.

5. The RFQ is displayed in View Details page with a confirm message:

RFQ Management - view RFQ

«Back to RFQ overview
Re-issue this RFQ Withdraw this RFQ

Success! This RFQ has been published, and the suppliers listed below have been sent copies

RFQO00000001 - Paper04020209 - Open

Description Must be recycled
Your reference RFQO0000001
Expiry date 15 February 2009
Sealed bids? Mo

LANTERN HOUSE
Shipping address gg.;LéE;;ORD

UNMITED KINGDOM
Number of items 1 {show all

Suppliers Summary 2 suppliers contacted directly (show all). No suppliers contacted manually.

Bids (0)

Mo bid received yet

6. What's Next? You can return to The RFQ Oveniew Page (click the link shown in the top left of the
abowve image) to check the status of your RFQ in the open RFQ list. You can use The RFQ Details
Page to re-assign or withdraw the RFQ.
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2224 The Schools RFQ Details Page

Overview

You use the RFQ details page to view your RFQs and, where appropriate, perform further actions.
For example you may be able to re-issue or withdraw an open RFQ.

The RFQ Details Page. The following image shows a typical RFQ Details page:

RFQ Management - view RFQ

«Back to RFQ oveniew
Re-issue this RFQ Withdraw this RFQ

RFQ00000006 - Paper04020209 - Open

Description Must be recycled
Your reference RFQO0000006
Expiry date 15 February 2009
Sealed bids? No
123 Buckingham Palace Road
Shipping address éﬂ'ﬂi; 9SR

UNITED KINGDOM
Number of items 1 (show all

Suppliers Summary 2 suppliers contacted directly (show all). No suppliers contacted manually.

Bids (0)

No bid received yet

The following list describes the RFQ Details page:

e Return to RFQ Overview Link. Click this link to return to the The RFQ Oweniew Page.

. Re-i this RF . . . .
e Re-Issuing the RFQ. Sl B R Click this button to re-issue this RFQ.

The system will display the Step 1 - Adding RFQ Items page for this RFQ.

Withdraw this RF
« Withdrawing the RFQ. | ithdraw this RFQ | -\ this link to withdraw the RFQ.

Note: This option is only available for open RFQs.

A message is displayed:
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RFQ Management - withdraw RFQ

Confirm withdrawal

‘ Cancel ‘

Please confirm that you would like to withdraw this RFQ. Doing so will result in all of the
suppliers below being contacted to let them know that this RFQ no is longer valid

e Show All Items Link. You can click this link to view item details

Items (1) Collapse

Item : Unit of Total
Item name description Quantity measure (GBP) Attachment
Paper Pack - 80gsm 100,00 Boxes 499 49900
recycled
Tota_l (without 49900
tax):

Click the Collapse link to hide the item details

e Show Supplier Link. Click this link to view a list of Suppliers

Suppliers contacted about this RFQ

Procserve Supplier Support Ltd
PS Supplier Solutions

London

London

e Working with Bids. Where one or more bids have been received they are listed below the details
area:

Bids (1)

Bids in green are the most recent bids from each supplier.

1.222.00 26 June 2008 at 10-37

DCSF Test Supplier

RFQO0000190

You can view a bid details and notify a successful bidder

0 Bid Details. Click the Supplier link to view the Bidder details
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Bidder details

Email: paul@pserve.com
LRSI s Telephone: 02076176333 ne L

Most recent Bid Detail - (received 26 June 2008 at 10:37)

Music System  Stereo music system with MP3

Supplier Contact details Number of quotes submitted

Manufacturer (=D iz Total tax il
Bidders description (part ID) Comments | Quantity | Pre Tax price (GBP) Price
pal {GBP) {GBP) (GBP)

3.00 0.00
MP3 playback and dobly 5.1 sound 0 Each 30000 30000 4 4oy 90000
Turntable Pro-ject Debut Record Player 0 L2 13000 13000 Ly 130.00

! V! Each : (0.00%) :

2 Way Power 1.00 0.00
Supply 0 R 000 1000 g 10.00
Total excluding tax: 1,222.00
Total including tax: 1,222.00

0 Read and check the details and perform the following tasks:

= Selecting a Bid as the Winner. If you choose to select the Supplier as the winning bidder you

must add a reason for selecting the bid as shown, for example:

Select this bid as the winner

(Bold fields are required)

Why have you chosen this as the

- PR
winning bid? ’B&st Price, guickest delivery

Award as the winning bid |

Click the Award as the winning bid button. The award is accepted and the RFQ Details page displayed

with the bid now displayed in Yellow:

Chosen as winner on the 15 February 2009 Unaward (Moves this RFQ into
DCSF Test 26 June 2008
ﬁ Anytown  NIA 1,222 00 at 1;”; RFQ00000190 your "Closed RFQs, waiting for your action” listy Chosen because: Best Price,

quickest delivery

Quote
Location | Category | amount Date Quote reference
(GBP) received number

Email suppliers who have not won

= Notifying Unsuccessful Winners.

When a bid has been

accepted the email Suppliers who have not won button is displayed.

Click this link to display a form with which you can notify Suppliers with:

ProcServe
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To: com .george@procsernve.com

Subject:

Send

Enter a subject and a message in the relevant text areas. Click the Send button.

The RFQ Details page is displayed and the following message is displayed :

Thank you! Your email has been sent to the suppliers who did not win this RFQ

= Revoking a Winning Bid. You can unaward (revoke) a winning bid. In the RFQ Details page
click the Unaward link:

Chosen as winner on the 15 February 2009 Unaward (Moves this RFQ into
DCSFTest ) iown  NIA 120200  28June 2008 pengggggiso your “Closed RFQs, walting for your sction* i) Chosen because: Best Price,
Supplier at 10:37 B ;

quickest delivery

The following message appears in the area above the RFQ details:

Please confirm that you would like to unaward this RFQ. Doing so will result in
moving this RFQ into your "Closed RFQs, waiting for your action” list

Confirm unaward Cancel

Unaward? Click the Confirm Unaward button to unaward the bid.
A message is displayed:

This RFQ has been unawarded

Cancel? Click the Cancel button to cancel the unaward.

e Closing the RFQ with no Winner. For closed RFQs only. After bids have been received you can
close an RFQ with no winner. For example:
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RFQO00000006 - Paper04020209 - Closed and waiting for your action

Please choose a winner from the bids below, or choose to Close this RFQ with no winner

When you click the link the following prompt is displayed:

Tell us why you are ending this RFQ with no winner

Explanatlnn ew RFQ issued with
new items

You can only enter up to 250 characters

Close with no winner Cancel

RFQO00000006 - Paper04020209 - Closed and waiting for your action

Click the Close with no winner button to close the RFQ with no winner.
Click the Cancel button to cancel the close RFQ action.
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2.2.3 Schools Free Text Requisitions

2.23.1 Schools Free Text Requisitions Overview

This guides you through the process of managing Free Text Requisitions (FTR).

The Free Text Requisitions feature within the system allows you to:

View Existing FTRs. You can view a list of submitted FTRs, draft FTRs and FTR templates. You can
view further details of FTRs or work with draft FTR and FTR templates from the Free Text Requisitions
Oweniew Page.

View FTR Details. You can view FTR details and submit or delete draft FTRs from the Free Text
Requisitions Ovenview Page.

Create FTRs. You can create FTRs.

FTR Templates. FTR Templates are used to enable easy creation of FTRs. You can view, use or
create existing FTR templates in the Free Text Requisitions Ovenview Page.

© ProcServe Holdings Limited 2012 Proc



Buyer Menu
Y 38

Schools Free Text Requisitions

2232 Schools Free Text Requisitions Overview Page

Overview
You use the Free Text Requisition Management Overnview page to view and work with FTRs.

Locating the FTR Management Overview Page. The following steps describes how you locate and
use the Free Text Requisition Oveniew page:

1. Navigate to Buyer Menu >> Free Text Requisitions
2. Creating Free Text Requisitions. Click Create New Requisition to create a new FTR.

3. Working with Existing FTRs. The Free Text Management Oveniew page is displayed:

Free text requisition management - Overview

Last (1) requisitions submitted

Requisition 1D Supplier name Submitted date

ProcServe 16 February 2009

Draft requisitions (1) - yet to be submitted

ProcServe 16 February 2009

Free text requisition templates (1 of 1)

Add new template

T e

Art Materials 16 February 2009 3

You use the Free Text Requisition Oveniew page to view and work with your requisitions.
4. The following list describes the Free Text Requisition Oveniew page:

e Last Requisitions Submitted. You can view a summary list of the FTRs you have submitted.
You can click the Requisitions ID for a FTR to view further details.

¢ Draft Requisitions. You can view a summary list of the draft FTRs you have created.
You can click the Requisitions ID for a draft FTR to view further details and edit or delete the draft.

e FTR Templates. You can create FTR templates that allow you to re-use the same details. For
example: if you have a regular requirement. Click the Template Name field to edit, delete or use FTR
templates. Click the Add New Template link to create a new template.
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2.2.3.3 Creating an Schools FTR

Overview

This guides you through the process of creating Free Text Requisitions (FTR).

There are three steps: adding the items, selecting a Supplier and confirming the details.

39

Locating the Create FTR Wizard. The following steps describe how you locate the Create FTR page

and create a Free Text Requisition:

1. Navigate to Buyer Menu >> Free Text Requisitions >> Create New Requisitions:

2. Step 1 - Adding Items to an FTR. Step 1 of the Create FTR wizard is displayed:

Free text requisition management - Create a requisition

STEP 1- ADD ITEMS STEF 2 - SELECT SUPFLIER STEF 2 - CONFIRM DETAILS AND SUBMIT

Step 1 - Add Items

button which will appear above.

Add a new item

(Bold fields are required)

Item name* I

Item description® I

Quantity* I 1

Unit of measure* |Each j

Price £ |[]_l]

Please add the items you'd like to order using the form below. Once you have added all the items, click the "Next: Step 2"

3. Item Details. The following details are required for each item:
3.1. Item Name. You must enter a name for each item.

3.2. Item Description. You must add a description for each item.

3.3. Quantity. You must enter a quantity you wish to be quoted on for each item.

3.4. Unit of Measure. You can select an optional unit of measure from the drop down list.

3.5. Price (GPB). The price you wish to pay in your organisation's default currency.

4. Add Item Button. When you have added the first item you click this button to validate and, if valid,
sawe the first item to the FTR. If you make a mistake you can edit the line by clicking on the edit

button or remowe it all together by clicking on the remowve button.
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T TS R T
Qil Paints FF1 Qil Paints 1 Each £20.00 Edit Remove

Total: £20.00
Add a new item

(Bold fields are required)

Item name*
Item description®
Quantity” |4
Unit of measure® | Egch D
Price £ [p g

Add item

5. You can continue to add items to the FTR. When you have added all items you click the Next: Step 2
button:

Next: Step 2 - Select supplier »

6. Step 2 - Selecting a Supplier for the FTR. The Next: Step 2 - Select Supplier page is displayed:

Free text requisition management - Create a requisition

STEP 1- ADD ITEMS STEP 2 - SELECT SUPPLIER

STEP 3 - CONFIRM DETAILS AND SUBMIT

Step 2 - Select supplier

Find a supplier to requisition from

Search For I

Search

7. Enter a Search string in the Search For box and click the Search button. If your search was
successful then one or more Suppliers is displayed, for example:

Results for PROC (1)

Supplier name Select company to requisition from
123 Buckingham Palace Road
London

ProcServe

UNITED KINGDOM Select supplier »
SW1W 95R

Can't find a particular supplier here?

Ifthere is a supplier that you would like to send your FTR to, but is not listed in our system, you can manually add suppliers

7.1.Located Supplier? If you have located the Supplier for your FTR then click the Select Supplier
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button for that Supplier. The FTR Confirmation page will be displayed.

7.2.Supplier Not Found? If you wish to add Supplier details to the system manually click the
Manually Add Suppliers link.

8. Step 2 - Manually Adding Suppliers to your FTR. When you click the Manually Add Suppliers
link. the following form is displayed below the Search box:

Can't find a particular supplier here?

If there is a supplier that you would like to send your FTR to, but is not listed in our system, you can manually add suppliers

Manually add a supplier

Supplier name: [anistic Materials Lid
Supplier vendor code: |9[]19[]91[]9
Supplier email address: |Arlie@AML_co_uk
Supplier address: I4? Monk Road

Town

: |Milton Keynes

Post code: IMN42 9TY

Add

You enter these details:
8.1. Supplier Name. You must enter a name for the Supplier.
8.2. Supplier Vendor Code. You must enter a code for the Supplier
8.3. Supplier email Address. You must enter a valid email address for the Supplier.
8.4. Supplier Address. If you wish you can enter the Supplier's address.
8.5. Town. If you wish you can enter the Supplier's town.
8.6. Post Code. If you wish you can enter the Supplier's post code.
9. Click the Add button when you have entered the require details.
10. If the details are valid they will be saved to the system and the FTR Confirmation page displayed.

11. Step3 - FTR Confirmation Page. When you have entered items and selected a Supplier for your
FTR the FTR Confirmation page is displayed:
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Confirmation Details
Request
Creation date 16 February 2009
Number of items 1
Items List
N T S R L
Qil Paints FF1 Oil Paints 1 Each £20.00
Total: £20.00
Supplier
Artistic Materials Ltd 47 Monk Road Artie@AML.co.uk Milton Keynes MN42 9TY
Is this correct?
Submit this requisition Save as draft
« Edit before publishing
12. You can view details and perform the following tasks:
12.1. Edit Before Publishing Link. Click this link to return to the FTR Step 1 to check or amend
details.
|Warning. You will need to add the Supplier details again if you choose this option. |

12.2. Submit This Requisition Button. Click this button to submit the requisition. The FTR is added
to the Submitted list in the Free Text Requisitions Ovenview Page.

12.3. Save as Draft Button. Click this button to save a draft of your FTR.
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2234 Schools FTR Details Page

Overview

You use the FTR details page to view your FTRs and, where appropriate, perform further actions.

The FTR details page is displayed with different options depending on the status of the FTR (e.g. draft or
submitted).

Draft FTR Details Page. The following image shows a typical FTR Details page for a draft FTR:

Free text requisition management - View requisition

« Back to overview Edit this draft Delete

Requisition #10 DRAFT

This requisition has not been submitted yet. To submit it click the "Edit this draft” button above.

Creation date 16 February 2009

Number of items 1

Items List

Qil Paints FF1 Oil Paints 1 Each £20.00
Total: £20.00

Supplier

Artistic Maternials Ltd A7 Monk Road Artie@AML.co.uk Milton Keynes MN42 9TY

The following list describes the draft FTR Details page:

e Return to FTR Overview. To return to the FTR oveniew page navigate to Buyer Menu >> Free Text
Requisitions.

e Edit this Draft Button. Click this button to open the draft at the first step of the Create FTR wizard.
Existing items are displayed. You can add items and Suppliers to the draft.

¢ Delete FTR Button. Click this button to display the following prompt:

Please confirm that you would like to delete this Draft requisition. Doing so will remove it from your Draft requisition list
permanently.

Confirm Delete Cancel

Click the Cancel button to cancel the deletion and return to the FTR Details page.
Click the Confirm button to delete th draft FTR and return to the Free Text Requisitions Oveniew Page

¢ FTR Details. The remainder of the page shows a summary of the FTR. These fields are described in
Submitted FTR Details Page below.

Submitted FTR Details Page. The following image shows a typical FTR Details page for a submitted
FTR:
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Free text requisition management - View requisition
« Back to overview
Requisition #9
Creation date 16 February 2009
Number of items 3
Items List
e ame———Jtompesrpion——Jovy e
Erasers HY121 5 Each £0.26
Paper 200gsm High Quality 5 Boxes £10.00
Pencils Assorted - Soft 10 Boxes £4.00
Total: £91.30
Supplier
ProcServe 123 Buckingham Palace Road London UNITED KINGDOM SW1W 95R

The following list describes the submitted FTR Details page:

e Return to FTR Overview. To return to the FTR oveniew page navigate to the Buyer Menu >> Free
Text Requisitions.

¢ Requisition Details. This area shows the number of items and creation date for the FTR.
e |[tems List. This list shows a summary description of the items on the FTR and a total cost.

e Supplier Details. This area displays details for the Supplier.
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2235 Working with Schools FTR Templates

Overview

This guides you through the process of creating, using and editing Free Text Requisitions (FTR)

templates.

Locating the FTR Template List. The following steps describes how you locate and use the FTR

Template page:

45

1. Navigate to Buyer Menu >> Free Text Requisitions. The following image shows the FTR templates

area.:

Free text requisition templates (1 of 1)

Add new template

fonio roms

Art Materials 16 February 2009 3

2. The Template list is located towards the bottom of the Free Text Requisitions Oveniew Page.

The following list describes what you can do from here:

2.1. Edit or use Template. Click the Template Name/ID link for the relevant FTR to view, edit or use

the FTR.

2.2. Add New Template. Click the Add New Template link to add a new template.

3. FTR View/Edit/Submit/Delete Page. When you click on an FTR template the View Requisition

Template page is displayed:

Free text requisition management - View requisition
template

« Back to overview

Submit this as a new requisition ‘ Edit this template ‘ DEM? this

Art Materials
Creation date 16 February 2009
Number of items 3
Items List
em e e poerpion oy e |
Pencils Assorted - Soft 10 Boxes £4.00
Paper 200gsm High Quality 5 Boxes £10.00
Erasers HY121 5 Each £0.26
Total: £91.30
Supplier
Supp"er
name
ProcSene 123 Buckingham Palace Road London UNITED KINGDOM
SWIW 9SR

You can view the Details for the FTR Template. The following options are available:

3.1. Back to Overview Link. You can click this link to return to the Free Text Requisitions Oveniew
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Page.

3.2. Submit this as a New Requisition Button. Click this button if you wish to use this template to
create a new requisition. If the FTR submission was successful a message is displayed:

Success. You have submitted the requisition detailed below. You can wview this order
again in your “Submitted requisitions” table on the Free text requisition overview page

Click the Free Text Requisition Oveniew link to return to the Free Text Requisitions Oveniew Page.

3.3. Edit this Template Button. Click this link to add further items to the template and change the
Supplier:

Next: Step 2 - Select supplier »

Step 1 - Name & Add Items

Erasers HY121 5 Each £0.26
Paper 200gsm High Quality 5 Boxes £10.00
Pencils Assorted - Soft 10 Boxes £4.00

Total: £91.30

Please name this template (this is the name you will have to use ta find it again) and add the items you'd
like to order using the form below. Once you have added all the items, click the "Next: Step 2" button
which will appear above

Name this template

Template Name* [Art Materials)

Add a new item

(Bold fields are required)

Item name™ l—
Item description® l—
Quantity* |1—

Unit of measure lh
Price £ lw—

Add item

You can change the Template name and add further items. This procedure and above page is described
in Create FTR Template.

3.4. Delete this template. Click this link to delete the FTR Template. Confirm that you want to delete
the FTR template by clicking on the Confirm deletion button or click cancel if you do not want to
confirm the deletion.

Are you sure you want to delete this free text requisition template? Doing so will remove it from
your requisition list permanently.

Confirm deletion Cancel

4. Create FTR Template Page. When you click the Add New Template link in the Free Text
Requisitions Oveniew Page the first step of the Add New Template wizard is displayed:
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Free text requisition management - Create a template

STEP 1 - NAME & ADD ITEMS STEP 2 - SELECT SUPPLIER STEP 3 - CONFIRM DETAILS AND SAVE

Step 1 - Name & Add ltems

Please name this template (this is the name you will have to use to find it again) and add the items you'd like to order
using the form below. Once you have added all the items. click the "Next: Step 2" button which will appear above

MName this template

Template Name™

Add a new item

(Bold fields are required)
Item name”
Item description®
Quantity™ [§

Unit of measure | Egch D
Price £ [gg

Add item

The following list describes the Add Item step:

4.1. Template Name. Enter a name for the template.
5. Item Details. The following details are required for each item:
5.1. Item Name. You must enter a name for each item.
5.2. Item Description. You must add a description for each item.
5.3. Quantity. You must enter a quantity for each item.
5.4. Unit of Measure. You must select an optional unit of measure from the drop down.
5.5. Price . The price you wish to pay in your organisation's default currency.

6. Add Item Button. When you have added the first item you click this button to validate and, if valid,
sawve the first item to the FTR Template, for example:
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Next: Step 2 - Select supplier »

Step 1 - Name & Add Items

Paint Boxes Children Paint Boxes 10 Each £1.50
Total: £15.00

Please name this template (this is the name you will have to use to find it again) and add the items you'd
like to order using the form below. Once you have added all the items, click the "Next: Step 2" button

which will appear above.

MName this template

Template Name™ |Drawing Materials

Add a new item

(Bold fields are required)

7. You can continue to add items to the FTR template. When you have added all items you click the
‘ Next: Step 2 - Select supplier »

Next: Step 2 button:

8. Select A Supplier for the FTR Template. The Next: Step 2 - Select Supplier page is displayed:

Free text requisition management - Create a requisition

STEP 1 - ADD ITEMS STEP 2 - SELECT SUPPLIER STEP 3 - CONFIRM DETAILS AND SUBMIT

Step 2 - Select supplier

Find a supplier to requisition from

Search For I

Search

9. Enter a Search string in the Search For box and click the Search button. If your search was

successful then one or more Suppliers is displayed, for example:
Results for PROC (1)

Supplier name Select company to requisition from

123 Buckingham Palace Road

ProcSernve London .
UNITED KINGDOM Select supplier »

SWAW 95R

Can't find a particular supplier here?

If there is a supplier that you would like to send your FTR to, but is not listed in our system, you can manually add suppliers

9.1.Located Supplier? If you have located the Supplier for your FTR template then click the Select
Supplier button for that Supplier. The FTR Confirmation page will be displayed.
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9.2.Supplier Not Found? If you wish to add Supplier details to the system manually click the
Manually Add Suppliers link.

10.Manually Adding Suppliers to your FTR Template. When you click the Manually Add Suppliers

link, the following form is displayed below the Search box:

Can't find a particular supplier here?
If there is a supplier that you would like to send your FTR to, but is not listed in our system, you can manually add suppliers

Manually add a supplier

Supplier name: [argistic Materials Ltd
Supplier vendor code: |9[]19091l]9

Supplier email address: IArIie@AML_co_uk
Supplier address |47Monchad

Town |Milton Keynes

Post code IMN"'Z aTY

Add

You enter these details:
10.1. Supplier Name. You must enter a name for the Supplier.
10.2. Supplier Vendor Code. You must enter a code for the Supplier
10.3. Supplier email Address. You must enter a valid email address for the Supplier.
10.4. Supplier Address. If you wish you can enter the Supplier's address.
10.5. Town. If you wish you can enter the Supplier's town.
10.6. Post Code. If you wish you can enter the Supplier's post code.

11.Click the Add button when you have entered the require details.

12. If the details are valid they will be saved to the system and the FTR Confirmation page displayed.

13. FTR Confirmation Page. When you have entered items and selected a Supplier for your FTR
template the FTR Confirmation page is displayed:

Confirmation Details

Drawing Materials

Creation date 16 February 2009
Number of items 1
Items List
Paint Boxes Children Paint Boxes 10 Each £1.50
Total: £15.00
Supplier

123 Buckingham Palace Road London UNITED KINGDOM SWAW 9SR

Is this correct?

Save Template
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14.You can view details and perform the following tasks:
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14.1. Edit Before Saving Link. Click this link to return to the Create FTR Template Step 1 to check

or amend details.

|Warning. You will need to add the Supplier details again if you choose this option. |

14.2. Save Template Button. Click this button to save the FTR template. The FTR is added to the

FTR Template list in the Free Text Requisitions Ovenview Page.

Proc
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2.24 My Transactions

2.24.1 Using My Transactions

Overview

You can view your transactions such as orders and drill down to view individual transaction details.
There is a transaction list for registered Suppliers and one for unknown Suppliers.

Transactions List.

1. Navigate Buyer Menu >> Transactions

2. The Transaction page is displayed:
This page contains two lists (My Transactions for registered suppliers and My Transactions for unknown

suppliers):

My Transactions for registered suppliers:

The image below shows a list of transactions from Suppliers registered on the system.

OPEN000048
OPEND00045
OPEM000051
OPEM000050
BANKO065T2
OPEM000047
OPEM000046
OPEM000045
OPEM000044
OPEM000043

MegaHanet
Secon Co
MegaHanet
Secon Co
Secon Co
Secon Co
MegaHanet
Secon Co
MegaHanet

Secon Co

My Transactions for registered suppliers

09 September 2008
09 September 2008
09 September 2008
09 September 2008
04 September 2008
02 September 2008
07 August 2008
06 August 2008
06 August 2008

06 August 2008

You can click on the Order ID for a transaction to view a details summary.

My Transactions for unknown suppliers:
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The image below shows a list of transactions from Suppliers who are not yet registered on the system.

© ProcServe Holdings Limited 2012

Proc




Buyer Menu
Y 52

My Transactions

My Transactions for unknown suppliers

[First/Prev] 1. 2, 3, 4 [Next/Last]

03 October 2008

OPEMN0000ST HperGlobalMeganet
JPGO01157 secon

XMLOD0D0D2 HperGlobalMeganeat
JPG001145 secon

JPG001128 Secondary Colours
JPGO01124 Secondary Colours
JPG001123 Secondary Colours
JPG001123 Secondary Colours
JPG001115 HperGlobalMeganet
JPGE001114 Secondary Colours

Please note that if you placed an order for items from more than cne supplier, you will see an crder sppear in the
table abowve for each supplier that you ordered from. This is so each supplier can be contacted and ordered from

individually.

27 June 2008
05 June 2008
04 June 2008
11 May 2008
07 May 2008
07 May 2008
07 May 2008
21 April 2008
21 April 2008

You can click on the Order ID for a transaction to view a details summary.

3. Viewing Transaction Details.
Click the Order ID in a transaction list to view transaction details, for example:

Order date: September 9, 2008

Delivery address:

ProcServe Test School
[123 Buckingham Palace Road, London]

SWAW 93R

ltems included in this order
Delivery date Item description Unit price
September 9, 2008 Football GBP 10.00

Purchase orders - Order ID OPENO00048

Quantity Total

Pleasse note that if you placed an order for items from more than one supplier, you will see 8 transaction page like
this for each supplier on your original list. This is because your original list of items has to be split cut into several
purchase orders so that each supplier can be contacted and ordered from separately.

10 EA GEBP 100.00
Total: GEBP 100.00

To return to the Transaction list navigate to the Buyer Menu >> Transactions.

ProcServe
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2.25 Service Requests

2.25.1 Service Requests Overview

Senice Requests allow you to request the ProcSene senice desk to perform the following tasks:
¢ Delete User. You can deactivate a user.
e Request Supplier. You can ask us to make a supplier available to you.

e Request Catalogue. You can ask us to make a catalogue available to you.

e Other Request. Use this form to make any other request related to operations of ProcSene.

53
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2.25.2 Deleting a User

Overview
You can delete a user if you have the role of Authoriser.
Deleting a User

1. Navigate to Service Requests

BUYER MENLI

, Service Requests
» Start Shopping

+ Transactions Please choose an option fram the Service Request menu to the side.
+  Supplier Directory
+ RFQ Management
b Free Text Requisitions
v Serice Requests
i, Delete User
i Reguest Supplier
i Reguest Catalogue

i Other Reguest

2. Select 'Delete User'

3. Next to the user you wish to delete, click the 'Delete’ button

_ Service requests: Delete user request =
» Start Shopping

» Transactions You can send a request to delete a user. Click the delete button next to the user you would like to be deleted and this

. user will be removed as soon as your helpdesk has processed your request. To view details about 2 user, click on the
v Supplier Directory

USEFarme.

»  RFQ Management

+  Free Text Requisitions
Service Requests

v Serice Reguests s d (s0@R45RE23) ——
i Delete User
i, Request Supplier Steve James (stevejames@E0450023) Delete

i Request Catalogue

i Other Reguest

4. You will be asked to confirm you wish to delete the user and give a reason why.
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+ Start Shopping

v Transactions
v Supplier Directory
+ RFQ Management
+ Free Text Requisitions
»  Senice Requests
i» Delete User
i Reguest Supplier
> Reguest Catalogue

. Other Request

Service requests: Delete user request

‘fou can send a request to delete a user. Click the delete button next to the user you would like to be deleted and this
user will be rermoved as soon as your helpdesk has processed your request. To view details about & user, click on the
Username

Confirm delste request

Please say why you'd like Has left our company
us to delete this person 97/02/09

Confirm deleting this user

Cancel | Delsting stevejames@E459923 will result in them net being able o aceess the marketplace any mere.

5. You will be shown a user deletion confirmation screen

b Start Shopping

b Trangactions

v Supplier Directory

»  RFQ Management

v Free Text Requisitions

»  Senice Requests

Delete User

Service requests: Delete user request

Thank you! Your regquest for Steve Jarmes to be deleted has been processed and they will no longer be able to
use their account.

You can send a request to delete a user. Click the delete button next to the user you would like to be deleted and this
user will be removed ag soon as your helpdesk has processed your request. To view details about 2 user, click on the
USEMame
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2.25.3 Request Supplier Services Request

Overview

You can request that we create a new Supplier for you to trade with.
Note: You will require at least the following information:

e Supplier name.

¢ Contact name.

¢ Email address.

e Full address including post code.

[ ]

Telephone number.

You could also obtain the Supplier's DUNS number.

56

Locating the Supplier Services Request Form. The following steps describe how to access and use

the Supplier Request Form:

1. Navigate Buyer Menu >> Service Requests >> Request Supplier.

2. The Senice Request : request for a Supplier page is displayed:

Service requests: request for a supplier

will set about adding the supplier for you

Bold fields are required

Supplier information

Supplier name* I

This must be a registered supplier

DUNS number I

Contact name* I

Mame of main contact at supplier

Contact information for supplier

Email address® I

Address line 1* I

Address line 2 I

Town/city* I

County I

Postcode® I

Telephone number* I

e 444 (D) 122 458 7330
e.g. +44 [0} 123 458 7890

Submit the new supplier's details in the form below and a request will be e-mailed to your helpdesk who

3. Completing and Sending the Supplier Request Form. The following list describes the fields in

this request form:
0 Supplier Name. You must supply a name for the Supplier.
0 DUNS. You can enter the Supplier's DUNS number here.

Proc
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0 Contact Name. You must supply a name of a contact within the Supplier.

0 Email Address. You must supply a valid email address for the contact.

0 Address Line 1. You must supply the first line of the Supplier's address.

0 Address Line 2. You can enter the second line of the Supplier's address.

0 Town/City. You must supply the name of the Supplier's Town or City.

0 County. You can enter the Supplier's county.

0 Postcode. You must supply the Supplier's postal code.

0 Telephone Number. You must supply the telephone number for the Supplier contact.

Send request

4. Save Details. When you have completed the form click the Send Request button:
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2254 Request Catalogue Services Request

Overview
You can request access to an existing catalogue.
Note: You will require at least the following information:

e Suppliers Name.
e Products Description.

Locating the Catalogue Request Form. The following steps describe how to access and use the
Catalogue Request Form:

1. Navigate to Buyer Menu >> Service Requests >> Request Catalogue:

2. The Senice Request : request for a catalogue page is displayed:

Service requests: request for a catalogue

To request access to an existing catalogue, please provide details of the catalogue in the form below
The new catalogue will be added as soon as your helpdesk has received and processed your request

Bold fields are required

Catalogue information

Supplier name* I

Products description™ I

Other details

Please enter additional information about the catalogue

Send request

3. Completing and Sending the Form. The following list describes the fields in this request form:
e Products Description. Enter a description for the catalogue.

e Other Details. You can enter further details that may help describe for the catalogue and it's
contents.

Send request

4. Save Details. When you have completed the form click the Send Request button:
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2255 Other Services Request

Overview
You can request another senvice.

Locating the Other Request Form. The following steps describe how you locate and use the Other
Request form:

1. Navigate to Buyer Menu >> Service Requests >> Other Services Request.

2. The Senice Request : general request page is displayed:

Service requests: general request

Submit the details of your request in the comments box below. Your request
will then be e-mailed to your helpdesk

Request

Details

Send request

3. Completing and Sending the Form. The following list describes the fields in this request form:

¢ Details. Enter the details of your request.

. . Send
e Save Details. When you have completed the form click the Send Request button: o
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2.3 Admin Menu

2.3.1 Schools User Management

2.3.1.1 User Management Overview

Overview

This describes user types and what they can do and provides links to related topics.

Basic User Details

The following list describes where to find user task instructions:

Disabling Users Users can be deleted by an Authoriser

Adding a User Additional users can be added by an Authoriser

The following describes each buyer type (some of these might not be applicable to your organisation):

Buyer who is allowed access to senices they need to purchase
items.

Buyer who can only access senices they need to authorise
purchasing. An Authoriser can also add and delete users.

Purchaser

Authoriser
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2.3.1.2 Adding a User

Overview

You can add a new user to your organisation if you have the role of Authoriser.

Adding a New User
The following steps will show you how to navigate to the User Management page and add new users.

1. Navigate >> User Management >> Add a User:

Welcome to the Portal

» Start Shopping

> Temeamings Welcome OPEN User:
»  Supplier Directory
Congratulations on signing up to OPEN — The Online Procurement for Educational Meeds marketplace. OPEN has
»  RFQ Management been designed specifically for you to make the process of buying goods and services faster, easier and more simple.

»  Free Text Requisitions OFEM has real and significant benefits for you. The OPEN marketplace:

»  Service Reguests

Provides a single point of access to many suppliers;

Provides the ability to compare products and suppliers on a single screen;

Reduces the need to have numerous paper brochures and avoids using out of date prices;
Creates quicker, more efficient transactions; and

Provides the opportunity for making savings through better access to collaborative arrangements.

» User Management

b Wyeh Services
WWe hope you enjoy being part of the OPEN community.

For any assistance please call or e-mail the OPEN Help desk on 0845 600 6735 or OPEM Support

New functions now available in OPEN

2. Select 'Add a User":

Ornce you run & search the results will appear here,

v User Management

Last 5 added / edited users
i Add a User

3. Complete all the fields:
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v Transactions -
+  Supplier Directory Title Wr 3
+  RFQ Management ) .
First name
b Free Text Requisitions
Last name*
»  Service Reguests
Username This will be generated by the system
Email address*
» User Management Cenfirm Email address*
b AddaUser Organisation FServe Test School 300
> Wb SaRines Default address* 123 Buckingham Palace Road, SWI1W 9SR v
Telephone number
Fax number
Preferred language English (UK) A
[] Autharizer
Role*
] Purchaser
[ elcome message
Data Feed(s) [ Message Of The day
1 Mewes b/
£ b

Note: Email address must be unique for each user.

Tip: Review the types of role required in the 'User Manager Oveniew' to decide which role should give a

user.

4. When complete click 'Save' at the bottom of the screen:
You will be shown the success notification as shown below:

»  Start Shopping

b Transactions « Back
»  Supplier Directory

v RFQ Management

»  Free Text Reguisitions

b Serice Reguests

ADMIN MEMLI

v User Management Mr Steve James

» WWeb Services

Status

User management -

view User

Edit this profile

Success! You have added the new user shown below.

Active

5. The new user has been created:

Log in details will be sent to the email account specified for that user.

Proc
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2.3.1.3 Viewing or Changing Basic User Details

Overview

If you are an Authoriser, you can use the User Management feature to view or change basic details for
the users in your organisation.

You can change address and contact details, change the user role type (e.g. Purchaser or Authoriser) or
update the user's classification views.

Note: For any other changes you need to contact the ProcServe senice desk.
Locating a User Account

The following steps describe how you access and use the user management feature:

1. Navigate Admin Menu >> User Management menu option.

2. The Find Users page is displayed:

BUYER MEMNU

User management
»  Start Shopping

v Trangactions

Find Users
» Supplier Directary
b RFGM t
Anagemen Search for:
»  Free Text Requisitions
A User
» Sewice Reguests
ADMIN WMEMU Find

»  User Management

» WWeb Services

3. You use the search functionality to search for the user you require by name or user ID.

4. Enter a search string. For example:

BUYER MEMU

User management
»  Start Shopping

b Trangactions R
Find Users
» Supplier Directary

»  RFQ Management Search far

»  Free Text Reguisitions
# User| Steve James|

Note: The search is not case sensitive.

b Serice Reguests

» Llser Management
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5. Click the Find button.
6. The system lists the users that meet that search term:
ADMIM MENU Search results for "james™”
»  Lser Managerment
e
Lo Add & User
stevejarnesEB458523 10 Movermber 2009 10 Novernber 2009
» WWeh Services

Tip: You can also select a user from the list of recently added/changed users:
Last 5 added / edited users
eermame [ nai
nickanderson(@agbuyer 16 December 2008 22 February 2009
ronsmail@agbuyer 05 January 2009 03 February 2009
adamgeorge(@agbuyer 24 April 2008 20 January 2009

Click the user name for the relevant user to display the user details. See User Details below.

7. Click the user name link for the user you wish to edit.

8. The User Profile page is displayed:

[

|3

+ Start Shopping

v Transactions

b Supplier Directory

+  RFQ Management

v Free Text Requisitions

» Serice Requests

ADMIM MENU

b User Management
s Add a User

User management - view User

« Back

Edit this profile

Mr Steve James

Status
Username
Email address

Organisation

Active
stevejames@E458323
dummyxyzigschO00ls. com

FServe Test Schoal 300

b Weh Services
Address
Telephone number
Fax number
Preferred language
Role

Data Feed(s)

123 Buckingham Palace Road
London S¥Y1WW 95R
United Kingdam

English {UK)
Purchaser

Mews

ProcServe

© ProcServe Holdings Limited 2012



Admin Menu

Schools User Management

Editing a User Account. Click the Edit this profile button.

10. The Edit User page is displayed:
[

, User management
+ Start Shopping

»  Transactions « Back without saving changes

+ Supplier Directary
r  RFQ Management

Edit User — Steve James
v Free Text Requisitions

+  Semwice Requests

Title Mr hd
First name* Steve
ADMIMN MEML!

Last name* James

v User Management
Status Active

iohdd a User

Username stevejames@@0450023

b Web Services

Email address* steve{@sch000ls.com
Confirm Email address* steve{@sch000ls.com
COrganisation FServe Test Schoal 300
Default address* 123 Buckingham Palace Road. Swiw 95R v
Telephone number

Fax number

11. The following is displayed and can be edited:

FIELD NAME FIELD CONTENT

Title, First Name, Last Name Mandatory

Username Cannot be changed
Email Address Mandatory
Confirm email Address Mandatory
Organisation Cannot be changed
Default Address Mandatory
Telephone Number Optional

Fax Number(Optional). Optional

Preferred Language Mandatory

Role Mandatory

Data Feeds Admin Users Only

|Warning! Email addresses are unigue, they can only be used once.

12. Click 'Save' when complete

Note: Changes to a user profile may not be completed until after the user logs back into the system.
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2.3.2 Web Services

2.3.21 Web Services Account

Overview

The web senices functionality allows you to download documents such as Shopping Baskets, Inwices
& Credit Notes and send out Purchase Orders from your Financial Management System (FMS).

Configuring Web Services

1. Log into the marketplace using an Authoriser login, and select the new menu option Web
Services.

b Lser Management

¥ Web Services

2. The following screen will be displayed. The tab “Generate a Web Services account” is used
to create the new web services credentials.

Web services

J Generate a Web Services account | | Download Buyer Connect

Get New Web Service Account details

Web Service account history

You currently don't have any Web Service accounts. Once you have
created an account they will appear here.

3. Click on the 'Get New Web Service Account details' button and the following screen will be
displayed (with varied web service account details).
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Success! A new weh semvices account has been created for you. The username and password are below.

USERNAME: 772337082@WSCON
PASSWORD: EacANgs3Gn

Thigs account must be validated within 5 days. “alidation ig achieved by adding these details into the
BuyerConnect application or your FMS Web Services saolution. Failure to validate within & days will require
you to generate additional web service accounts.

Please note - you should use a unigue web sewice account for all solutions that are used to support
electronic trading e.g. BuyerConnect and your FMS solution,

Web Service account history

FT23370B2EYSCOMN John Srith 09 Movernber 2009 0 (expires in & days)

Warning: There is now a 5 day countdown to apply these account credentials to the BuyerConnect or
FMS solution. If this is not done within 5 days, the account details listed will expire and cannot be used
and a new web senices account must be requested by following step 2 above

4. Configure your application's Web Service to reflect this new configuration. If you require
further assistance and use BuyerConnect view the next section. If you do not use BuyerConnect
please contact your service provider.

5. Once complete you can review the Web Services tab and your Account Username's
validation should have updated to 'Yes' as shown below:

Web services

J Generate a Web Services account | | Download Buyer Connect

Get New Web Service Account details ‘

Web Service account history

77233708 2E@MWYS CON John Smith 03 Movernber 2003

09 Movernber 2009

Creatation date Validated
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Web Services

2.3.22 BuyerConnect

Overview

BuyerConnect is a ProcServe product that allows you to integrate any desktop application with the
ProcSenrve Trading Network without the need for your application to be able to send and receive
transaction documents.

To download and install BuyerConnect:

1. Click on the button above labeled "Download BuyerConnect"

Web services

Generate a Web Services account | | Download Buyer Connect

Download Buyer Connect ‘

2. choose the "Install" option in the resulting window and choose to install the application

ProcServe

BuyerConnect

MName: QPEM BuyerConnect
Yersion: 3.3.1.0

Publisher: ProcServe

Install

ClickOnece and MET Framework Resources

3. Then once it has installed double click on the new BuyerConnect icon, on the right side of
the windows start bar, to configure the application

BuyerConneck

—]
6,8 =@ ;L%

Please Note - The BuyerConnect™ product is provided by ProcServe but is not supported. All support
queries / issues with this application must be passed to the Department for Education via the email

address mailbox.buyerconnect@dcsf.gsi.gov.uk.
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3 Catalogue Shopping

3.1 Overview of Catalogue Searching
Overview
The search engine allows you to run to various types of search for items in the catalogues available to
you. This section will provide you with a brief ovenview of how the search functionality works and give you
some hints and tips on the best ways to use the search engine.
How does search work?
When a supplier creates a catalogue, they complete a template that mandates information put into key
fields to fully describe the products or senices that they provide. When you enter a search term, the
search engine searches across some of these fields to ensure you return the best possible results.
The key fields that a supplier completes and the system searches across are:
e Supplier Item Number
e [tem Short Description
e [tem Long Description
e Supplier Name
e Manufacturer Item Number
e Manufacturer Name
e [tem Keywords
When searching, the system allows you to adjust how the search works across the searchable fields by
using the slider bar on the catalogues tab. Moving the slider bar will change how the system searches

and will affect how many results are returned.

The slider bar has three settings and these are described below:

Home page Catalogue search Shopping Basket [T} Shopping lists

roduct classes &H ® Search Advanced search | Featurs search |

Q, Search (tolerant)

[} UNSPSC-6.1201

Search

Search for the ftems you want using a simple, advanced or feature search. Select your preferred
search mode (xact, tolerart or simiar)

Navigation

Select a cetalog or a classification system and cick through to the lowest level of the directory tree. If
you are In the product class context, you can also search for classification groups.

Exact The search details you type in the search field must exactly match what is
in the catalogue

Tolerant The system will allow for some minor discrepancies including some
common spelling mistakes e.g. recieved will find received

Similar The system will use a wider scope and broaden the search based on the
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information you used in the search field. For example, if you searched for
towel you could return trowel.

This table below shows what fields are searched and how they are searched based on which slider bar
setting is selected:

Slider | ltem Short Long Keywords | Supplier | Manufacturer | Manufacturer

bar Number | Description | Description Name Item Number | Name

setting

Exact | Equal Contains Contains Not Used | Equal Equal Equal

Toleran | Begins | Tolerant Tolerant Contains | Contains | Begins With | Contains

t With

Similar | Begins | Similar Similar Similar Contains | Begins With | Contains
With

When a search term is entered, the results may include where the word(s) appear in any order in:

e A single field

e Across one or more fields (e.g. one word in short description and one word in supplier name).

Using the System — Example

You would like to order some A4 Books. You decide to type A4 Book in the search field and click
search. The system will perform a search for each word individually and return items where one of the
words exists in one of the searchable fields.

Some typical examples of the types of results you can expect to see from this search are below with the
words returned by the search in bold:

Supplier Part Short Description | Long Description | Supplier Name Keywords

No.

Z1A223 A4 Paper A4 Reams Note |Book and Paper | Paper,
Pad in various Co Reams
sizes

086-961 Reading Books | A5 & A4 Reading| Schools Supply | Book,
Books Co reading,
children

116-630 A4 Writing Pads Schools Supply [ Pad,

Co recycled,
a4, Book

Q3T376 Address Books | Hard Backed Book and Paper
address book Co
with tabs. Size
A4

R5C945 A4 Books A4 Size Books | Book and Paper

Co

Other Ways of Searching - Exact Word and Wild Card Search

There are some additional elements of functionality that can be used to enhance the search process
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dependant on what you want to search for:

e Exact Word Search:

72

If you want to search for an exact word or words, you should place the word(s) in quotation marks. This
will find the word(s) in the order entered within a single searchable field.
Using the same example as abowve, searching for “A4 Book” will bring back results from the highlighted
columns as they are the only ones with the search term in a single field.

Supplier Part Short Description [ Long Description | Supplier Name Keywords

No.

Z1A223 A4 Paper A4 Reams Note |Book and Paper | Paper,
Pad in various Co Reams
sizes

.

e Wildcard Search:

address book
with tabs. Size
A4

116-630 A4 Writing Pads Schools Supply [ Pad,
Co recycled,
a4, Book
Q3T376 Address Books | Hard Backed Book and Paper

Co

priess | [pesmasens [gpemem

L

There are two variations on the wildcard search available to a user. A question mark is used to replace a
single character and an asterisk is used to replace any number of characters.

Question Mark (?)
Use this to replace a single character within a search. Searching for wh?te will return results such as

white and whyte.

Asterisk (*)

Use this to replace a string of letters either at the end or beginning of a word. Searching for ave* will
return results such as Avery Labels, average contents and winged avenger. Searching for *ave will

return results such as Wave Pens, Super Save Ltd and rave reviews.

ProcServe
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3.2 How to Search
Overview — How To Search
This section shows you the various ways to use the search functionality.
Locating the catalogue search feature

The following steps describe how you locate and use the catalogue search feature to create a requisition
from a catalogue:

1. Punch-out from your P2P in to the Marketplace:

2. The catalogue isopened in a new window:
From here you can complete a simple keyword search in the search field.

Logged in as: G damo@PAC %A(In

ation | (B Logoff currency €5 7]

shnppmgﬂgskgt e .gﬁapping e

Product classes Search a Advanced search | Festure search |

b [ UNSPSC-8.1201

| =Y Search (tolzrant) | ‘ [[] Standard assortment

3. Using the Search Featuresto find your items:
Click the catalogue search tab:

Home page Catalogue search Shopping Basket X1} Shopping lists

roduct classes RO Search o] Advanced search Feature search |

[ UNSPSC-8.1201 3
- | Q Search (tolerant) |

Search

Search for the tems you want using & simple, sdvanced or festure search. Select your preferred
search mode (exact, tolerart or similar).

Navigation

Select a catalog or a classification system and click through to the lowest level of the directory tree. If
you are in the product class context, you can also search for classification groups.

The following list describes ways you can search:

Product You can use the UNSPSC tree to the left of the search page to navigate through
Classes the folder structure to a Product Class in order to return the items classified
within that Product Class as shown below. Note: Only UNSPSC codes which
you have access to will be displayed.
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[ 16 Field and court sports ecquipment
[ 00 Field and court sports equipment (Uncoded)
[ 15 Field sports equipmert
[ 00 Field sports eguipment (uncoded)
[ 02 Basebal gloves
3 03 Baseballs
[ 04 Footballs

Search Tab | A simple search allows you to locate items by entering keywords in the Search
field and clicking the Search button.

Search Advanced search | Feature search

football [ Q] search olerant) |

Advanced The Advanced Search allows you to search specific fields and with
Search conditions. Click the Advanced Search tab to display the advanced search
fields and build your search rules as shown below.

Search Advanced search

Al fields ||| [exact] W foothall

b anufacturer * || caontaing [ mitre

Al fieldz || [tolerant] W

Al figldz w || [tolerant]

All figldz % || [tolerant]
Feature The Feature Search allows you to filter items within your Search results that
Search meet certain criteria. To perform a Feature Search you need to select the

Feature Search tab and a Product Class from the left hand pane, before
selecting from the drop down boxes the features that you wish your items
returned to contain as shown below:

Search | Advanced search Feature search

Carriage Free v Model Name: v
Unit of Purchase Guartity v

Tip: The catalogue and or UNSPSC code must be assigned correctly in the Classification
Views for you to be able to find it.

Tip: When a catalogue is exported, its contents can only be found during Shopping using the
UNSPSC Tree Structure until the Search Index has been rebuilt. The Search Index is
scheduled to run 23:00 daily. Once this is complete you can use the Search Tab to find items.
Tip: Only some catalogues will support feature search.

Tip: If you cannot found the items you wish to order - try the UNSPSC Tree search feature.

Tip: If you have too many items to work with you can filter your search using the Simple or
Advanced Search features.

4. Filter on Search Results

When you search for a specific item, you will then see a filter option on the left hand side where there
will be a number of options for you to choose from

Optionsinclude:
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. A breakdown of items per catalogue
. A breakdown of items per supplier
. A breakdown of items per Manufacturer
. A breakdown of items per Lead Time
. Product Classes
Search filter 2] Search
T T vl
Schools Dawies Sports Catl (523) fDDtba” ----------------
SCho0ls Supely Zope Cat (202)
SCHEYPOCaH (75)
Schools NES Arpold Catd (70)
Sichools AtaZ Catt (55)
Sehools GLS Education Catd (58)
Sichoots PENIY Catd (58)
[* More selection =000786
Suppliers [
Davies Spotts 523)
Snpply Zone (202)
DT
MNES Arnald (F0)
FLE Educational Suppiies (55)
Ato? (58)
WY (55)
[» More selection 711580
Manufacturer [
Not specified (1,274)
MITRE (12)
TALLON (1)
Feliowes (1) 160378
[* More selection 4

If you tick on one of the options in the filter results, you will be presented with more item details and
further breakdown of information from chosen supplier:

For more information see 'The Item Details Page' section of this guide.

5. Working with the Search Results:
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Add to Shopping List

You can add all the checked items to a Shopping List
which you can change and re-use later

Add to Comparison List

You can add all the checked items to a Comparison

Add to Favourites

You can add all the checked items to your Favourites
List for future use

Add Selected Item(s) to
cart

]| EB&]| B

Check each item to be added and click the shopping
cart icon
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3.3 Examples of Searching
Here are some common examples of using the search system
Q. I want to buy a sponge ball but am unsure exactly what type of sponge ball | want.

A. Try putting both words (sponge and ball) into the search box. Putting in just one of the words may
make your search too wide.

Home page Catalogue search Shopping Basket X Shopping lists
search fitter 2 Search . | Advanced search | Feature search |
Catalogues o A
|sponge ball [[ @ sesrch golerant) |

[ Sehants Davies Sports Catd (28)

[ Sehaois Eest Riding of Vorkshire
Catt (10)

‘ [ Standard assortment

ounct | page I o1 5 e BEREB

[ SCHSYPOGSL! (8) ‘ tem no. Short descrigtion Supplier Menufacturer | Image

[ Sehooks Supply Zone Get (8)

Price Lead time Guantity ]
[ SCHS_ Generalsupphizs (6) ‘ [ 17 I:l I:I
[ SchaafsTTS Growp Linted (3)

29389% FOAM SPONGE BALLS 7CM (TENNIS PO (Yorkshire Purch £0.28/each o st
[ Schooks AteZ Cat? (3) SizE) J Orgerﬁ‘s;‘l;‘;e e ool e o

The database currenly
contains o images for
this praduct

[» Wore selection

Suppliers »

[ Davies Sports (28)

[ Egst Ricing of Yorkshire Council 250895 FOAM SPONGE BALLS 7OM PYC PO (Yorkshire Purchasing £7.77 ! pack Onrequest E
(ERS) (10 COATED P12 O cai=alic) The datakase currently

[T ¥P0 {Yorkshive Purchasing cortains oo images for

Organisation) (8) this product

[ Supply Zane (8)

[ Generat Schaals Supplies Lt (6) 3
[ GLS Eduoatians! Supplies (3) BEB Spange Rubber Balls, G4mm Dis., Velow  Emst Rising of Yorkshire Council £0.36 /each 1.0 day ]
[ Atoz (3) E)

> Wore selection

Manufacturer ®»

O Mot specified (77)

Q. I need a toner cartridge for a HP LaserJet P2550d printer. The code on the cartridge is
CES505A.

A. Try searching for the cartridge model number (CE505A). Put CE505A in the search field and this will
return results with the product code anywhere within them.

Home page Catalogue search Shopping Basket [T Shopping lists
Search filter ¥ | search .| Advanced search | Festure search |
Catalogues (- 3

~| |cEsD5A [[ O Search toleranty |

| [[] Standare assortment

[ Siwffi Cat (8)
[ Schaots Banner Business Supplies
it (2)

N 22 o i ot3 =
[ Sehaols Suppiies Far Schaols Lid (2) Image view

[ Schoots Mavtin Luck Ltd (2) ‘ ftem no. Short description Supplier Manufacturer Image Price Lead time Quartity [F
[] Schoots Devon Caunty Council Mariin ‘ | | |

ekt 2) L[]
[ Schoots Printerbase Gatd (2) CES05A, CES05A 054 HP BLACK TONER 2,300 Suppliss For - HP CES05A £54Bd/each  10day [ [&]
. 2 Sehools Lt

[] Schoot Landan Ofifce Depot (UK} Ltd (1) = choals

I More selection

8

suppliers [r2)

[ Siuft-uh.net (6)
[ Martin Luck: Ltdl (4) CES054 Hewlett Packard Original Taner cart. Black  Inkoest Lt Hewlett Packard £5316 feach 20 days D (.|
[] Frinterbase Lid (2) CES0SA,

[ Suppiies For Schoofs itd (2)

(] Banner Business Supplies Lid (2)
[] Frint Clearly ink and Media Lid (1)
[ Office Depat (k) £ (1)

Q. I want to buy some AA batteries from my local supplier Hills Components Limited.

A. You could try putting AA into the search field. This however would bring back too many results as the
search term entered is too vague. You could try adding additional words to the search such as battery
but this would also bring back items from suppliers you are not interested in.

To get a precise return, use the advanced search functionality. Put the words Hills and AA as shown in
the example below making sure each term searches on the correct field.
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Search Advanced search & Festure search
‘ Supplier M ” cantains "l Hills ’A"‘d—"| | Q Search ‘ ‘ [] Stendard assortment
| Short description ~ || contains || aa LAnd v |
| Al fields || ftolerant) -~ | L And v |
| &l fields || ftolerant) | Land v |
[ &l fields w || ftolerant] v| | Reset |

Image view Text wiewe

0214311 A4,T0 C SIZE BATTERY CONVERTER  Hills Componerts £0.80 / each 1.0 day
& A4 B00mA BATTERY Lirmited! =

021-4339 AA + ARA RECHARGEABLE Hils Companents £7.95 1 pack 1.0 day 1 El
BIATTERY PACK Limited e

02-5866-CG A4 -1500 PROCELL BATTERY (BOX  Hils Componerts £25.00 /box 1.0 day 1 |

Q. | have been asked to get some carbonless 2 ply paper in white/pink. | have been given the
product code from the supplier’s catalogue but have not been told the suppliers name.

A. Enter the product code into the search field. If the supplier has a catalogue on the system then the
item will be returned.
Feature search ‘

Search & | Advanced ssarch |

003R93107| [ Q] search tolerarty

‘ [] Sterclard assortment

Image view Teod wiew

ftern no Short descrigtion Supplier Manutacturer Image Price Lead time Quantity D
003R99107 003RA107 XEROX Premium Digital Carbonless Supplies For XERCK 003R99107 £13.26 Jeach 1.0 day q g D
Paper White/Pink 44 2-Ply 250 Sets Schools Lid

Q. I need to find the price on an anemometer but am unsure how it has been spelt by the
supplier.

A. Try searching using the beginning of the word then using the wildcard search tool. Put anem* into the
search field. If this brings back too many results then consider adding extra letters to your search. This
example will bring back items with the letters anem at the beginning of a word in the item data.
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- Advanced search

| Feature search

79

anem®

|

Search (tolerant) ‘

[] Standard sssortment

ftern no Shart description Supplier Manufacturer Image Price Lead time Guiantity D
188 Anemometer East Riding of Yorkshire Council (ERS) £11 65 ieach 1.0 day
086059 Anemometer With Product WESTWARD PAPER SALES £1470 i each 20 days
Clice) The database currertly
containg no images for
this product
461121 ANEMOMETER YWPO (Workshire Purchasing £1375/each On reuest
Cigen=zton) The database currertly
containg no mages for
this product
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3.4 The ltems Details Page
Overview
This section describes how to use the ltem Details page.

The ltem Details page provides you with a detailed description of an item and a list of related items you
may wish to consider.

Locating the Item Details Page
The Item Details page is accessed from:

e The Shopping Cart. In the shopping cart click the short description to display item details in a popup
window.

e The Search Results List. In the Search Results area click the short description to display item details
in the Search Results area.

About the Item Details Page
The following image is an example of the Item Details page from an item in the Search area. The three

numbered areas are (1) Action Icons; (2) ltem Details; and (3) Associated ltems. These are shown in
greater detail below:

Itemn (Detail view)

Map Marketing Giant World Political Laminated Map GWLD

Supplier Suppiies For Schools Supplier part o, VMMOS271
Ltd

Marufacturer MAP MARKETING Manufacturer part no. GALD
EAN Lead time 1.0day
Contert 1 Order unit each

Order quartity :1' 1 sach D \ncrre'tanse in order 2
e cuantity

Contract 0 Delivery Charge displey = Delivery charge £595 per order (UK
Reference Meirlandy; charge = 6.5

Price: £3059 Feach

3 4 5
Description | Furtherdosuments  Hem properties

Giart world poltical map festuring countries clearly defined with polfical colouring. Main clies and tawns clearly marked. Time zone elacks, cauntry flags and statistics. Size 630 x 1200mm. Scale 1: 34,000,000 (520 miles: 1 inch). Laminated. MMO5271

The following list describes the major features of Items details page:

(1) Action Icons: These icons are not displayed if the item is already in your Shopping Cart:

Add Item to Basket Click to add item to your Shopping Basket
Open Items Details Click to view item details in new window
Add to Favourites Click to add item to your Favourites List
Add to Shopping List Click to add item to your Shopping List
Return to Search Page Click to return to Search Page

(2) Item Details: A summary of the item details. To view any associated documents click on any link in
the Further Documents field.
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Add to Shopping Cart

= | Add to Basket

Click to add item to your Shopping Basket

Note: In the Shopping Cart item details pop-up you cannot change the quantity.

(3) Description: This gives a more detailed description of the item.

(4) Further Documents: This may include additional images

(5) Item Properties: This may include further details of item

Add to Basket

o | add to Basket

Click to add item to your Shopping Basket
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3.5 Comparing Iltems
Overview

This section describes how to compare items. You can build a list of items to be compared and
compare one of the items against the others.

Building the Compare Item List
The following steps describes how you can add items to and use the Comparison List:
1. Locate the items you are considering purchasing.

2. Mark the items you wish to compare by selecting the right check box for each item:
For example:

ound | page I o122 © © — i) )
30001 Map Marketing World Political Laminated Map BEX  Supplies For MAP MARKETING BEX £17.85 /each 1.0 day 1
Schools Ltd . -
WOS27 1 Map Marketing Giant World Political Laminated Supplies Far AP £30.59 Feach 1.0 day |1 | \g‘
Map GWWLD Schoals Ltd MARKETING GWLD —
P . }
w2 el

3. Add Selected Items. o
Click the Add Selected Items icon. Items details are listed in the Compare ltems window:
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Short
description

Price
Supplier

Supplier part
no,

Manufacturer

Manufacturer
part no.

B4R

Content Order
unit

Lead time

Description

Unit of
Purchase
Cantity

Image

Further
documernts

|:| Compare with this column

Map Marketing World Political
Laminated Map BEX

£1785 feach
Supplies For Schools Lid
Whikd 30001

MAP MARKETING
BEX

1 feach

1.0 day

Bartholomewy Executive World Map.
Laminated map that shows countries
clearly defined with political colouring. Main
cities and tovwns are clearly marked along
with time-zone clocks. Size 37=59
MRA30001

1

tem Information URL

|:| Compare with thiz calumn

Map Marketing Giant World Political
Laminated Map GWLD

£30.59 [ each
Supplies For Schools Lid
W52

TAP MARKETIMNG
GLD

1 Jeach

1.0 day

Giant wworld political map featuring countries
clearly defined with palitical calouring. kain
cities and towns clearly marked. Time zone
clocks, courtry flags and statistics . Size §30
*1200mm. Scale 1; 34,000,000 (520 miles: 1
inch). Laminated. MMOS271

1

ftem Information URL

83

Tip: If you want to compare items on several different pages of the comparison list, you must click on

retained if you close the window with

g
You can open the comparison window again by clicking on .

4. Using the Compare Items List:

o
before you go to the next page otherwise your selection will be lost. The comparison list will be

" or if you use the search function to create a new item list.

Compare with This Column Check Box. Check this box to highlight differences between this item and all

other items.
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Caompare with this column
Shart Map Marketing World Political
deszcription Laminated Map BEX
Price £17.85 Jeach
Supplier Supplies For Schools Lid
Supplier part iR 30001
no.

MWanutacturer fAP MARKETING

Manutacturer BEX

part no.

EARN

ContentOreder 1 Jeach

unit

Lead time 1.0 day

Dezcription Bartholomesy Executive World Map.

Latminasted map that shows countries
clearly defined with political colouring. Main
cities and towns are clearly marked along
with time-zone clocks. Size 37x59

ARZ0001

Unit of 1
Purchasze
Guantity

Image

Further ftem Information LIRL

documents

|:| Compare with this column

Map Marketing Giant World Political
Laminated Map GWLD

£30.59 Feach
Supplies For Schools Lid
WhS271

TP MARKETING
GWLD

1 Jeach

1.0 day

Giant wworld palitical map featuring countries
clearly defined with political colouring. Main
cities and tovwnz clearly marked. Time zone
clocks, country flags and statistics. Size 830
x*1200mm. Scale 1; 34,000 000 (520 miles; 1
inch). Laminated. M0S271

1

ftem Information URL

5. Differences are highlighted as shown in the above image.

6. On the Compare Page you can:

Remove Item |E|‘ Click the Remowe Icon to remowe the relevant item from
the Comparison List.

Add to Cart |Q Click the Add to Cart icon to add the relevant item to
your shopping cart.

Empty Compare List E' Click this icon to close the Comparison window and
empty the Comparison List.

Proc
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3.6 Smart Forms
Overview
This section describes Smart Forms and how to use them.
What isa Smart Form?
A Smart Form is used in certain catalogues to capture additional information that is typically unique to
the particular purchase. Smart Forms enable the supplier to create user defined fields which can be
either free text or drop down lists. Each field can be specified as either mandatory or optional with those
fields that are mandatory needing to be completed before you can check out.

Completing the Smart Form?

The Smart Form is contained within the items details of the line item.

Baarch fier p Swarch * sy BT BERDT FRatard BEATCH

LR = e |cite a0 - atoeg  Dlacabpery 45 00 7 pach

W hoan Basim I"_ll-_':l.'l-rl‘:"‘.h

Ferpier L] Fesaer part Bipcalermy BT haw
L]
Uit e Tt Biazimeiy Lo
B ]
EaN Liwd vme 0n T
Casant 1 Crdar wai ek
e q saes W Ferae
by BT Gy
Contraes Dby
Arterence Crarge
Frice § AT 007 e
EBpeemtn Aot Mumber w» ArTE ALt Nanter v
[rpicyre hmoar & Prgra Unary ame a
Proag MambdriLagrace Bk
-

2. The Smart Form details can then be completed as required
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3.7 Adding Iltems to your Shopping Cart
Overview
This section describes how you add items to your Shopping Basket and manage your shopping cart.
1. Adding Items to your Cart:

Having found the item or items you wish to add to your requisition in the Search page you can now add
them to your cart:

Search Advanced seatch Feature search ‘

map of the world Y Search (tolerant) ‘ [[] Stancard assortment
ot | poge M1 O O image view B
30001 Map Marketing Wiorld Poltical Laminated Map BEX  Supplies For MAP MARKETING BEX E17.95 Feach 1.0 day 9 @ D
Schaols Ltd o
7 . %%
ﬁ Pl
VMMOS271 Map Marketing Giant World Political Laminated Supplies For MAP £30.59 f sach 1.0 day b
Map GALD Schoals Lid MARKETING GWWLD

2. If required you can change the quantity and check the box in the right hand column:

If you only require this item then you can add item to shopping basket by clicking on the Shopping
Basket icon

, or if more than one item is ticked on you can click on the Add Selected Items To Shopping Basket
Tab

=

If you want to continue shopping, you can simply search for another item and repeat above process.

3. When you add items to your shopping cart the shopping cart tab will flash for a short while
and will be updated with the number of items you added:

For example if you added an item to your shopping cart that already had an item in it the new total will
be two:

4. Reviewing Shopping Cart:

You can review and update your shopping cart and when you are satisfied with the items send the
requisition. At any time during shopping you can click the shopping cart tab to view the contents:

The shopping cart contains the items you have selected for your requisition. You can continue shopping
by clicking the catalogue search tab at any time.
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You can add or remowve items from your cart, change quantities or cancel the purchase.

Also note that delivery charge if applicable, will be included in the shopping basket tab

External catalogs v | & | Checkout | |

The table below highlights the additional options available to you when working with the Shopping Cart:

External Catalogues You can punch out to an external catalogue.
Items You can click on the Short Description to view a more
detailed description of the item.
Cancel Purchase " To cancel the purchase, click the Cancel Purchase
— |icon.
Save Changes = You can make changes to the items in the cart. For

example: change quantities. Click the Save Changes
icon to sawe your changes.

Delete Selected Items ] Click this item to delete all items that have their right
~ | column boxes checked. A prompt is displayed. Click
the OK button to delete the items. Click the Cancel
button to cancel the deletion.

Delete All Items % Click this item to delete all items in the cart. Click the
| OK button to delete the items. Click the Cancel button
to cancel the deletion.

Add to Shopping List ' You can add all the checked items to a Shopping List
' which you can change and re-use later.

Add to Favourites ] You can add all the checked items to your Favourites
' List for future use.

6. Checkout:

When you have checked that the items you wish to order are OK you are ready to click the checkout
button.

External catalogs v | & | Checkout | |

Note: The order will not be sent to the supplier until your requisition has been approved.

Note: Shopping Basket Caching - Unless you cancel the purchase or checkout, your basket and its
items will be cached. So the next time you log in to the Marketplace, your items will still be in your
basket.

7. If your Checkout is successful:
You will be redirected to your P2P or back office system.
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Overview

You can make changes to your cart, cancel the purchase or send the requisitions using the cart. The

Working with your Shopping Cart

following list provides a description of the components of the shopping cart:

External Catalogues

You can punch out to an external catalogue.

Items

You can click on the Short Description to view
a more detailed description of the item.

Cancel Purchase

&

To cancel the purchase click the Cancel
Purchase icon.

Add Multiple Item(s) to
cart

£

Check each item to be added and click the
multiple shopping cart icon.

Save Changes

VE]

You can make changes to the items in the
cart. For example: change quantities. Click the
Save Changes icon to save your changes.

Delete Selected ltems

e

Click this item to delete all items that have
their right column boxes checked. A prompt is
displayed. Click the OK button to delete the
items. Click the Cancel button to cancel the
deletion.

Delete All Items

Click this item to delete all items in the cart.
Click the OK button to delete the items. Click
the Cancel button to cancel the deletion.

Add to Shopping List

You can add all the checked items to a
Shopping List which you can change and re-
use later.

Add to Favourites

You can add all the checked items to your
Fawourites List for future use.

Checkout

f Checkout

Click this icon when you are ready to send the
requisition. The requisition will now be available
for the authoriser to import into your back office
for approval

You may also notice a number of icons next to specific items. These are used by suppliers, where

relevant, to enhance specific items:

The following is a guide to icons you may see on the marketplace:

Central Hub Item

Content from this icon is from Mandated Contracts. UK
Public Sector Organisations only.

Collaborative-Content

Item is part of Collaborative Contract or Framework
Agreement
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Core-ltem Core-ltem within a contract
Environmentally-Friendly ltems showing this icon are recyclable, bio-degradable,
carbon neutral or otherwise Environmentally Friendly.
Hazardous-ltem |‘£] ltems displaying this icon are Hazardous Materials
(HazMat).
Price-Break a Price Breaks occur when you receive a discount for

buying larger quantities of this item.

Required Associated ltem(s) a A Required Associated Item(s) is an item which MUST
be purchased if the original item is purchased.

Optional Associated Item(s) E Optional Associated Item(s) are not automatically added
to shopping basket.
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3.9 Working with Favourites
Overview
This section describes how to work with your favourite items.
Your Fawurite items are available as a list on your Home page. You use favourites to add items you
order frequently.
Adding to Favourites

The following steps describe how you add and work with favourites:

1. You can add to your favourites whenever you see thisicon:
5
P

2. The Home Page Favourites List
Fawourites are shown on the landing page of the ProcSerne Catalogue System.

Home page Catalogue search Shopping Basket Y1) Shopping lists

| | ‘ Q, Search |

He messages.

You have not yet defined any items as favorites.

The Home Page will always display You have not yet defined any items as your favourites until an
item is added:

[ Home page Catalogue search Shopping Basket [FYT) Shopping lists

| [a Search |

Image view | Texd view

MITRE MESH PANNELLED BALL SACH BLACK 1395 |H

lo messages.

(i

Bulk P Pencils HE £14.99

=

W& Marketing World Poiftical Laminsted Map BEX £17.95

Computer Gear headset £5.84

)

3. The following describes how you work with the Home Page Favourites List:

e Image View and Text View. You can switch between a view that includes the item images and a
text view. The image view is shown in the above image. Text view does not show any images:

Image View
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Bulk PK Pencilz HB

Computer Gear headset

Text View

@ MITRE MESH PANMELLED BALL SACK BLACK

ﬁ Map Marketing YWorld Poltical Laminated Map BEX

]

£13.95

)

£14.99

]

£17.95

)

£ 5.84

Image wiew Text view I

WITRE MEZH PANMELLED BALL SACK BLACK

Bulk PK Pencils HB

oz hbarketing Wiorld Political Laminsted bap BEX

Computer Gear headzet

¢ [tem Details. Click an Item description to view the Item details.

¢ Add Item to Shopping Cart. Click this icon

o | add to Basket

to add the item to your Shopping Cart.

4. Working With Your Favourites List.
You can delete items, add multiple items to the Shopping Cart or add items to a Shopping List using the
Fawourites List within the Shopping Lists tab.

5. In the Catalogue navigate Shopping Lists >> My Favourites:

£13.95

el

£14.99

[ig]

£17.95

(]

£5.84

ihopping lists My favorites

L% Company shopping lists:

L3 Group shopping lists ‘ ttem no. Short description Supplier { Service provider Leadtime | Price Quartity | Amount [Fl

H Private shopping ists

[ My favorites PSGDB030T MITRE MESH PANNELLED BALL SACK BLACK Davies Sports ddays  £1385/each [ 1] g1ass E
GPSOCHE! Bulk PK Pencils HE MERSE'YSIDE PAPER SUPPLIES 1 day £14.99 / pack [ 1] £1as O
VMM30001 M Marketing Wiorld Poltical Laminated Map BEX Supplies For Schools Ltd 1 ciay £17.35  each 1] &17ss l.d]
AD37E558 Computer Gear headset Erjuanst Sdays  £564 each [1] 2584 F

6. The following list describes how you work with the Favourites:

e Update Quantity. You can change the Quantity for an item and click the Sawe icon (see below). The
new quantity is saved for later use. You can also update the quantity prior to adding to your Shopping

Cart.

e Mark Item. To mark an item for deletion or adding to a Shopping List or cart you check the box in the
right hand column. You can mark as many items as you like.

Save Changes

Sawve changes to your Fawurites.

Delete Items

Delete items that have a Tick in the checkbox from

your Fawourites.

Add to Shopping List

You can add all the checked items to a Shopping List

ProcS
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which you can change and re-use later

Add Item(s) to Cart

Check each item to be added to your cart and click
the multiple Shopping Cart icon
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3.10 Working with Shopping Lists

Overview

This section describes how to work with your Shopping Lists.

A Shopping List allows you to save items so that you can quickly create a requisition at a later date. For
example, if you create a monthly artistic supplies requisition you can save all the items in a Shopping
List, add to the shopping cart and then review and send the requisition.

Adding Items to Your Shopping Lists

1. Whilst shopping you can add to your Shopping List by clicking this icon
2|

The following list describes how to use this page:

Create New Shopping List '|'_,' To create a new Shopping List enter a name and
' description in the relevant fields. The new Shopping
List is displayed.

Add to Shopping List " Add the items to the relevant Shopping List. The
S existing Shopping List is displayed with item(s)
added.
Back Icon E Return to the previous page. Changes are not saved.

2. Locating your Shopping Lists:

Click Shopping Lists tab:

ihopping lists Private shopping lists

| Company shopping lists
[ Groun shopping lists
|} Private shopping lists
[} My favorites Aug 5,201 fortnightly stationery order Ordler fortrightly starting 03:08 ]

‘ Last madifies! Name Deseription Mark

Aug 5, 2011 Computing accessories General complter goatis O

Aug 5,201 Sporting goods Regularly ordered sporting ftems ]

3. About the Shopping List Page.
The following list describes the Shopping List:

Company Shopping List | These are for use throughout the organisation.
Note: Only catalogue administrators can create, edit and delete
these lists.

Group Shopping List These are for use by groups of users.

Note: Only authorised employees can create and change these
lists.

Private Shopping List These are shopping lists you create for your own use.
Note: Only you can create and change these lists.

4. Working with Shopping Lists.
The following list describes how you work with shopping lists:

Open Shopping List You can click the Name link for a Shopping List to
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display the items

Marking Shopping List You mark an item by checking the relevant Mark box
in the right hand column.

Replace Shopping Cart E-‘l_,! Replace the entire Shopping Cart with all marked

with Marked Items ' Shopping Lists.
Add Marked Shopping = | Add the all items from all marked Shopping Lists to
Lists to Shopping Cart o your current Shopping Cart.

Delete Marked Shopping | fj | Delete all marked Shopping Lists. A prompt is
Lists o displayed. Click the OK button to delete the marked
Shopping Lists.

Create Shopping List L, Create an empty Shopping List for future use

5. Create New Shopping List
You can create an empty Shopping List for future use. Click this icon

.|_—". to display these fields:

Shopping lists Private shopping lists

[} compary shopping lists

Hio private shapping lists available

Where you can then enter the Shopping List details:

Private shopping list: New shopping list

Creste neve shopping list - Enter & name and save it using the button in the top right corner.

Mame Stetionery

Fortnightly stationsry order

Description

The following list describes how you work with the create Shopping List page:

Name Enter a name for the new Shopping List.
Description Enter a description for the new Shopping List.
Save Icon Click the Sawe icon to validate, and if valid, save the new Shopping List.

There are no items in this new Shopping List. You will need to add items to this Shopping List if you
wish to use it.

6. Working with Shopping List Items.
When you click on the name link for a Shopping List the contents of the list are displayed:

© ProcServe Holdings Limited 2012 Proc




Working w ith Shopping Lists

96

Private shopping list: fortnightly stationery order |

ftem no Short description Supplier § Service provider Leadd time | Price Guantity | Amourt |:|
YRX13485 Rexel AgendaZ Stationery Sorter Charcoal 2101037 Supplies For Schools Ltd 1 day £1013 /each 1 £10413 |:|
W78 el Pens Red MERSEYSIDE PAPER SUPPLIES 1 day £295 ) pack 1 £285 |
WWHZE040 Ball Pens Black MERSEYSIDE PAPER SUPPLIES 1 day £1.86  pack 1 £1.93 |:|
012426 30CKW WHITE RULERS PACK OF 100 The Conzortium for Purchasing and Distribution Ltd 2 days £12.99 /pack 1 £1299 D
20 20 Eraszers MERSEYSIDE PAPER SUPPLIES 1 day £ 225 pack 1 £225 O
WY A3 Mycopy A3 copier paper WMERSEYSIDE PAPER SUPPLIES 1 day £4.75 fream 1 £473 O

The following list describes how you use the Shopping Items list page:

Show Item Details You can click the Short Description for an item to view
item details.

Quantity You can change the quantity for an item.

Marked Box Check the box for each item you to apply a particular

action to (for example deletion or add to favourites).

Save Changes E'. Click this icon to save any changes to your

Shopping List.

Delete Selected ltems E. Click this icon to delete all selected items. A

prompt is displayed. Click the OK button to delete the
selected items. Click the Cancel button to cancel the
deletion

i =
Add Selected Items to Favourites Click this icon to add all selected items to your

Fawourites.

Add Selected Items Shopping

Cart % Click this icon to add the all items from all marked

Shopping Lists to your current Shopping Cart.

Back Icon 7. Click the Back icon to retum to the Shopping Lists

page. Changes are not saved
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3.11 Double Punch-out Sites
Overview

Punch out means you can go to a suppliers eProcurement site, shop and bring your items back to your
shopping cart.

Whilst punch out sites can be provided for any Supplier they are commonly used when a standard
catalogue may not be appropriate because of the need to personalise or configure a purchase e.g. a
computer could be customised by adding extra memory or a larger hard disk.

Locate and Open the Shopping Cart

The following steps describe how you punch out to an external Supplier site from the ProcSene
Marketplace.

1. Click the Shopping Cart tab
2. The Shopping Cart is displayed:

Home page Catalogue search Shopping Basket Shopping lists

Shopping basket External catalogs b

[ [ emno Short description Supplier / Service provider Lead time Frice Quantity Amount

There are currently no products or servicss n the shopping basket.

Note: The above image shows an empty Shopping Cart. The cart could also have other items in it.

3. The External Catalogues Drop Down
Open the external catalogues drop-down list:

RS Components

External catalogs
RS Components
Buck and Hickman Lid
SCC

Office Depot

Eriks LK

Mimans Ltd

BES

CQuantity

4. Select one of the External Suppliers from the drop down.

5. The selected Suppliers website will open in a new window.

6. Shop online with this Supplier as you usually would.

7. When you have finished your external shopping you can checkout.
8. The items you chose are displayed in Shopping Cart.

9. You can continue to shop or work on your Shopping Cart.
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