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Introduction to CougarMart

CougarMart is a web-based requisitioning application that will allow Collin County Community
College District to buy goods and services more economically and efficiently. SunGard Banner
will continue to be the financial system of record.

Roles in CougarMart

Requestor - Individual that will shop and place orders. These users will have to be users in
Banner.

Shopper — Individual that can create a cart and assign to a Requestor. This individual cannot
submit an order because they will not be a Banner user.

Approver — An Organization Manager, Account Review, Vice President/Provost, Technology,
Grant approver, or Associate Vice President/Chief Financial Officer. This individual will review
the requisition to ensure the purchase is valid and appropriate.

Buyer - Buyers from the Purchasing department who will review and do the final approval for
requisitions based on commodity and/or dollar level.

CougarMart offers a place to search for items that are on contract and create a cart/requisition for
approval and purchase.

Contact Information for CougarMart

CougarMartSupport@collin.edu, extension 3873

Questions concerning CougarMart software usage, such as training and procedures, and
setting up new suppliers should contact Tere Beaty, Purchasing System Specialist,
TBeaty@collin.edu, 972-758-3873

Questions concerning CougarMart rejected/pending PRs (requisitions) should contact
Karen Bell, Assistant Director of Purchasing, KBell@collin.edu, 972-758-3876

Questions concerning new and existing forms, and new users should contact Cyndy
Smith, Purchasing IS/Reporting Manager, clsmith@collin.edu, 972-758-3872
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Accessing CougarMart

The CougarMart application can be accessed from the My Workplace tab of CougarWeb. It will
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Enter your Novell/Banner/CougarMart User Name and your assigned Password. Your User Name
will be case sensitive and is all caps. You may either use Microsoft Internet Explorer or Mozilla
Firefox. The eProcurement application has been tested for both browsers.
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Collin County Community College
SIGN IN

Please enter the login credentials in the fields below to sign in to the application.
Password is case-sensitive.

User Name |

Password
Forgot your Password?

| s1IGN IN

The landing page will be similar to the one below depending on the roles you are granted.
. © CougarMart [5% 2012 10 29 puR_TEmP1 01 1 1 item(s), 128.51 UsD |

& SR eProcurement Home/Shop search for AN I 5

home /shop document search | contracts

| more >>

Shop Everything I

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

Action Items ? Showcased Suppliers
[=] My Orders
No current nor recently completed m Joy VYWReL Western BRW
OrderS Computers Promotions Science Lab paper
Printers, UPSs Inc Supplies Company

Welcome to CougarMart!

CougarMart Approver Guide

Showcased Services

CougarMart Requisitioner Guide Purchasin
Change 9 Non- Catalog New Vendor
. ; Form Add Form
Administrative Resources Request
« Collin College website, Purchasin
« CougarWeb, Purchasing - links to
CougarWeb login. Go to My Workplace tab,
Intranet Links on the right, Business N
Administrative Services. The Sole Source Furniture
Justification Form can be found under the Forms
link on the Purchasing Intranet page.
Technical Requirements A morane PLANG
* ] offir.e suppfu
MRO/Facilities
(72508 -“"m

E advanced search
?
| E
?
? E




Help

You can access Help for the page you are on by left mouse clicking the question mark in the
upper right hand corner of the page. Additional Help is available by left mouse clicking on the
question mark in the area you are in.

Navigation

CougarMart is driven by a series of navigation tabs. The home/shop tab provides access to search
for goods and services from contracts and Showcased Suppliers. The Action Items menu on the
left will display your most recent Requisitions divided into categories such as Returned, Pending,
and Recently Completed. Below the Action Items is a message board. The message board
displays Welcome to CougarMart! followed by hyperlinks to the CougarMart Approver and
Requistioner Guides, Administrative Resources (Collin College website, Purchasing and
CougarWeb, Purchasing), and the Technical Requirements to run the application.

Finding Carts/Requisitions

The carts tab will provide you access to your active cart, draft carts, assigned carts, and my
requisitions. The active cart iS your current in progress request. Unless you start another cart, all
items that you choose to add to a cart will be sent to this cart. If you wish to continue an existing
cart, go to the draft carts tab and select the cart you wish to work with by clicking on the cart
name. If you wish to create a new cart, click on the Create Cart button.
e © cougarMart W _2012-08-21 PUR_TEMP1 02 | 1 item(s), 15.56 USD

G S5 eProcurement  Shopping Cart - Drafts search for N2 I &5
home/shop | document search | contracts | more >> AAA
active cart draft carts favorites | my requisitions
Create Cart
Assign Substitute
My Drafts legend ?
Active Cart  Cart Number Shopping Cart Name Date Created Cart Description Total Delete
32463592 2012-08-21 PUR_TEMP1 01 8/21/2012 Punch-out Item 98.47 USD Delete
E -] 32477551 2012-08-21 PUR_TEMP1 02 8/21/2012 Search for Contract Item 15.56 USD  Delete
32487212 2012-08-21 PUR_TEMP1 03 8/21/2012 Non-catalog Item 50.00 USD Delete
32511390 2012-08-22 PUR_TEMP1 01 8/22/2012 Test Supplier with Multiple Contracts 228.39 USD Delete
34332251 2012-10-29 PUR_TEMP1 01 10/29/2012 128.51 USD Delete



If you decide that you want to take a different action on some of the items in your cart, you can
do so by selecting the item and choosing the action.

Add To Favorites

Remove Selected Ttems

Move to Another Cart

Change Supplier

Change Commodity Code

Add to Draft Cart or Pending PR/PO

_ Close_|

Quick Search

In the upper right hand side of CougarMart, right below the active cart, is a Search for drop-down,
a field box, and a Go button.

I use this to quickly locate requisitions (PR No.), purchase orders, contracts, and suppliers.
© cougarMart >R 2012 08 21 PUR_TEMP1 01 | 3 item(s), 98.47 USD |

COLLIN 3
# COLLEGE eProcurement Homelshop Search for
e |Catalog No. (SKU)

home/shop document search | contracts | | Catalog Keyword nore >>
CAS No.

PO No.

PR No.

. Supplier Profile
‘ Shop ‘ Everything EI | User Last Name advanced search
User Name
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | {Contract s | chemicals
Documents

Requisition Overview

A requisition is composed of two distinct sections: header and line level. The header section
contains General, Shipping, Billing, Accounting Codes, Internal Notes and Attachments,
External Notes and Attachments, and Terms and Conditions. The Supplier/Line Items Details
section contains the supplier and the line items being ordered. The preferred use of Internal
Notes and Attachments, External Notes and Attachments, and Terms and Conditions is at the
header level. Accounting Codes can be entered at the header level for all line items, or in
combination at the line level for specific items.



Entering a Requisition
1. Login to CougarMart.

2. Enter the name of the item you want to search for, and left mouse click the Go button or hit
the Enter key. This seargh will locate contracted items, or you can use the non-gatalog form to
enter items not on contragt. The search may also locate items from showcased suppliers,
such as Dell, Fastenal, Grainger, Joy Promotions, KI, Plano Office Supply turniture only),
VWR, Western BRW Papey. This will be indicated by Order from Suppfier hyperlink. It is
a best practice that you add these items to a separate cart. Showcasedfuppliers’ websites are

to your CougarMart cart. (S i I ing Pell E-Quotes Orders thru
the Punch-out.)

ltems WI|| be an ongoing pracess.

um CougarMart : & |3 fremis)
FoF SProcurement Home/Shop search for [T I 5

home/shop document search | contracts | | more >>

ShOp Everything > Go | advanced search
Go to: favorites | forms( non-catalog for quick order Browse: suppliers | categories | contracts | chemicals

Action Items ? Showcased Suppliers ?
=) My Orders
No current nor recently completed m Joy vYwWReL Western BRW
orders Com Promotions Paper
puters, Science Lab
Printers, UPSs Inc supplies Company

m

Welcome to CougarMart!

Showcased Services ?
CougarMart Approver Guide
CougarMart Reguisitioner Guide i
Purchasing Non- Catalog New Vendor
Change F Add F
Administrative Resources Request orm orm
« Collin College website, Purchasing
. CougarWeb, Purchasmg hnksto
‘Web login. Go to My Wol
Intranet Lmks on the right, Busmass .
Administrative Services. The Sole Sour Furniture ?
Jestication Fetm <an be foand under the Forms
link on the Purchasing Intranet page.
Technical Requirements \ s LaNG
‘& o office suppru
MRO/Facilities ?
(=0




3. When you want to add a contract item to your cart, left mouse click on the Add to cart button.
You will be able to see the active cart pame in the upper right of corner of youriscreen. ltems
can be from multiple suppliers, but all itexgs will be sent thru the same approval|path. Itis
suggested that technology items be entered is.a separate cart due to the additional approver.
There is a limit of 1000 items. While you can seta delivery address on a per itern basis from

= [Crfel ke @ms,lssauw
00ugarMart = L Litom(s)
£ 38 eProcurement Product Search - All search for [N I W =51

home/shop document search | contracts | carts | more >>

Shop Everything [~] lsyringe Go| advanced sdarch

Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicalg
Results for: Everything : Smartpractice + syringe

Showing 1 - 3 of 3 results

Add Keywords ? Results per page ZOOB Sort by: Best Match E|
== Syringe, 12cc, curved, disposable, 50/pkg from Smartpractice
Part Number V316600
Contract Number 3406-2 more info... 1
i ? . . CloCart X
Filter Results Y Annual Contract for Dental Hygiene Supplies, Mater... add favorite | compare
By Supplier =

4. Left mouse click on the Continue Shopping link located in the top center of your cart to

search for more contract items or us

“\ © CougarMart [oofie ! o]

i st Dl Cart - 32477551 - Draft Sea;c)p—ﬂ!o'
Requisition

home/shop | document search 1 contracts | more >>

the non-catalog form to enter |tems

Eled\"RL [yl draft carts | favorites | my requisitions

‘ - Continue Shoppin,
| Shopplng qui. for PUR_TEMPT 1 Item(s) for a total of 15.56 usp

subtotal: 15.56 USD

h 3012-08-21 PUR_TEMP1 02 estimated tax, shipping & handling:  0.00 USD
Name this cart: -08- _

| Proceed to Checkout ‘ or ‘ Assign Cart ‘

Have you made changes? | update | & | @ Help | ‘ Empty Cart | | Perform an action on (0 items selected)... |v‘ Select All [~

Smartpractice moreinfo...

Product Description Unit Price  Quantity Total [
It:m ﬁdez%[;g Syringe, 12cc, curved, disposable,50/pkg 7 15.56 usp |1 15.56 uso [
ug 21, N
[ Add to Favorites | Part Number V316600 PK' | update |

Contract 3406-1 more info...
Remove
Annual Contract for Dental Hygiene Supplies, Mater...
‘ More Actions :




5.

10.
11.

When using the Non-Catalog Form, you will be required to enter or select a supplier. (See
Appendix 1 on page 75 for further information on entering a Printing job.)

= https://solutions.sciguest.com/?formld=64808194&tmstmp=1345573692365 - Non-Catalog Form - Windows Internet Explorer =En X
Non-Catalog Form Available Actions: | Add and go to Cart Go| Close
Supplier Info ?

Enter Supplier
ar

supplier search
General Info ?
Catalog No.

The first line of the Product Description should be concise to assist Inventory Control. A maximum of 50 characters is fed into Banner. A more
complete Product Description can be entered in the Notes field below that will be displayed in CougarMart. Quotes can be attached as either an
Internal or External Notes and Attachment.

Product Description

254 characters remaining expand | clear

Notes

1000 characters remaining expand | clear
Quantity
Packaging (UOM) EA - Each E
Unit Cost
Product Size =]

If Manufacturer Name is available, enter here.
Manufacturer Name

If Manufacturer Part No is available, enter here.
Manufacturer Part No

UNSPSC
Total 0.00

The Catalog No. is a required field. If you do not have a part number you can enter N/A.

Enter a complete Product Description. The Product Description should include the
manufacturer’s name, manufacturer’s part number, a layman’s product description, a model
number, supplier name, and supplier part number. Anyone should be able to understand
what is being ordered. If maintenance/rental is being renewed, there should be separate line
items with serial numbers in the description.

NOTES: Please aware that only the first 50 characters will feed into Banner. The Catalog
No. field will feed over into the Description field first followed by the Product
Description. The first line of the Product Description should be concise to assist
Inventory Control, and should be followed by a full description for viewing in
CougarMart and for the purchase order to the supplier.

There is now a Notes field that follows the Product Description field. You can
add up to 1000 additional characters for a fuller description.

Enter a Quantity.
Select the Packaging (UOM) (Unit of Measure).
Enter the Estimated Price Each (Unit Cost).

Enter the Manufacturer Name if available.



12. Enter the Manufacturer Part No. if available.

13. If you have other items to order from this supplier, choose Add to Cart and Return from the
Available Actions in the top right corner of the page then left mousg click on the Go button. If
you are done with entering items for this supplier, choose Add and go to Cart then left mouse
click on Go.

=) https://solutions.sciquest.com/?formld=64808194&tmstmp=1345573692365 - Non-Catalog Form - W\'ldows Internet Expl... l == é

Non-Catalog Form Available Actions: |Add and go to Cart \ ~| 6o close| —
- Add to Cart and Return
S | Infc 2
UPPRIEr INTC ) dd to Cart
Enter Supplier Add to Draft Cart or Pending PR/PO

or Add To Favorites
supplier search

General Info ?

Catalog No.

m

The first line of the Product Description should be concise to assist Inventory Control. A maximum of 50
characters is fed into Banner. A more complete Product Description can be entered in the Notes field below that
will be displayed in CougarMart. Quotes can be attached as either an Internal or External Notes and Attachment.

Product Description -

254 characters remaining expand | clear

Notes -
1000 characters remaining expand | clear

Quantity

Packaging (UOM) EA - Each E

Unit Cost i




NOTE: If you are purchasing a non-catalog item from a supplier that we have a contract for, be

sure to click on the cha

nge... link listed with the item contract, choose the No Contract

radio button, and click the OK button. See page 22 for more information on Selecting a

Supplier Contract.

v ©
COLLIN
&‘ COLLEGE eProcurement

home/shop |

document search 1

active cart draft carts |

favorites | my requisitions

-ﬁ Shopping Cart forpur_temer

Name this cart: |2012-08-21 PUR_TEMP1 03

Have you made changes? | Update \

CougarMart
Cart - 32487212 - Draft
_Requisition

contracts

% 2012-08-21 PUR_TEMP1 03 | 1 item(s), 50.00

| more >>

 Continue Shopping 1 Item(s) for a total of 50.00 uso
subtotal: 50.00 USD
estimated tax, shipping & handling:  0.00 USD

Seorch [T I [
for

Encon Systems Inc moreinfo...

Product Description \

Item added on
Aug 21, 2012

Add to Favorites

| More Actions :

Contract

& | https:Jfsolutions sciquest. comfapps/Router | SimpleCartPriceSelectPopup?Document Id=26405519 %

~
Selecta Price and Contract Here T
“/ Help ||| step1: Step 2: Select a Contract
Selacta
Price
Price set i@ Mo Contract
currency
usD i 3145 (Annual Contract for Copier, Printer and Fax Machine On-Site Maintenance)
® On-Site Maintenance for Copiers, Printers and Fax Machines,
open form... | sp00usp . - ) .
{7 3277 (Annual Contract for Printer Cartridges and Ribbons)
(Current Purchase of printer cartridges and ribbons for the district.
price)
13 Cancel —=
b
< 2
Dane

a Internet

& 70%

14. When you have chosen or entered all of your items, click on the Proceed to Checkout button
in the upper right hand side of the screen. This will take you from the Cart — Draft
Requisition to the Summary — Draft Requisition.

15

Left mouse click on the General hyperlink or the Summary tab to enter additional

information about your
’ CougarMazrt

COLLIN
COLLEGE eProzurement

document search contracts

Summary - 32511390 - D:aft Requisition S

% External Notes and
Attachments

% 2012-08-22 PUR_TEMP1 01 | 3 item(s), 228.39 USD

o I
carts forms | maore >> ﬂ

w P asing » Terms and 4 Final

m

or

4) Return to shopping cart ¢/ Continue Shopping

4y Almost rea 0 go! The list below needs to be addressed before the request can be submitted.
* Requ eld: Account ¢
* Re d field: Index o

Requisition

W PO Preview | Comments | Attachments | History
Shipping Billing

Summary

Accounting Codes Supplier Info Taxes/S&H
Hide header
General ? Shipping
Cart Name 2012-08-22 PUR_TEMP1 01 Ship To
Accounting Date Attn: Cyndy Smith
L Room: 360
Description Central Receiving
Priority Normal 3452 Spur 399
Prepared by PUR_TEMP1 SC}EIr:jngat/.tTX 75069
Prepared for PUR_TEMP1 nited States

Department Purchasing (Purchasing)

Delivery Options
Req Delivery

=2z
Hide value descriptions
? Billing ?
Accounts Payable
PO Box 8021

McKinney, TX 75070
United States

View/edit by line item.

9/5/2012

* Requested Delivery
Date for the following
suppliers is unsupported
will not be sent: Dell
Marketing LP

10

view/edit by line item...




16. To make changes in the General section, choose the edit button.

17. You can edit the Cart Name if you choose. The cart is named based on the date, your user
name, and assigned a cart number for that date. There is a 100 character limit. The cart
name will not change ohce started. If you have saved your cart and want to come back to it
at a later date, you might want to change the date in the cart name.

General

B
Cart Name 2012-08-22 PUR_TEMP1 Dl

Accounting =]
Date

mm/dd/yyyy
Description

prorty
Prepared by PUR_TEMP1

Prepared for PUR_TEMP1
Select a different user...

Department Purchasing (Purchasing)

| Save| cancel

18. There is a Description field available within this section that can be used to enter additional
information, such as fall 20Y'Y Classroom Supplies, Open Purchase Order, or Supplemental
Request Number.

NOTE: You should not put a date in the Accounting Date field for any orders that are not being
created for the next fiscal year. Doing so may result in the failure of your orders to
create a Banner PO and cause it to be returned by Purchasing staff. Only use the
Accounting Date field for new FY orders that are being created before the new fiscal
year begins.

19. This section contains a Priority option. The choices are a default of Normal and an option of
Urgent. Selecting the Urgent will cause your requisition to be displayed at the top of an

approver’s list.

20. Select a different user... if you are preparing for a different person.

11




NOTE: You must address tabs with a red trjangle for your request to proceed successfully.

Explanations are given in the|yellow bgX

y © proiile | 'ogout >R 2012 0822 PUR_TEMP1 01 | 3 item(s), 228.39 USD

COLLIN cougafmal’t I—)— :I — = item(s),

# COLLEGE eProcurement  Sumraary - 32511390 - bea;:ch_m
or

Dra’t Requisition

home/shop | document searck. | contracts carts forms | more >>

active cart draft carts | favorites | my r:quisitions

Internal External Terms A

¥ General | @ Shipping V. Billing | ¥ isacuiie ¥ Notes and @ Notes and v Purchasing P and 1 F'ma_l_
Codes Use Only o Review —|
Attachments Attachments Conditions |

+ Return to shopping cart ¢ Continue Shopping

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

¢ Required field: Account &
¢ Required field: Index

21. Review shipping address by clicking on Shipping section or Shipping tab. HINT: You can
select a different delivery address for each line item, but it will generate separate purchase
orders. If you want a single purchase order to be generated for all items, such as an annual
contract for all campuses security service, type the individual delivery addresses as part of
the Product Descriptions.

22. Left mouse click on the edit button to enter or make changes. You can select from your
addresses or select from org addresses by using the drop down. You can check the Save this
address for future use box to save to your addresses. You will be asked to Name this
address. You will also have the option to check this box to make this the default address in

the future.

Ship To

Complete the fizlds below to enter your
shipping address for this order. If you need to
make a change, select 3 different address from
the available options.

Shipping select from your addresses
address -

select from org addresses
ZYC -

Address Details
Attn: Cyndy Smith - Regquestor

Room:

Address Line 1 Central Receiving, BE100
Address Line 2 4800 Preston Park Blvd
Plano
TX
75093
United States

Save this address for future

use

Name this address (e.g. Main
5t)
CYC

Check this box to make
this the default address in
the future.

| Save | Cancel |

12




23. Entering a Room number is required.

24. Save your selections.

25. To revise the pre-populated Req Delivery (Date), click on the edit button beside the Delivery
Options in the Shipping area. You can select a date from the calendar widget or enter a
date in the mm/dd/yyyy format. REMINDER: When a requisition is returned, make sure that
this date is set beyond what the purchase order transaction date will be, or else the purchase

order will fail.

Delivery Options

Req Delivery | FE

mm/dd/yyyy
@ Required field

| Save | Cancel |

26. Save.

NOTE: When required elements have been addressed, the red triangle will change to a green

check.

27. Use the Accounting Codes tab to enter or select your Index and Account for the entire order.

Accounting Codes
Chart Index Account

X

Location add split

211305 F3E1z20
Select from profile values...

Clear zelected value. .. Select frem all values...

|Save | cancel |

13

Select from all values..,

Select frem all values..,




You can go to the Accounting Codes tab and use the edit button on any line item that you want
to have different accounting.

following: B

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

Requisition PR Approvals PO Preview Comments Attachments History
Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H =5 ?
Hide value descriptions

?

edit

C 211305 733120

Add To Favorites v | Go

Dell Marketing LP more info...
Business 1
Attn: Jae Shin 513-9209, One Dell Way, RR8, Round Rock, TX 78682 US

1 mouse more info... N/A EA 10.00 1EA 10.00 USD
Accounting Codes ( )
edit
Accounting Codes ? X
Chart Index Account Location add split
C 733120

Select from profile values...

Select from all values... Select from all values... Select from all values...
Clear selected value...

Save Cancel

0.00
10.00 USD

See configuration for this requisition

HINT: The index value is similar to an Organization, but has the added advantage of
automatically pulling in the fund and activity from the accounting string.

If the same Index and Account applies to all line items, you can enter the Accounting
Codes at the header level.

If there are different, Indexes and/or Accounts for line items, go to the Accounting Codes
tab and edit each line item accordingly.

Do not split accounting for a single line item that is a capital or controlled item. You can
only do a split when there is a multiple quantity and do the split per each.

Banner does not allow the combining of fixed assets and a supply account on the same
line item, such as the Plano Office Supply Z-service charge. If you are charging some of
the Z-service charge to Account 787410 and some to 733110, you must do two separate
line items. Requisitions of this type will be returned for correction.
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Banner does accept CougarMart dollar amount and percent splits at the header level.

28. The Internal Notes and Attachments can be used to add notes or documents, such as
attaching the other two high quotes that should be attached to the requisition, or a sole
source. In the Internal Notes and Attachments section, left mouse click on the add

attachment.... link to begin the process of attaching all quotes obtained to satisfy thresholds.

profile | logout W 2012-08-21 PUR_TEMP1 03 | 1 it , 50.00 USD | [l
\ O CougarMart : z T Litem(s)
4

coLicE eProcurement  Internal Notes and search EXYT G I 5
or
Attachments - 32487212
- Draft Requisition

contracts | more >>

active cart rts | favorites | my requisitions

4 Return to shopping cart « Continue Shopping

o @ Shiooi o Accounting e o Sl o Purchasing o 5 o Final
General Shipping G ® Notes and Notes and Use Onl and iy
Attachments Attachments i Conditions

n

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

Proceed to the next step: External Notes and Attachments. Go straight to the end: Final Review.

Requisition | PR Approvals | PO Preview Comments |Attachments History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H =
Hide value descriptions
Internal Notes and Attachments ?
These values apply to all lines unless specified by line
item
Internal Note | edit |

add attachment...

29. When the Internal Attachments window opens, left mouse click on the Browse... button to
locate your quote file(s).

Requisition PR Approvals PO Preview Comments | Attachments  History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H &
Hide value descriptions
Internal Notes and Attachments ? Internal Attachments ? X
These values apply to all lines unless specified by line Attachment B
item Type
Internal Note | edit | | Attachment Details
Internal Attachments File Name
add attachment... File
Save | Cancel
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30. Double mouse click on file name to select the file.

(2 Choose File to Upload ﬂ
OOH‘ |« Admin » PURCHASE » Revised Documents » Purchase Order Backup » - | +y | ‘ Search Purchase Order ... R |
Organize ~ New folder =~ 1 @
| Digital Recordings “ Name Date modified Type Size [
| Fujitsu Manuals - o B
= R3606 7/10/2008 3:25PM  Adobe Acrobat D... 162 KB
| Grant Documentation _ N .
R3945B 7/9/2008 9:59 AM File 12 KB
| Grant POs -
R3945 7/2/2008 11:29 AM  File 12 KB
| Higher Ed Center . .
= R3945A 7/2/2008 11:29 AM  File 49 KB
| Ion Wave Terms and Con| _ - . -
E R3753 /30/2008 2:58 PM  File 77 KB
| Ion Wave Training Mater— e ﬁ o
.= R3760-1 6/17/2008 7:56 AM  Adobe Acrobat D... 124 KB
| Legal Ads - . e
.= R3760-2 6/17/2008 7:56 AM  Adobe Acrobat D... 181 KB
| PCHelps Office 2007 Mig = _ -
| = R3760 6/17/2008 7.56 AM  Adobe Acrobat D... 145 KB ‘
I Piano Tuner Qualificatior = - ) - -
7] R4391 /2/2008 9:33 AM Microsoft Word 97... 76 KB
). Prior Employee Files & Type: Adobe Acrobat Document o _ -
2] R4718-3 | ... /10/2007 1:57 PM  Microsoft Excel W... 58KBE
| Procedures Manual S R =
). R0O004893 Date modified: 6/17/2008 7:56 AM [1/3/2008 10:40 A..  File folder -
| . Purchase Order Backup < o |
File name: R3760 ~ [Au Files () -
[ Open } l Cancel l

31. Left mouse click on the Save button to add the attachment to the requisition.

Requisition PR Approvals PO Preview Comments | Attachments | History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H (=
Hide value descriptions
Internal Notes and Attachments ? Internal Attachments ? X
These values apply to all lines unless specified by line Attachment  File lz‘
item Type
Internal Note | edit | Attachment Details
Internal Attachments File Name
add attachment... File G:\Admin\PURCH/
Save | Cancel

32. The attachment will be added to the requisition and a number in parentheses will be added to
the Attachments tab.

Requisition Approvals | PO Preview | Comments | Attachments (1) History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H a

Hide value descriptions
Internal|Notes and Attachments ?
These values gpply to all lines unless specified by line
item
Internal Not |£\
Internal Attaghments
R3760.pdf (144k) remove...

add attachment...
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33. Once a file is attached there will be a remove... option. Use this option to remove the
attachment.

Requisition H PR Approvals ” PO Preview ” Comments ” Atta(%’nents (1) " History ‘

Summary Shipping ~ Biling = Accounting Cod . Supplier Info ~ Taxes/S&H @|
Hide value descriptions

Internal Notes and Attachments ?

m

These values apply to all lines unless specified by Ijfe
item

Internal Note
Internal Attachments

R3760.pdf (144k) remove...
add attachment...

34. The External Notes and Attachments can be used to add notes or documents, such as
attaching the low-bid quote or an agreement, that needs to be passed to a supplier, and
entering an Open Purchase Order term of contract and authorized users. A term of contract

must contain begin and end dates. Follow steps 28 thru 33 to attach a file.

i profile | logout 3% 2012-08-21 PUR_TEMP1 03 | 1 item(s), 50.00 USD |ji=
L O CougarMart =
Y SE eProcurement  External Notes and search ETYTS 52 I 5
or
Attachments - 32487212
- Draft Requisition

oy 1 ot s | ot . S TS - I

active cart draft carts | favorites | my requisitions
Plac

- o Accounting AEETIE sosin Purchasing SEHIS Final
General Shipping Billing Notes and Notes and and .
Codes Use Only o Review
Attachments Attachments Conditions

) Return to shopping cart  «) Continue Shopping | _

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

Proceed to the next step: Purchasing Use Only. Go straight to the end: Final Review.

Requisition H PR Approvals ” PO Preview ” Comments ” Attachments (1) ” History‘

Summary Shipping ~ Billing | Accounting Codes ~ Supplier Info ~ Taxes/S&H @|
Hide value descriptions

External Notes and Attachments ?

These values apply to all lines unless specified by
line item

Note to all | edit B

Suppliers
Attachments for all suppliers

add attachment. ..
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35. The Terms and Conditions section can be used to select a contract clause that applies to all
items by going to the edit clauses... link. If you need to select separate clauses for line items,
go to the Summary tab, choose the edit clauses... link, check the box for the clause, and
Save.

Edit PO Clauses

Inherited PO Clauses
Clause Name

Neo crganization defaults assigned

Assign PO Clauses 7
Select: All, None
Clause No Clause Name Clause Text Assigned

00000001 Computers and Misc State of Texas Contract #DIR-5DD-8%0
Hardvare Contract Code 48AB0 (R-2517 Annual
Contract for Dell Desktop ... [show more]

00000002 Medical Supplies for Health 2268 Annual Contract for Medical Supplies for
Sciences Classes Health Sciences Classes

00000004 Furniture and Shelving for 2061 Furniture and Shelving for Central Park
Central Park Campus Campus Library
Library

00000005 Fitness Equipment 2249 Annual Contract for Maintenance of
Maintenance Fitness Equipment

&

00000006 Culinary Classroom 3265 Annual Contract for Smallwares and
Smallwares and Equipment Equipment for Culinary Classroom

&

00000007 Printer Cartridges and 2277 Annual Contract for Printer Cartridges
Rikhnns and Rikhrns

_Save  Close |

4 1 L

&

36. Left mouse click on the Place Order button at the top right of your screen to send your
request for approval.
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37. You will receive a screen stating that you have successfully completed your request. The
screen will display your assigned requisition number (841835) and your cart name. The

requisition number is a hyperlink. At the top of this window is a Quick View link that will

allow you to view a printable copy of your requisition.

CougarMart

eProcurement  Submitted - Requisition 5‘362;:)_ Fes
841835

home/shop document search | more >>

Elad\Nes [y @l draft carts | favorites | my requisitions

Requisition Information ?

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

[Cli(kfur a quick view summary suitable for printing. i

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

Requisition number 841835 view

Requisition status Pending

Cart name 2012-09-07 PUR_TEMP1 01
Requisition date 3/14/2013

Requisition total 1.00 USD

Number of line items 1

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

e Search for another item

* View order history

* Check the status of an order
e Return to your home page

» Create new draft cart

38. If you click on the requisition number then go to the PR Approvals tab, you will see the
approval path. The first step in the approval path is Banner Budget Authorization. The
Banner Budget Authorization verifies that you are an authorized user and that funds are
available for use. If you are not authorized or funds are not available, your request will be

returned. You can view the reason for the return on the History tab of the document.

ey couganart S Sclect Draft Cart or Add Ttem to Cart
R ESIAE eProcurement  Approvals - Requisition 833672

4 Return to Approvals (= 1of 41 results [+ Requisition Number(s) 833672 [¥]
Folder: My PR Approvals

Available Acticns: [Add Comment [*] Go

(S
T Show skipped steps.
? > ? 2 ?
Banner Budget Authorization . Account Review AVP [ CFO Approval ¥4 Create PO
- Organization Manager Approval
Submitted v = =+ - /%
o Aparoved Future Future Future
Test Requisitionar Active Finish
8/22/2012 10:11 AM v System wiew spprovars view approvers
view approvers
Expedite Expedite Expedite Expedite Expedite

19



39. You must correct the problem and re- Place Order.

40. You can return to the document’s PR Approvals or History tabs at any time to check the
status.
NOTE: The Requisitioner Role is set to automatically receive an e-mail when a purchase order
is sent to the Supplier. This e-mail will contain the PO number and a link to the PO. PO
details will not be part of the notification.

Document Status (History)

1. From your Document (Requisition or Purchase Order) History tab, click on the + (plus)
beside Click to filter history below the requisition and Requisition/PR Approvals/PO
Preview/Comments/Attachments/History tabs.

2 Cyndy Smith  profile | logout ™1 Select Draft Cart or Add Item to Cart
L. CougarMart —— e
L Gl eProcurement | History - Requisition Sea’ﬁ”-"r- PR No. = I 5
833672

home/shop | approvals forms | contra’s |

document | I

re >>
D reports more

requisition purchase order | requisition outbox | purchas~ order outbox

[« 1 of 41 results [»] Requisition Number(s) | 833672 7]

Folder: My PR Approvals

4, Return to Approvals

Available Actions: Add Comment [*] Go

Requisition PR Approyat§ PO Preview Comments (1) Attachments History

= 2
( o) ’:Iick to filter history 2 Export CSV
Results per page Records found: 7 IZI Page 1 of 1 \ZI ?
LI:":)EA Date/Timew User = Step(s) Action =2 Field Name = From To Note
8/22/2012 Cyndy Smith  Organization Restarted changed approver from
10:26 AM Manager incorrect inactivated Cindy
Approval White to correct active

Cindy White.

2. When the Filters window opens, you can enter a Start date, End date, or select from the
Show history for drop down. If you choose All and then click on the Apply button, you will
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be able to view the history of both the requisition and the purchase order.

requisition purchase order | requisition outbox | purchase order outbox
4, Return to Approvals \I\ 1 of 41 results \E\ Requisition Number(s) 833672 El
Folder: My PR Approvals
Available Actions: | Add Comment E Go|
Requisition PR Approvals PO Preview Comments (1) Attachments History
=

|-| Filters ?
Start date ]

mm/dd/yyyy
End date )|

mm/dd/yyyy
Show history for All

All

Requisition Export CSV

Purchase Order

Receipt - -
Results per page |20 7] Records found: 7 |«|Page 1of1(»]| ?
L':‘r:’eA Date/Timew User = Step(s) Action = Field Name = From To Note

8/22/2012 Cyndy Smith  Organization Restarted changed approver from [
10:26 AM Manager incorrect inactivated Cindy
Approval White to correct active
Cindy White.

Always remember to click on the white "logout™ link at the very top of the window to close
out your session.

Receiving will still be done in Banner (see pages 63-71 for instructions).
Selecting a Supplier Contract (If Applicable)

There are many Collin College contracts already loaded in CougarMart. When searchlng for
|tems if the contract has been loaded, the appropriate contract will automaticallymK to the item.

0 cougarMart pmhle | logout 3% 2012-08-21 PUR_TEMPZ 03 | 1 item/s), 50.00 USD |/
COLLIN A
& COLLEGE eProcurement  Product Search - All Search for

home/shop document search | contracts | carts !

Shop |Everything [+] syringe

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

Results for: Everything : syringe
Showing 1 - 27 of 27 results  compare selected: 0

Add Keywords ?  Results per page [200[~] Sort by: | Best Match =] [«|Page 1 of 1[»] 2

Go| 20.83 usD
BX
- Part Number 1 Add to Cart | v
Filter Results o Contract Number 3268-3 more info... add favorite | compare
By Supplier Yo égnua\ Contract for Medical Supplies for Health
Boundtree Medical (2)
Fastenal Company (12) Hypodermic Syringe, Luer Lock tip, clear syringe 16.30 UsD
Henry Schein Inc (1) barrel, Sterile, 60cc, 25/box from Moore Medical LLC BX
Joy Promotions Inc (3) Part Number 52886 1 Add to Cart | v|
MTOLEG (I;)ed\ca\ more... Contract Number 2268-3 more info... ] add favorite | compare
nnual Contract for Medical Supplies for Health
By Category A e
Adhesives (1) Bulb Syringe (2 0z.) from Boundtree Medical 0.25 usp
Chemical adhesives (1) Part Number AS00502
EL_)OXY bond (1) Contract Number 3268-3 more info... 1 Add to cart | v|
m:zzg:::::zz fasteners (7) QETB‘ Contract for Medical Supplies for Health add favorite | compare

hardware (1) more...
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When adding the item to a cart, the contract will carry forward into the cart with the item.
. © CougarMart =t L o]
xS SR geProcuremem Cart - 37381531 - Draft search EXY D I =5

Requisition

home/shop document search contracts forms | more >>

active cart draft carts | favorites | my requisitions

< Continue Shopping 1 Item(s) for a total of 20.83 usp

subtotal: 20.83 USD
estimated tax, shipping & handling:  0.00 USD

. ¥4 Shopping Cart forpur Teme

Name this cart: |2013-03-14 PUR_TEMP1 01

‘ Proceed to Checkout | or | Assign Cart

Have you made changes? | update | & | @ Help | [Emptycart | |Perform an action on (0 items selected)... || Select All ™

Moore Medical LLC rore info...

Product Description Unit Price  Quantity Total [
Item added on H i H q r
o e Ht ?Iderzno*nc Ssgmb e, Luer Lodk Tip, clear syringe barrel 20.83 ug)o( 20.83 usD
—l_l_; - )
Add to Favorites stefle e OX | Update
- Part Number 84127

Contract 3268-3 more info...

‘ More Actions i Annual Contract for Medical Supplies for Health Sc...

The more info... link next to the contract number will provide more in-depth information
regarding ontract Summary.

~
Contract Summary
Contract: 3268 (Aannual Contract for Medical Supplies for Health Science Classes) i
Supplier: Boundtres Medical
Contract Info ? Controls
General Owners
Contract Number 3268 Jdennifer Ernail JGlenn@collin:
GContract Name Annual Contract for Medical Supplies for Glenn Phone  +1 (972)
Health Science Classes TEB-3874
Contract Type Goods and Services cherri Smith Email  cksmith@caollin.:
Supplier Mame Boundtree Medical Phone +1 (972)
Active v 758-3878
Apply Automatically v Applicability
Description Purchases of medical supplies to support Grant access to this contract using
the annual classroom needs for the Departments and Rales
Health Science Department as well as ) . ]
other departments as needed. Departments with access to this Contrz
Effective Date 7/25/2011 12:00 AM CST e Apply to Al
Expiration Date 72442012 11:59 PM CST Roles with access to this Contract
Details * Apply ta Al
Hard copy location Users explicitly granted access to this cc
Contract soft copy « None Assigned
Supporting documents * Discount Price List ; )
PP 9 Applicable Fulfillment Centers
Flex field 1 A .
e e s Fulfillment sddressdes) Assigned to this C
h
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If searching for an item that is not loaded, first determine if a contract is already in place which
may have the item(s) available for purchase.

CougarMart L ===~ o

%
MR SRR eProcurement  pProduct Search - Al

home/shop

Shop |E\;erythmg V| table runner m adwvanced search J

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

Other Matches . 2 Mo items found for "Everything : table
- runner"”

GovConnection Inc 48 X X
Tips for Improving ¥our Search Results:

= Try using synonyms.

= Try using just a few specific words to describe
your item.

Make sure all of your search terms are spelled
correctly or use an alternate spelling.

Try using a broader category, the browse links,
or a more general search combined with the
filters in the product search results for
drill-down searching.

See our search tips for more help on searching.

My Resources
Froduct Release Library 23 | email: CougarMartSupport@collin.edu | phone: +1 (272) 758-3873

Check the Purchasing intranet (CougarWeb, My Workplace, Intranet Links) for available
contracts. __\ —

) CougarWeb - Mozilla Firefox k ”E”zl
File Edt Wiew History

| S Cougarweb

N\,
FUP_root: N.uP_sparam=actweTab&actweTab= : c||a- V=R S

€ S cougarweb.colhn.edu,ftagAca?sqeqblBN&render.userLayoutRuotNode

2] Most visited Getting Started [ Latest Headline: Customize Links || Free\Hotmail | s Marketplace || Windows Media wWindows

Library Campus Life Tutorial

Employment Details =] S | F

Benefits ® “iew your Groupwise Wehbmail
Direct Deposit ’
| Pay Stub training
Job Details
Leave Details Intranet Links =] ||

Emplovee Directory
W2 Consent
W2 Tax and Earnings Statement

Banner Self-Service * Emergency Response Plan

® Pandemic Response Plan

Cougardlert Emergency System

Refer information of concern (SOBI)
Student Incident Report

Academy for Collegiate Excellence (ACE)
Advisory Committee Handhook

Faculty Handbook

All College Council

Capanner self-ser

Human Resources Links

® Benefits Information Banner Bookmarks

® Board Palicies Banner.collin.edu

® Banner Systems (INBfSSE for prod
test)

* Documentation

® CougarHR - Employment Opportunities, Job
Descriptions, Evaluations, Hiring

® Employee Resources (Procedures & Guidelines)

. cPrint e Argos Report Forms and Status

e HE Forms Banner Production * Calendars, Master and Academic

e HE Trainin ® Banner INB (FROD) ® Committees, Task Forces & Activities
J ® Bookstore

® HR YWebsite Test Systems \ o Intormial o

& Professional Development & Eanner INE (DANT

-~ Business Administrative Services
Budget Development

& Fanear IME TE 100

Reporting - Historical Furchasing
® Counseling Services: Online Screening

Reporting - Enrollment

%

< | >
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Once on the PURCHASING Department intranet home page, click the link for Contracts and the
Contracts page will be shown.

v 3 COLLIN
COLLEGE

PURCHASING

Board Agenda
Forms asing Department Mission Statement

CougarMart Instruction= Our mission is to be a valued teammate of every educator and administrator in the District. The
Purchasing Department is committed to the overall success of the District by facilitating
procurement and satisfactory receipt of all required goods and services in a timely and

General Procedures economical manner and to ensure compliance with state and federal laws, Board policies, and
administrative regulations

Contracts

Stafr

The Purchasing Department operates under Administrative Services reporting to the Wice
President of Administration and CFO in the Business Office.

Purchasing Department Goals

Procurement in accordance with all District policies, procedures, state laws, and approval from
the District Board of Trustees

s Procurement in g timely manner through effective communication to meet the needs of all
students, faculty, and the community and District administrators

As professionals in the field of purchasing, strive for maximum value for each dollar
Professional certification and recognition

Educate the District on Purchasing Policies and Procedures

Provide continued training to Banner Software Users to build skills to better use Banner as
atool to help expedite and ease the purchasing process

Awoid potential personal and professional conflicts of interest

Prormaote positive supplier relationships

Afford equal opportunities for all vendors

Purchasing Department Objective

To be recognized as a leading Purchasing agency in customer sernvice, innovation and cooperation -
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PURCHASING

Board Agenda

Forms

CougarMart Instructions

Contracts

General Procedures

Staft

F Purchasing

Contracts

“Please attach all requisition/purchase order backup to the requisition internal/external

notes and attachments. =

To view a list of CCCCD contracts, please select one of the following links, which will allow you to
view thern by the product description or by the vendor name

COMTRACTS BY DESCRIPTION
COMNTRACTS BY WENDOR NAME

To wiew contract information by specific categories, use the links in the following chart
Art & Music

= Equipment and Supplies

Audio Visual

= Audio Wisual Eguipment & Media Supplies
= Projection Lamps

Catering

MOTE: Effective July 21, 2008, all catering for the college is provided by Chartwells.

Once the event has been completed, the Food Services Department will submit the original food
services request form to the requestor for approval by the appropriate WP, That department is
responsible for sending the invoice to Roxanne Jones in the Business Office for payment.

Food services request forms are available from the Food Serices Department at SCC

Patrick Shimek, Food Service Manager Phone: 972-851-5343
Communication Devices

= Cellular Phones - ATET YWireless
= Pagers - Renewal and Mew

ters

s Cormputer Related Purchases

« Desktop Computers - See Dell Punch-out in Cougarbdart Showcased Suppliers
= PMotebook Computer - See Dell Funch-out in Cougarllart Showcased Suppliers
= Monitors - See Dell Punch-out in Cougarfart Showcased Suppliers

® Speakers - See Dell Punch-out in Cougarhart Showcased Suppliers

= Software

= LIPS

Cooperative Purchasing Links

Collin County Governmental Purchaser's Farum
LS Communities

Siate of Texas

ThAAS (Texas Multiple Awvward Schedulest
TCPM (The Cooperative Purchasing Metwark])
EuyBoard

E&l Cooperative (Educational & Institutional

Copier

LRI SR Y

= Copier Repairs
* Copystar Deskiop Copiers
Educational Media

® Books, Magazines, Software, “ideos, DWD's, CO's

NOTE: Furniture can be ordered to match existing furniture. Listed below are the College standards:

e HOMN/Allsteel (Bookcases, Chairs, Desks, File and Starage Cahinets
» [ (Krueger International) Stack Seating, Tables, and Accessories) - See Cougarbdart

* Podium
Office Machines

e FAX [/ Printer / Scanner General Information
* Repairs/Maintenance/Service for FAXPrinter/Scanner

NOTE: If the repair of an office machine is more than half the cost to purchase a new one, refuse the

repair, pay the service call, and ar for a new
Plant Operations
= Air Filters = HWAC Wiater Treatment
S . = Lighting, Lamps, Ballasts
= Custodial Services u Wloving Serices
Moving sernvices
= Electrical Wark = Mowin
: %ﬂnn = FPaper- See Cougarhlart
= . . = Parking Lot Re-striping
= Fire Systern Inspection and Repair = Pest Contral
Fiiness Equipment
= Fitness Bquipment . = Refinishing Hardwood Floors
= Hardwars - See Cougarhan for Grainger = Sacurity Guard Semicss
— ¥
i = LUnifarm Services
= HwAC Repair and Maintenance = Window Blinds

Promotional ltems

» B-3424 Promotional Products - See Cougarbart for Joy Promotions
e B-3284 Printed and Embroidered Shirts

Note: Departtnents must take full responsibility for delivery of arbwork to the vendor or must coordinate
delivery of artwork through Public Relations. At rmust be created or approved by the Public Relations
Departrment. At approval must be received by the Purchasing departrment prior to receipt ofthe
reguisition through the Banner approval process

>

COLLIN
COLLEGE

CONTACT

= Tere Beaty
Ext. 3873

theaty@collin edu
E-fax: 972-377-1073

|

|3 ¢
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Once it has been determined that a contract may exist where the requested item could be
obtained, the supplier(s) for that contract should be contacted for availability and a quote, if
applicable. Most contact information is available on the contract page.

B

} Mozilla Firefox

File Edt ‘ew History Bookmarks Tools Help I
3 http:,l’)’lnsmle.col\ln.e...ng,l’contractjromo.htm\| + | -
(' 3 inside. collin.edu/purchasingfcontract_proma.htrl cl @~ )-'- o

(2] Most visited | | Getting Started |5 | Latest Headlines E Customize Links || Free Hotmail | Windows Marketplace | | Windows Media || Windaws

N CougarWeb ) GOLLEGE

PURCHASING 7 Purchaging
Board Agenda

Forms

CougarMart Instructions PROMOTIONAL PRODUCTS

Contracts

(A i = TERM OF CONTRACT: 3/01/2012 - 2/28/2013

Staff . . . . .
The Purchasing Department has bid Promotional Products, pre-approving vendors for your convenience. When

purchasing products for promotional use, please refer to the below list of recommended vendors that have
participated in this bid process. These vendors have provided additional discounts as noted. When purchases total
less than $1,000, the requesting department should obtain one quote to establish price for the requisition. When
purchases total over $1,000, three written quotes need to be submitted with the requisition utilizing the below list of
vendors.

Before proceeding to checkout when the cart is complete, select the correct contract for each item requested. In the
Product Description of each item, under the Part Number and/or Manufacturer Info, there is a link to choose contract.
For promotional items, select 3424 {Annual Contract for Promotional Products) and click OK.

Artwork must be either created or approved by the Public Relations (PR) Department. Departrments must take full responsibility
for delivery of artwork to the vendor ar coordinate delivery through PR.

Following are instructions for artwark created by PR:
s Allow up to B weeks for artwork design. Contact PR for art design reguest

o Provide PR with the print specifications for the item (e.g., vendor, description of item, size of imprint area, number of ink
colars).

* PR will provide a job number for the artwork. This job number must be included with the item description on the reguisition.

* PR will send the artwork to the vendaor upon design approval by the client and receipt of department’s Purchase Order

nurmber, ol
Following are instructions for artwork approved by PR:
® Departments creating their own artwork muost adhere to Public Relations graphics standards provided on the Public
Relations link on Cougarweb.
o Departments must email a PDF of the art design to Marlene Miller, Coordinator of Graphic Design. PR will return an email
approval to the department.
“endors should be capable of receiving art files electronically. Artwork provided by PR is on MAC systems. PR artwork includes,
but is not limited to, current versions of MAC InDesign, Quark, Adobe Acrobat, Photoshop, and/or lllustrator Files.
Delivery date is the lead-time required by the vendor "after receipt of artwark.”
VENDOR CONTACT LOCATION PHONE
Authentic Promotions Peter Carmazzi G151 Fair Oaks Bld,
Ste 103 000-497-7765
Vendor 100001824 Carmichael, CA B5E08
Teri Cragle .
Best Press Inc ﬁag};\gb%{nﬁ;ﬂm 572.930-1000
o Vendor #100002028 '
http://bestpress.logomall.com
Joy Promaotions, Inc. Danna Joyner
%3?‘1 WTT{D?%ZVSES‘ Hwry, Ste 220 514.358-3099
http://www.joypromotionsinc. com Vendor 100001010 alias,
Positive Promotions Michael Taxel 15 Gilpin Ave
Hauppauge, MY 11785 077-258-1225
Vendor 100134279
¥
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Once the Supplier has been determined for the requisition, whether it’s a punch-out, hosted or
non-catalog supplier, if there is a contract associated with the requisition (indicated by the
choose contract... link) and it’s not automatically linked, it must be selected manually.

file | o £ =" cart for Contract | 1 it , 199.00
Uﬁﬁ cougarMart a or Contract | item{s)
L COLLEGE eProcurement Cart - 29284189 - Draft L
Requisiti

carts

g - - 4 Gontinue Shopping 1 Itemis) for a total of 199.00 usc
= Shupplrlg Cart rordeeaty btetals Loe bbb
estimated tax, shipping & handling: 0,00 LS
mame this cart: Cart for Contract
| Proceed to Gheckout | or Assign Gart
Hawe you made changes? & | T Help | ‘ Empty Cart | |Perﬂ:|rm an action on {0 items selected)... |v| Select all []
Authentic Promotions  more info. .
Business 2
Ste 103, 6151 Fair Oaks Blvd, Carmichaesl, Ca 95608 US
Product Description \ Unit Price Quantity Total []
“i"‘};‘f;‘fz“ﬁg Roval Blue Table Runner 1 Color Imprint, White 199.00 uso 1 199,00 usp O
- Trim and White Imprint n formm... Ea
Part Mumber Item #103002
Contract MNone selected choose contract...

Click on the choose contract... link and the Price Select dialog box opens. Select the appropriate
contract and click OK.

£ Price Select - Mozilla Firefux

{1 sciquestNom | https:/fsolutions. scigUy

t.comyappsRouter)SimpleC artPriceSelectPopup?Document Id= 29254 1 §9&Lineld=1074G04562nitPrice=199, 00&UnitPrice_Curr

Select a Prige and Contract Here

Step 1: Select \{ Price  Step 2: Se\ect a Contract

Price set currenc O No Contradt
usoD

© 199.00 uso Purchase t-shiNs and embroidered polo shirts for the District
(Current price)

® 23424-1 (AnnualGontract for Promotional Products)

Purchase of promotNnal products for the District, Board of Trustees approved $£50,000.00
total for contract.

1] ¢ Cancel
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For a supplier who has multiple contracts, the correct contract will have to be manually selected
when processing the cart in CougarMart. If the supplier flas only one current contract, the
contract numper will be automatically linked when the ftem is placed in the cart.

Hawve you made ch es?

&= | = Help | | Empty Eartl ‘Perﬁ:rm an action on (0 items selected)... |v| select all ] =0
/

oLt |

Linedsy: 1, 2

The itemis) in this group was retrieved from the supplier's wehsite, Wwhat d

Meed to make changes?

Dell Marketing LP

Business 1

Attn Jae Shin 5139209, One Dell Way, RRE, Round Rock, T 7egfz US

rore info..,

s this mean?

MODIFY ITEMS |  WIEW ITEMS

Itemis) wagfretrieved on: 4/19/2012 11:14:24 AM

Product Description /

uUnit Price

Quantity

Total []

Part Number

Contract

Manufacturer Info

225-0781
225-0781 - (Dall)

Mone selected choose contract...

It dded
<m added on 169.15 UsD 1 169.15us0 O
Warranty £ E&
Part Number P1o0s3Y
rManufacturer Info  9Mezc - (Dell)
Caontract Mone selected choose contract...
It;’:ral‘;defoig OptiPlex 790 MT;0OptiPlex 790 Minitower for Standard Power 843.00 usD 1 843,00 uso
! Supply € E&

Have you made changes? update

2 Item(s)y for a total of 1,012.15 vus=o

subtotal:
estimated tax, shipping & handling:

1,012,155 USC
0,00 USD

Assign Cart

| Proceed to Checkout | ar

Select the appropriate contract and left mouse click on the OK button to save.
Cﬁ) Price Select - Mozilla Firefox

https.//solutio "|s.sciquest.c0m_-f pps/Router/SimpleCartPri

Select a Price and Contraft Here ?

Step 1: Select a Price Step 2: Select a Contract

Price set currency (J No Contract

usD
'@ 225.39 USD
(Current price)

@ 2199 (Annual Contract for Fax Machines, Printers and Scanners)
Purchase of fax machines, printers and scanners for the District. (State of Texas
Department of Information Resources Contract #DIR-SDD-890).

) 2486-2012 (Annual Contract for Purchase of Software)

Purchase of Software for the District. (State of Texas Department of Information
Resources Contract # DIR-SDD-1014).

) 2517 (Annual Contract for Desktop and Notebook Computers)

Purchase the District's standarized desktop and notebook computer systems at volume =
discounts. (State of Texas Department of Information Resources Contract
#DIR-SDD-890 Contract Code 48ABO).

) 3069 (Annual Contract for Power Protection Equipment)

Annual contract to purchase the District's power protection equipment (uninterruptible
power supplies). State of Texas Contract #DIR-SDD-890, Contract Code 48ABO . Board
approved total contract amount of $50,000.00. 10/2011 - Board approved change order
in the amount of $33,000.00. 11/2011 - Board approved total contract amount of
$80,000.00.

) 3073-2012 (Registration Server Load Balancer Maintenance)
Annual purchase order for registration server load balancers maintenance.

m Cancel -l
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PLEASE NOTE: In a very few cases No Contract will be the correct choice. See the following
example where specialty printer tape is ordered from Encon. The request does not fall under
either Encon contract; therefore, No Contract is selected.

= rt - 29385896 - Draft Requisition - Mozilla Firefox
File Edit \“iew History Bookmarks Tools Help

Cart - 29365996 - Draft Requisition [+

7} sdiquest.com | https:|/solutions. sciquest.com/appsiRauter | SimpleCart PReqld=22305806 & mstmp=1334954061 336 c| I@ -

Latest Headlines m Customize Links ||

carts

i ; - 4/ Gontinue Shopping 7 Item(sy for a total of 337.00 use
= Shopplng Cart fortere peaty bl a0n LD
astimated tax, shipping & handling: 0.00 USD
Mame this cart: Encon Paper Raoll
‘ Proceed to Checkout ‘ or Assign Cart ‘
Have you made changes? = |  Help | | Empty Cart | |F‘erf0rm an action on {0 items selected)... ‘v| Select all (]
Encon Systems INC  more infa...
Product Description Unit Price  Quantity Total []
Itir;razdudfuig Specialties 0-3" 2 Part White/Canary Receipt 52,00 usD & 312.00uso O
- Printer Tape - 50 Rolls Per Case open form... cs
Part Mumber 525025
Contract None selected choose contract...
Itern added an . 1 O
Apr 20, 2012 Shippin open form.. 25.00 u;i 25.00 UsD
Contract None selected choose contract... |
[Mors Actions |7}
Have you made changes? Update
7 ltem{s) for & total of 337.00 uso
h
" en

No contract selected. This is determined by whether or not the items are available through the
contract. FoXassistance, contact Purchasing.

) Price Select - Mo.illa Firefox

| :: sciguesk.com | https: /i Aolutions . sciquest .com/appsfRouter| SimpleCartPriceSelectPopup *Document[d=2 93353 968Lineld= 10735 70672 nitPrice=25. 00&UnitPrice_Curre

Select a Price and fontract Here

Step 1: Select a Price \ Step 2: Select a Contract

Price set currency @ Mo Contract

uso & 3145 (Annual Contract for Copier, Printer and Fax Machine On-8ite Maintenance)

@ 25.00 uUsD On-Site Maintenance for Copiers, Printers and Fax Machines.
(Current price)

O 3277 (Annual Contract for Printer Cartridges and Ribbons)
Purchase of printer cartridges and ribbons for the district.

(1] 4 Cancel
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There is a clause associated with each annual contract in CougarMart that gives a short name for
the contract and provides text regarding the contract number. When a contract is selected at the
requisitioner’s level, the clause is automatically added to (inherited by) the requisition. Once the
clause is inherited, it can be removed only by the requisitigaér. If your requisition/purchase
order has contract information, this should be entered ipthe External Notes and

2 Summary - 29284189 - Draft Requisition - Mozilla Firefox
File Edit Wiew History Bookmarks Tools  Help
[ i Summary - 9284189 - Draft Requisition -+

Most Visited | | Getting Started Latest Headines [0 Customize Links _# Free Hotmail [} Windows Marketplace [ Windows Media [ | Windows

7
ttps:,i,fsulutmns.suquest.mm,fappsrRuuterfReqSummary?Reqld:292341wavLevel1:Nav7Orders&NavLavelZ:NavﬁSCum rva | |® - aAsk.com

Inherited PO Clauses

Clause No Clause Name Clause Text

00000016 Promotional Products  3424-1 annual Contract for Promotional Products for the District.

mManually Assigned PO Clauses

Clause No Clause Name Clause Text

There are no PO clauses associated with this contract.

_Close |

<l i

If an incorrect contract is chosen by the requisitioner, an incorrect clause will be inherited.
Purchasing will return the requisition to the requisitioner to remove the inherited clause and to
select the correct contract. It is not possible for Purchasing to remove an inherited clause.

If it cannot be determined by the requisitioner if there is a contract associated with the supplier
or, in the case of multiple contracts, which contract to select, contact Purchasing for guidance.
Making an incorrect selection will cause delays in processing the requisition.

Adding a Comment to a Requisition

Comments can be added to requisitions during the approval process to communicate from within
the document to request information. The Comments function can also be used after order
placement process to store information globally about the document. CougarMart has the ability
choose recipients and to send these comments from within the application. Use the following
instructions to add a comment to a requisition on the approval path.
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1. Left mouse click on the Comments tab of your document.
cougarMart ndy Smith - System Admin  profile | logout

‘_.ﬂ s eProcurement  (Comments - Requisition
40338201

home/shop | carts | approvals | forms | contracts

document | more >>
search exports | saved searches

« Return to Search Results [« 6of 6results |»| Requisition Number(s) 40338201 v

Available Actions: |Add Comment e M

Requisition H PR Approvals” PO PreviewH Comments H AttachmentsH History‘

az
Show comments fo
Records found: 0 ?

& No comments have been added

2. Left mouse click on the Add Comment button. This will open the Add Comment window.
Cynd h - Sys Ad fil \ It t || oW m(s),
uxu\ cou arMart yndy Smith - System Admin  profile ogou 2013-06-12 CLSMITH 01 | (s), 199.00

&"' CouEGE eProcurement  Comments - Requisition search CRYT I
or
40338201

home/shop | carts | approvals | forms | contracts

document supplier I
search management

reports | more >>

exports | saved searches

< Return to Search Results <« 6of 6results » Requisition Number(s) | 40338201 v
Available Actions: |Add Comment v| | Go

a2 2

Requisition | PR Approvals | PO Preview Comments  Attachments | History

Add Comment ‘
Add Comment ?2 X
This will add a comment to the document. If you select a user they will

receive an email indicating that a comment has been added to the
document.

"~

Email notification(s):
________ i Christina Titus (Prepared by) <ctitus@collin.edu>
add email recipient... [

have been added

1000 characters remaining expand | clear

Attach file to this document (optional):

Attachment Type File hd

File Name I

File Browse...
|Add Comment | _Cancel |

3. Check the box beside the recipient’s name, or left mouse click on the add email recipient... to
add other recipients.

4. Type your message in the text box.
5. You have the option of browsing for and attaching a file.
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6. Left mouse click on the Add Comment button to send an e-mail. Your message will be sent
via District e-mail to the selected recipient(s). The number of comments within the
document will be indicated in parentheS|s on the Comments tab

coUgarMa‘rt C‘yndy Smith - System Admin  profile | logout

eProcurement  Comments - Requisition Sea'f'cj'r‘ _
39993338

document

home/shop | carts | approvals | forms | contracts search

exports | saved searches

¢ Return to Search Results </ 4 of 66 results |» Requisition Number(s) 39993338 v

Available Actions: |Add Comment V| | Go

Requisition PR Approvals Comments (2) | Attachments (1) | History

=2 2
Add Comment
Show comments for
Records found: 2 ?

Cyndy Smith - System Admin [<font size="3">Reply To</font>] [New Comment]
Applies To: Requisition - 39993338
Comment Added - 5/30/2013 12:06 PM

Randy, A new supplier 100175778 WinWay Corp has been created in Banner. The W-9 is attached to this CougarMart requisition.

Email sent: Randy Movotny <movotny@collin.eduz, Tere Beaty <tbeaty@collin.edu>

Cyndy Smith - System Admin [<font size="3">Reply To</font>] [New Comment]
Applies To: Requisition - 39993338
Comment Added - 5/30/2013 11:55 AM

A new supplier 100175778 WinWay Corp has been created in Banner and is available for use in CougarMart. Purchase Order Distribution has been set to the supplied fax
number.
ollin.edu>

Email sent: Christina Titus <ctitu ollin.eduz>, Tere Beaty <tbea

NOTE: The comment(s) will also be displayed in the Note column in the History of the
document

|_Cyndy Smith - System Admin__profile | logout |[>% 2013-06-12 CLSMITH 01 | 1 item(s), 199.0(
L CougarMart = | 1 item(s), 1990004

& CoLLEGE eProcurement  History - Requisition Sea'f":h LEINO:
or
39993338

| document supplier |

more >>
management reports I

home/shop | carts | approvals

search exports | saved searches

< Return to Search Results < 4 of 66 results » Requisition Number(s)|39993338 v

Available Actions: |Add Comment V| 6o

Requisition | PR Approvals Comments (2) | Attachments (1) | History

= 2
|| Click to filter history ? Export CSV
Results per page Records found: 11 4|Page1of 1|*| ?
L':.r:JeA Date/Time ™ User = Step(s) Action 2 Field Name= From To Note

5/30/2013 Cyndy Smith Requisition

12:07 PM - System approval process
Admin completed

5/30/2013 Cyndy Smith New Requisition

12:07 PM - System Supplier approved
Admin Approval

5/30/2013 Cyndy Smith Comment Added Randy, A new supplier 100175778

12:06 PM - System WinWay Corp has been created in
Admin Banner. The W-9 is attached to...

more...

5/30/2013 Cyndy Smith Comment Added A new supplier 100175778

11:55 AM - System WinWay Corp has been created in
Admin Banner and is available for use in

CougarMa... more...

32



Copying a Cart

1. Click on the document search tab on the navigation bar.
©  CougarMart

DLL
COLLE eProcurem

home/shop

exports

n Identification

Requi:
Requisition Number(s)

Requisition Name

Requisition Information
Participant(s)
Prepared For
Prepared By
Date Submit Date [=] all Dates
Total Amount [*]
Supplier
Department

Item/Product Information

Catalog Number(SKU)

Product Description

Commeodity Code

Form Name

Form Type

Product Flags ™ & controlled substance ™ E& Energy Star

4 Green I~ # Hazardous material

™ & Rad Minor I~ & Radioactive
™ &% Recycled I~ 4 Select Agent
™ & Toxin

Contract Information

Contract Number

Order Identifi

Purchase Order Mumber(s)

Workflow
Current Workflow Step
Workflow Status

C Completed ] Pending
™ Rejected ™ withdrawn

Status Flags

™ with Rejected Lines [~ with Withdrawn Lines
™ with Errors ™ with Attachments

Custom Fields

Account [Is Exactly [¥] Add another Account
Select from all values...

Index  |Is Exactly |¥] Add another Tndex

Select from all values..

Location |1s Exactly El Add another Location
Select from all values...

6ol

simple search

o [Hbvow

Go to: my requisitions | my purchase orders

2. Use the drop down beside Search to select Requisition.
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3. Enter search criteria, such as the Requisition Number of the document that you wish to copy,
or your name in the Prepared By, or a Date range from the All Dates drop down.
2 ©  CougarMart

O
COLLEGE

All Dates
Custom Date Range

Draft Cart or Add Ttem to Cart

eProcurement Document Search E Days
Last 7 days
home/shop | favorites | forms | carts d‘;z"::_:;nt tast gg gays
asl ays
Er s M exports | saved searches tast ?godgys
asl ays
Yesterday
Search Requisition [~] Today
Last Week
This Week
Go Calendar
Month-To-Date £
Requisition Identification Last Month
Requisition Number(s) ;f:\:’i_gf;[;:i
Requisition Name Fiscal
Fiscal Year-To-Date
Requisition Information Otheprr'ewous Fiscal Year
Participant(s) Before X Date
After X Date
Prepared For Last X Days
Prepared By Next X Days
Before the Last X Days
Date Submit Date [*]  After the Last X Days -
Total Amount =
Supplier el
Department r

4. Left mouse click on the Go button.

5. Left mouse click on the Requisition No. of the document that you want to copy to open it.

6. From the Available Actions drop down menu, select Copy to New Cart then click on the Go
button.

7. Proceed with the instructions from Entering a Requisition.

NOTES: Check that items are properly connected to the current contract.

If the requisition will be an open purchase order, make sure that the correct term of
contract and the authorized users are listed in the External Notes and Attachments.
If the requisition is for a new fiscal year, enter an Accounting Date of September 1% or
later.
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Locating a Document

The Action Items menu on the left side of the landing page will display your most recent

Requisitions divided into categories such as Returned, Pending, and Recently Completed. This is
the easiest way to locate a document.

£  CougarMart

ocurement

Cyndy Smith  profile | logout

Home

contracts

document
search

2H Select Draft Cart or Add Item to Cart
Search for |

| reports

Shop |Everything

H

more >>

‘Go advanced search

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

@tion Items
=] My Orders
Requisitions
Returned (1)
Pending (3)
Recently Completed (1)

Purchase Orders

\ Recently Completed (1) /

[# Approvals

[# Administrative Items -

} Showcased Suppliers

Joy
Promotions
Inc
Full catalog not
yet loaded

IETERANATION AL

Western
Paper
Company Inc

Medical Contracts

COLTIN
R
Boundtree
Medical

<
COLLIN

e

Medco Supply
Corp

o
Medline
Industries Inc

mooremedical

prte————r—

Browse: suppliers | categories | contracts | chemicals

[Manage Showcases]

Collin County
Community
College
Bookstore -
Printer
Cartridges

! Pocket Nurse

?

COrIN
b i

Southeastern
Emergency
Equipmt
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An alternate way to locate an older document is thru the navigation bar document search tab.

1. Left mouse click on the document search tab of the navigation bar.
‘-;’ H@} couggrromgerntt pmﬁle | logout

R 20 8-
Document Search

home/shop

21 PUR_TEMP1 01 | 1 item(s), 38.49 USD

hor L
document |
search

favorites

exports | saved searches

user management

simple search
\ All Documents
Reguisition @
Purchase Order
Reglisition Identification

juisition Number(s)

Reduisition Name

Requjisition Information
Partjcipant(s)

Prepgared For

Preppred By

Date

m

Submit Date
Totaljamount

=
Suppfer

Depagment

El All Dates

o [ voo

Item/HRroduct Information

Catalol
Produ:

Number{SKU)
Description
Commddity Code r
Form Npme

Form T{pe
ProductfFlags

™ & controlled substance | B# Energy Star
™ & Green

Contract |

Contract
Purchase
Purchase
Workflow
Current W
Workflow Sf

™ complet
™ Rejected

Status Flags

™ with Rejd
™ with Errof

Custom Field:

Account |Is

Index Is

Location |15 E;

I~ & Rad Minor
I~ £ Recycled
™ 4 Toxin

nformation

umber

rder Identification

rder Number(s)

fkflow Step

jatus

d

s

ted Lines

I~ pending
I withdrawn

I~ with Attachments

actly [¥]

Select from all values...

actly E‘

Select from all values...

ctly [*]

Select from all values.

6ol

I~ with withdrawn Lines

I~ # Hazardous material
I~ & Radioactive
I~ 4 Select Agent

Add another Account
Add another Index

Add another Location
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Go to: my requisitions | my purchase orders

2. Use the drop down beside Search to select All Documents, Requisition, or Purchase Order.
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3. Enter search criteria, such as the Requisition Number, or your name in the Prepared By, or a

COLLE

search exports |

\ O Coug

eProcurement

forms

saved searches

Search |Requisition

Requisition Identification
Requisition Number(s)

Requisition Name

Requisition Information
Participant(s)
Prepared For
Prepared By
Date
Total Amount
Supplier
Department

Date range from the All Dates drop down, or the Supplier.
" arMart

Document Search

[]

Submit Date

Last 7 days
Last 30 days
Last 60 days
Last 90 days
Last 120 days
Yesterday
Today h
Last Week
This Week
Calendar
Month-To-Date
Last Month
Year-To-Date
Previous Year
Fiscal
Fiscal Year-To-Date
Previous Fiscal Year
Other
Before X Date
After X Date
Last X Days
Next X Days
Before the Last X Days
After the Last X Days

m

[

4. Left mouse click on the Go button. Once your search is complete, your search criteria will
be displayed on the left with other options to refine your search and your documents will be

start new search | | edit search |

Filtered By

Type:
Date Type:
Date
Range:

Requisition
Submit Date
Fiscal
Year-To-Date

[remove all]
Prepared By

Jennifer Glenn
Supplier
Plano Office Supply

Save Search | Export Search |

Refine Search Results ?
Type
Requisition

Date Range

Fiscal Year-To-Date ~

Approved By T
Cherri Smith (8)
Ralph Hall (7)
Mary Jordan (7)
Ed Leathers (5)
Brenda Kihl (3)
Department
Purchasing (Purchasing) (7)
Office - Provost (Office -
Provost) (1)

Workflow Status
Completed (8)

Form Type
Non-Catalog Form (8)
Prepared For
Jennifer Glenn (7)

[mare]

%

To

Document Sea

Showing 1 - 8 of 8 results

4

Results per page 500 ¥

displayed on the main part of the screen.
Mart

Procurement

Requisition No. pp

Plano Office
Supply
Plano Office
Supply
Plano Office
Supply
Plano Office
Supply
Plano Office
Supply
Plano Office
Supply
Plano Office
Supply
Plano Office
Supply

500 =

v 27851023 . [
28045958 2
v 26773502 2 [
v 26505402 2 0
v 25997610 1 [
v 25560367 .
25506398 2
/24708599 [0, 0

Results per page

(s)

document
search

Fiscal Year-To-Date (9/1/2011-8/22/2012)

Sort by: Best match -

[«]Page 10f1[x] 2

Req

Date/Timy
2/27/2012 2:58 PM

Requisition Name Requisitioner Total

PRC Additional Items Jennifer Glenn 9,123.49 USD

DOL Grant Furniture Jennifer Glenn 2/27/2012 2:37 PM 2,515.48 USD

Benches for PRC Jennifer Glenn 1/17/2012 5:11 PM 17,402.64 USD

PRC Additional Furniture Jennifer Glenn 12/16/2011 4:22 PM 30,829.53 USD

m

2011-11-18 Lab Chairs SCC Doris Littrell 12/16/2011 4:18 PM 629.60 USD

PRC Classroom & Conference Center Jennifer Glenn 11/2/2011 5:02 PM 228,556.17 USD

Furniture

Mailroom Sorter - PRC Jennifer Glenn 10/28/2011 8:54 AM 2,946.11 USD

Lateral File for Sabrina Belt Jennifer Glenn 9/29/2011 12:29 PM 594.91 USD

Epagaluflm
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You can locate one of your requisitions by left mouse clicking on the carts tab and going to the
my requisitions tab. This will provide you with a listing of your requisitions for the Last 90 days

in the document search. You can refine your Date Range by using the Refine Search Results
drop down.

search

start new search

Search Terms
Prepared For

Test Requisitioner

Filtered By

Type: Requisition
Date Range: Last 90 days

Save Search ‘ Export Search |

Refine Search Results ?
Date Range

Last 90 days E
All Dates
Custom Date Range
Days

Last 7 days

Last 30 days

Last 60 days

Last 90 days

Last 120 days

Yesterday

Today

Last Week

This Week
Calendar

Month-To-Date

Last Month

Year-To-Date

Previous Year
"|Fiscal

Fiscal Year-To-Date

Previous Fiscal Year
Other

Before X Date

After X Date 4

Last X Days

Next X Days

Before the Last X Days

After the Last X Days

Change Orders

exports | saved searches

Showing 1

- 4 of 4 results

Results per page |20 E|

Requisition

No.

833672

4= 544542

v~ 808146

+ 782871

Supplier(s)
0, Dell Marketing
LP

2, Business
Printing Inc

2, Dell Marketing
LP

0, Dell Marketing
LP

Last 90 days (5/25/2012-8/22/2012)

Sort by: Best match

Requisition Name Requisitioner

2012-08-22
PUR_TEMP1 01

2011-04-14
PUR_TEMP1 01

2012-07-05
PUR_TEMP1 01

2012-05-25
PUR_TEMP1 01

Test
Requisitioner

Test
Requisitioner
Test
Requisitioner

Test
Requisitioner

E3 [«]Page 1 of 1[»] 2
Requisition Requisition
Date/Time Total

8/22/2012 10:11 AM 225.39 USD
8/6/2012 12:54 PM 0.00 USD
7/5/2012 2:21 PM 1.00 USD
6/25/2012 5:47 PM 0.00 USD

o Change orders are submitted using the Purchasing Change Request form available in the

CougarMart Showcased Services on the home page.
« Change orders cannot be done on purchase order line items that have been closed in Banner

(indicated by a check mark in the box adjacent to the commodity description on the
Commodity/Accounting screen of the purchase order.) A new requisition must be entered.

e Change orders for additional items, which exceed $500, must be placed on a new requisition.
Exception would be for repair of equipment, building, etc. where the cost of the repair is
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2.

estimated on the original order. In the case where the cost of the repair was estimated on the
original order, a change order should be done to the purchase order.

When a change order is done be sure to go into Banner to receive the change.

Change order requests will be reviewed on an individual basis. It is the department's
responsibility to ensure that funds for the additional cost are available in their budget.

Use the Purchasing Change Request form from the Showcased Services area to submit a
Change Order.

"y ©  CougarMart (G smith - System admin_profie | logout |[5% 2012-08-31 CLSMITH 02 | 4 item(s). 10.00 |
A S o geProcumment Home/Shop Search for [T

document I
search

home/shop | ap.orovals | forms | contracts |

reports |  more >>

admin | contracts

Shop Everything -] Go | advanced search

Go to: favorites | forms | ndqn-catalog form | quick order Browse: suppliers | categories | contracts | chemicals

[Manage Showcases]

Action Items ? howcased Suppliers ?
=l My Orders
- Joy Western BRW
Requisitions - Recently Promotions @ - v paper
Completed (1) Inc i Company =
[#] Administrative Items
browse all ?
Welcome to CougarMart! Purchasing Change Request Non-Catalog Form -1 New Vendor Add Form

CougarMart Approver Guide

The Purchasing Change Request form contains PO Change Instructions on the left hand side
and fields for entering the specifics of the requested change are on the right.

(2} https://solutions.sciquest.com/?&FavoriteProductld=1554861&wantReloadOnClose=15548618&callerScro - Windows Internet Explorer l =RIEY éj
Purchasing Change Request Available Actions: Add and go to Cart ] 80| clese| & [
Instructions ?

Changes to Purchase Orders that have already been paid will need to be done with a Journal Entry.
PO Change Instructions ? Purchase Order Information ?
Change Order Policy/Procedure Vendor

PO Number
The Change Order form is used to request .
specific changes to a purchase order, as Requisition No
listed below. The form will be routed to Current PO Total: §

Purchasing for processing. .
Revised PO Amount: $

m

Change orders should only be used for

the following: Type of change: Please select... [=]

Cancelling a purchase order Increase/Decrease

Cancelling a line item on purchase order Amount

Closing a purchase order to relieve an open | In the space provided below, please include specific details of the change. For example:
encgmbra_nce‘ if the price of a line item has increased or decreased, please include the new unit price.
Adding a line item to a purchase order Give as much detail as possible so your change order can be processed as quickly as

Change quantities for a purchase order line | possible.
Change Index and/or Account No for a

purchase order Changes required: -

Supplier Collin College Purchasing

Fulfillment Fulfillment Address 1: .

Address 2000 characters remaining expand | clear
Total 0.00 ~
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3. Enter the Vendor name.

4. Enter the PO Number.

5. Enter the Requisition No.

6. Enter the Current PO Total: $ amount.

7. Enter the Revised PO Amount: $.

8. Use the drop down to select the Type of change.
9. Enter the Increase/Decrease Amount.

10. In the Changes required: box enter a description of the change(s) including the line
number of the item from the original purchase order.

11. From the Available Actions tab, choose Add and go to Cart then left mouse click on the Go
button.

12. You will need to address any items with a red triangle, such as Req Delivery (date) and
Accounting Codes. Click on the edit button for each of these items to make corrections.

13. Left mouse click on the Place Order button to submit your Change Request to the
Purchasing System Specialist.

14. The PR Approvals tab of your Change Request will show Banner Budget Authorization,

your Organlzatlon Manager, and the PurChaSIng System SpeCIaIISt as Form Approval.

cougarMart = L yr L ol l log =¥ 2012-08-31 CLSMITH 02 | 4 item(s), 10.00 USD
.Ou.l\
eProcurement pprovas eq" ition 32766488 Search for _PR No. : _ o

home/shop | | approvals | | contracts

search exports | saved searches

4 Return to Search Results < 5 of 542 results |» Requisition Number(s) 327664BE
Available Actions: |Add Comment [] \so

Requisition | PR Approvals  Comments | Attachments | History
a 2

I Show skipped steps
? ? ?

=y Banner Budget Authorization Organization Manager Approval Form Approval v
Submitted v v v Completed
Minnie Garcia .
8/31/2012 10:28 AM Approved Approved Approved 8/31/2012 11:33 AM
v’ System v" Bobbie Long v’ Tere Beaty
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New Vendor Add Form

1. Inthe Showcased Services area choose the New Vendqr Add Form to submit a request for a
new supplier to be added.

| Cyndy Smith - System Admin  profile | logout 1
L O CougarMart o Lo ems).
‘_f“ COLLEGE: eProcurement Home/Shop Search for

docurent
search

home/shop | approvals | forms contracts |

| reports |  more >>

admin | contracts

Shop Everything E‘ Go | advanced search

Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categdyies | contracts | chemicals

[Manage Showcases]

Action Items ? Showcased Suppliers ?
=] My Orders
. Joy Western BRW
Requisitions - Recently m - Promorions $\ o e paper
Completed (1) GRADNGER Tnc kA Company !
[# Administrative Items \
Showcased Services browse all ?

Welcome to CougarMart! [5) Purchasing Change Request [-| Non-Catalog Form [2; New Vendor Add Form

CougarMart Approver Guide

2. Er_lter the Name of Business.

| »

New Vendor _
Add Form Available Actions (Click here for details): Add and go to Cart + [Go.| Close | =

m

New Supplier Add Form ?
Bold indicates a Required field. i
Name of Business
Supplier must be personally contacted to request a copy of their Form W-9
which then must be forwarded to Purchasing.
Supplier's Tax ID#

Is supplier already in Banner with a different ) Yes
address? (If yes, please add note in Comments & No
field) -
Comments:
300 characters remaining expand | clear

3. Enter the Supplier’s Tax ID#.

4. Choose whether the supplier already exists in Banner and enter a comment.
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5. The Corporate Address is optional, but the Supplier’s Contact Name is a required field.
Please enter the sales contact here.

Corporate Address (Sales)
Street Address 1

Street Address 2

Street Address 2

City

State

Zip

Supplier's Tell Free Phone Number

Suppliar's Contact Nallles(s)

200 characters remaining expand | clear

Supplier's Phone Number
Supplier's eMail Address

Supplier's Fax Number

m

6. Enter the Supplier’s Phone Number.
7. Enter the Supplier's eMail Address.
8. The Supplier's Fax Number is optional.

9. You must enter the street address where a purchase order can be sent.

Supplier Purchase Order Delivery Address (Business)
PO Street Address 1

PO Strest Address 2

PO Street Address 3

PO City
PO State Flease select... «
PO Zip
Supplier must be contacted to verify that they accept Purchase Orders.
(If they do not accept 2 purchase order, you must select 3 different supplier.])
How will vendor accept delivery of a purchase Elease selact... -
order?

eMail Address for PO Delivery

Fax Number for PO Delivery

m

10. Enter the City, State, and Zip Code where a purchase order can be sent.
11. Select how a supplier will accept delivery of a purchase order.

12. You MUST enter either an eMail Address or Fax Number for PO Delivery.
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13. It is optional to enter the Supplier’s Remit To Address.

Remit To Address (Accounts Receivable) ?

Remit To Street Address 1
Remit To Street Address 2
Remit To Street Address 3
Remit To City

Remit To State

Remit To Zip

lam |

Remit Te Contact
Remit To Phone Number

Remit To eMail Address

14. It is optional to enter if the Supplier participates in the Cooperative Purchasing contracts that
we are approved to use.

| A
Cooperative Purchasing ?
Flease select any/all cooperative contract(s) that apply.

BuyBoard
Collin County Governmental Purchaser's Forum
Educational and Institutional (E&I) Cooperative

State of Texas - Department of Information
Resources

State of Texas - Term Contracts

Texas Multiple Avward Schedule (TXMAS)

OO0 OoOOOO

The Cooperative Purchasing Network (TCPN)

U.5. Communities Government Purchasing Alliance [0

Mon-Catalog Requisition Information ? E
Supplier Collin College Purchasing
Fulfillment Address Fulfillment Address 1:

15. From the Available Actions drop down menu, choose Add and go to Cart then left mouse click on
the Go button.

@ https://solutions.sciguest.com/?&FavoriteProductld=1695095&wantReloadOnClose=1695095&callerScro - Windows E‘@g

New Vendor Add Form Available Actions: | Add and go to Cart \~| Go| close &
- |Add to Cart and Return 2 | |E
New Supplic, (5 Cart :

Bold indicates Add to Draft Cart or Pending PR/PO N
Add to PO Revision
Add To Favorites
Supplier must be personally contacted to request a copy of their Form W-9
which then must be forwarded to Purchasing.

Name of Business

Supplier's Tax ID#

Is supplier already in Banner with a © Yes
different address? (If yes, please add N
note in Comments field) o
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16. Left mouse click on the Proceed to Checkout button.
© CougarMart

COLLIN -
ﬂ_,w COLLEGE eProcurement  (Cart - 841706 - Draft Sl User Last Name (=] el
e for
Requisition
carts approvals contracts dz(:::_’::ﬂ]t reports |  more >>

active cart draft carts | other draft carts | assigned carts | favorites | my requisitions | reminder settings

. 1 « Continue Shopping i

H Shopping Cart for cyndy smith L Item(s) for a tm?ﬂ';:ﬁ? 3; -

estimated tax, shipping & handling: 0.00 USD

Name this cart: \2012—09—06 CLSMITH 01

| Proceed to Checkout | or | Assign Cart |

Have you made changes? | Update | & | @ Help | [Empty cart | | Perform an action on (0 items selected)... |»| Select All T

Collin College Purchasing more info...

Unit
Product Description Price Quantity Total
Ite'sﬂe:‘g’dezdogg New Vendor Add Form  open form... 0.00 UsD 1 0.00usp [

Add to Favorites

‘ More Actions :

17. Left mouse click on the Place Order button in the upper right side of the screen.
\ ©  CougarMart
ﬂ_}' s.-t(l:]ljl-ll:l\: ePr

rement [Summary - 841706 - Sl user Last Name -]
- g or
Draft Requisition

home/shop carts approvals forms contracts dc:;g:;"t | reports |  more >>

active cart draft carts | other draft carts | assigned carts | favorites | my requisitions | reminder settings

General | ¥ ippi gg(ézl;" ¥ Notes and P Notes and TETS a:csj v E:\?ilew
Attachments Attachments

+ Return to shopping cart ¢ Continue Shopping

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

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

Requisition PR Approvals PO Preview Comments Attachments History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H =2

Hide header Hide value descriptions
General ? Shipping ? Billing ?
Cart Name 2012-09-06 CLSMITH | edit | Ship To [ edit | Bill To
01 Attn: Cyndy Smith Accounts Payable
Accounting Date Room: 360 PO Box 8021
L Central Receiving McKinney, TX 75070

Description New Vendor Add form 3452 Spur 399 United States
Priority Normal McKinney, TX 75069
Prepared by Cyndy Smith United States , , -
Prepared for Cyndy Smith View/edit by line item...
Department Purchasing

Delivery Options | edit

(Purchasing) Req Delivery 9/20/2012 -

Original Requisition Details (Bid | edit ‘
Requests Only)

Original

Requisition

Niimher T

View/edit by line item...
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18. Your request for the creation of a new supplier will be submitted to the Purchasing System
Specialist. You will receive an eMail when your request has been fulfilled.

Password Change Instructions

Use the following steps to change your password:

1. Left mouse click on the profile link at the very top center of the window. It is in white
lettering.

[

‘ cougarMart | “profilelogout >R 2012-10-29 PUR_TEMP1 01 | 1 item(s), 128.51 USD | el
COLLIN -

G SR eProcurement  Home/Shop search for E L a e aEE I 55

home/shop document search | contracts | more >>

2. When your profile opens, left mouse click on the yellow Change Password button in the top
center of your screen.

c M t profile | logout W 2012-78-22 PUR_TEMP1 01 | 3 item(s), 228.39 USD
L CougarMar [5 2012 75 22 PUR_TEMPLOL |5 item(), 22835 USD |
G S SProcurement My Profile Search for {ZOTID T L

home/shop |  favorites | forms s iz user |

profile more >

search management

Change ‘l Export | Add C |
User Settings | Purchasing | Permissions | History
User Identification Personal Settings Roles Document Access Email Preferences Navigation Setup ?
First Name
Last Name
Phone Number 1 972 | 758-3872
+1 (972) 758-3872
E-mail Address clsmith@collin.edu Email User
Department Purchasing (Purchasing) B
Position =]
User Name PUR_TEMP1
Please enter a question and answer that we can prompt you with should you ever forget your
password.
Question [~]
Authentication Method Local
Save
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3. Enter your Old Password.

2 https:{fsolutions.sciquest.comf?shDWPOpUp:true&tmstmp=13468?3?6...l =me X
File Edit View Favorites Tools Help

Close

Change Password - User: PUR_TEMP1 () ?

Passwords are case sensitive. The minimum password length is 6
alphanumeric characters.

m

0Old Password
New Password

Confirm New
Password

Change Password

L

4. Enter your New Password.
5. Re-enter your new password in the Confirm New Password field.
6. Left mouse on the Change Password button.

7. You will get a Password change complete message.
2 https://solutions.sciquest.com/?daSubmit=true&showPopup=true - Ch...l =mEn X

File Edit View Favorites Tools Help

Close

Change Password - User: PUR_TEMP1 ( ) ?

m

Password change complete.

L

8. Left mouse click on the yellow Close button.
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Setting up CougarMart Security Question

Setting up your security question in your CougarMart Profile will allow you to utilize the Forgot
your Password? link on the login page.

1. Logiko\CougarMart.

SIGN IN

Password is case-sensitive.

Password g | ]
Forgot your Password?

| SIGNIN |

2. Access your profile by left mouse clicking on the profile link at the top center of the screen.

I profile | logout pisid
L = CougarMart -
‘_,w COLLEGE eProcurement Home/Shop

home/shop document search | contracts | forms

shop

Shop Everything - advanced search

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

Action Items ? Showcased Suppliers .
=) My Orders
Joy. N s Western BRW
No current nor recently m Promotions * for vwRe S Paper

completed orders Inc Company

a7

n




3. You have the option of choosing one of the five pre-defined questions from the Question drop
down near the bottom of the window, or defining your own question.

profile | logout W 2012-08-21 PUR_TEMP1 01 | 1 item(s) 5
CougarMart ; :
eProcurement My Profile hI’r_ 6o

r.

Change Password | Export | Add Comment |

User Settings Purchasing Permissions  History

User Identification Personal Settings Roles Document Access Email Preferences Navigation Setup B
First Name
Last Name
Phone Number 1 972 |758-3872

+1 (972) 758-3872

E-mail Address clsmith@collin.edu Email User
Department Purchasing (Purchasing) M

Position -

User Name PUR_TEMP1

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

Question -

Authentication Method

What was the name of your elementary school?
In what city or town was your first job?

In what city does your nearest sibling live?
What is the middle name of your oldest child?
What street did you live on as a child?

Define your own security question

4. You will need to enter an Answer then Confirm Answer.

profile | logout % 2012-08-21 PUR_TEMP1 01 | 1 item(s), 38.49 USD
L O CougarMart : _ ,
‘_,w COLLEGS eProcurement My Profile [CleR(" @l User Last Name ~ _ ’?

home/shop | document search | contracts | carts | forms

Change Password | Export | Add Comment |

User Settings Purchasing Permissions  History

User Identification Personal Settings Roles Document Access Email Preferences Navigation Setup ?
First Name
Last Name
Phone Number 1 972 |758-3872

+1 (972) 758-3872

E-mail Address clsmith@collin.edu Email User
Department Purchasing (Purchasing) M

Position -

User Name PUR_TEMP1

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

Question What was the name of your elementary school? ~

Answer

Confirm Answer
Authentication Method

Save

5. Left mouse click on the Save button at the bottom center.
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Resetting CougarMart Password

After you have set up your security question, you can reset your password if your account has
been locked.

On your first and second invalid logins, you will get the following window.

7

N\
\J

Collin County Community College

SIGN IN

Please enter your user name and password below to access the application.
These fields are case-sensitive.

I © Invalid login, please try again.

User Name

Password

Forgot your Password?

On your third invalid login attempt, you will get the following window.

£y 5
o @
V' i , gifla.

>

Collin County Community College

SIGN IN

Please enter your user name and password below to access the application.
These fields are case-sensitive.

@ Errors

e Invalid login, please try again.
e Your user account has been locked. Please contact your administrator.

User Name

Password |
Forgot your Password?
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Use the following instructions to reset your password:

1. Left mouse click on the Forgot your Password? link above the SIGN IN button.

2. Follow the displayed instructions.

Collin County Community College

Reset Password

Please enter your user name and the email stored in your user profile. These are case sensitive. An
email with instructions on how to change your password will be sent once the values entered are

validated.

User Name |

Email Address !

sl Leancell

3. Left mouse click on the Go button. The following message will be displayed.

Collin County Community College

Reset Password

Your request has been submitted.
Please check the inbox of the email address provided for instructions on how to change your
password.

4. You should receive an e-mail from CougarMartSupport@collin.edu with a subject of
PASSWORD RESET REQUEST.
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5. Open the e-mail and follow the instructions.

-1 Mail From: <CougarMartSupport@collin.edu= E‘@g

File Edit View Actions Tools Accounts Window Help
3 Close 57 Reply BuReplyAll [dForward ~ & ‘ 2 & 5 ‘

Mail |Properties | Personalizel Message Source | Discussion Thread|

From: <CougarMartSupport@colin.edu> 10/24/2012 9:49:51 AM
To: Smith, Cyndy
Subject: PASSWORD RESET REQUEST

Re: PASSWORD RESET REQUEST
Dear ,

You are receiving this message because you have requested to reset your password. You have
completed the first step, which is to validate your user identity. The next step is to provide and
confirm your new password. Please click on the link below or copy and paste it into your browser
in order to finish resetting your password:

https://solutions.sciguest.com/apps/Router/ResetPassword?Action=auth3
&0rgName=CollinCollege&Username=PUR TEMP1&Ticket=1%3AHmacSHA1%23zw0tdmF1%
23Bu2inNE5LriINgzMdHID02wvemng%3D&Tmstmp=1351090162305201

Please contact your SelectSite Support Team with questions or for any further information.
+1 (972) 758-3873
CougarMartSupport@collin.edu

Support Team Contact Information:
Collin County Community College

Thank you,

6. When the Reset Password window opens, enter the answer to your security question.

BN\
\,:.-‘"
¥

Collin County Community College
Reset Password

Please enter the answer to the security question entered in your profile.

Security Question What was the na
of your elementa
school?

Answer
New Password

Retype New Password
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7. Enter your New Password and retype your New Password.
8. Left mouse click on the Go button.
9. You will be logged into CougarMart.

For further assistance, call Tere Beaty at extension 3873, or Cyndy smith at extension 3872, or e-
mail CougarMartSupport@collin.edu.

Turning Off Messages

Use the following steps to turn off the email preference to receive a message when a Purchase
Order has been sent to a supplier:

1. Left mouse click on the profile link at the very top center of the window. It is in white
lettering.
oy O CougarMart ™™ logout | [5% 2012-08-22 PUR TEMP1 01 | 3 item(s), 228-39 UsD |id
P couikoe eProcurement  Home/Shop search for ST I
2 T -

home/shop i i 5 profile | more >>

2. When your profile opens, left mouse click on the Email Preferences tab.

< S e
) COLLIN cougarMart
s eprocurement My Profile search for [EXTNNES I, ==

search

. document user
home/shop | favorites | forms | profile more >> B

management I

Change d | Export | Add C |
User Settings ” Purchasing H Permissions ” History ‘
User Identification Personal Settings Roles Document Access Email Preferences Navigation Setup ? ‘
First Name
Last Name
Phone Number 1 972 | 758-3872
+1 (972) 758-3872
E-mail Address clsmith@collin.edu Email User
Department Purchasing (Purchasing) Iz‘
Position =]
User Name PUR_TEMP1
Please enter a question and answer that we can prompt you with should you ever forget your
password.
Question E
Authentication Method Local
Save
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3. Under Purchase Orders on the right, scroll down to the Email Preference PO sent to supplier
and check the Override Role box.
' CougarMart

eProcurement

TEMP1 01 | 3 item(s), 228.39 USD ||

Search for L

user
|  more >>
management

My Profile

document
search

home/shop |

favorites |

Change d | Add C |
User Settings | Purchasing | Permissions | History
User Identification Personal Settings Roles Document Access Email Preferences Navigation Setup ?
Email Preference Value Ov;;:ide Email Preference Value OVEOrIr;de
Administration & Integration Purchase Orders
Search Result Export Confirmation r Prepared By - PO Workflow complete x r
PR Export Failure Notification x r Prepared By - PO sent to supplier x r
Shopping, Carts & Requisitions Prepared By - PO line item(s) rejected x r
Prepared By - Cart Assigned Notice x r Prepared By - PO rejected x r
Prepared By - PR line item(s) rejected x r PO submitted into Workflow x r
Prepared By - PR rejected/returned x r PO pending Workflow approval x r i
Cart Assigned Notice v r PO Workflow Notification available x r
Receive PR and PO notifications for Carts x r PO Workflow complete x r
Assigned to Me PO sent to supplier k3
Assigned Cart Processec Email indicating that the system transmitted a purchase order to the 5] x T
Assigned Cart Deleted NSUPPlier. x r
PR submitted into Work{ P° not want to see help on mouse over? Click here to dislat‘)le‘ E_tj\_\_“_\.. x r
PR pending Workflow approval x r PO line item Backorder notice x r
PR Workflow Notification available PO line item Cancellation notice X r
PR Workflow complete / PO created X Settlement
PR line item(s) rejected v o Prepared By - PO Requires Receipt notice x r
Cart/PR rejected/returned v PO Requires Receipt notice v r
Contract Manager
Contract Budget/Tier Notification x r
Contract Date Notifications x r
Ijavascript:openfieldHelp(‘EmaiIPrefPOSentToSuppliar‘) ] % =

4. Left mouse click on the Override Role Value box.

5. Left mouse click on the Save button at the bottom of the page.

CougarMart Training Website

The CougarMart training website can be access thru the My Workplace tab. It will be in the

eProcurement channel right below the My Workplace tab.
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Creating an Open Purchase Order

e Open purchase orders should be evaluated annually to determine the amount spent with the
vendor for the prior year. A current open purchase order should be issued for approximately
that amount but cannot exceed $2,500.00 except under special circumstances.

e The privilege of having open purchase orders is to allow you to get the items you need when
you need them and should only be used for emergency purposes or many small dollar
purchases anticipated for supplies throughout the year.

« For emergency purchases, where an open purchase order is not in place or the item is over
$300, follow the Emergency Purchases procedures described previously.

« Single item purchases of $300 or greater should not be purchased through an open purchase
order. The item should be entered on a requisition in CougarMart and a purchase order issued

prior to making the purchase.

e Receipts must be sent to AP within 3 working days and must have the cost center manager's

signature.

e The open purchase order number must be referenced on the receipt.

home/shop favorites |

Shop Everything []

From the home/shop tab in the Go to: area, choose the non-catalog form.

arMart [poe [ ogout]
.&"u"“\ COII‘lgePrm:uremen;t Home/Shop

W 2072-08-22 PUR_TEMP1 01 | 3 item(s), 228.39 USD |l
Search for I fee

I user

document I I
management

search profile

more >>

Go  advanced search ’

Go to: favorites | forms

non-catalog form J)quick order Browse: suppliers | categories | contracts | chemicals

2. When the Non-Catalog Form opens, begin typing the supplier’s name and a list to select
from will appear, or use the supplier search link.

Catalog No.

Product Description

Notes

Quantity
Packaging (UOM)
Unit Cost

Product Size

If Manufacturer Name is available, enter here.
Manufacturer Name

If Manufacturer Part Mo is available, enter here.
Manufacturer Part No

UNSPSC

The first line of the Product Description should be concise to assist Inventory Control. A maximum of 50 characters is fed into Banner. A more complete Product Description can be entered in
the Notes field below that will be displayed in CougarMart. Quotes can be attached as either an Internal or External Notes and Attachment.

=) https://solutions.sciquest.com/?&FavoriteProductld=1713141&wantReloadOnClose=1713141&callerScro - Windows Internet Explorer | (S e
Non-Catalog Form Available Actions: |Add and go to Cart [*] 6ol close | &
Supplier Info E
Enter Supplier Toda
Today's Electric Inc
Todays Staffing Inc
General Info B

N/A

Open Purchase Order For
Electrical Supplies
Authorized Signatures:
Kenny Lanius
John Scott

157 characters remaining expand | clear

1000 characters remaining expand | clear
6000

EA - Each [~
1.00

Total 0.00
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Enter N/A in the Catalog No. field.

In the Product Description field, enter the words “Open Purchase Order,” not “Standing
order” nor “Standing PO,” along with what the open purchase order is for, and include the
names of Authorized Users.

Enter the dollar amount that you want on the Open Purchase Order in the Quantity field.*

. Enter “1.00” in the Unit Price field.*

*Note: Reversing the figures that you enter in the Quantity and Unit Price fields will allow
Accounts Payable to pay multiple invoices on the purchase order.

Continue the process of creating a requisition using the Non-Catalog Form instructions found
on pages 9 thru 17 of this guide.

. The Open Purchase Order’s Term of Contract should be entered in the External Notes and

Attachments. This should be the term of the Open Purchase Order’s term, not the
contract’s term. Typically, it ends in the current fiscal year and is formatted in this manner
“Term of Contract: 9/1/2012 thru 8/31/2013.”

You will need to do a receiver for the entire amount of the purchase order after it is created
so that Accounts Payable will be able to pay the invoices as they come in.
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How to View the Balance/Transactions Against an Open Purchase Order

Method #1

Login to CougarWeb (http://cougarweb.collin.edu/).
. [ESTET >

/ \ /o z - 5 A Y
\ ‘/Jﬁ\‘!/)| s https://cougarweb.collin.edu/cp/home/displaylogin p ~-aR O H s CougarWeb Login - ... ¥ | I ﬁ-tr x 683
File Edit View Favorites Tools Help X @convert v ESele|

3 A | Suggested Sites v ©| Business Printing Online O.. @ ApplicationXtender Web .. | TimeClock Plus WebClock ... ©| Collin College

CougarWeb
S |

= o
(—

Welcome to CougarWeb

CougarWeb is a portal for
Need help? many elements of your
experience at Collin College.

View Please remember to

Registration always log-out after use.
Demo

Employee
Password Reset

Student
Password Reset

Copyright ©
Collin College 2007

Collin College s on Electronic Communication
By logging in, you agree to adhere to the
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http://cougarweb.collin.edu/

Choose Banner INB (PROD) from the Banner Bookmarks channel.

Welcome Cynthia L Smith

My Account
You are currently logged in.

Content Layout

-
Logout Help

August 9, 2013

Library | Campus Life | Finance [0 GIETES

Employment Details ol =l eProcurement [ E7 7 il GroupWise Web Access H

B Benefits = CougarMart = View your Groupwise Webmail
Bl Direct Deposit = CougarMart Training - electronic requisitioning
B Pay stub training
B Job Details
B Leave Details Intranet Links
B Employee Directory
B w2 Consent Banner Bookmarks ol = = Emergency Response Plan o
[%] W2 Tax and Earnings Statement = hitp:/banner.collin.edu = Pandemic Response Plan
Includes links for Banner Systems (PRCD & Test) = CougarAlert Emergency System
and
Human Resources Links 1|5 | Documentation = Refer information of concern (SOBI)
« HR Website = Student Incident Report
o Benefits Information = Banner INB (DANZ) » Advisory Committee Handbook
o Board Policies = Banner INB (DEV 10g) = Faculty Handbook / Associate Faculty
o CougarHR - Employment Banner INB (SBOX) Handbook
.
Opportunities, Job Descriptions, = All College Council
Evaluations, Hiring = Argos Report Forms and Status
Employee Resources (Procedures
° ET} I‘; el.e Resqurces (Procedures = Calendars, Master and Academic
uidelines) .
LCMS Editor Resources ol =>4 = Committees, Task Forces & Activities
o HRFomms
o Professional Development = Site Studio Login = Bookstore
= Training Schedule = How-to Guides = Internal Auditor
o ePrint = Web Content (LCMS) Online Forms = Business Administrative Services
Budget Development
= Downloads
N Purchasing
Reporting - Enrollment
= Career Coach
j v
Banner Reporting = Counseling Services: Online Screening
< >

Choose PRODUCTION INB.

COLLIN
COLLEGE

j‘ roduction Internet Native Banner (INB)

Contact the Help Desk at
972.548.6555 or via email at

o PRODUCTION INB
AT e AN TR helpdesk@collin.edu.

INB d SSB Test Instances
» SBOXINB|SSB [Banner Documentation |

« DANZINB| SSB
S « Banner

« DEV10gINB | SSB .
Documentation
Bookshelf 8.x
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3. Login.

|.£: | Oracle Fusion Middleware Forms Services E@g

Window OoORACLE

Username:

Password:

Database:

(Qonnectl [ Cancel J

1]

4. Enter FGIENCD Detail Encumbrance Activity in the Go To... field.

5-;'-) Oracle Developer Forms Runtime - Web

File Edit Options Block Item Record Query Tools Help ORACLG

; 74 {
Go To... |[FGIENCD r] we products: [*] Menu | Site Map | Help center
I:IMvBanner My Links
(Banner
1student [*STUDENT] Change Banner Password

JFinancial [*FINANCE]
[J1Human Resources [*HRS]
JFinancial Aid [¥*RESOURCE]
1 General [*GENERAL] personal Link 2

Check Banner Message

Personal Link 1

Personal Link 3
Persaonal Link 4

Personal Link &

Personal Link &

My Institution

. COLLIN
' COLLEGE

-

Press EMTER to start selection o expand/collapse menu. |
Recard: 11 | 1 L | =0gc=

S. Ente;.
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6. In the Encumbrance field, enter the number of the open purchase order beginning with a "P".

|| Oracle Fusion Middleware Forms Services: Open > FGIENCD e 5
ORACLE |

File Edit Options Block ltem Record Query Tools Help
(BOEEEAEE ¥E|lEEE &

%8 Detail Encumbrance Activity Fiﬁ‘iﬁ. (PROD) :--
> Next Block = .

) |
|
/

Next Block.

BB E S

Encumbrance: Encumbrance Period: All ¢

4

The Balance of the Open Purchase Order will be displayed followed by the transactions.
Scrqll as necessary to review all transactions.

|£ | Oracle Msgion Middleware Forms Services: Open > FGIENCD (@] g
Eile Edit lock ltem Record Query Tools Help ORACLE

Encumbrance: Encumbrance Peried: All
Description: ‘Grainger Status: |C— Type: F
Date Established: | 18-JAN-2013 Balance: 0.00 Vendor:  [100002391  [Grainger

N
N
Item: 1 ‘Ni’A—OpEn purchase order for maintenance supplies a
Sequence: Fiscal Year: 13 Status: ’F ’U7 =
COA Index Fund Orgn Actv Locn Proj
c (280307 [110010 [2s0307 [r33470 | |
Encumbrance: 2,500.00 Liquidation: |

—2,5003&«[&|ance: 0.00 ] =
<

Transaction Date

18-JAN-2013
01-FEB-2013
[oFeB2013
18-MAR-2013
18-MAR-2013
[1amar2013
03-APR-2013
23-APR 2013

Type

PORD
INEI

INEI
INEC
INEI

INEI

INEI

CORD

Document Code

P0019430
148327
lo1s037s
0152050
0152043
152052
0153068
P0019430

Remaining Balance

Tran: sactiN

1,500 150000 =
725;':\ 1.230.90
95072 280.18
509.24 \ 789.42
509.24 \ w018 |
11328 \155,90
12614 N
1,000.00 ToagreA

Press Next Record or Previous Record to scroll accountingfransaction details

Record: 1/1 1

| <0sC>
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Method #2

Login to CougarWeb (http://cougarweb.collin.edu/).

a CougarWeb Login - Microsoft Internet Explorer

File Edit View Favorites Tools Help

€ L @ @ @ J\ /j‘ Search ﬁ/ﬂ':(Favovites @ ["v ;;
Address [@ http:{jcougarweb.ceced.eduf VlGo Links > @& ~

CougarWeb
L]

: Sy
——

m Welcome to CougarWeb

CougarWeb is a portal for
Need help? many elements of your
experience at Collin College.
Yiew Registration
Demo Please remember to
always log-out after use.

Copyright @
Collin College 2007

By logging in, you agree to adhere to the Collin College policies on Electronic Communication

&) Done ® Internet

2 CougarWeb - Microsoft Internet Explorer
File Edit Wiew Favorites Tools Help a'

) A | vy 3. R
@ Back - o/ @ @ Lﬂ pSearch \‘/\f Favarites @ o =
Address |&] http: fcougarweb, cored edujrender userl ayoutRoothode. UP v|BJso ks ” & -

COLLIN
OLLEGE

Welcome Cynthia L Smith
ed in.
Logout  Help

G712 Library | Campus Life | Tutorial | My Workplace | Finance

August 1.
Campus Announcements == E Highlight of the Week == E Collin College Newsroom EEE

Collin College Newsroom RSS

8/1/2008
Personal Announcements [=]|E B Collin College Fall Registration
Ongoing
Welcome
Registration Tools [oll=] > Eﬁ CGIDJJ:N
to U
@ Reqgistration Status
Bl Look Up Classes cougarweb
Add or Drop Classes onal Information EEE

wiew addresses and Phones
B view E-mail Addresses
B Update Emergency Cantacts

ookmarks Plus

B Apply for Admission

= Collin College homepage
E3 Course Catalog

B Financial Aid Information

|

I@ D Internet
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http://cougarweb.collin.edu/

1. Left mouse click on the Finance tab.

Left mouse click on the Encumbrance Query link under Finance Quicklinks.

.\ CougarWeb © B8

Welcome Cynthia L Smith
My Account &7 ‘2‘ 5 ‘g

Content Layout You are currently logged in.

Logout Help

Library | Campus Life FIETT<8 My Workplace August 9, 2013
eProcurement [=] &= |F7 | Financial Advisor F [=] i3 |7 i eProcurement

= CougarMart = CougarMart
= CougarMart Training - electronic $1.00 = CougarMart Training - electronic
requisitioning training $0.75 requisitioning training

$0.50

Finance Quicklinks 1oll =1(3¢] $0.25

1 2 3 4 5

[% Budget Queries

[% Encumbrance Query
B Approve Documents Legend Fund Orgn
[% View Document

Adjusted YTD Activity / Available Percent Percent
Budget Commitments Balance Spent Available

1 0.00 0.00 0.00
[% Budget Adjustment 2 0.00 0.00 0.00
B Multiple Line Budget Adjustment 3 0.00 0.00 0.00
B Budget Development 4 0.00 0.00 0.00
B Business Office 5 0.00 0.00 0.00

[% Accounting
B purchasing

Approval Alerts

You have no documents pending approval
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3. Select the Fiscal year.

CougarWeb OLLEGE
o Q|0 O
Groups
Personal Information Student Employee A
Search| | MENU  SITE MAP HELP
Encumbrance Query
7 Choose an existing query and select Retrieve Query or create a new query. Select Submit Query to display the query results. For an
Encumbrance Query to be successful, you must enter a value in the Organization Field or the Grant Field.

Existing Query

Retrieve Query
Fiscal year 2013 W Fiscal period 14 v
Encumbrance Status
Commitment Type All ~
—
] ]
| QOrganization ‘ |965011 | | Location | | |
| [Crnatee [ |
|733110 | | Account Type H |
—
Save Query as: | ‘
O Shared

Submit Query
v

[ Budget Queries | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Budget Transfer |

4. Enter the Fiscal period. The Fiscal period is 1 thru 14 with 1 being the first period (month of
the fiscal year) which is September and 12 being August.

5. Enter the Encumbrance Status (Open, Closed, All).

6. Enter the Commitment Type (All, Committed, Uncommitted).

7. Enter the Chart of Accounts (C).

8. Enter the six-digit Fund number (optional).

9. Enter your six-digit Organization number (used to be your cost center number).

10. Enter the six-digit Account number that you want to query. (Hint: It should start with
THH#HE.)

11. Enter the two-digit Program number (optional).

12. Click on the Submit Query button. This will open a window listing all of your purchase
orders for that Organization and Account.
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13. You can left mouse click on the purchase order hyperlink to see all of the transactions against

this open purchase order.
CougarWeb

S YR

Groups

ion Student Employ
fa)

7 select the Document Number link or the Document Code link to display the entire document.

Selected Document
Encumbrance Detail Status Report

By Document, Account Distribution
Period Ending Aug 31, 2013
As of Aug 09, 2013

Chart of Accounts C Collin County Community College Dst Commitment Type Uncommitted
Document Number P0018253 Document Date  Sep 11, 2012
Transaction Description Texas Press Clipping Bureau

Document Detail

Document Rule Original Encumbrance Encumbrance  Year to Item Sequence Fund Organization Account Program Activity Location
Code Class Encumbrance Adjustments Liquidations Date Number Number
Code
10141070  INEL 0.00 0.00 (221.68) 0.00 1 1110010230105 712370 35
10147060  INEI 0.00 0.00 (181.45) 0.00 1 1110010230105 712370 35
10145221  INEI 0.00 0.00 0.00 261.91 1 1110010230105 712370 35
10147060  INEL 0.00 0.00 0.00 181.45 1 1110010230105 712370 35
10155849  INEI 0.00 0.00 0.00 276.81 1 1110010230105 712370 35
10145221  INEI 0.00 0.00 (261.91) 0.00 1 1110010230105 712370 35
10151639 INEL 0.00 0.00 (287.24) 0.00 1 1110010230105 712370 35
10157688  INEI 0.00 0.00 0.00 270.85 1 1110010230105 712370 35
10157688  INEI 0.00 0.00 ( 270.85) 0.00 1 1110010230105 712370 35
10151639 INEL 0.00 0.00 0.00 287.24 1 1110010230105 712370 35
10143037 INEI 0.00 0.00 (321.51) 0.00 1 1110010230105 712370 35
10153927  INEI 0.00 0.00 ( 281.28) 0.00 1 1110010230105 712370 35
10155849  INEL 0.00 0.00 (276.81) 0.00 1 1110010230105 712370 35
10141070 INEI 0.00 0.00 0.00 221.68 1 1110010230105 712370 35
10153927  INEI 0.00 0.00 0.00 281.28 1 1110010230105 712370 35
v

14. If there are more than 15 transactions for this record, a Next 15> button will be displayed at
the bottom. Click on this button to see more transactions.

Searching for Supplier Information

1. From the home/shop tab, select Supplier Profile in the first Search for field and type in the
supplier name in the second Search for field, then click Go.

2. Left mouse click on the supplier name.
CougarMart oo o]

unu\
& COLLEGE eProcurement  suppliers

home/shop | document search | contracts

suppliers

Search Home Depot Go| Advanced search

Enter search terms such as Legal Company Name or Supplier ID.

Showing 1 - 1 of 1 results

Results per page Sort by: | Best Match v «|/Page1of1/» legend ?

Legal Company Name
(DBA)

v Home Depot Crelit Services B

Active Type Preferences
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3.

4.

Left mouse click on the Fulfillment Addresses tab.
L © 00ugarMart [profit: | logout ] (5= 20130314 PUR_TEMP1 01 | 1 item(s), 20.83 USD |J§

COLLIN g = Conr m -
S SR eProcurement  Supplier Profile - Home  Seurch ENTEERTIEN I =
= - or
De:pot Credit Services
home/shop | document search | contracts supplier management m
suppliers
Supplier Home Depot Credit Services
Fulfillment Remittance . . Price File .
S
ummary General Contacts Addresses Addresses Item/Price | Showcase/Classes Integrations AETOES History
2
General Supplier Info ? Default Ordering Info ?
Supplier Name Home Depot Credit Services Order Distribution Fax +1 (972) 569-6782
Supplier ID 13445278 Payment Method purchase Order
Supplier Number 100002440
Active v Addresses
Order Acknowledgement X Ordering Address Phone Number +1 (972) 569-6784
Advanced Ship Notice X Fax Number  +1 (972) 569-6782
e-Invoicing X Address Acct #6035 3225
0388 14390
Contacts 1515 N Central
Darryl Contact Type Technical Contact Expy
Tieken McKinney, TX
Phone Number 75070
Toll-free Phone Number us
Fax Number Remittance Address PO Box 183176
Email Darryl_Tieken@homedepot.com Address Dept 32-2503881439
Columbus, OH 43218-
Richard Contact Type Technical Contact 3176
Nyberg Phone Number us

If there are multiple fulfillment addresses for the vendor, they will show in the Addresses
field on the left hand side. In the screen shot below, it shows that Home Depot Credit
Services has seven (7) business addresses. The default address will be highlighted and detail
for that address will be shown on the right hand side of the screen.

To see detail for the other business addresses, click on one of the other addresses and the
details will show on the right hand side of the screen. Continue viewing the detail of the

various addresses until you find the one you are looking for.

e © cougarMart profile | logout R 2013-03-14 PUR_TEMP1 01 | 1 item(s), 20.83 USD |P§
COLLIN g = C m 3

i SRS eProcurement  Supplier Profile - Home ~ Search EEIESTINS I =

or

Depot Credit Services

home/shop ument search | contracts supplier management m

suppliers

Supplier Home Depot Credit Services

Fulfillment Remittance Price File

Summary General Contacts Addresses Addresses Item/Price  Showcase/Classes Integrations S History
?
ﬂddresses \ General  Contacts | Ordering | History
Default Settings for this Supplier ?
Business 1 Override
Business2 Vales
. Values
Business 3 Name Business 2 %]
Business 4 Address 1D Business 2 %]
Business 5 3rd Party Address ID g
Business 6 Active v %]
Qusiness 7 / Primary Address (used as v ]
default in application)
Current Primary Address Business 2
Remit To Address Vendor/Remit To 1 ]
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Selecting a Different Fulfillment Address for a Supplier

1. Inthe Non-Catalog Form, you can begin to type the supplier name in the Enter Supplier field
and select the supplier that you are looking for.

=
£ | https: /jusertest. sciquest. com/apps/Router/NonCatalogForm?FormId=1103018&tmstmp=1307395636525 ~| o
~
MNon-Catalog Form Available Actions (Click here Jbr details): [Add and go to Cart ~| | Go Close |
supplierygnfo i
Enter Supplier |hgme| |
| Home Depot Credit Services |
General Info i
Catalog No. [
The first line of the Product Description should be concise to assist Inventory Control. A maximum of 50 characters is fed into Banner. Please
follow the first line with a full description for viewing in CougarMart. Quotes can be attached as either an Internal or External Motes and
Attachment.
Product Description
254 characters remaining expand | clear
quantity —
Packaging {(UOM) [ |[Ea - E3ch ~
unit cost —
Test HTML Field here is some html
Product Size [ 1 ~|
If Manufacturer Name is available, enter here.
Manufacturer Name | ‘
If Manufacturer Part No is available, enter here.
Manufacturer Part No | ‘
External Attachments L
add attachment...
Total 0.00
Done &P Internet Fo100% -

2. The supplier information will populate into the form. If the default address is not the address

you need then use the select different fulfillment center link to choose the correct address.

e d p ]
£ | https: /jusertest. sciquest. comBmgs/Router/MonCatalogFarm?tmstmp=1307396788391 ~| &
e
Mon-Catalog Form Available Actions (Click here for details): |Add and go to Cart V‘ Go close |
Supplier Info 7
Supplier Home Depot Credit Services more info...
select different supplier
Fulfillment Address Business 2: (preferred)
Acct #6035 3225 0388 1439
1515 Morth Central Expy
McKinney, TX 75070 US
select different fulfillment center
Supplier Phone +1 (972) 569-6754
Distribution
The system will distribute purchase orders using the method(s) indicated below:
Fax +1 (972) 569-6782
Manual
General Info £
Catalog No. |
The first line of the Product Description should be concise to assist Inventory Control. & maximum of 50 characters is fed into Banner. Please
follow the first line with a full description for viewing in CougarMart. Quotes can be attached as either an Internal or External Notes and
Attachment.
Product Description
254 characters remaining expand | clear
Quantiry — |
Packaging (UOM) [ |[Ea - Each -
Test HTML Field here is some html
Product Size | || -
If Manufacturer Name is available, enter here. -
&P Internet L 1o0% v
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3. Alist of all of the fulfillment addresses for that supplier will open. Left mouse click on the
Select_button next to the address that you want to choose. The address selected will populate
into the TOrm

& https:{fusertest.sciquest.cofapps/Router/FormSupplierSearchPopup?Tmstmp=132561525707186B8&Param - ... _ E|fz|

€ | httpsifjusertest, sciquest, com/ apps (R.outer/Form Spele SearchPopup? Tmskmp= 132561525707 1 8688Par am_Supplierld=134452 78%Par ambction="S2ear &
Results per page B Page 1 of 1 E' ?
Supplier Name/Address Select
Home Depot Credit Services
Business 1: PO Box 6031 The Lakes, NV 88501-6031 US Select
Business 2: Acct #6035 3225 0388 1439 1515 North Central Expy McKinney, TX 75070 US Select
Business 3: Acct #6035 3225 0388 1439 4600 State Hwy 121 Plano, TX 75024 US Select
Business 4:; Acct #6035 3225 0388 1439 1224 N Central Expy Flano, TX 75074 US Select
Business 5: 6200 W Park Blvd Plano, TX 75093 US Select
Business 6: 909 McDermott Dr Allen, TX 75013 US Select
Business 7: 1801 Parker Rd Plano, TX 75023 US Select
€ Internet E100% -

4. You can also left mouse click on the supplier search link under the Enter Supplier field.

0 do p 2
£ | https:/jusertest, sciquest. corm/apps/RouterMonCatalogFarmeFarmld=1103020akmstmp=1 307397 285561 v | oy
MNon-Catalog Form Available Actions (Click hege for details): |Add and go to Cart vl Go cClose |
Supplier Info 7
Enter Supplier |
or
supplier search
General Info I

Catalog No.

The first line of the Product Description should be concise to assist Inventory Control. A maximum of 50 characters is fed into Banner. Please
follow the first line with a full description for viewing in CougarMart. Quotes can be attached as either an Internal or External Notes and
Attachment.

Product Description

254 characters remaining expand | clear
quantity —
Packaging (UOM) | || EA - Each vl
Unie Cost —
Test HTML Field here is some html
Product Size | || .,l

If Manufacturer Name is available, enter here.
Manufacturer Name | |

If Manufacturer Part No is available, enter here.
Manufacturer Part No | |

unsese R

External Attachments

add attachment...

Total 0.00 ¥
i) &P Internet H100% v
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Type the supplier name in the Supplier field and left mouse click on the Search button.

& https:/fusertest.sciguest.comfapps/Router/ForrSupplierSearchPopup? Tmstmp=132561551175#855 - Windows... |Z| |E| fz|
i€ | httpsiffusertest,sciguest, com/ apps/Router/FormSupplier SeachPopup? Tmstmp=1325615511252855 hd ﬂ

i
Supplier Search \ / r S

Supplier |hornE v / |
Results per page /

W

Dane @ Internet H100% T

The list of fulfillment addressesd for the supplier will open up, and you can left mouse click
on Select to choose the desired address.

= https:fusertest.sciguest.comfapps/Router/FormSupplieySearchPopup - Windows Internet Explorer ._ E|r>_(

& | https:ffusertest.sciguest. com|apps/Router/FormSupplierSearchPopup v =

Supplier Search \ ?

Supplier |horne \ |

Results per page 20 |»
Search | Cancel |
Results per page Suppliers found: 1 [a]Pageiofifx] =
Supplier Name/Address Select
Home Depot Credit Services
Business 1: PO Box 6031 The Lakes, NV 88501-6031 US Select
Business 2: Acct #6035 3225 0388 1439 1515 Morth Central Expy McKinney, TX 75070 US Select
Business 3: Acct #6035 3225 0388 1439 4600 State Hwy 121 Plano, TX 75024 US Select
Business 4: Acct #6035 3225 0388 1439 1224 N Central Expy Plano, TX 75074 US Select
Business 5: 6200 W Parlk Blvd Plano, TX 75093 US Select
Business 6: 908 McDermott Dr Allen, TX 75013 US Select
Business 7: 1801 Parker Rd Plano, TX 75023 US Select
€ Internet & 100% v
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Creating a New Fiscal Year Order in the Current Fiscal Year

1. After creating your cart, left mouse click on Proceed to Checkout button.

cou arMart profile | logout °® 2013-03-14 PUR_TEMP1 01 | 1 item(s), 20.83 USD
COLLIN g el - :
M S eProcurement  Cart - 37881531 - Draft S suppicrprotie Ml
. o cr
Requ

| more >>

g - </ Continue Shoppi
ﬁ Shopplng Cari o T TENE ontinue Shopping 1 Item(s) for a total of 20.83 usp

subtotal: 20.83 USD

oy 2013-03-14 PUR_TEMP1 01 estimated tax, shipping & handling:  0.00 USD
Name this cart: -03- —

‘ Proceed to Checkout | or ‘ Assign Cart |

Have you made changes? | update & | © Help | [Emptycart | |Perform an action on (0 items selected)...[»| Select All []
Moore Medical LLC more info...
Product Description Unit Price  Quantity Total []
ftem added o»  Hypodermic Syringe, Luer Lock Tip, clear syringe barrel, 20.83usp 1 20.83 usp [
. " - BX

sterile, 20cc, 50/box =

|: Part Number 84127

Remove
Contract 3268-3 more info...
n Annual Contract for Medical Supplies for Health Sc...

2. Address all required fields as indicated by this warning symbol: &k,

3. Once the required fields are completed, click on the Summary tab, which is under the
Requisition tab.

Left mouse click on edit button located in the General section.

profile | logout W 2013-03-14 PUR_TEMP1 01 | 1 item(s), 20.83 USD
~ . CougarNlart - S
e SSlE eProcur:ment  Summary - 37851531 - search EERERT I I
- mar or
Draft Requisition

home/sh document search | contracts | more >> m

active cart carts | favorites | my requisitions | 2

Plac
> nternal SHEE] erms
1. ggfj?,u_' «Ng [ & Notes and % Notes and El;:sc?)il and R "
& Attachments Attachments Y Conditions ;

4+ Return to shopping cart < Continue Shopping

o All done! Th d information has been completed and this request is ready to be
submitted

u have reviewed the details, you may continue by clicking the button at the top of the

/
Requisition pp/Approvals H PO Preview H Cojnments H Attachments H History|
Summary Shipping Billing Accqunting Codes Supplier Info Taxes/S&H =2 2 ‘
Hide header L Hide value descriptions
General VvV ? Shipping ? Billing ?
Cart Name 2013-03-14 edit | Ship To Bill To
PUR_TEMP1 01 Attn: Cyndy Smith Accounts Payable
Accounting Date Room: 360 o PO E_sox 8021
. Central Receiving McKinney, TX 75070
Description 3452 Spur 399 United States
Priority Normal McKinney, TX 75069
Prepared by PUR_TEMP1 United States
Prepared for PUR_TEMP1 View/edit by line item...
Department Purchasing Deli Opti
(Purchasing) elivery Oplions

Req Delivery 3/28/2013
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5. A pop up window will open after you click on the edit button. Enter 09/01/2013 in the
Accounting Date field, enter “FY14 Classroom Supplies” or “FY 14 Classroom Equipment”
in the “Description” field and then left mouse click on Save button.
a0 s CougarMart o ssisa1 . e EETT E—
Draft Requisition -

| document search | contracts c7(ts |

d-aft carts | favorites | my requisitions
A i nternal
E Billing @ ~ccounting 1 @ Notes and
Codes
Attachme its

] All done! The required information
submitted.

I'= 2013-03-14

home/shop more >>

Final
=
Assi

4 Return to shopping cart ¢ Continue Shopping

active cart

erms
and
Conditions

P General P Noes and

’.ttachments

‘en completed and this request is ready to be

Once you have reviewed the defj
page.

, You may continue by clicking the button at the top of the

Requisition H PR Appmvals” PO Preview” Comm%ﬁachments” History‘

Summary hipping Billing Acc fig Codes Supplier Info ~ Taxes/S&H = 2 ‘
Hide header Hide value descriptions
General Y X shipping ? Billing ?
Cart Name [2013-03-14 PUBATEMP/01] | ghip To Bill To

Accounting 09/02/2013 & Attn: Cyndy Smith Accounts Payable
Date mmy/dd/yyyy Room: 360 PO Box 8021
- . Central Receiving McKinney, TX 75070
D t :
escription |FY14 Classroomﬂjpplles X\ 3452 Spur 399 United States
Priority McKinney, TX 75069

Prepared by PUR_TEMP1,

United States

Vi dit by | item...
Prepared for ~ PUR_TEM iew/edit by line item

Select a gfiferent user...

/ K Delivery Options
Purchgfing (Purchasing)

Req Delivery

Department 3/28/2013

M Cancel

View/edit by line item...

6. After you save the information on the General section, leave the cart in the cart stage until
July 1* for classroom supplies or September 1% for other orders. See next page for rules
related to submitting new fiscal year orders for more information.

Left mouse click on the edit button beside Delivery Options on the Shipping tab to change
the Req Delivery (Date) to 8/1/2013 then left mouse click on the Save button.

Requisition H PR Appmvals” PO Preview” Comments H Attachments” History‘

Summary Shipping Billing Accounting Codes Supplier Info = Taxes/S&H = 2 ‘
Hide header Hide value descriptions
General ? Shipping ? Billing ?
Cart Name 2013-03-14 edit || Ship To Bill To
PUR_TEMP1 01 Attn: Cyndy Smith Accounts Payable
Accounting Date  9/2/2013 Room: 360 PO Box 8021
L Central Receiving McKinney, TX 75070
DeEieier VA C v 3452 Spur 399 United States
Supplies McKinney, TX 75069
Priority Normal United States
Prepared by PUR_TEMP1 View/edit by line item...
Prepared for PUR_TEMP1
. T Delivery Options
Department Purchasing Req Deli 3/28/2013
(Purchasing) €q Dellvery
Delivery Options ?2 X

& Accounting Codes values vary by line

Req Delivery

[3/28/201 e

mm/dd/yyyy

M Cancel
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REQUISITIONS FOR THE NEXT FISCAL YEAR WILL BE PROCESSED AS
FOLLOWS:

« Requisitions for the next fiscal year will not be processed until July 1st (or after) of the
current fiscal year.

« Carts, for classroom supplies only, can be created beginning May 1° of each fiscal year
and kept in the Cart stage until July 1st. On July 1st, you can click on Proceed to
Checkout to submit your orders that need to be processed for delivery prior to
the beginning of the fall semester. They should have an Accounting Date (shown in the
General section of the Requisition Summary) after September 1st. The delivery date for
requisitions in CougarMart automatically defaults to 14 days after the date the draft cart
is created. For classroom supply orders placed in July, the delivery date must be changed
to August 1 or after. Choose CougarMart Clause 248 that states "*** Do NOT deliver
before August 1, 20YY.*** (See step 35 on page 18 for instructions on selecting and
saving a document level clause.) Only orders for classroom supplies for the next fiscal
year will be processed prior to September 1st. A best practice would be to name your
cart starting with the FY designation so that you will know which carts are for the new
fiscal year.

 If you have created a Cart(s) for next fiscal year and need to order items using the current
fiscal year funds, be sure and add the items for the current year order to a new cart.
Remember, when you have an active cart and start the shopping process in CougarMart,
any items you select to Add to Cart will automatically go into the active cart.

o If you are creating a cart for next fiscal year and are ordering from one of the “punch-
out” suppliers (i.e. Dell, Fastenal, Grainger, Joy Promotions, KI, Plano Office Supply,
Western BRW Paper Co., or VWR) you are advised to wait until closer to the date that
the order can be placed, such as 8/1/20YY, as the items or item prices could possibly
change if held too long.

« All requisitions for the next fiscal year that are created prior to September 1st must have
an Accounting Date (Transaction Date) within the month of September. September will
be the only month that is open prior to the fiscal year beginning; therefore, you will not
be able to use a Transaction Date that is not in the month of September. Unlike Banner,
if you forget to put the 09/01/20YY date, it can be changed up until a purchase order is
issued.

e You cannot Proceed to Checkout for any carts for items other than classroom supplies
prior to September 1st. You can create your Cart with the 09/01/20YY Accounting Date,
but should not click on the Proceed to Checkout button until 09/01/20YY. Again, these
orders will not be processed until September 1st or after.

« All orders created for the next fiscal year will be in suspense until the budget is approved
by the Board of Trustees and loaded into Banner.
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Receiving: Receiving Goods FPARCVD Form in Banner

The Receiving Goods Form (FPARCVD) is used to log in goods or services received as the
result of a previously processed purchase order. In order for Accounts Payable to process a
check for a vendor, a receiver document must be completed on FPARCVD for each Regular
Purchase Order. Open Purchase Orders in CougarMart require a receiver for the entire amount of
the purchase order after it is created so that Accounts Payable will be able to pay the invoices as
they come in.

Quick Tip
The most direct method of accessing the Receiving Goods Form is to enter FPARCVD in the
Direct Access field (Go To...) on the Banner Main Menu and press Enter.

Direct Access field

|

|£:| Oracle Fusion Middleware ’orms Services =ae X
Eile I Tools Help ORACLE

=] | B W [y [ I B E TG @@ | X

& General Menu GUAGMNU 8.4.2 (SBOX) - Thursday, June 13, 2013 - Last login Friday, May 10, 2013 09:25:32 AM

Go To..[FPARCVD [+] Welcome, Cynthia Smith. Products: E| Menu | Site Map | Help Center
My Banner ~ My Links

JBanner

(1Student [*STUDENT] Change Banner Password

JFinance System Menu [*FINANCE]
L1General Ledger [*FINGENLL]
LIFinance Operations [*FINOPER]
Stores Inventory [*FINSTORES] Personal Link 2
JdPurchasing and Procurement [*FINPURCH]

LIRequest Processing [*FINREQST]
CPurchase Order Processing [*FINPO] Personal Link 4
(1Bid Processing [*FINBIDD]
Receiving Processing [*FINRECV]

Check Banner Messages

Personal Link 1

Personal Link 3

Personal Link 5

e 1 Personal Link 6

B Receiving Goods Query [FPIRCVD]

B Purchase Orders by Vendor [FPIOPOV]

B Open Purchase Orders by Buyer [FPIOPOB]
B Open Purchase Orders by FOAPAL [FPIOPOF]
Bl Receiving/Matching Status Query [FAIIREC]

Bl Receiving/Matching Detail Query [FPIIREC] 0
e

Press ENTER to start selection or expand/collapse menu. | J

My Institution

Record: 111 | 1 | | =osC=
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1. The Receiving Goods [FPARCVD] form opens with the cursor in the key block. To initiate a

new receiver document, type NEXT in the Receiver Document Code field and Next Block
(Ctrl+Page Down).

Next Block

|£ | Oracle Fusion Middlewar

O9én > FPARCVD

|

File Edit Options Block Item Hecord ery Tools Help

ORACLE

B E BB E I W Ha & BB FR G £ & @0 X

n d PAR 6 B

Receiver Document Code:  |NEXT| 3

|»

Receiving Header

Receiving Method: E
Carrier: | E”
[ =

Received By: |

Date Received: O Text Exists

Packing Slip

[ Text Exists

I
—

Packing Slip:
Bill of Lading:

Purchase Order

Purchase Order: EI

Buyer: |
Vendor: | |

® Receive Items = Adjust Items

I N
Enter a Receiver Document Code or use MEXT for automatic assignment.
Record: 11 | o | | =<0sC=

2. A Receiver Document Code (Y+7digits) will be assigned. Make note of this code for your
records.

Find|%

Receiving Description
E A0
RECD  Meeds received
|

4. Tab to or click on the Date Received field.
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Receiving Method field Receiver Code assigned

%Receiving Goods: FPARCVD 8.6 (SBOX)

Receiver Docum&nt Code: |yo021571  ~

Receiving Headé& Ll

Receiving Method: | EI

Carrier: | E|
Date Received: 13-JUN-2013 @ D Text Exists
Received By: |CLSMITH

The Date Received and the Received By fields are automatically filled in by the system. The

Received By field is filled in with your Banner User ID.

System date; can System fills
be overridden in User ID

|| Oracle Fusion Mi\}QIeware Forms Services: Open > FPARCVD/ EIM

File Edit Qptions B\Qck Item Record Query Tools #ﬂp ORACLE

BYE I BERE %7 28R @ A RBI S & ¢ 412 @1 X

Receiving Header

Receiving Method: E

Carrier: ‘ E”

Date Received: 13-JUN-2013 @ / [ Text Exists
Received By: ‘CLSMITH |4

Packing Slip

Packing Slip: EI [0 Text Exists
Bill of Lading:

Purchase Order

Purchase Order: EI ® Receive Items < Adjust Items
Buyer: ‘
Vendor: ‘ |
More... _
N R »
Enter the Receiving Method Code; LIST is available. |
Record: 1/1 | .. | Listofvalu... | | <osc>
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6. Toadd comments to this document regarding the goods received, go to the Options menu and
left mouse click on View Receiving Text [FOATEXT] then follow steps 6a — 6d. OTHERWISE,
PROCEED TO STEP 7.

a. The General Text Entry FOATEXT form opens. You can enter up to 50 characters of text per
line. Arrow down (using your keyboard) as necessary to enter additional lines of text.

b. Save (F10) your changes when you have completed your text entry.

c. Exit (Ctrl+Q) to return to the Receiving Goods form.

Enter Receiving
Comments in this area

Type: ’FF Code: |Y00 1571 [T Default Increment: 10
Text / Print Line

|Enter up to 50 characters per line. ‘ ] 10

|Arrow down for additional lines. [ 20

|Remember to SAVE (F10) your changes and EX]T| L]

| 5 .

d. The Text Exists checkbox is now checked on the form, indicating that there is receiving
text for this document.

yé'_g F!.El:Ei"."irlg [3,:“:“:]._; FRARCWD 7.0 |:TF'.I'-."”'-]:| ''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''

Receiver Document Code 0049012 [+

Receiving Header

Receiving Method: |wrU E] Will Pick Up

Carrier: 1362407381 [ ¥]|United Parcel Services
Date Received: N&-MAR-Z 006 @

Received By: |TRP.INER

7. Click in the Packing Slip field and enter the Packing Slip number. The vendor normally
supplies this number. If you don’t have a packing slip number, you can also enter the
associated purchase order or requisition number as a reference. Note: This is a required
field and cannot be left empty.
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8. OPTIONAL: Click in the Bill of Lading field and enter the bill of lading.

9. Click in the Purchase Order field and enter the purchase order number you want to receive
(Format: P####H#H where # is a numeric digit 0-9) and PROCEED TO STEP 10. If you

need to look up the purchase order number, click the Search icon (B) to the right of the
Purchase Order field and follow steps 9a — 9h.
a. The Option List dialog box appears. Click Purchase Order Validation (FPIPOHD).

’Eg Option List

Purchase Order Validation (FPIPOHD}
Purch/Blan ange Lizt (FPIPURR)

Open PO By Vendor (FPIOPOY)

Cancel

b. The Purchase Order Validation FPIPOHD form opens in query mode.

c. Enter your search criteria in any combination of the following fields: PO (purchase order
number), Change Sequence, Blanket, Class, Buyer Code, PO Date, Vendor, Origin,
Reference Number, Deliver by Date, Completed, and Approved. You can use % as a
wildcard character in your search. Note: Searches are case sensitive and any date
criteria must be entered in the format of DD-MON-YYYY.

PO Change Sequence Blanket Class Buyer Code PO Date
ﬁ [ T B e | |
Vendor Origin Reference Number Deliver by Date
Completed Approved Amount

| 1| 1
4] 3

Enter a query; press F8 to execute, Cirl+Q to cancel |
Record: 11 | | Enterqu. | | =osC=

d. Execute Query (or press F8 on your keyboard) to perform the search.

e. The Purchase Order Validation FPIPOHD form returns all matches. Scroll down as necessary
to locate the PO you are looking for.

f. If you need to search again, use Enter Query (press F7 on your keyboard) and RETURN
TO STEP 9c.
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g. Once you have located the PO number you are looking for, double click in the PO field
to return the PO number to the Receiving Goods form.

PO Change Sequence Blanket Class Buyer Name PO Date Deliver by Date
[ [ | |keith Hickman [o3-mar-2006 [31-mar-z006 (]
Yendor Origin Reference Number
[s00025297  [voung, Adrian M. r
Completed Approved Amount
B v T
PO Change Sequence Blanket Class Buyer Name PO Date Deliver by Date
[poosesrz [ ] [ [ |pauia wonnoutka [03-mar-z006 [03-mar-z006
VYendor Origin Reference Number
|38321D?96 |Advanced Technalogies Consultants '—
Completed Approved Amount
3 ¥ [ sam

h. The Purchase Order number is returned to the Receiving Goods form.

10. The radio icons for Receive Items and Adjust Items give you the opportunity to choose to
process this document as a receiver or as an adjustment. An adjustment is a negative
receiver that allows you to correct data entry errors that have previously been posted. Note:
when entering an adjustment, you can enter negative quantities to reduce a previous quantity
received.

'-’%’.Receiw’ng Goods FPARCVD 8.6 (SBOX)

Receiver Document Code: |Y0021571 <

Receiving Header

Receiving Method: EI

Carrier: | E”
Date Received: 13-JUN-2013 @ ¥ Text Exists
Received By: |CLSMITH

Choose to process document as a
Receiver or as an Adjustment

Packing Slip

Packing Slip: 123456 El COText Exists

Bill of Lading:

/ N\

Purchase Order j \

Purchase Order: |JOPDEE El ® Receive Items  Adjust Items
Buyer: |See PO in CougarMart
Vendor: |100002069 |Business Printing Inc

11. The Buyer and Vendor fields fill in automatically from the purchase order document entered.
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12. If all items listed on the original purchase order were received, choose Receive All Purchase
Order Items from the Options menu and then Next Block (Ctrl+Page Down). All the required
fields will be filled in automatically for you.

13. If you only received a partial shipment, choose Select Purchase Order Items [FPCRCVP] from
the Options menu and follow steps 13a — 13m.

Block Itemn Record Query To

Receive all Purchase Order Items
Select Purchase Order Items [FPCRCWP]

a. The Receiving Goods PO Item Selection FPCRCVP form opens, displaying all the commodities
for this purchase order.

b. Next Block (Ctrl+Page Down) and then click the appropriate Add Item checkbox(es) to
choose which items you want to receive and then Save (F10).

Click to select
items to receive

Purchase Order: P0020537 Blanket Order Nu¥pber: p
Receiver Document: [Y0021571 Packing Slip: 123456
Vendor: 100002069 [Business Printing Inc
Text Quantity Add
Item Commodity Exists U/M Quantity Accepted Item
1 -Business Cards NONE EA 1 o 0=
2 -Business Cards NONE EA 1 o O
3 -Business Cards NONE EA 1 0 O
O -
A | »
Checkto include all items without text. Press COMMIT to copy; \
Record: 1/1 [ | | | <osC>

c. Exit (Ctrl+Q) the Receiving Goods PO Item Selection form. You will get a Banner window
asking “Do you want to save the changes you have made?”. Left mouse on Yes.

"# Receiving Goods PO Ttem Selection FPCRCVP 8.5 (SBOX)

Purchase Order: P0020537 OReceive All Blanket Order Number:

Receiver Document: Y0021571 Packing Slip: 123456

Vendor: 100002069  Business Printing Inc

Text Quantity Add
Item Commodity Exists U/M Quantity Accepted Item

1 -Business Cards 0 =
2 -Business Cards ® Do you want to save the changes you have made? 0
3 -Business Cards 0

( Yes || No J( Cancel J

O 00E &8 &
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d. You will get a Forms window stating FRM-40400: Transaction complete: 3 records
applied and Saved. This message will also be displayed at the bottom right. Left mouse
click on the OK button.

" Receiving Goods PO Item Selection FPCRCVP 8.5 (SBOX) =
Purchase Order: P0020537 OReceive All Blanket Order Number:
Receiver Document: Y0021571 Packing Slip: 123456
Vendor: 100002069  Business Printing Inc
Quantity Add
Item Commodity uU/M Quantlty Accepted Item
1 -Business Cards 0 &
2 -Business Cards ® FRM-40400: Transaction complete: 3 records applied 0 o]
3 -Business Cards and saved. 0 I}
]
O
D Al
] e e e o e | »
FRM-40400: Transaction complete: 3 records applied and saved. ‘
Record 073 [ | | | =osC>

e. Next Block (Ctrl+Page Down). The Commodity window appears. The commodity
information will default from the purchase order.

Current Quantity Current Quantity :
Received and Rejected Click to mark
item(s) as final
Accepted

Receiver Docurhent Code:  [Y0021571 Packing Slip: 123456

Purchase Order: PO020537 Vendor: ‘Business Printing Inc

Item: Commodity Record Count: 3

T

Commodity Code Description u/Mm FOB Code

| Bugjness Cards [N Stock Item EA ,_B " Final Received
Quantity To Date Current
Received: Uu/M: EI
Rejected: u/M: EI

[=]

\ o |
Returned: U Primary Location: EI
Accepted: 0 Sub Location: E
Ordered: 1

COItem Suspense

CTolerance Suspense

" Tolerance Override

f. The Description field will display the overwritten commodity description (if it was
entered).

g. The Final Received checkbox allows you to indicate if this item on this receiving
document is the last of that commodity item to be received. If you have received this
entire commaodity item, click to check this box.
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14.

15.

16.

17.

18.

19.

20.

h. Click in the Current Quantity Received field and enter the quantity of goods received
and accepted for each item being received.

I. If necessary, click in the Current Quantity Rejected field and fill in the quantity of items
rejected and press the TAB key on your keyboard.

Review all the information on the receiver for accuracy.
Next Block (Ctrl+Page Down) or select Access Completion from the Options menu.

If you want to save the document for additional modifications at a later time, click the In
Process icon in the Completion window at the bottom of the screen.

If you are finished with the document, click the Complete icon in the Completion window at
the bottom of the screen. Once a receiver document is completed, you cannot make further
changes to it. If additional changes are required, you will need to enter another receiver
that references the same packing slip and purchase order.

-

"%ECDH'IDEU'DI'I FPARCVD 8.6 (SBOX)

Complete: @ In Process:

If you clicked Complete icon, the Auto Hint (above the Status line at the bottom of the

screen) will indicate that the Receiver Document has been completed.
Receiver Document vO000138 has been completed.
Recaord: 1.1

If necessary, note the Receiver Document Code (Format: Y####### where # is a numeric
digit (0-9) on the appropriate paperwork.

To enter another receiver, RETURN TO STEP 1. If you are finished, Exit (Ctrl+Q) the
Receiving Goods FPARCVD form.
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Requisitioning of Fixed Assets

Fixed assets are defined as being used in operations and having an initial useful life extending
beyond a single reporting period. A controlled asset ranges in cost from $500 - $4,999 and

includes equipment/furniture (account 787410) and computer/media equipment (account
787430). A capital asset is any type of equipment or furniture costing $5,000 or greater
(account 7774 XX).

When creating a requisition, all pieces and parts that make up a taggable asset should be

put together as ONE line item. Costs incurred in order to put the fixed asset in place or
operation should be included in the cost of the asset/asset account. Ancillary items necessary to
place the asset in its intended location and condition for use should be coded to the asset;
i.e., freight, installation, labor.

NOTE: For consistency, when assets (777xxx and 787xxx) are on a requisition with

!. Restore Session

supply/expense items, and freight is involved, split the freight in half and allocate
the freight to both the asset account and supply account. When the CougarMart PO

processes through Banner, asset and non-asset accounts within a single line item (such
as splitting a shipping or service charge in the same line) will cause a processing error.
Enter the shipping/service charges as separate line items if the shipping/service cost is

split between fixed and non-fixed assets.

Service charge split between fixed and non-fixed asset line items.

Accounting Codes
& yalues have been overridden for this line

PRC - Parking Lot F and Building

v’ Service Charge more info/
g Codes

& yalues have been averrid

6

FRC - Parking Lot F and Building

7 (/" service charge mare infof..

Accounting Codes
& yalues have been overridd

lj Accounting Codes

Account

733120
Office Supplies

Index Location

964014

far this ljfie
nt

787410

quipment/Furniture Mon-Depreciable

Index Location

964014

Z-SERYICE

far this line
Account

733120

Index Location

964014

45.00 1EA 45.00 usp [

A 45.00 1EA 45.00 usp [

FRC - Parking Lot F and Building Office Supplies
Subtotal 2,310.69
Shipping 0.00
Handling 0.00
Total 2,310.69 USD

Done
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Ensure a Iocatiqn code is entered on the accounting code line for fixed assets

%) Accounting Codes - PO P0014310 - Mt zilla Firefox [ME[E]
File Edit ‘ew History Bookmarks Tools \Help I

TiT::n:iquE::t.n:L m https:,l’fsnlutinns.sciquest.cnm,iapps,fRnuter,l’PODynamicSectinn?med=16839?DE&NaVLeve|1=Nav_lfj’ '| |®‘ Ask.com

Most Visited D Getting Started Latest Headlingg m Customize Links |j Free Hotmail D Windows Marketplace |j Windows Media |j Wwindows

/1. Restare Session | [] Acounting Codes - POPDO014310 [ -

Accounting Codes 7| X

Index Location Account add split

S54014 GF102 |?8?410
Select from all values.., Select from all values.., Select from all values..,

M Cancel

Done | =y

Furniture Quotes & Requisitions

« “When obtaining quotes for
fumiture items. ask the
supplier to indicate the items
used to make a single unit.
such as a desk. that will have a
value of S500 or more.

« Enter the end item (such as the
specific tvpe of desk with anv
additional parts_ ie_. pedestal
with drawwers. hutch, etc.) in
the product description and
reference the attached quote
for specific details if there is
insufficient room in the
product description box.
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All items on page 1 of the quote make up a HON U-shaped faculty desk.

i PRC DANCE STUDIO-F102-2, pdf - Adobe Acrobat Professional  [= |[B1)[X

File Edit “Wiew Document Comnfents Forms  Tools  Advanced  Window Help »x

 PLANO
ice supply

AU BVENLUE K
FLAMO, TEMAE 75074
Phone 972-424-3558]1 Fas 972-422-9935
whered. anaifice suppy.com

mary H03eW Aat By Lam w Gromimet
L L1 W enind grinl 11 Lm0 ks
Linfoe: Dk Pl

E k- o b Pl

Pt Greosramiot

Oy Cowe T2x3E-24L 24R Exd LH Aak wiGnom
E ) ST -Tat ] L P W el rain L Opts
Fln CLIL Exark i
Epr Exky: D v i
» Plisbic. Grommrmed
Frpesmndng 240225 2H End Fanel Support
- S el Opt an
Cfmaer Desk Lag 29-173H
- S v i o
Festnding 2403517 H Support Leg
- S v i o
Shnd- Slone Comer 29 LZHNTIW Modesty Fana
- i el Opt an
H}lfHeight I4Hx 364 Modesty Fand
- i el Opt an
FMLET-203 EfsMokile Pad BEF 2BH 15 780 Bev Ful
- S il O e
i1 =) Stawrndar o Pan ok sy

FMUIEE-20TB Mobile Pad 28H 15-7780 Bav Ful
Shdpgaend Cption

T O DAl S L L dsual spd AL

ATD Sraarmbar o Pardkm by
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The Non-Catalog form Product Description and Notes fields should include as
much descriptive information regarding the desk as possible. Attach your
guote to the External Notes and Attachments.

-
) Non-Catalog Form - Mozilla Firefox

I@ https:{solutions. sciquest, comfapps/Router [POEditForm?docld=168397064docLineld=5832231 Sekmstmp=131 350305473130
Non-Catalog Form available actions {Click Rere for details): | Save % || Go | Close
Form || Histaory

SupplienInfo
Supplier Plano Of§ce Supply  more infa...
Fulfillment Address Business Lt (preferrad)
Attn Tom Lowe
705 Avende K
Plano, Tx A5074 US
Supplier Phone +1 (972) 424-8561
General Inf
Catalog No. /A

The first line of the Product Description should be concise to assist Inventory Contraol, & maximum of 50 characters is fed into Banner. Pleasq
follow the first line with a full description for viewing in CougarMart. Quotes cdn be attached as either an Internal or External Notes and

attachment,

Product Description HOM Faculty Desk, U-Shaped, Mahogany
Includes 2 Pedestals w/Drawers, End
Panel Support, Corner Cove and Desk
Leq, Support Leg, and 3 Modesty Panels
107 characters remaining expand | clear

Quantity 1

Packaging {UOM) E& - Each b

Unit Cost 1,089,237

Product Size v

If Manufacturer Mame is awvailable, enter here.
Manufacturer Mame

Daong

A receiver will not be done in Banner until all the parts and pieces making up the single line item
are received.

Every Plano Office Supply purchase order for HON furniture products (chairs and storage
cabinets) requires a Z-Service Charge of $90. This is the first item in those categories. If you
are ordering supply account items with a value of less than $500 in combination with
capital/controlled items with a value of greater than $500, you will add the second Z-service
charge item of $45 to your cart twice. When these two items are returned to your CougarMart
cart you will enter the appropriate accounting on each line item. Banner does not accept splitting
the accounting between supply and capital/controlled accounts within the same line item.

This information is also available on page 2 of the Plano Office Supply User guide which can be
accessed thru the punch-out.

83



Supplemental Request Number

The supplemental request number assigned upon approval should be entered in your CougarMart
Requisition on the Summary tab in the General area. See below for instructions.

1. Left mouse click on the General hyperlink or the Summary tab to enter additional

information about your
® L. CougarMart

ePricurement  Summary - 32511390 - Zraft Requisition
home/shap ravorites | forms

otes for the following

e arn tmeanarbad

2. To make changes in the General section, choose the edit button.

84

document search | profile user management | more >
Pl drefcarts | favorites | my requisitions
4 Accounting = External Notes and Purchasing Terms and 4 Final
° Codes ¢ Attachments K Attachments K Use Only e Conditions “ Review
1) Return to shopping cart ) Continue Shopping
& Almost re: to go! The list below needs to be addressed before the request can be submitted. T
+ Req Account &
. red field: Index &
)
Reqy n P)ﬁrovals || PO Preview H Comments || Atta:hmems”History‘
Y Shippi Billing Accounting Codes Supplier Info =~ Taxes/S&H (ST |
Hide header Hide value descriptions
General B Shipping E Billing =
Cart Name 2012-08-22 PUR_TEMP1 01 Ship To Bill To
Accounting Date Attn: Cyndy Smith Accounts Payable
L Room: 360 PO Box 8021
Description Central Receiving McKinney, TX 75070
Priority Maormal 3452 Spur 399 United States
prepared by PUR_TEMP1 Sc!é":j";&t"»:x 75069
Prepared for PUR_TEMP1 nite ates
View/edit by line item...
Department Purchasing (Purchasing)
Delivery Options
Req Delivery 9/5/2012
4. Requested Delivery
Date for the following
suppliers is unsupported
will not be sent: Dell
Marketing LP
View/edit by line item...
Accounting Codes ?
Index Account Location
© Required field & ‘ ‘ @ Required field &
View/edit by line item...
Internal Notes and Attachments ? External Notes and Attachments 7 Purchasing Use Only ?
Internal Note Mote to all Suppliers
Internal Attachments




3. Inthe Description field of the General area enter information, such as fall 20Y'Y Classroom
Supplies, dr Open Purchase Order, or the Supplemental Number #13-## (where 13 equals the
fiscal year pnd 1-91 is the request number example 13-91). There |s a 100 character I|m|t

£, CougarMart [l

»

PR CoLLEGE nt Summary - ReqU|S|tion
833672
home/shop | approvals forms | contracts | dc:;i?:,i”t | reports
requisition wurchase order | requisition outbox | purchase order outbox
* Return to Approvals [« 1of 2results [»| Requisition Number(s) | 833672 [~ ]
Folder: My PR Approvals
Available Actions: \Approve/Com plete & Show Next|i| ﬁ
Requisition P Comments (1) Attachments Histo
Summary
Hide header Hide value descriptions
General 2 Bi“il‘lg ]
General 7 2 X | ship To | edit | Bill To [ edit |
Status « pending Attn: Cyndy Smith Accounts Payable
Organization Manager Approval Room: 360 PO Box 8021
(Cyndy Smith) Central Receiving McKinney, TX 75070
Submitted 8/22/2012 10:11 AM 3452 Spur 399 United States
McKinney, TX 75069
Cart Name | 2012-08-22 PUR_TEMP1 01| U] et
Accounting E View/edit by line item...
Date mm/dd/yyyy
Description ‘Supplemental Number #13-{ Delivery Options [ edit
. Req Delivel 9/5/2012
Priority Normal[] R
Prepared by Test Requisitioner
View/edit by line item...
M Cancel
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Appendix 1 Entering a Requisition for a Printing Job

From: Keli Fink

To: Alicia Huppe; Cyndy Smith; Doug Willis; Michelle Millen

CC: Joy LaFon

Date: 6/9/2011 1:30 PM

Subject: Requisition Information for Job# 11PB-256 HSES Brag Booklet

Below is the information to enter a requisition in CougarMart for your print job. Please enter the items exactly as indicated. Follow
CougarMart instructions for items not mentioned. Your approval to print and a purchase order are required before we can send your
print job to the vendor. To ensure your collateral is delivered on time we ask that you enter a requisition in CougarMart now. Please
email the PO to Keli Fink at kfink@collin.edu as soon as you receive it from Purchasing.

* Select “non-catalog form” (ARE PRINTING CONTRACT ITEMS LOADED IN COUGARMART? THIS WILL CHANGE THE
PROCEDURES.)

Supplier Info: AC Printing

Catalog No: NA

Product Description: Item #139 8” x 8” Booklet & Job# 11PB-265 HSES Brag Book
Ink: 4/4, 4-Color Process, Paper: #3, 92% Bright White 100 Cover, Dull

Quantity: 1

Packaging (UOM): TH - Thousand

Estimated Price: $1,835

¢ Select “"Add and go to Cart”
¢ Select “Proceed to Checkout”

Shipping Address: CHEC
Address Details:
Attention Keli Fink
Room: 416

Central Receiving

3452 Spur 399
McKinney, TX 75069

Req Delivery: 7/22/11

If you have any questions regarding your requisition before you place the order, please select “Assign Cart” and send the requisition
to me and I can review it before you send it along the approval path.

Thank you
Keli

Keli Fink

Production Coordinator
College & Public Relations
Collin College

Collin Higher Education Center
P|972.758.3838
F|972.985.3729
kfink@collin.edu

www.collin.edu ( http://www.collin.edu/ )
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Requisitioning Using Dell E-Quotes

When processing a requisition to Dell using an e-quote, left mouse click on the Dell logo (punch-
out) in the Showcased Suppliers area.

Cyndy Smith - System Admin  profile | logout || 3% 2012-09-18 CLSM1TH 01 | 3 item(s), 1,346.
L  CougarMart [ 20205 18c1s Lo
P COLLEGE eProcurement Homelshop Search for

document
home /shop approvals forms contracts cearch reports |  more >>

admin | contracts
Shop Everything []

Go | advanced search J

| categories | contracts | chemicals

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

[Manage Showcases]

Action Items ? Showcased Suppliers ?
[=] My Orders
N Joy Western BRW
Requisitions - Returned (1) m GRAINGER Promotions @ e vwne S Paper
Requisitions - Pending (1) Inc Company F
Requisitions - Recently
Completed (1) Dell Marketing LP ?Anh... =
. Punch-out
[+] Administrative Items & browse all B
.| Purchasing Change Request || Non-Catalog Form [/ New Vendor Add Form

When the Dell punch-out appears on the screen, left mouse click on the E-Quotes link on the
upper right side of the page.

SelectSite Punchout Cancel Punch-out
E= United States Buy Online or Call 1-800-388-8239 Collin County Community College = |\ Cart Quick Links v S

Shop My Premier Keyword Search

Standard Configurations v Services View All

m

Standard Configurations
3% Order Status ﬁ E-Quotes —

Premier Collin County Community College District

Desktops Get Started!

OptiPlex 790 Desktop Click on the category names in your
top menu bar to view links to your
organization's online store, services

Price $843.00 and more.

» Read More
o Customize o Add to Cart o Add to Equote

» Contact Your Account Team

OptiPlex 790 Mini Tower
= Price. . $876.15 n Bundles of Savings!

Boost productivity and save upto

25% on selected essentials,
Q Customize @) AddtoCart Q) Addto Equote wsdt] bundled for your convenience

b Save now
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To retrieve an E-quote, enter the E-mail address of the person who requested the quote and click
on the Retrieve E-Quote link.

SelectSit:z Puncho

B= United State  Buy Online or Call 1-800-388-8239 Collin County Community College = iy cari  Quick Links ¥

Shop My Premier Keyword Search Q

Standarg/Configurations v Services View All v

Dell recommends Windows® 7.

Cart ‘ ] E-Quotes

Retrieve anfE-quote

To retrieve Jour E-quote fill out the form £nd press "Retrieve E-Quote” button. If your E-quote has expired it is no longer available and you will be returned to
this page. B-quotes are available for 6)fdays from the date of creation.

Find E- juotes
&% Required Fields

#* E-maif address

@ Retrieve E-Quote

eHe\p

@ 2012 Dell For customers of the 50 United States and the District of Columbia only.

c . ® Large Text
Site Terms | Terms of Sale | Privacy | [ Feedback

A complete list of all valid e-quotes from that E-mail address will be displayed. Left mouse
click on the arrow beside the appropriate quote in the Create Order Requisition column.

SelectSite Puncho

EE= United States  Buy Online ONGall 1-800-388-8239 Collin County Cemmunity College ' iy Cart ~ Quick Links ind

Shop My Pre Keyword Search Q,

dard Configurations Services View All v

Dell recommends Windows® 7.

@ E-quote Help  » Enter a Different Email Ad

m‘ E-quotes

Select your viewable column headers. Your table will be modified based upon

E-quote Name v Authorized Buyer i
Filter by Authorized Buyer

Created Date e Sub Total i
Filter by Order Submitted » Apply

m

E-quote Number E-quote Name Authorized Buyer Created By ate  Sub Total Total Create Order Requisition Delete

1007080021698 Video Card Carl Dempsey $128.51 Not Calculated ° i}
1008378084950  Memory Upgrade Carl Dempsey 912512012 Mot Calculated ° i}
1011001560198 Battery Carl Dempsey 9/5/2012 Not Calculated [+] W
1012361159258 Monitors Carl Dempsey 9/5/2012 $299.52 ° i
1013601845599  Rack KVM_KMM CarlDempsey  9/26/2012  $2,384.90 (4] ir]
1013715398873 KMM Carl Dempsey 9/25/2012 $820 79 Q i}
1014852303775 Printer Carl Dempsey 9/26/2012 $632.39  Not Calculated [+] W
1014910323153 Printer Carl Dempsey 9/5/2012 $619.37  Not Calculated o i
1014913128377  Memory Upgrade Carl Dempsey 912112012 $67.98 Not Calculated ‘ o ] i)
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When the E-quote appears on the screen, review for accuracy and click on the Create Order
Requisition button at the bottom of the window.

SelectSite Punchout
Your Current E-quote Number -
1014913128377

@ E-quote Help

b ‘ ] E-Quotes
Summary View | } Detail View et Print Email » Add ltem i
E-quote Name Memory Upgrade E-Quote Description Memaory Upgrade
Saved By: Carl Dempsey Phone Number: (972) 881-5767
cdempsey@collin_edu Purchasing Agent:
Saved On: Friday, September 21, 2012 Notes/Comments:
Expires On: Tuesday, November 20, 2012 Additional Comments:
Premier Page Name Collin County Community College

2 GB Dell Certified Replacement Memory Module e
for Select Dell Systems e emaeian Qty Unit Price

2 GB Dell Certified Replacement Memery Module for Select Dell Systems

$33.99
¥ Product Details
: I I I Update Total
Sub-total $67.98
Coupon Entry
Enter coupon number
© Apply Coupon
Note: Coupon savings are only applied to items you have added to your cart.
Sub-total $67.98

Tax

v
@ Create Order Requisition

The Shipping window opens. In the Trade Compliance section, left mouse click on the radio
button in front of I WILL NOT export this order outside the United States and click on the Continue

button. / /

SelectSite Punrh

E= United States  Buy Offfline or Call 1-800-388-8239

Collin County Community College = iy gt Quick Links v

Shop My Premier

Keyword Seffrich Q,

Standard Configurations v Services View All v

Il recommends Windows® 7.

g ﬁ Secure Shopping Guarantes Jm

Verisign

PAYMENT VERIFY & SUBMIT ORDER REQUISITION

#* Indicgtes Required Fields

@ I WILL NOT export this order outside the United States.
2 ' WILL export this order outside the United States.
The export of any product and software purchased from Dell must be made in accordance with all relevant laws of the United States, including

and without limitation, the U.S. Export Administration Regulations. This may require that you obtain a formal export license or make certain
declarations to the United States Government regarding product(s) to be exported, their destination or their end-use.
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The Verify & Submit Order Requisition page is displayed. Click on Submit Order Requisition
button and the requisition will be returned to CougarMart for final checkout.
SelectSite Punchout

E= United States  Buy Online or Call 1-800-388-8239

Collin County Community Collegef/ "= |y Cart  Quick Links

Shop My Premier yword Search
Standard Configurations

Services View All v

Dell recommends Windows® 7.

VERIFY & SUBMIT ORDER REQUISITION (4 s svses s

| SHIPPING y PAYMENT

m

Your Order Requisition is nearly complete. Please review the following details and edit if necessary. Select "Submit Order
Requisition” (bottom right) to submit.

Unless you have a separately signed agreement between you and Dell that specifically applies to this order, by clicking on tl
"Submit Your Order” button, you agree to Dell's COMMERCIAL TERMS OF SALE (for purchases meant for internal use),

RESELLER TERMS OF SALE (for purchases meant for resale), as well as Dell's WARRANTY and applicable SERVICE
DESCRIPTION(S). THESE TERMS CONTAIN IMPORTANT INFORMATION ABOUT YOUR RIGHTS AND OBLIGATION,;

INCLUDING LIMITATIONS OF LIABILITY. These terms are hereby fully incorporated into the transaction and are availab
hardcopy from Dell upon request.

@ Submit Order Requisition
View/Print Cart Order Requisition Date and Time:
. September 27, 2012 1:09 PM CST
© Print Order Summary
@ Print Order Details
Contact Information Payment Method

Once returned to CougarMart, click on the Proceed to Checkout button. Follow

Requisitioner’s Guide instructions beginning on page 10, step\L4 to complete the requisition.
oy L©  CougarMart [ Cyndy Smith - System Admin _profile | logout |}
‘! COLLEGE

W 2012-09-18 CLSMITH 01 | 5 item(s), 1,414 [

eProcurement Cart - 33202467 - Draft SGBFCh User Last Name
- or
Requisition
- document . -

home/shop approvals contracts search reports |  more >>
active cart draft carts | other draft carts | assigned carts | favorites | my requisitions | reminder settings
. . < Continue Shopping

|} Shopplng Cart ior Cyndy Smith - System Admin

5 Item(s) for a total of 1,414.54 uso

subtotal: 1,414.54 USD

estimated tax, shipping & handling: 0.00 USD
Name this cart: |2012-09-18 CLSMITH 01

m

‘ Proceed to Checkout ‘ or ‘ Assign Cart ‘

Have you made changes? | Update |

m Dell Marketing LP  more info...
Business 1 | Edit |

Attn Jae Shin 5139209, One Dell Way, RR8, Round Rock, TX 78682 US

& | 7 Help | | Emptycart | ‘Perfor'm an action on (0 items selected)‘..|v‘ Select All [

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS

Item(s) was retrieved on: 9/27/2012 1:12:33 PM
Line(s): 1
Product Description Unit Price  Quantity Total [~
“gg’;g‘ﬂ;ﬁdﬁg 2 GB Dell Certified Replacement Memory Module for Select Dell 33.99 usD 2 67.98usp [
' Systems ¢ EA

Part Number A2149880

Manufacturer Info  SNPYG410C/2G - (Dell)

Contract

None selected choose contract...
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Requisitioning Using Dell Sales-Created Quotes

In addition to punch-out items and E-quotes, Dell also providw-created quotes as shown
below.

DELL QUOTATION

QUOTE # 628010251
Customer #: 110486820
Contract#: 48ABO

CustomerAgreement # DIR-SDD-890-TX

Quote Date: 8/112
Date: 8/1/12 8:24:57 AM Customer Name: COLLIN COUNTY COMM COLLEGE DIS

TOTAL QUOTE AMOUNT: $4,088.20

m

Product Subtotal: $4,088.20
Tax: $0.00
Shipping & Handling: $0.00
Shipping Method: Ground Total Number of System Groups: 2
GROUP: 1 QUANTITY: 1 SYSTEM PRICE: $1,057.70
Base Unit: PowerEdge KVM 1081AD - 8 Port Keyboard/Video/Mouse Analog Switch [225-1815)
Mouse: USB Server Interface Pod, includes CAT 5 cables, TAA (430-4339) - Guantity 8
Service: Dell Hardware Warranty, Initial Year (934-5437}
Service: Dell Hardware Limited Warranty Year|s) (938-2578)
. Basic Hardware Services: Business Hours [5X10) Next Business Day Parts Delivery 2 Year
Service:
(956-9443)
NECTINEN CRITICAL BIGINESE BEQVER NB STARARE SNETWARE SlIPDART BAMKARE,AL 3
Done € Internet | Protected Mode: Off f3 v H10% ~

When processing a requisition to Dell using a sales-created quote, access the Dell punch-out

through the Showcased Suppliers.
"\ ©  CougarMart ol smithSystem Admin _profie | Togout |[ S 2012-09-16 CLSMITH 0L 1 3 item(s), L3168
R S geProc rement  Home/Shop SISO User Last Name |~ |

COLLEGE
document
reports |  more >>

contracts
search

home /shop approvals

admin | contracts

E| ﬂ advanced search

Shop Everything

Go to: favorites | forms | nofy-catalog form | quick order Browse: suppliers | categories | contracts | chemicals

[Manage Showcases]
Action Items ? howcased Suppliers ?

=l My Orders
Jo Western BRW

Requisitions - Returned (1) Promoytrions @ ponns vwReL Paper
kg Company

Requisitions - Pending (1) Inc
Requisitions - Recently
Completed (1) Dell Marketing LP view info...

g’ Bzl browse all ?

-

=

[+ Administrative Items
|=] Purchasing Change Request || Non-Catalog Form |5 New Vendor Add Form
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When the Dell punch-out appears on the screen, access the My Premier link at the top left of the
page.

SelectSite Punchout

B= United States  Buy Online or Call 1-800-388-8239 Collin County Community College = |1y Cart  Quick Links ¥ -
Shop My Premier Keyword Search Q,

Standard Configurations v Services View All v

m

Standard Configurations

3 Order Status ﬂ E-Quotes

Premier Collin County Community College District

S contpriors

Desktops Get Started!

Click on the category names in your
top menu bar to view links to your
organization's online store, services

Price $843.00 and more.

» Read More

OptiPlex 790 Desktop

° Customize ° Add to Cart ° Add to Equote
» Contact Your Account Team

OptiPlex 790 Mini Tower

price. $876.15

Bundles of Savings!
Boost productivity and save upto
-| 25% on selected essentials,

° Customize ° Add to Cart ° Add to Equote bundled for your convenience

» Save now

On the E-quotes tab, click the Detailed View button at the bottom right.

€ Puncho iriov e - :
(_- ._ & https://solutions.sciquest.com/apps/Router/PunchoufFrameSet?ReturnUri=Homefsuppliedd=40 ~ | & |+ | % (|| 28 Google P
File Edit View Favorites Tools Help \ |X ﬁ -
x Go gle| \ - | *P Search - - More 3> _ Signin % -
5l Favorites | 95 @I Yahoo! [[J Suggested Sites g Web Slice Gallery » | BuySpeed = g Free Hotmail

| & punch-out [ ] fa v [ @ v Pagev Safety~ Toolsv @+

SelectSite Pun

BE United States Buy Online or Call 1-800-388-8239 Collin County Community College = Iy Cart Quick Links ~ 1=

Shop My Premier Keyword Search Q,

Home Contact Us Cugtom Links v My Products and Services View All ~

m

3% Order Status B E-Quotes

J Workspace - Edit | &5 Add Workspace

45 Add Features

i | E-gquotes

© searcn
There were no quotes that matched your filter settings
HUMBER HAME CREATED

Detailed View

& Internet | Protected Mode: Off 45+ ®|100% -
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Select the Sales-created Quote radio button and enter the Sales
Customer number (from the sales-created quote) and click Search,

?ted Quote (number) and the

SelectSite Punchout

p I

E-Quote Search (name, number,
authorized buyer)

Sales-created Quote
628010251

Customer number
y
110486820

© search
© Clear

Show Only:

United States  Buy Online or Call 1-800-388-8239 Collin County Community College ¥ nly Cart  Quick Links v
Shop My Premier Keyword Search Q
DaL Home Contact Us Custom Links v My Products and Services View All v
3% Order Status £} E-Quotes
Norkspace ‘ e | Add Workspace p
F-quotes Detail View / Back fo Workspace
Display Options Name Saved On Expires On Buyer Saved By Order Submitted Price
© © Purchase

m

Select the quote by checking the box to the left of the Quote # and then click Purchase.

SelectSite Punchout

|

E= United States

@

Sales-created Quote
528010251
Customer number

110486820

© search
© Clear

Buy Online or Call 1-800-388-8239 Collin County Community College 5 \ly Cart Quick Links v
Shop My Premier Keyworfl Search Q,
Home Contact Us Custom Lifks ~ My Products and Services View All v
L& Order Status ﬂ E-Quotes
Workspace | &7 Add workspace
/ T
E-quotes Detail View / / Back to Workspace
(2= s Quote # ~ Name Saved On Expires On Buyer Saved By 9 :u:ritted Price
E-Quote Search (name, number, 628010251 8/1/2012 1/28/2013 $4,088.20
authorized buyer) o Purchase

m
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A copy of the sales-created quote will appear on the screen. Click the Create Order Requisition
button. |

QUOTE-TO-ORDER REQUISITION il Srovens

Guarantee

= |ndicates Required Fields

Quote Summary

Please review the accuracy of this information before proceeding to checkout.

Quote Details

Dell quote number: 1016268784399
Dell customer number: 110486820

Dell sales representative: JAE Y SHIN

Dell sales representative phone: (800) 45&3355@ - 80000

Date of quote: April 25, 2013 5:32 AM CST
Billing Address Shipping Address

COLLIN CO ACCTS PAYABLE AGCOUNTS PAYABLE

COLLIN COUNTY COMM COLLEGE DIS COLLIN COUNTY COMM COLLEGE DIS

Dell Customer # 110486820 Dell Customer # 110486820

PO BOX 8021 PO BOX 8021

3452 SPUR 399 3452 SPUR 399

MCKINNEY, TX 75069 8742 WMCKINNEY, TX 75069 8742

(972) 758-3879 (972) 758-3879

o Create Order Requisition

Dell Mokile Precision M&E00
Date & Time: May 17, 2013 3:02 PM CST

SYSTEM COMPONENTS
Dell Mobile Precision M6600 Qaty 20

Dell Mobile Precision MEG00 Unit Price $2,565.28

Dell recommends Windows.

1

The Shipping window opens. In the Trade Compliance section, left mouse click on the radio

button in front of I WILL NOT export this order outside the United States and click on the Continue
button.

B= United States  Buy Onjfhe or Call 1-800-388-8239

Shop My Premier

Standard Configurations v Services

g Ia Secure Shopping Guarantee JW
SECURED

or Verisign

PAYMENT VERIFY & SUBMIT ORDER REQUISITION

#* |ndicatfs Required Fields

Trade Compliance

@ I'WILL NOT export this order outside the United States.
© | WILL export this order outside the United States.
The export of any product and software purchased from Dell must be made in accordance with all relevant laws of the United States, including

and without limitation, the U.S. Export Administration Regulations. This may require that you obtain a formal export license or make certain
declarations to the United States Govemment regarding product(s) to be exported, their destination or their end-use
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The Verify & Submit Order Requisition page is displayed. Click on Submit Order Requisition
button and the requisition will be returned to CougarMart for final checkout.

SelectSite Punchout

E= United States  Buy Online or Call 1-800-388-8239

Collin County Community Collfge "= \ly cart  Quick Links =

Shop My Premier

Keyword Search A,

Standard Configurations Services View All v

Dell recommends Windows® 7.

VERIFY & SUBMIT ORDER REQUISITION (4 s svses s

| SHIPPING PAYMENT

m

Your Order Requisition is nearly complete. Please review the following details and edit if necessary. Select "Submit Order
Requisition” (bottom right) to submit.

Unless you have a separately signed agreement between you and Dell that specifically applies to this order, by clicking ogfthe
"Submit Your Order” button, you agree to Dell's COMMERCIAL TERMS OF SALE (for purchases meant for internal use)f or the
RESELLER TERMS OF SALE (for purchases meant for resale), as well as Dell's WARRANTY and applicable SERVI
DESCRIPTION(S). THESE TERMS CONTAIN IMPORTANT INFORMATION ABOUT YOUR RIGHTS AND OBLIGATI
INCLUDING LIMITATIONS OF LIABILITY. These terms are hereby fully incorporated into the transaction and are avaijfible m
hardcopy from Dell upon request.

€@ Submit Order Requisition
View/Print Cart Order Requisition Date and Time:
. September 27, 2012 1:09 PM CST
© Print Order Summary B
@ Print Order Details

Contact Information

Payment Methed

Once returned to CougarMart, click on the Proceed to Checkout button. Follow

Requisitioner’s Guide instructions beginning on page 10, step 14 to complete the requisition.
: cougarMart Cyndy Smith - System Admin  profile | logout || 3% 2012-09-27 CLSMITH 01 | 7 item(s), 4,088 .}

COLLIN _
‘_ﬂ COLLEGE. eProcurement  Cart - 33498980 - Drart Sealfch User Last Name
- or
Requisition

home/shop carts approvals i contracts dzcel:r'l?]nt reports |  more >>
active cart draft carts | other draft carts | assigned carts | favorites | my requisitivns | reminder settings
. . < Continue Shopping .

|} Shopplng Cart ior Cyndy Smith - System Admin 7 Item(s) for a total of 4,088.20 uso

subtotal: 4,088.20 USD

N i i+ [2012-00-27 CLSMITH 01 estimated tax, shipping & handling: 0.00 USD =

ame this cart: -09-

‘ Proceed to Checkout ‘ or ‘ Assign Cart ‘

Have you made changes? | update | & | @ Help | [Emptycart | |Perform an action on (0 items selected)... [| Select All I~

m Dell Marketing LP  more info...
Business 1 | Edit |

Attn Jae Shin 5139209, One Dell Way, RR8, Round Rock, TX 78682 US

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

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 9/27/2012 2:05:21 PM
Line(s): 1, 2,3,4,5

Product Description Unit Price Quantity Total [~

Item added on

o added e PowerEdge KVM 1081AD - 8 Port Keyboard/Video/Mouse 1,057.70 usD 1 1,057.70usp |
P Analog Switch;PowerEdge KVM 1081AD - 8 Port EA
Keyboard/Video/Mouse Analog Switch ¢

Part Number 225-1815
Manufacturer Info 225-1815 - (Dell)

Contract None selected choose contract...
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