JOB AID FOR PUNCHOUT REQUESTERS

TO CREATE REQUISITION AND SHOP AT THE SAME TIME

Log in using your User ID and Password to the iRattler Portal, then go to the Financials EIT
portal.

Link: Financials EIT>eProcurement>Create Requisition
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Personalize Content Layout

Self-Service =
Financial eProcurement
Dffice Max Solutions

Textbooks Online Navigation
A step by step guide on how to purchase your text books online.

REW,  Attendance Hold View

HEW Frequently Asked Questions

- Student Navigation Instruction
Instructions on how to navigate the new Student System.

- Financials EIT

Access FAMU Financials EIT system
L~ Human Resources EIT

Accezs Human Rezources Management System
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= Create Requisition

= Manage Requisitions

= Approve Requisitions

= Heceive ltems

= Procurement Card Center

= Reports

Adrninintar Menaieannant P B

up eProcurement; manage or approve eProcurement requisitions or POs.

=3 Create Requisition
Create a new reguisition by browsing or searching company or external catalogs.

The requisition template will open up and you need to enter the Vendor ID for Staples, which is
043390816, the Ship To code that applies to this order, the Due Date, a name in the Attention To
field if necessary, and the Dept ID, Fund, Project (if applicable) that this order is to be charged
against. Then hit “Continue” to move to Step #2.
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toguasition Summary ]
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Then hit “Continue” to move to Step #2.
Click on the Web tab
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Raquisiton Summary
There are ne ines on s request.
Please a0d new Wne n order to
save iy requston
Tolsl Lines:
Tots! Amoust (USD). 0

Create Requisition
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[Ck  1Define Requisiton
Add lines to e requisition. specifpng the infarmation nece,
search: |
Catadog | Fawuntas

Selec! a Request Type

2.Add Mems and Services L@, 1 Review and Submit |
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Tengtutus | Ssmces o Request

%mmﬂ Request an #em that iz not E2ted in the Catalog

| Fmagt Cogt Serece Request 3 one-tme savce for 3 Ralfee

|

imm&m Request 3 sanice for which the fee is based on ha time worked

I Tens and Malooals Request 3 service for which the fo8 15 based on he ime worked and matenals used
Baviewand Subme

Click on the Staples Merchant link to Punchout Staples catalog, then you can search, click on
items, and add items to the cart using the specific prompts in the site.

= eProcurement

[» Buyer Center

[ Manage ERP Integration

= Create Req i

= Manage Requisitions

= Approve Reguisitions

= Receive ltems

= Procurement Card Center

= Reports

= Administer Procurement

= My Profile

= ePro Workflow Reg
Approval

Create Requisition

Add lines to the requisition, specifying the information necessary to procure each item or service.
Search: |

2. Add Items and Services \i‘ 3. Review and Submit

Q) Search |

1. Define Requisition

Special Request

Requisition Summary
There are no lines on this request.

Please add new line in order to
save this reguisition.

Review and Submit



iRattler

zProcurement

[+ Buyer Center

[+ Manage ERP Integration
Create Reqguisition
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= Approve Reqguisitions
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Making it
easier for

Home

| StaplesLink Training Tour | Ordes Management | Customer Service |

Office Supplies J Technology Featured Items

Ink & Toner Finder

Enter Item Mo,

Qty.

eco-friendly products available.

equisition Summary

1ere are ne lines on this request.

ease add new line in order to
ive this reguisition.

ital Lines:
ital Amount (USD).

—

0
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oing green just got easier. (= @CO0 /,
Click to see some of the many e easv

Office Supplies
.2

Delivery ]

Enter Several Items
Shopping Lists

View All Lists

Planners

=

+ Basic Office Supplies
+ Batteries

+ Binders & Binder Accessories

-

+ Business Cards, Letterhead & Forms

+ Greeting Cards

+ Labels
+ Mail & Ship

* Paper
+ Pens, Pencils & Correction

+ Card Files

+ Cases & Portfolios

+ Cash Handling

+ Cleaning, Facilities & Medical
+ Coffee, Water & Snacks

+ Custom Imprinted Products
+ Desk Accessories

Special Offers

+ Envelopes

S
Click Here for
Special Offer

+ File Folders & Expanding Files

Technology
+ Calculators

+ Cameras & Frames

+ Cash Registers

+ Computer Accessories

+ Computers & Tablets

+ Copiers

+ Data Storage

+ Drives

+ Electronics & Accessories
+ Memory & USB Drives

Add items to your order
* Quick Order: Enter the Item Number and quantity and click Add.

+ Post-it®, Stickies™ & Flags

+ Presentation & Meeting Supplies

+ School Supplies & Child Rewards

+ Signs, Badges & Seals

+ Stamps, Daters & Numbering Machines
+ STAPLES® Brand Office Supplies

+ Storage

+ Tape, Glue & Adhesives

+ Monitor Filters

+ Networkin

+ Office Machines

+ Printer, Fax & Multifunction Machines

+ Software

+ STAPLES® Brand Technoloay Supplies
+ Telephones & Communication

+ Toner, Ink & Ribbons

+ Wacom Tablets

* Enter Several Items: Allows you to enter up to 20 items at once.

Items: 0
Subtotal: $0.00

¥ Shovr ITtem Summa
Order Management

My Order Status
Returns

Search for Orders

* Search: Look for an item by Staples Item Number or Keyword and click Search. Search will

display a summary of matching categories and the top ranking items in each category that match
your criteria. Choose a category or brand or go directly to an item.
You can also narrow your results by Recycled or Minority-and/or Women-Owned Business
Enterprise products. You will also be able to select Show Images to view products or, if you
prefer, Hide Images to display text only

* Ink & Toner Finder: Helps you find refills and supplies for your
business machines.



* Catalog: Click a category from the Product Navigation Bar and select the category or
subcategory to view products. Use the Product Page to add items to your order.

Making it

é@m) easier for

@ Office Supplies ) Techn

| StaplesLink Training Tour l Order Management | Customer Service | » Show Item Summary

View Order | Submit

Items: 0
Subtotal: $0.00

Office Supplies> File Folders & Expanding Files> Top Tab Colored File Folders

Enter Itzm No.
Evidence® Combo Filing Kit by Ampad

Qty: e Convenient all-in-one filing kit
1 @ e 12 hanging file folders, 1/5-cut tabs
e 12 interior top tab file folders, 1/3-cut
Delivery Date tabs
e Tabs and inserts included
e Four each in red, blue and yellow
e 11-point stock
e Convenient all-in-one filing kit
=~ e Contains 10% total recycled content,
View All Lists ~ with 10% post-consumer recycled
content
Spedial Offers Customer Mfg's Item Your
:
. Ampad Evidence® Colored Combo Hanging File Folders,
o 12 Pockets/12 Tabs, Assorted Colors, LETTER-size 8 1/2" x
, 2 11", 3/4" Expansion, 12 Sets/Bx
) { Staples Item No. 516593
Click Here for o
Special Offer AT
— 516593 AMP16157 BX/24 $13.45 1

Add to List

Delivery Date

Product Page

Access the product page either through the Home Page, the Product Navigation Bar or through a
search..
* To add an item to your order, enter quantity in the quantity field and click Add to
Order.
« If an item is in your order, you can edit the quantity and click Update.
* To check the expected delivery date, enter the quantity you want and click Delivery
Date



Click View Order to see items in your current order. To continue shopping, click Continue
Shopping or click Home.
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View Ovdder | Subsinet

» Shaw Item Summary

You have added 1 of tem number 510384 (Staples® Pressbosrd Top Tab
Enmtar Toem Ws.

Guides, Latter, 10" x 11 3/47, 1-31, 30/81, ST/30) o your order.

Offics Supolas> Fila Foldars & Expanding Files> Top Tab Colored File Folders
M



View Order
page
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@ Making it
- easier for 7
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| StaplesLink Training Tour | Order Management | Customer Service |

| ‘ﬁ Your Order: Review Item Information " & view Printable Wersion

— . Click on the column headings to sort item information.
¥ou can also save this order as a shopping list.
. To continue placing your order, click "Submit’.

Customer's Your Item
MFER It N uom
Item Mo, EM 2. [Oty Price Total

Ampad Evidence® Colored Combo Hanging File Folders, 12 Pockets/12 Tabs, Assorted Colors
LETTER-size 8 1/2" % 11", 3/4" Expansion, 12 Sets/Bx
Staples Item No. 516593

Remove
an Item

Expected
Delivery Date

| Wiew All

516593 AMP16157 Bx/24 $13.45 1 £13.45 [8]5) I:l

Staples® Pressboard Top Tab Guides, Letter, 10" x 11 3/4", 1-31, 30/5t
Staples Item No. 510388

510388 STPZ1PX315 5T/30 £13.00 1 £13.00 Delivery Date D
Customer's Yaur Item Expected Remove
Item Mo, [ iz e UoM/Qty Price Qty. Total Delivery Date

| Continue Shopping B¢ W Clear Order { Update ODrder

* To check delivery date: Click Delivery Date to see the expected delivery date for an
item or click View All to view expected delivery dates for all items.



( "ﬁ Your Order: Review Item Information " & view Printable Version |

* Click on the column headings to sort item information.
. You can also save this order as a shopping list.
. To continue placing your order, click "Submit’.
Customer's Your Item Expected Remaove
= MFR Item Ma. UOM B
Item Mo, S Price Total Delivery Date an Item

___-_-_

Ampad Emdence@ Colored Combo Hanqmq File Folders, 12 Pockets/12 Tabs, Assorted Colors,
LETTER-size 8 1/2" x 11", 3/4" Expansion, 12 Sets/Bx
Staples Item Mo. 516533

516593 AMP15157 BX/24 £13.45 1 £12.45 ( Delivery Date
eyt : - — _ ——
Item No. MER Teanihiac IMOMQty Price Qty Delivery

Hide Images |

Ampad Evidence® Colored Combo Hanging File Folders, 12
Pockets/12 Tabs, Assorted Colors, LETTER-size 8 1/2" x
11", 3/4" Expansion, 12 Sets/Bx

Staples Item No. 516593
4

516593 AMP16157 BX/24

* To modify: Change quantities and click Update Order. Delete an item from your order
by clicking on Remove an Item.

Expected
Delivery Date

Yiewr All

labs, Assorted Colors,

7-12-2011

Expected Remove
Delivery Date an Item

* Click Submit to view order information. If all information is accurate, click Submit
again. If not, make necessary changes, then click Submit Order.



516533 AMP16157 BX/24 £13.45 1 £13.45 7-12-2011 |:|

ustemer's Your Item Expected Remove
Item Mo, T bz L LEniEEy Price Oty. Total Delivery Date an Item

Total:

. . m\'

After you Click Submit Order, the order is returned to iRattler for Review and
Submit

Click Step #3, to review items from Staples Punchout Catalog

Create Requisition
E‘ 1. Define Requisition El‘%: 2. Add Items and Services @E 3. Review and Submit ‘

Add lines to the requisition, specifying the information necessary to procure each item or sernvice.

Search: | 2, Search |

Catalog | Favorites | Templates | Semnices | Forms | Web | Special Request

L)

Select a Request Type

; Special ltermn Request an item that is not listed in the Catalog.
Fixed Cost Service Request a one-time senvice for a flatfee.

Variable Cost Semvice Request a semvice for which the fee is based on the time worked.

Time and Materials Request a sernvice for which the fee is based on the time worked and materials used.

;1 Create Requisition
: & = nl
F 1. Define Requisition El‘#: 2. Add Items and Services \b 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: FAMOA FLORIDA AEM UNIVERSITY
*Requester: |3FALL 4 Fall, Stephany *Currency: USE
Requisition Name: | Priority: Medium
Requisition Lines
Line Description Vendor Name Quantity UOM
> [] 4 AmpadEvidence® Colored Combo STAPLES BUSINESS 1.0000 Box 13.45000 12.45 % Q
ADVAMNTAGE
b [C] 2 Staples® Pressboard Top Tab Gu STAPLES BUSINESS 1.0000 13.00000 1200 B 9]
ADVAMTAGE
[] Select All/ Deselect All Total Amount: 26.45 USD
L pPAdd to Favorites| £2 Add to Template(s)| EgMadify Line / Shipping / Accounting | [l Delete |

[] send to Vendor [| Show at Receipt [ | Show at Voucher

s Check Budget |

E Save & submit | lf,EI:,Szl\«'e & preview approvalsl )( Cancel requisition Find more items




Once reviewed, Save and Submit or Save and preview approvals.

Save & submit | 7 Save & preview apprnvals|




