Retrieving Quotes from Open Square Catalog

1) Login into the eProcurement system by clicking on Access UW
eProcurement icon on the following web site:

http://f2.washington.edu/fm/ps/ecommerce/eprocurement

2) Click on Create/Requisition on Ariba Home Dashboard or Procurement
Dashboard
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3) Click on the “Open Square” catalog
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http://f2.washington.edu/fm/ps/ecommerce/eprocurement

4) Click on “Buy from Supplier” tab to access the Open Square catalog
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/ Open Square

5) Click on “Quotes Awaiting Approval” link
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6) Click on “Add to Cart” button if you see your quote on the bottom of the

“Quotes Awaiting Approval” screen. It might take about 30 seconds or
longer to place it in the cart.

7) If the quote is not located on the bottom of the “Quotes Awaiting
Approval” screen:

» Enter your quote number in the “Quote No.” field
» Click on “Search”

» Click on “Add to Cart” when the quote is retrieved*
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Welcome LIZA

Punchout Catalog Shopp:

OPENSQU

Your workspace. You

I_w-e-Furniture Store

SHOP SEARCH CANT FIND IT? HELP REPORTS

* Qrdar Status QUOTES AWAITING APPROVAL

lick to view in: ion

o All Baskats
Search By: Quote No. : 176296
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This site is intended f
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View
Quote No  Title Published For Qty Total Sell Actions
176296 | Y3ining quote forliza | 154 o oriin 2.00 se71.2¢ | Add to cart | Return to supplier

plotkin

*If you can’t retrieve the quote, please ask the vendor to resubmit it

8) The Shopping cart will show your quoted items. Click on Checkout to
transfer quoted items into Ariba application

Help *

Welcome LIZA PLOTKIN
Close Punchout Catalog Shopping Session

IWe -Furniture Store

CANT FIND IT? HELP REPORTS

@ccret SHOPPING CART i v 3

Cart: Q1762396
Product Cart

RETURN TO SHOPPING CHECKOUT

Items: 2
I: $871.88
Spbiobali 3872 No updates are available at this time for the quote included within this cart.
Avaniti i This cart is for Products Only. To shop for Services, please use another cart.
Products [ View Detail Description
Image Description Qty. From Customer price Extended Price
SHOP FOR ... ALL Where
SEATING 1 [noimage] ChairLeap 1 New $563.35 $563.35
il [preview] Adjustable Seat.
SEATING Upholstered
PLASTIC :6205
STORAGE TRY:5F06
NOTES :
TABLES
2 [noimage] Fila-Lateral, 1 New $308.53 $308.52
ACCESSORIES {preview] Integral Pull, 2

Drawer, Lock,
18x30x28

DESKS & RETURNS
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9) On the Ariba Summary screen enter the title of the requisition in the “Title”

field. Click on Submit button to submit the order if no other edits are
required

——
B Create Search Manage Recent Preferences

This is a summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the information. When you are

Title: ir for Inna

On Behalf OF: A PLOTK Q]
Delay Purch:

Telephone: 206-543-9897

Template: O

Are any items equipment?  (Oves @ No

My Labels: | Apol i

Line Items (2) Hide Details |— ¥

[J No. Type Description

Account Budget Qty Unit Price Amount

O 1 Chair-Leap, Ad ble Seat, Upholsterad ... 059900 143750 1 each $563.35 USD $563.35 USD 622
Supplier: WORKSPACE DEVELOPMENT LLC Chair-Leap, Adjustable Seat, Upholstered
Contact: WORKSPACE DEVELOPMENT LLC
Commodity Code: Miscellaneocus PLASTIC :6205 BLACK
Partitioned Commeodity Code: Miscellaneous UPHLSTRY:SF06 SKY
Store/Branch #:

E 2 [~ File-Lateral, Integral Pull, 2 Drawer, Lock, ... 059500 143750 1 each $308.53 USD $308.53 USD T
Supplier: WORKSPACE DEVELOPMENT LLC File-Lateral, Integral Pull, 2 Drawer, =
Contact: WORKSPACE DEVELOPMENT LLC Lock, 18x30x28
Commodity Code: Miscellaneous BASIC :7238 FIELOSTONE v

.

Total Cost: $871.88 USD
Update Total

SHIPPING - ENTIRE REQUISITION

Ship To: * [uRCHASING & AccOI @

Deliver To(Room/Name): * |RM216/Plotkin
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