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Managing Your TUmarketplace Homepage

Purpose: The homepage of TUmarketplace displays many of the vendors and forms available to the Temple
community. Users have the ability to expand and collapse each window to make the page more manageable. This
document explains how to do so and discusses important links that are present on the homepage.

1. Managing the homepage windows:

1.1. Log into TUmarketplace. The homepage will be displayed.

1.2. Notice that the Showcased Suppliers window, the AP/Purchasing Forms window, and the Punch-Out window

are all expanded.
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1.3. To collapse a window, click on the arrow in the upper right-hand corner of each window.
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2. Important links on the homepage:

2.1. On the homepage, there are useful links located above the search bar, including one to submit non-catalog
requisition and another that will take you to the list of TUmarketplace forms. How these links appear
depends on the width of your screen. If there is enough space, these links will appear directly above the
search bar.
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2.2. Another set of helpful links are located down the left-hand side of the screen. Note that these links appear
on every TUmarketplace page.
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Managing Your Email & Notification Preferences

Purpose: Through the preferences in your TUmarketplace profile, you can set up the parameters dictating when you
will receive emails and notifications when certain events occur. These options can help you keep track of the status
of orders and other activities that occur in TUmarketplace. This guide demonstrates how to set your email and
notification preferences.

1. Loginto TUmarketplace.

2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown.

TUmarketplace sema Al Search (Alt+Q) Q 0.00UsD W o D a4 2
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3. Click on the “Notification Preferences” link on the left-hand side of your profile page. The different types of
notification preferences will appear. Click on the link for the type of notification you would like to edit.

TUmarketplace sera Al v Search (Alt+Q) Q 000USD W v |;@ ey §
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User History

Administrative Tasks




4. On the resulting page, you can review the preferences that have been set for the type of notification you
selected. Click the “Edit Section” link in the upper right corner to change your preferences.
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5. Change a selection by clicking on the radio button next to the notification option (“Default” or “Override”). If you
select the “Override” option, you will select your contact preference from the dropdown box: “None”, “Email”,
“Notification”, and “Email & Notification”.
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Performing a Simple Search for Products

Purpose: A simple search is helpful when you know the category or description of the product you need but are not
sure which vendor sells it. This guide will demonstrate the steps to perform a simple search in TUmarketplace.

1. Loginto TUmarketplace.

2. Enter the name or description of the product in the large search bar toward the top of the homepage. As you
type, recommendations might appear below the search bar. If you see one that might suit your needs, you can
click on name of the product to view it or add it directly to your cart. Otherwise, perform the search by pressing
the Enter key on your keyboard or clicking the magnifying glass to the right of the search bar.

TUmarketplace

simple Advanced Goto: Non-Catalog Item | Favorites | Forms

graduated beaker

1.5 mL Posi-Click™ Graduated Microcentrifuge Tubes, Low-Binding, Clear 2500 case

-
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]
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| ALl

As staff begins to return to campus, please
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SneCrn

All > Search (Alt+Q) Q
shop | Quick Order Browse: Suppliers
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11.81 USD

vrvarveny
Pipefiing 360°

c.oousD W
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v /@D Sy
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>< n
IS
1 Add To Cart iﬁc
|

Add and checkout

s

3. The search results will appear. You have a number of options regarding how your search results are displayed:

3.1. Sort order: Select from the dropdown to choose how the results are sorted.

Simple Advanced

graduated beaker

Y Hide

earch Results: 1688

By Supplier ~

O« sam

Os Mm%

Bottle Beakers® Graduated Medium
Round Bottles, Vacuum and lonized,
Clear, Wide Mouth, Qorpak® - GLC-

01570, 473 mL {16 0z ), Black
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om VIR Internation

with Solid Polyethylene L
fromn VWR Intematian:

o: Non-Catalog ltem | Favorites

Forms | Shop | Quick Order

B
kT

=

Kartell® Graduated Beakers with
Handle, Low Form, Polypropylene, 1
L(340z) Ly

om YWR Intemational Incorporated

13916-730 (CS; 139

awse: Suppliers | Categories | Comracts

Compare

BEST MATCH &4 =
Best Match

Part Number

Description |
Size

Packaging UOM

Kartell® Graduated Beakers with
Handle, Low Form, Polypropylene, 3

Supplier
(Price: Low to High) |,
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N Check b Check Availsb ailabi
[0 & pisca 7
# Order From Supplie: & Order From Supplier & ord & @ Order From Supplier
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3.2. Product information: Click the gear icon and check the information you wish to have displayed, then click

IIApply"'

Simple
Y Hide

Search Results: 1688

By Supplier
O« sam.

By Supplier Class

I

graduated beaker

Round Bottles, Vacuum and lonized,
Clear, Wide Mouth, Qorpake - GLC-
01570, 473 m (16 02), Black
Phenolic with Sofid Polyethylene
Liner

emational Incarpar

11311-490 (CS)

! Medium
Round Bottles, Vacuum and lonized,
Clear, Wide Mouth, Qorpak® - GLC-
05026, 30mL (1 oz, Black Phenolic
with Solid Polyethylene Liner

R onal Incorpar

11311-480(CS)

ftem | Favarites | Forms | Shop

G

Kartell® Graduated Beakers with
Hardle, Low Form, Polypropylene, 1
L(30z)

AR International Incorporated

Quick Order

Compare

N

Kartell® Graduated Beskers with
Handle, Low Form, Polypropylene,
L(01.402)
e Rin

ional Incorporate

13916795 (CS)

s | Chemicals
- n

BESTMATCH ¥ 3

Categeries

[ Delivery Lead Time
O mfg Name
[0 mig. Part No.

«/ PartNo

[ Product Flags

/ Supplier
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[0 system Packaging

Canesl

3.3. Grid vs. list view: Click the list/grid icon to swap between the two display types.
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Y Hide
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Show all
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05026, 30 miL (1 oz), Biack Phenolic | tsrmational Incorporated International Incorporated VWR Intermational Incory
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& Order From Supplier
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Beaker

Simple
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Y Hide

[Search Results: 1688
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By Supplier Class
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4321tem, €S

d @ S EM
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Kartell® Graduated Beakers with Handle, Low Form, Polypropylene, 1 L (34 oz)
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QORPAK

VWR International
13916730

VWR International
130167

VWR International

Check Availabi




TUmarketplace

3.4. Comparison: To compare items, make sure you are in list view. Click “Compare” for the items you wish to

compare to each other, then click the “Compare” button above the search results.

Simple
Y Hice

Search Results: 1688

By Supplier

O« sam R

gradusted besker

Goto: Non-Catalog ltem | Favarites | Forms | Shop | Quick Order  Browse: Suppliers | Categories | Contracts | Chemicals
3 “
Compare BEST MATCH ~
‘, Bottle Beakers® Graduated Medium Round Bottles, Vacuum and lonized, Clear, Wide Mouth, Qorpak® - GLC-01570, 473 mL (16 oz.), Black Phenolic with Solid Polyethylene Liner Lv
onal Incorporated @ 5 EIM Check Availahility
11311-490 (CS) QORPAK
@ v Fi
481em. CS GLC-01570 = 3;:* Fen
COMPARE
Bottle Beakers® Graduated Medium Round Bottles, Vacuum and lonized, Clear, Wide Mouth, Qorpak® - GLC-05026, 30 mL (1 oz), Black Phenolic with Solid Polyethylene Liner L)

ational incorp

11311-480(CS)
432item, CS

dws@m

Kartell® Graduated Beakers with Handle, Low Form, Polypropylene, 1 L (34 oz.)

ional Incorparated

13916-730 (CS)
48ltem, CS

v S Em

VWR International
Part No 13916-730

Kartell® Graduated Beakers with Handle, Low Form, Polypropylene, 3 L (101.4 0z.)

VWR onal Incorporated
L 13916-795(CS)

T2item, CS

vsEm

VWR International

13916795

Kartell® Graduated Beakers with Handle, Low Form, Polypropylene, 5L (169 oz.)

ational Incorparated

13916-820 (CS)

vsEm

VWR International

()
9
g
&
E)
g

Suppli

COMPERE

Check Availah
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2 Order From
s b LGCALE S0

Product Image

Product Details

Catalog No.

Suppller

Category

ottle Beakers® Gradusted Medium Round Bottles, Vacuum
and lonized, Clear, Wide Mouth, Qorpak® - GLC-01570, 473 mL (16
oz.), Black Phenalic with Solid Polyethylene Liner

11311400 (CS)

& Order From Supplier

VWR International Incorporated

@ S

coessaries

[aiieE, JBottle Beskers® Gradusted Medium Round Bottles, Vacuum
and lonized, Clear, Wide Mouth, Qorpak® - GLC-05026, 30 mL (1 oz.),
Black Phenolic with Solid Polyethylene Liner

11311-480 (CS)

© Order From Supplier

WVWR International Incorporated

@ S

Lzbware Washer/Dryer Accessories
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Filter your results using the lists at the side, e.g., by supplier or category.

Simple Adva Go Non-Cataloag Item | Favorites | Forms | Shop | Quick Order Browsze: Suppliers | Categories Chemicala
Search Results: 406 Compare BESTMATCH v ]
Your Selections Beaker, Graduated, Scienceware Griffin low form, Bel-Art, Translucent polypropylene, No-drip spout, Chemicalresistant, Stackable, Autoclavable, Molded-in raised graduations <@
every 500mL. 7.25 in.H, Top OD 6.5 in., Bottom OD 5.25 in., 2000mL, F26217-0000/
¥ By Supplier: Emsco Scientific Enterprises
By Supplier “ - Bel Art Products
F26217-0000/EMD
i Beaker, Plastic, Graduated, Capac. 500mL, BP0500 1/EA (v
- Emeca Seientific Enterprizes
=
563118 United Sciemtific Supplies Inc -
S00mL. EA BPOSO00
Beaker, Graduated, S1 Metric, Nesting, Plastic, Unbreakable, Easy-to-fead blue graduations, Set of five, Includes ane beaker of each capacity: 50, 100, 250, 500, and 1000mL, 78390 <
1/EA
Emsco Scientific Enterprises
e mber 595501 Si Metric Manufacturing Limited
ng  1000mL EA
w
- A0 Fisherbrand Graduated Polystyrene Beakers, Capacity: 800 mL, Accuracy: +/-2%, Diameter Base: 3.98 in_, 10.1 cm, Diameter op: 5.1 in_, 12.9 cm, Disposable: Yes, Graduated: Yes, <@
Height: 4.17 in., 10.59 cm, Includes: Four Way Pour Spout, Temperature Max. Op
By Packaging UOM v
O R Emsca Scientific Enterprises
E 08732125 Figher Scientific
O a7 — 200mL. CS
N Fisherbrand Graduated Polystyrens Beakers, Capacity: 1000 mL, Accuracy: +/-2%, Diameter Base: 4.02 in, 10.21 em, Diameter op: 535 In., 13.5 ¢m, Disposable: Yes, Graduated: @
D Dets Yes, Height: 425 in., 10.79 cm, Includes: Four Way Pour Spout, Temperature Max.
By Resuit Type hd Emsco Scientific Enterprises
—
.. E Part Number 08732126 Figher Scientific =
it & — = g 1000mL CS 03732126 -

5. To view more information about the product, click on its name and a separate window will pop up. You can use
the arrows at the top to scroll through the results list.

Beaker, Plastic, Graduated, Capac. S00mL, BP0S00 1/EA

|zrger image

O Add Favorite

Product Details

Supplier

Supplier Size
Buyer Size

Manufacturer Name

System Product Size
Category UNSPSC

mage URL

Mare Informaticn URL

Emsco Scientific
Enterprises

500mL
S00mL

United Scientific Supplizs
Iz

500mL

41-12-18-03

Beaker, Plastic; Graduated, Capac. S00mL

Supplier UOM

Buyer UOM
Part Mumber

Manufacturer Part Mumber

Category
Color

Lead Time

UNSPSC

EA
563118

BPOS00

Beakers

41-12-18-03

EA  Order from Supplier

A
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6.

If, after you have reviewed the search results, you find an item you would like to purchase, you can add it to your

cart.

6.1.

If the item is sold by a punch-out supplier, click “Order from Supplier” — you will be taken to the supplier’s
punch-out catalog.

Goto: Mon-Catalog ltem | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

x

Compare BEST MATCH « ]

Bottle Beakers® Graduated Medium Round Bottles, Vacuum and lonized, Clear, Wide Mouth, Qorpak® - GLC-01570, 473 mlL (16 oz), Black Phenolic with Solid Polyethylene Liner L)

ional Incorporated & § M Check Availability

11311-490 {Cs) QORPAK
48hem, C5 GLC-01570
Bottle Beakers® Graduated Medium Round Bottles, Vacuum and lonized, Clear, Wide Mouth, Qorpak® - GLC-05026, 30 mL (1 oz}, Black Phenolic with Solid Polyethylene Liner o

“““““ ticnal Incorporated & § ElM
11311-430{CS5)
432Item, CS

QORPAK

GLC-05026

Kartell® Graduated Beakers with Handle, Low Form, Polypropylene, 1L (34 oz.)

VWR International Incorporated « § EI
[ 13016-730 (CS) M WVWR International

48item, C5 13916-730

The supplier’s punch-out catalog will appear in a pop-up window. Use the part number to find the correct
item, enter the quantity, and click “Add to Cart”. See the “Placing a Punch-Out Order” guide for the steps to
complete the order.

Products Applications & Protocols - Featured Solutions - hbylf 11311-490 111 A v X
Add to Quote Add to Shopping List Add to Cart
Small Business Enterprise
Black Phenolic with 30 mL (1 3 v 4 GLe c Direct f
Solid Polyethylene m ceduman 11311-480 e WECHIOM  ¢405.86 | - () :
: oz) 400 lonized 05026 of 432 Supplier
Liner
Small Business Enterprise
Black Phenolic with 13 L6 70- v d GLC c Direct f |
Solid Polyethylene m aeuum an 1311-490 gse DIECLIOM - e15450 | - 1 s
. 0z.) 400 lonized 01570 of 48 Supplier
Liner
Small Business Enterprise
Green Thermoset with 237 mL (8 58- Vacuum and  GLC- 36319-798 Case Direct from $105.31 0 .
F217 & PTFE Liner oz.) 400 lenized 01535 of 24 Supplier :
Small Business Enterprise
Green Thermoset with 120 mL (4 48- Vacuum and GLC- DT Case Direct from 13135 o .
F217 & PTFE Liner oz.) 400 lonized 01507 of 24 Supplier :

12
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6.2. If the item is sold by a showcased supplier, enter the desired quantity and click “Add to Cart”. A notification
will appear confirming that the item has been added to your cart. Click “View Cart” to see the items in your
cart or “Checkout” if you wish to check out. Otherwise, continue shopping and the notification will

disappear in a few seconds.

By Supplier v
Vs e
Manufacturi

By Category ~

140-52711-PR
ckaging  30PC,CS

Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, 50 mL
Spectrum Chemical Manufacturing Corporation  $

Pa 140-52714-P5

100PC, CS

Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, 250 mL.

Spectrum Chemical Manufacturing Corporation _$

Once you are finished shopping, you can navigate to your cart to check out. You can access your cart in one of

two ways:

TUmarketplace Al Search (Alt+Q) Q 000USD W [v] |-@ Q 8
Simple Advanced o Non-Catalog Item | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals
Y Hice graduated beaker X n
Search Results: 258 Compare BESTMATCH w =
Your Selections Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, Sample pack <@
% By Supplier: Spectrum Chemi... Spectrum Chemical Manufacturing Corporation  $ A2 87 _l1Sn
m r 140-52711-PR DynaMed Products
Vs
Che Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, 50 mL <@
Spectrum Chemical Manufacturing Corporation  $ 27.61 USD
By Category ~ m P 140-52714-P5 M DynaMed Products
[ eea COMPARE
Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, 250 mL <@
Spectrum Chemical Manufacturing Corporation  $ 43.40 USD
m 140-52720-P5 DynaMed Products
By Commodity Code v COMPARE
TUmarketplace A~ Search (Alt+Q) aQ ss7avsp W @ D
Simple Advanced 0 to: Non-Gatalog ltem | Favorites | Forms | Shop | Quick Order
o @ SUCCESS View Cart
graduated beaker 1 item has been added to your cart
L Checkout
Search Results: 258 Compare BEST MATCH ¥ -]
Your Selections Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, Sample pack v
% By Supplier: Spectrum Chemical Man Spectrum Chemical Manufacturing Corporation § 42.87 USD

DynaMed Products
009 ll  AwTocat -
COMPARE

o

2761 USD

1 Add To Cart ‘

COMPARE

DynaMed Products
80092

©

4340 USD

7.1. Click on the cart icon at the top right of the page, and click “View My Cart” or “Checkout”.

Al

m Quantity: 1

Price: 42.87 USD

ers, Sample pack

orporation $

Search (Alt+Q) Q 4287UsD W

View My Cart

v |s@

My Cart (2021-06-23 tue71824 01)
on-Catalog It htracts | Chemicals

Dyn-A-Med Polypropylene Graduat...

xn

42,87 USD MATCH =

42.87

DynaMed Products

80091

O

<&

usbD

1 Add To Cart H

COMPARE

13
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7.2. Hover over the cart icon at the left side of the screen, hover over “My Carts and Orders”, and click on “Open

My Active Shopping Cart.”

Shopping

Admin

Shopping Settings

TUmarketplace

Shop (alt+P)

Gotor Non-Cat.

Open My Active Shopping Cart

View Carts

View My Orders (Last 90 Days)

lene Graduated Tri-Stir Beakers, San

Chemical Manufacturing Corporati
ber 140-52711-PR
ackaging 30PC,CS

lene Graduated Tri-Stir Beakers, 50
Chemical Manufacturing Corporati

140-52714-P5
100PC, CS

Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, 250)

14
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Comparing Products Side by Side

Purpose: When shopping for products, one of the best ways to make sure you are getting exactly what you are

looking for at the best price is by using side-by-side comparisons. By utilizing TUmarketplace’s extensive comparison

feature, you can do just that. This guide will show you how to do a side-by-side comparison in TUmarketplace.

1. Loginto TUmarketplace.

2. Use the search feature in TUmarketplace to locate the items you are looking to purchase.

TUmarketplace sema

sodium bicardonate

TESTING REGION

Welcome TUmarketplace
Focus Group!

Your participation is
greatly appreciated!

Purchasing and Payables Staff
(P2P)

Simple Advanced Go to: Mon-Catalog ftem

Al Search (Alt+Q) Q o W QD a2
Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals
>< n
Showcase b

- Agilent & BD peciun Gyrgioms
Lab Supplies Lab Supplies Lab Supplies Lab Supplies
PENVILLE Dot Scientific A
e Incorporated EMSCO LDP
Lab Supplies Lab Supplies Lab Supplies

> RAININ ! PAILDDRE

Porkint mor g 960 SiGhA3

3. Make sure you are viewing the results in list view; if you are in grid view, click the list icon to the upper right of

the search results.

Search Results: 959

By Product Flag W
O & Hazardous mate
O @ redioscive
By Supplier ~
. i Sodium Bicarbonate Tkg
Osmoem o from Grainger
$ B & Sign . _
il 316056

O
DE%
O

35.85 USD

L Add To Cart H

@

[

Sedium Bicarbonate Skg
from Grainger

316057

m
|
0

117.45 USD

[ Add To Cart H

v

|+

Compare BEST MATCH ~ 3

Sodium bicarbonate,99%,500g

m Oakwood Products Incorporated

044705 (5004)
12.00 USD

(B Add To Cart H

<@

| &




above the search results.

Search Results: 959

By Product Flag v

By Supplier v

O s @« o
O s

|~ I

[0 wmP Biomedicals LLC (37

Show all

By Supplier Class W
O it e 2

Oso

Sodium Bicarbonate 1kg

Grainger § Ed « I
Pal 31GD56
Sodium Bicarbonate Skg
Grainger § Ed <« B
Part Number 316D57
EA

Sodium bicarbonate,99%,500g

M

044705 (500g)
500g, EA

Sodium bicarbonate,99%,100g
Oakwood Products Incorporated [~

044705 (100g)
100g, EA

Oakwood Products Incorporated [

"

RPI
852206010000

RPI
§2206050000

0Qakwood Products, Inc.

44705

Oakwood Products, Inc.

44705

© compare BEST MATCH (H
¢ ©
3585 USD

1 Add To Cart H

COMPARE ¥

¢ ©

11745 USD

fl  AddTocart H

COMPARE ¢
V)

12.00 USD

1 Add To Cart H

COMPARE

v

10.00 UsD

1 Add To Cart ‘

COMPARE

5. A pop-up window comparing your selected items will appear.

a

Add to Cart

Product Image

Product Details

Catalog No.

Supplier

larger image

Sodium Bicarbonate Skg

316D57

117.45UsSD

Grainger

S VA < ligk

larger image

Sodium Bicarbonate 1kg

31GD56

35.85USD

Grainger

S VA < Jig

Sodium bicarbonate,39%,500g

044705 (500g)

12.00USD

©Oakwood Products Incorporated
_Science Catalog Supplier

4. Click on the “COMPARE” link next to the items you’d like to compare, then click on the “Compare” button located

16



6. Along the left column of the comparison window, you will see all the comparable attributes. Click on an attribute

7.

to sort the products according to that value.

Add to Cart

Product Image

Product Detalls

Catalog No.

Price

Supplier

]

Addto Cart

Product Image

Product Details

Catalog No.

Price -
Sort By

Supplier

O X

1 Add To Cart

larger image

Sodium Bicarbonate Skg #
316057
117.45U8D

Grainger

larger image

Sodium Bicarbonate Tkg

Sodium bicarbonate 99%,500g

316056 044705 (5009)
35.85UD 12.00USD
Grainger UaKWOod FTOGUCTS INCOrporated

[sscience Catalog Supplier

Sodium bicarbonate 99%,5009

044705 (500g)

12.00USD

Oakwood Products incorporated
[5Science Catalog Supplier

Sodium Bicarbonate 1kg

316D56

35.85USD

Grainger

S Vi< ik

Sodium Bicarbonate Skg &

316D57

117.45USD

Grainger

S W ik

Product Details

Catalog No.

Price

Supplier

Sadium bicarbonate,99%,5009

Sodium Bicarbonate 1kg #

Compare 3 tems
oz v
m] o X o X o x
] ]
R m m
arger image argerimage

Sadium Bicarbonate 5ky #

To remove an item from the comparison, click the X at the top of the column.

Add'to Cart

Product Image

Product Details

Catalog No.

Price

Supplier

Add To Cant

O X

!

Sodium bicarbonate 99%,500g

044705 (500g)

12.00USD

Oakwood Products Incorporated
[o5cience Catalog Supplier

Sodium Bicarbonate 1kg 4

316056

35850SD

Grainger
S W < ik

17
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8. To add an item to your cart, do one of the following:

8.1. To add a single item to your cart, enter the quantity desired and click the “Add To Cart” button at the top of

the column.

Compare 2 ltems

Add to Cart

Product Image

Product Details

Catalog No.

Price

Supplier

o X

2 Add To Cart

Sedium bicarbonate,99%,500g
044705 (5009)
12.00 USD

Oakwood Products Incorporated
|#-Science Catalog Supplier

8.2. To add multiple items to your cart, check the box above the columns, click the “ACTIONS FOR # SELECTED

ITEMS” link at the upper right of the window, and click “Add To Active Cart”.

2 Add To Active Cart

Add to Cart

Product Image

Product Details

Catalog No.

Price

Supplier

v X

2 Add To Cart

Sodium bicarbonate,29%,5009
044705 (500g)
12.00 USD

Oakwood Products Incorporated
|#_Science Catalog Supplier

Add to Favorites

Remove

ACTIONS FOR 2 SELECTED ITEMS

3 Add To Cart

larger image

Sodium Bicarbonate 1kg
31GD56
35.85USD

Grainger

S VA< lig
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Placing an Order and Assigning a Cart

Purpose: Once you have completed adding items to your cart, the cart can be assigned, or you may place the order

yourself. This document explains how.

1. Once you have placed an item in your cart, go to the cart by doing one of the following:

1.1. Click on the cart icon at the top right of the page, and click “View My Cart”.

4287USD W o D

All » Search (Alt+Q) Q

1 T

m Quantity: 1

Price: 42.87 USD

ers, Sample pack
orporation $

Afg. PartNo. 80091

Dyn-A-Med Polypropylene Graduat...

e DynaMed Products

My Cart (2021-06-23 tue71824 01)
on-Catalog It ntracts | Chemicals
View My Cart

42.87 USD MATCH -+

42.87 USD

1 Add To Cart H

COMPARE

1.2. Hover over the cart icon at the left side of the screen, hover over “My Carts and Orders”, and click on “Open

My Active Shopping Cart.”

TUmarketplace

Shop (ak+P)

Shopping

Admin

Shopping Settings

Go to: MNon-Cat

Open My Active Shopping Cart

View Carts

View My Orders (Last 90 Days)

ene Graduated Tri-Stir Beakers, San
Chemical Manufacturing Corporati
he 140-52711-PR
ackaging 30PC, CS

ene Graduated Tri-Stir Beakers, 50
Chemical Manufacturing Corporati

be 140-52714-P5
ackaging 100PC, C8

Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, 250
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2. From your shopping cart, you can update the cart name, add a description or internal note, set the priority as
normal or urgent, or indicate who the cart is for (if someone other than yourself).

a TUmarketplace sema Al Search (Alt+0) a 12030USD W v \n ey
.! Shopping Cart ~ ® -
R e i ) Details -
Q Fo
e . Fartah AbMansoo
o Estimate (129.39 USD) >
a 1-06-2 2: d Janso X
Subtotal 129.39
E Total 12939 USD
f
-
nal v Assign Cart
Hat:
pr— g

1 ltem O~

Laboratory Disposable Products - 1 ltem - 129.39 USD R |

~ supPLERDETALS § EE[ Business 1: 960-C Beimont Aveunue, North Haledon, New Jersey 07508 United States

o value

Q ttem Catalog No Size/Packagl unit Price Quantity Ext Price -

Next, you can either check out yourself, or assign the cart to someone else.
2.1. To check out yourself:

2.1.1. Click “Proceed To Checkout”. You will be taken to the draft requisition. Make any updates to the
order (e.g., to the accounting codes), and then click “Place Order”.

) Q 12030USD W v I‘G A2
© =
o Details v
I .
Farrah Al-Mansoor
Estimate (129.39 USD) ~
Subtotal 129.39
Total 129.39 USD
Proceed To Checkout
Assign Cart
Requisition ~ : 3281361 ® = @
Summary
Draft
t 0o value Total (129.39 USD) v
TPCard (<§5K) r
Subtotal 120.39
Use your Temple pCard for orders less than $5K if
you see an edit button available here
Delivery Options 129.39
No credit card has been assigned.
Best Carrier-Best Way
Assign Cart
Accounting Codes £
What's next for my order? v
Chart Fund Organization Account Program Activity Location
WaltForPRApprovals
T 100000 83000 7200 06 no value 1o value s
Internal Notes and Attachments # External Notes and Attachments &S - Purchasing Use Only & v Vorkdlow -
wte  novalue Jote to a no value Buyer Name o value e ety
Add i RS e FamaivAL
Parallel Steps
= © it | view des
- R =
Initial Budget Authorization -




TUmarketplace

2.1.2.

A confirmation page will appear.

a TUmarketplace sea

Advanced

Simple

Search for products, suppliers,

Cart name

Requisition date

Requis

Number of line items

Al ~

forms, part number, etc

Summary Options
Requisition number 3281361 7 Print
Requisition status Pending

Recent orders

2021-06-23 tue71824 02

Return to your home page

6/23/2021

129.39 USD

Search (Alt+Q) Q 000UsD W

© Requisition 3281361 Submitted

Q@ |m‘

2.2. Instead of placing the order yourself, you can assign it to someone else. You can do so either from your cart,
or from the draft requisition page (see step a above).

2.2.1.

2.2.2.

From either page, click “Assign Cart”.

Requisition » : 3281361

summary PO Previev Comments  Attachments

rder Contact  no value
Emai
Delivery Options

Ship Via Best Carrier-Best Way

TPCard (<§5K) &£

Use your Temple pCard for orders less than $5K if
you see an edit button available here

No credit card has been assigned

Accounting Codes &£
Chart Fund Organization Account Program Activity Location
T 83000 7200 06 no value no value
Te Purchasing Main General Supplies Institutional Support
Internal Notes and Attachments &£ External Notes and Attachments L AREE Purchasing Use Only &,
nternal Note  no value no value BuyerName o value
(for Purct
nterna Add
Dept Only)
Attachments Add
Send to Bid no value
Close PR? no value

® = @
Draft
Total (129.39 USD) v
Subtotal 129.39
129.39
Assign Cart
What's next for my order? ~

‘WaitFarPRApprovals

Marshall, Andrew

4, Paraliel Steps
Click 10 viev

Initial Budget Authorization

tt

A search box will pop up. Click “SEARCH” to search for the person you wish to assign the cart to.

nealia

O | SEARCH
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2.2.3. Another user search box will appear. Enter the search criteria, and click “Search”.

2.2.4. On the results list, find the correct person and click the plus icon next to their name.

New Search

Name ~ User Name Email Phone

MULLER, LESLIE Imuller Imuller@temple.edu +1215-707-3874

Muller, Jennifer robbins jmuller@temple.edu +1215-204-0699

2.2.5. Enter a note to the assignee if you wish, then click “Assign”.

MULLER, LESLIE
or SEARCH

Action

22
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2.2.6. A confirmation page will appear.

TUmarketplace sem All v Search (Alt+Q) Q 0.00USD W v |m 'Sy §

Simple Advanced

Search for products, suppliers, forms, part number, etc “

@ Cart Assigned

Requisition Summary Options

Requisition number

Create new draft cart
3281365

Cart name Recent orders

2021-06-23 tue71824 03
Return to your home page

Requisition total

129.39 USD

Number of line items

1

23



Placing a Quick Order

Purpose: The Quick Order functionality allows users to enter and search for up to five product catalog number(s) and,
if exact matches are found, the items are automatically added to the cart. This functionality works with all hosted and

some punch-out catalogs.

1. Loginto TUmarketplace.

2. Navigate to the Quick Order page in one of the below ways:

a. If your window is wide enough, this will appear above the search bar.

a® TUmarketplace sema

Simple Advanced Goto: Nol

Search for products, suppliers, forms, part number, et

Showcase

TESTING REGION

15 Agilent
Lab Supplies
Welcome TUmarketplace Focus
Group!
T EMSCO
Your participation is greatly
appreciated!
Purchasing and Payables Staff
°2p) spectrum

n-Catalog ltem | Favorites

& BD

Lab Supplies

MALDP

Lab Supplies

HISA

sscusD W © D & &

Allr Search (Alt+Q) Q
Forms | Shop || Quick Order || Browse: Suppliers | Categories | Contracts | Chemicals
~
~ Dot Scientific
B ngiass
165."‘-“‘“, Incorporated
ab Supplies Lab Supplies
[}e RAININ UDORR
ParkinEims Pipetting 360° ar-
Lab Supplies Lab Supplies Lab Supplies Lab Supplies

Sofwae E SOMA

ot
pusiEss seRvicEs|
T

g,
SR Billows

b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms”

link.
& TUmarketplace eema Al Search (Alt+Q) Qa 83.96USD W V] |; a2
! Simple Advanced .
Search for products, suppliers, forms, part number, etc n
Showcase - 3 < \L A2
& BD (=X
Lab Supplies Lab Supplies Goto
Welcome i
Non-Catalog ltem
e
Showoase Favorites
- |
B  TESTING REGION
4 i Agilent & BD S Shop
Lab Supplies Lab Supplies Lab Supplies Q K Ord
uick Order
il Welcome
TUmarketplace Focus R
&t Group! ooeporated EMSCO
Lab Supplies Suppliers
80 Your participation is | Categories
reatly appreciated!
9 y app e RAININ | Contracts
Purchasing and Payables Staff Pasanely Pipstiing 360°
Lab Suppli ab Supplies Lab Supplies

(P2P)

Chemicals
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C.

Hover over the shopping cart icon at the left of the screen and click “Quick Order” in the “Shopping” section.

TUmarketplace

Shop (Alt+P)
My Carts and Orders
Admin

Shopping Settings

E)

L
Il
a*
&

All » Search (Alt+Q) Q 50.00USD W P | e
By Keyword = Search... ==
A

& BD S s GCremsiess
Browse By
Suppliers

O®k . cenvifc [ Kaurt I Lesker

WEBE
RAININ L

3. Onthe Quick Order screen, select the category from the dropdown menu that best relates to the product(s) you
are trying to locate.

&« Quick Order

Note: The default setting of

“Everything” will search
across all categories
throughout the entire
database of
TUmarketplace’s hosted

Category

Everything

Lab Supplies

— Antibodies
Medical/Clinical
Office/Computer
MRO/Facilities
Furniture
Services
Manufacturing

Books

Food/Food

25
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4. Enter the catalog or part number for the item(s) you wish to purchase and press Enter on your keyboard. Note:
When entering catalog or product numbers make sure you are entering the correct information. If your SKU has a
hyphen in it and you enter the number without the hyphen, your search will return your results without the
desired item. In the below example, the same product number is entered twice, the first time without the

hyphen and the second time with the h

4.1. The correct part number shows the desired item and confirms that it has been successfully added to the

TUmarketplace cart.

4.2. The result for the incorrect part number offers a second search of similar results, from which you can add

the item to your cart.

yphen.

Everything v € 967126624E1 MULTIPLE OR SIMILAR
Categ RESULTS RETURNED
Part her Searc
Numbe Everything v | -
96126624E1 X ﬁ
SR erthumbs @ 961-26624-E1 ADDED TO CART
Part Mumber 961266241 bod Description:
Dynalon PTFE Beaker Cover, 20 mm dia., for 1
961-26624-E1 5 © Multiple or similar results returned mlL Beakers
o Supplier:
o art Numbe Spectrum Chemical Manufacturing
Part Numbe | Corporation
SKU
Part Number
Part Number
Search Results: 1 Compare BESTMATCH v R
By Supplier v Dynalon PTFE Beaker Cover, 20 mm dia., for 1 mL Beakers .
Spectrum Chemical Manufacturing Corporation § [ 7.46 USD
[ | D Part Numbe: 961-26624- Mfg. Name Dynalon
1PC,EA COMPARE

By Category w

5. Once you are finished shopping, click on the cart icon in the upper right corner to proceed to checkout.

TUmarketplace

T Hide

Search Results: 1

By Supplier v Dynalon |

Al + Search (Al+Q) Q 1492UsD W o D
My Cart (Famah's test order)
Dynalon PTFE Beaker Cover, 20 m...
c Quantity: 1 View My Cart
Price: 7.46 USD
Dynalon PTFE Beaker Cover, 20 m...
c Quantity: 1 TMATCH + -]
Price: 7.46 USD
14.92 USD .
R
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Placing a Punch-Out Order

Purpose: In TUmarketplace, you will notice a selection of punch-out vendors with a link to their website. Punch-out
vendors are those that host their own catalogs, but provide special pricing for Temple University users. Note: Clicking
on a punch-out supplier will take you to that vendor’s website, but your order will still be finalized through
TUmarketplace.

1. Loginto TUmarketplace.

2. Navigate to the lower section of the home/shop tab. You will see a selection of available punch-out vendors.
Please note:

2.1. If you see a vendor marked with a yellow triangle in a circle, that site is currently running slowly.

2.2. If you see a vendor marked with a red “x” in a circle, that vendor is currently unavailable.

) TUmarketplace All = Search (Alt+Q) Q 1492uUsD W < I@ JPJ.

Simple Advance Goter Non-Catalog Item | Favorites | Forms | Shop | Quick Order  Browse: Suppliers | Categories | Contracts | Chemicals

for products, suppliers, forms, part number, etc. n

CDC recommendations for hand hygiene are to
wash with soap and water for at least 20 seconds. If PO Change Fleet Card Temple University
soap and water are not readily available, use an Request Form Application OWLtech Electr.
alcohol-based hand sanitizer with at least 60% ethyl
alcohol (ethanol) or 70% isopropyl alcohol
(isopropanol). Although hand sanitizers containing
benzalkonium chleride are approved by the FDA,

E}

they are not recommended by the CDC as being Punch-out v
effective against COVID-19. Please check the
preduct label before purchasing. Emsco . rom oA Imperial )
_oE Thoms B .-’M e .B'ga—p"‘”_' mms
The Supplier Diversity database is a comprehansive listing of Temple's EMZED ) Rher Preferred Supplier MEE ;‘;ﬁiiirj 2] A :“,T“;ia“w

ed, ned. d, and small business

y
vendor partners. Use the site to find a vendor whe can provide the
services and/or products to mest your neads while supporting

Temple University's commitment ta -
- — . GuyBrown - _ Connection
diversity. hitp=//tuporial temed OFFICE SUPPLIES ' @ m A Pricin
L N MEE/ WBE NCPA Pricing
Beginning the week of August 10th Jaggaer will be

upgrading their search functions within
TUmarketplace. The changes for this upgrade are

L
il
ar
&

significant. To assist in training and navigating the . ) .
new search features, Purchasing Services has (@ . fit'lvhﬂ i f colonial
provided step-by-step instructions and screen shots. . = 1;_";":‘;" e -
e =
HEN SO MCK MEDLIE Gupli
r dba: Mant Industries
CARGLINA eeooe T
s opll sosee 0 [ Lenovo | Ry

To process requests for Apple products
and office supplies to be shipped off

campus,
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3. Click on a vendor and you will be redirected to the vendor’s site, which may open in the same or a new window.

3.1.

3.2

TUmarketplace Punchout Cancel PunchOut

In some instances, you will see a prompt asking, “Do you want to view only the webpage content that was
delivered securely?” It is important to respond “No” to this prompt; otherwise, you may not see all the
information, including the discounted pricing, on the vendor’s website.

Notice you are still part of the TUmarketplace site by the indicator in the upper left corner.

@ This PunchOut will open in a new window!!!

Apple Store for Education Institution : Home - Google Chrome - O 'Y

8 ecommerce2.apple.com/asb2bstorefront/asb2b/en/USD/

Apple Store for TEMPLE UNIVERSITY

The all-new
24" iMac.

TUmarketplace Punchout Cancel PunchOut

-
TEMPLE \mggg BUSINESS Welcome, Farrah Al-Mansoor ~ My Account - Customer Service E

UNIVERSITY

Categories -

Computer Hardware
Computer Peripherals
Software

Data Storage

Servers & Workstations

POS & Digital Signage -7 SAVE
Electronics : = -— | UP TO

Office Solutions

Industrial & Tools

Global Sourcing Direct
UNRIVALED SPEED Ao

Nothing beats a professional workstation THREADRIPPER
powered by AMD.

Gel Yours »

Wi-FiTh

SUPERMICR® Remote Wo
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4.

Perform your search for your desired item on the vendor’s site. From the vendor’s page, you may see messages
or other special features available for Temple users. Please note that each vendor’s site is unique, so the
functionality will vary but, in the end, you will always return to your cart in TUmarketplace to complete the
requisitioning process.

Once you have completed your shopping and added items to your cart, you can check out and you will be taken
back to your TUmarketplace shopping cart, within the TUmarketplace site.

TUmarketplace Punchout Cancel PunchOut
-
\'ﬂu' BUSINESS Welcome, Farrah Al-Mansoor My Account = Customer Service E

- Al
caregories - -

Home = My Shopping Cart
My Shopping Cart 5 =
Y pping ;I 1 Item(s)’ $245.99

. 99
+ Add B Remove Al = Move Allto Grand Total: $245

CHECKOUT»
NeweggBusiness Marketplace Direct Delivery Service @

Xu Yuan Jia-Shop Multi-Function Stand Wall Projector Mount Quantity $24599
Bracket with Adjustable Height and Extendable Arms Rotating, 1
Black ..

InStock | lem # 9SIVOPCEKHS619
Sold by: DGDusb @

a TUmarketplace All » Search (Alt+Q) Q 24599USD W v |»@ D‘[
Shopping Cart ~ ® -
Simple Advanced e Details hd
n Farrah Al-Mansoor
ﬁ Estimate (245.99 USD) v
ot Marma arrah's test order sreparad fol Farrah Al-Mansoor Q
Cart Name Farrah's test order Preps 0 arrah Al-Manso g Subtatal 245,90
% Total 24599 USD
e on
"
Norma - Assign Cart
ternal Note
& p
cha e ear
1 ltem O~
Newegg Business Inc - 1 ltem - 245.99 USD -]
~ SUPPLIER DETAILS  Business 1: 17560 Rowland Street, City of Industry, California 91748-1114 United States
no value To Be Assigned
Need to make changes? MODIFY ITEMS | VIEWITEMS Item(s) was retrieved on: 6/25/2021 4:06:50 PM
» Xu Yuan Jia-Shop Multi-Function Stand Wall Projector Mount Bracket with Adjustable Height and Extendable Arms Rotating, Black Projector Stand for
Home and Office Projector Mount
ltem Catalog No. Size/Packa Unit Price Quantity Ext. Price
ging
Xu Yuan Jia-Shop Multi-Function Stand Wall 9SIVOPCE EA 245,99 Qty:1EA 24599 e D
Projector Mount Bracket with Adjustabl KH5619
A ITEMDETALS € =
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6. Review your shopping cart in TUmarketplace and then finalize your order by clicking “Proceed To Checkout”. If
you need to modify or view your items, click on the corresponding buttons above the item’s product description,

and you will be taken back to the vendor’s punch-out site.

A~ SUPPLIERDETAILS Business1:17 lowland Street, City of Industry, California 31748-1114 United States

no value To Be Assigned

Need to make changzs? MODIFY ITEMS | VIEWITEMS Iter)(s) was retrieved on: 6/25/2021 4:06:50 PM
= XuYuan Jia-Shop vulii-Function Stand Wall Proiector Mount Sracket with Adjustable Height and Extendable Arms Rotating, Black Projector Stand for
Home and Office Projector Mount

Item Catalog No. Size/Packa Unit Price Quantity Ext. Price
qing
Xu Yuan Jia-Shop Multi-Function Stand Wall 9SIVOPCE EA 245.99 Qty: 1EA 24599 v |:|

Projector Mount Bracket w ustable KH561%

~ ITEMDETAILS €

Priority Normai v
Details ~

nternal Note F

s Farrah A-Mansoor
0 characters remaining expand | clear

Estimate (245.99 USD) ~
Subtotal 24599

1 ltem O~ —
Total 24599 USD

Assign Cart
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Placing a Non-Catalog Order

Purpose: This document will guide you through the steps of placing a non-catalog order in TUmarketplace. A non-
catalog requisition is utilized when the item(s) or service(s) is not found through searching TUmarketplace catalogs.

1. Loginto TUmarketplace.
2. Click the “Non-Catalog Item” link.

a. If your window is wide enough, this will appear above the search bar.

a TUmarketplace sema Al Search (Alt+Q)
Simple Advanced Go 1) Non-Catalog item | [avorites | Forms | Shop | Quick Order
Search for products, suppliers, forms, part number, etc
Showcase

TESTING REGION

Welcome TUmarketplace Focus e
Group!
EMSCO
Your participation is greatly
appreciated!
Purchasing and Payables Staff
(P2P)

©BD

Lab Supplies

ALDP

Lab Supplies

EISA

(=R

Lab Supplies

Lab Supplies

compuTER
eusmess services|

Soflware & SOMA

hemglass

a saccuso W © KD & A

RAININ

Pipefting 360°

Lab Sup

plies Lab Supplies

5 i,
% Billows

Browse: Suppliers | Categories | Contracts | Chemicals

Dot Scientific

Incorporated
Lab Supplies

PAILPDORE
SiGh3

Lab Supplies

b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms”

link.
Sl TUmarketplace eema v Search (Alt+Q) Q 83osusD W \l A2
! Simple Advanced .
Search for products, suppliers, forms, part number, etc n
ceu Showcase - |
i Agilemt & BD S
=b Supplies Lab Supplies Lab Supplies
Welcome
e
. Showcase
—
= TESTING REGION
an -~ Rgilent & BD BECKMAN
Lab Supplies Lab Supplies Lzb Supplies
Welcome
Al
TUmarketplace Focus
gt Group! oo comporeted EMSCO
Lab Supplies Lab Supplies
Lo Your participation is
greatly appreciated!
. [k RAININ
Purchasing and Payables Staff Perkink mer Pipetling 360°
Lab Supplies Lab Supplies Lab Supplies

(P2P)

¢ @D a8

Go to
Non-Catalog ltem
Favorites

| Forms
Shop

Quick Order

Browse

7]

Suppliers
Categories
! Contracts

Chemicals
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3. Once the link is selected, a pop-up window will appear where you will enter your product or service information.
The following areas are required for you to place your order.

Existing Supplier Manual Supplier Supplier Not

ltem v
Description * Catalog No. Size Quantity * Price Packaging *
v EA v
£
Additional Details v
Q, e
Add Internal Attachments v

Add Internal Attachments

W Requirad fields m Save And Add Another Close

3.1. Supplier:

3.1.1. Type the supplier’s name to find the appropriate supplier.

3.1.2. If the supplier is not in TUmarketplace, you may enter the information by clicking the “Manual
Supplier” link.

3.1.3. If you do not know a supplier that can provide the product, you can also select “Supplier Not
Known”.

3.2. Product Description: Describe the product or service you are requesting.
3.3. Catalog No.: This is only necessary if you know that the product is categorized by its catalog number.
3.4. Quantity:
3.4.1. |If you are ordering a product, enter the quantity here.
3.4.2. |If you are ordering a service, the quantity should always be 1.
3.5. Price: Enter the price here (per item if you are ordering multiple products).
3.6. Packaging: Enter the unit of measure (UOM) (per item if you are ordering multiple products).

3.7. Commodity code: This describes the type of product or service. To find the appropriate code, click the

magnifying glass and scroll through the list of commodities to find the appropriate one. You can narrow the
list by entering a search term in the “Description contains...” field and clicking “Filter”. Click the plus icon to

enter the code.

3.8. Add Internal Attachments: This button will allow you to add an attachment to the order.



TUmarketplace

4. Click “Save” to add this item to your cart. Your order will appear as follows once it is in your cart. Click “Proceed
to Checkout” to submit your order.

TUmarketplace Al v Search (Alt+Q) Q 5000USD W <@ I‘@ E 'L
Shopping Cart ~ ® -
Search for products, suppliers, forms, part number, etc
Details ~
Cart Name Farrah's test order Farrah Al-Mansoor (=} Farrah AbMansoor
- Estimate (50.00 USD) ~
FiTy
= ion Subtotal 50.00
% Total 50.00 UsSD
Normal A
"
stemal Note Assign Cart
at p
acters remaining expand | clear
5 ltems -
Beckman Coulter Incorporated - 5 items - 50.00 USD SO |
A SUPPLIERDETAILS $§ Business 1: 250 South Kraemner Boulevard, Brea,.. v
no value PO Number To Be Assigned
Item Catalog No. Size/Packag Unit Price Quantity Ext. Price
ing
Alpha Order 12345 200z 1/BX 10.00 5 BX 50.00 == |:|
A ITEMDETALS &
B 4
axable D 000 ch remzining expand | clear
ity Code 25101502 Q —
Autornchbiles 000 characters remaining expand | clear —
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Purchasing Computer Software in
TUmarketplace

Purpose: When you need to purchase computer software through TUmarketplace, there are a few different ways to
process your request. This guide will demonstrate the steps to purchase software.

Pre-Approval for Software Purchases:

Software purchases may require pre-approval from a variety of areas depending on the nature of the product:

e Accessibility: Software that will be used by more than one person will require review and approval by the
Accessibility office

e Information Technology Services: Software that will be hosted or that will require assistance from ITS
requires their review and approval

e IT Security: All software requires a data security review by IT Security

To obtain pre-approval, you must complete the pre-approval request form, located on TUportal, on the Staff Tools
tab, in the University Forms section (search for “purchasing pre-approval”). For more information regarding pre-
approvals, refer to the Purchasing Services section of TUportal, located on the Budget and Finance tab in the Buying
and Paying section. Click on “Procedures”, then on “Purchasing Pre-Approval Requests”.

Note that pre-approval must be obtained before the software is purchased. This rule applies to renewals as well.

Methods of Purchasing Software:

There are four different ways to purchase software in TUmarketplace — each is discussed below.

1. Computer Business Services (CBS) Showcase Supplier Catalog

SAS and SPSS licenses must be purchased through the Showcase Supplier Catalog.

1.1. Log in to TUmarketplace.
1.2. Click on the CBS catalog.

& W samawa o omuo ¥ O KD & &
Q
5 E
e
Showcased Suppliers ~
o Welcome to Temple
University's TUmarketplace
@ ke ©BD s G
Il
@ (-
£ BUSINESS SERVICES
" RAININ | Software and RE(SOMA)/
screens affected by the update, Periens Pipating 360
a user guide providing detailed A DS |n k
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1.3. Type “SAS” or “SPSS” into the search field that appears, then click on the magnifying glass.

COMPUTER
[BUSINESS SERVICES |

<IsA
e Software & SOMA/ ADS

Lab Supplies Ink

Computer Business Services Hardware Maintenance & ove)

Af oftware
o

Loat D Doch D s

1.4.
quantity, and click “Add to Cart”. Note: The License option will not inclue an installation disc.
Compare BEST MATCH w

From the search results, choose a “License” option (not “Media” or “License and Media”), enter the desired

Search Results: 69

By Supplier v SPSS v.17 for Windows License <
Computer Business Services Hardware Maintenance & Software 28.00 UsD
Part Number  SPSS17-WL System Packaging EA
N 1 Add To Cart H
COMPARE
V SPSS v.17 for Windows Media v
Computer Business Services Hardware Maintenance & Software 6.00 USD
P SPSS17-WM 8 m Packaging EA
, - 1 Add To Cart H
COMPARE
By Packaging UOM v .
SPSS v.17 for Windows License and Media Bundle <
34.00 USD

'

By Commodity Code

By Result Type SPSS v.17 for MAC License

SPSS v.17 for MAC Media

Computer Business Services Hardware Maintenance & Software

EA (69
Computer Business Services Hardware Maintenance & Software
‘art Number  SPSS17-WB System Packaging EA
- 1 Add To Cart H

Products (69 Computer Business Services Hardware Maintenance & Software
Part Number SPSS17-ML System Packaging EA
Mfg. Part No 1 Add To Cart n

COMPARE

A

50.00 UsD

COMPARE

A

6.00 USD

to complete your order.
Search (Ait+Q) Q 28.00 USD|| W

Al >
My Cart (2021-07-02 tue71824 01)

SPSS v.17 for Windows License
Quantity: 1 View My Cart
Price: 28.00 USD
28.00 USD s

1.5. The selected item will appear in your TUmarketplace account. Click the cart icon and then click “Checkout”

35



TUmarketplace

Additional requirements for SAS and SPSS purchases:

e Asigned Software Site License Agreement must be completed in order for your request to be fulfilled.
Agreements can be found in TUportal by clicking on the Staff Tools tab, scrolling down to the University
Forms section, and searching for “License”. Be sure to attach your assigned agreement as an internal
attachment to your requisition.

e  Order fulfillment: Purchasing Services will email a confirmation letter to the contact person listed on the
requisition. The email will include a SID (.txt) file for SAS and/or an installation key for SPSS. It will also
contain a copy of your Software Site License Agreement.

2. Punch-out Suppliers

Software is also available in TUmarketplace through the following suppliers:

Apple CDWeG Connection SHI

(Software House International)

” ; Connection J/
NCPA Pricing

TU Softv-.fare__Site Licenses

Software orders totaling $5,000 or less that are submitted through a TUmarketplace Punch-out will be sent
directly to the supplier for processing.

Orders that are greater than $5,000 will be forwarded to Temple’s Purchasing Services for review prior to
processing to determine whether there is a bidding opportunity for the product(s).

3. Non-Catalog Items

If you have a question with regard to your request, contact Purchasing Services or enter the request as a Non-
Catalog Iltem. When entering Non-Catalog requests, be sure to add supporting documentation, including part
numbers and any pricing that you received.

4, Contract Approval Request Form

Software purchases that require a signature on an agreement will need to be submitted through the Contract
Approval Request form in TUmarketplace for review by University Counsel and signature by the CFO’s office. Only
representatives from the CFO’s office are authorized to sign on behalf of Temple University.
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Adding Attachments to Requisitions

Purpose: This document will guide you through the steps of adding and moving attachments to your requisitions.

1. To add an attachment before placing the order:

1.1. Navigate to your cart in one of two ways:

1.1.1.

Click on the cart icon at the top right of the page and click “View My Cart” or “Checkout”.

Al = Search (Alt+Q)

Dyn-A-Med Polypropylene Graduat...

m Quantity: 1

Price: 42.87 USD

ers, Sample pack

o D s

Q 4287USD W

My Cart (2021-06-23 tue71824 01)
on-Catalog [t ntracts | Chemicals

View My Cart
>< n

42.87USD MATCH -

v

orporation $ 42.87 USD
Name DynaMed Products

= - 80091 1 Add To Cart H

COMPARE

1.1.2. Hover over the cart icon at the left side of the screen, hover over “My Carts and Orders”, and click

on “Open My Active Shopping Cart”.

TUmarketplace

Shop (ak+pP)

e View Carts

Admin

Shopping Settings

Open My Active Shopping Cart Go to: Non-Cat
View My Orders (Last 90 Days)
-

ene Graduated Tri-Stir Beakers, San
Chemical Manufacturing Corporati

he 140-52711-PR
ckaging  30PC,CS

ene Graduated Tri-Stir Beakers, 50

Chemical Manufacturing Corporati

be 140-52714-P3
ackaging 100PC,CS

Dyn-A-Med Polypropylene Graduated Tri-Stir Beakers, 250
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1.2. From your shopping cart, click “Proceed To Checkout”.

) Q 12030USD W Q I' 4 2

®© ™

Details ~

Farrah Al-Mansoor

Estimate (129.39 USD) ~

Subtotal 129.39

Total 129.39 USD

Proceed To Checkout

Assign Cart

1.3. You will be taken to the draft requisition, where you can add internal and external notes and attachments.
Internal notes and attachments are viewable by Temple administration only; external notes and
attachments which will go to the vendor with the purchase order.

Requisition ~ : 3281421 ® = @
Summary
e Grder status information:
ounting Dats no value
no valve Draft
tact P 0 value Total (48.11 USD) v
Subtotal 481
no value
48m
Ship Via Best Carrier-Best Way TPCard (<$5K) Assign Cart
" What's next for my order? ~
Accounting Codes e ™
WaltForPRApprovals
Ghart Fund Grganization Account Program Activity Location Marshall, Ancrew
T 100000 83000 7200 o6 no value o value
Internal Notes and Attachments & External Notes and Attachments s Purchasing Use Only For ¥ ° P_r?"
o value \ote 10 all Supplies 0 value Buyer Name (f no value
Add Attachments fo Add 1, Parallel Steps
" nd f 1 no value .
PO Clauses Edit | View details
-] Close PR? o vale | Initial Budget Authorization
1ltem | | Level 4 Approval-2
Spectrum Chemical Manufacturing Carparation - 1 ltem - 48.11 USD
Parallel Steps =
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1.4. Click the “Add” link under the appropriate section (internal or external), upload the file, rename it if you
wish, and click save. The attachment will appear in the appropriate section.

Internal Notes and Attachments & External Notes and Attachments &£
nternal Note no value Note to all Suppliers no value
nternal Attachments Add Attachments for a Add

suppliers

0 Clauses

o Edit | View details

@rFile O Link

SELECTFILES...

@ File O Link

SELECT FILES...

Internal Notes and Attachments & - External Notes and Attachments & -
nternal Note no value Note to all Suppliers no value
Internal Attachments Date Add Attachments for a Add
suppliers
2L Test upload.pdf 6/23/2021
PO Clauses o Edit | View details

1.5. Clicking on the three dots next to the attachment gives you three options: edit (to rename the file), remove
(to delete the file), and move (from the internal to the external section and vice versa).

Internal Notes and Attachments 2 External Notes and Attachments
nternal Note no value Mote to all Suppliers no value
Internal Attachments Date Add Attachments for a Add

suppliers
A Test upload.pdf 6/23/2021
S —
dit |
Edit
| | Remove I
1 ltem Move to External Attachments
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2. To add an attachment after submitting the requsition:

2.1. Navigate to the requisition (see Quick Search for a Requisition, Receipt, or Purchase Order).

2.2. Open the “Comments” section of the requisition.

PPSll TUmarketplace gema Al Search (Alt+Q) Q coouso w @ @D a4 g
! Requisition * 3281361 * = ® ™ @ lofllResults ¥ < > H
Summary PO Preview ment Attachments History
General & - Shipping & - Billing & _ endig
Total (129.39 USD) ~
Status Ship To Bill To
Pending
Level 4 Approval-2 Roomy/Floor/Attn Farrah Al-Mansoor Accounts Payable Subtotal 129.39
Department Purchasing Svs 215-926-2032
Submitted General University -See herein 1852 N. 10th Street (082-11) 129.39
6/23/202111:26 AM Broad & Montgomery 1st floor, TASE
PHILADELPHIA, PA 19122 Philadelphia, PA 19122
Cart Name United States United States v
a 7
2021-06-23 tue71824 02 What'a next >
2.3. Click the plus icon to add a comment.
P Sl TUmarketplace e Al Search (Alt+Q) Q ooousp w O @ 4 2
Requisition = 3281361 ~ = ® @ 1of11Results ¥ < > l
Imma PO Preview Comments Attachments History
[ pwea
Records found: 0 sh for Requisition v i+
Total (129.39 USD) v
No comments have been added Subtotal 129.39
129.39
What's next? ~
Workflow r_’.‘ ﬂ
H “ PN
2.4. Click “Choose File” to select and add your attachment.
TUmarketplace sera Al Search (Alt+Q) a DooUSD W (v} \x@ A 2L
Requisition = 3281361 ~ = ® @ 1ofl1Results < > '
Summa PO Preview Comments Attachments Histol
Records found: 0 g Requisition v -+ “
Total (129.39 USD) v
Subtotal 129.39
ADD COMMENT v X
129.39
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. What's next? hd
Email notification(s) | Add recipient Norkflow U ﬁ
& D Farrah Al-Mansoor (Prepared by, Approved)
oo0 sinir expand | clear <farrah@temnple.edu=
Attach file (optional)
AttachmentType @ File O vuink/URL
File Name - =
Flie Choose File Ipload v fil
Upload your ire PR Validation 1
Completed
No comments have been added
WaitForP! rovals - -
o faitFor RApp!
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2.5. If you wish, rename the file in the “File Name” section and/or add a comment in the comment area.

ADD COMMENT

Adding test attachment to this requisition
per your request.

4

40 characters remaining expand | clear

v 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) | Add recipient

|:| Farrah Al-Mansoor (Prepared by, Approved)
<farrah@temple.edu=

Attach file (optional)

Attachment Type @ File O Link/URL

File Name
Test attachment

File "
Choose File Test upload.pdf

2.6. If you'd like the system to notify someone via email of the attachment, select them from the list, or click

“Add Recipient” to find them.

ADD COMMENT

Adding test attachment to this requisition
per your request.

#

40 characters remain ng expand | :'Iear

v X

This will add a comment to the document. If you select a user they will

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

Email notification(s) | Add recipient

|:| Farrah Al-Mansoor (Prepared by, Approved)
=farrahi@temple.edu=

\/ Greenberg, Naomi <nacmi.greenberg@temple.edu=

Attach file {optional)

Attachment Type @ File O Link/URL

File Name
Test attachment

File .
Choose File Test upload.pdf
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2.7. Click the check mark to submit your attachment.

ADD COMMENT

Adding test attachment to this requisition
per your request.
document.

Email notification(s) | Add recipient

<0

940 characters remaining expand | clear

Attach file (optional)

<farrah@temple.edu=

Choose File

Farrah Al-Mansoor (Prepared by, Approved)

v

This will add 2 comment to the document. If you select a user they will
receive an email indicating that a comment has been added to the

Greenberg, Naomi <naomi.greenberg@temple.edu=

AttachmentType (@ File QO Link/URL
File Name

Test attachment
File

Test upload.pdf

X

2.8. The comment and attachment will be added to the requisition.

TUmarketplace sera Al v Search (Alt+Q) Q 0.00USD W oD 4 8
Requisition * 3281361 ~ = ™ @ lofllResuts v < > H
Imma PO Preview comment{ @ Attachments @ | History
[ e
Records found: 1 Show comments for Requisition v +
Total (129.39 USD) v
Farrah Al-Mansoor - 6/30/2021 12:17:42 PM Requision - 3281361 Comment Added <) Subtotal 129.39
Adding test attachment to this requisition per your request 129.39
Ema
Atta
What's next? ~
=
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Using Quick Search to Find a Requisition,
Receipt, or Purchase Order

Purpose: When you need to quickly find a particular document in TUmarketplace — such as a requisition number,
purchase order number, or receipt number — you may use the Quick Search function. This guide will demonstrate the
steps to perform a Quick Search in TUmarketplace.

1. Loginto TUmarketplace.

2. Enter the relevant information in the search field at the top of the page. You will need to know at least part of
the number that you are searching.

TUmarketplace gem All~ P0207033) Q ooouso W @ @ a4 8
Simple Advanced Goto: Non-Catalog tem | Favorites | Forms | Shop | Quick Ord yse: Suppliers | Categories | Contracts | Chemicals
Search for products, suppliers, forms, part number, etc n

Showcase W

TESTING REGION

i Agilent &BD S s G
Lab Supplies Lab Supplies Lab Supplies Lab Supplies

Welcome TUmarketplace

3. Tofilter your search results by common criteria, click the dropdown menu to the left of the search field and
select the one you want.

All = Q 0.00 UsL

Contract

Fo Al Orders wse: Suppliers | Categd
Requisitions
Purchase Orders
Invoices
Receipts
AP Requests
Procurement Requests
Supplier Invoice Number
Supplier Profile
Users
Field Display Name
Help

4. Hit the Enter key on your keyboard or click the magnifying glass to the right of the search field.

TUmarketplace sem Al v P0207029) Q ooouso W @ D a4 8
Simple Advanced Goto: Non-Catalog ltem | Faverites | Forms | Shop | Quick Order Brow grs | Categories | Coniracts | Chemicals
Search for products, suppliers, forms, part number, etc n

Showcase v

TESTING REGION

< Rgilent & BD [ € Cromgines
Lab Supplies Lab Supplies Lab Supplies Lab Supplies

Welcome TUmarketplace
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5. If multiple options match your search, a list of them will appear; select the one you wish to view by clicking on it.

Otherwise, if there is only one possible match, you will be taken directly to the appropriate page. Note that if you
do not select a specific document type, related documents will appear among the search results.

Al PO207033 Q
Quick Search (Alt
Brs|
Requisitions
1275416

Purchase Orders

P0207033
Invoices
227412
TUmarketplace sem All v Search (Aft+Q) Q ooouso w o /D a4 g
Re{)elms Orders » Search » Purchase Orders » Status - PO P0207033
105743 < Back to Results 1of 1 Results » | € |
105742
PO/Reference No. P0207033 Revision 0 Available Actions E
Supplier TU Portal Test 3
Status | Purchase Order | Revisions | PO Approvals Receipts | Invoices Comments | Attachments  History
a 2
General Information 7 Document Status &
PQ/Reference MNo. P0207033 A/JP status Open
Revision No. 0 Workflow ¥ Completed
Supplier Name TU Portal Test 3§P  more info... (1/15/2015 8:16 AM)
Distribution The system distributed the purchase order using the view
Purchase Order Date 1/15/2015 method(s) indicated below the last time it was distnbuted:
Total 150,965.80 Fax: +1215-026-2022
Owner Name Theresa E. Burt Manual
Owner Phone +1215-926-2010 Distribution Date/Time  1/15/2015 9:16 AM
Owner Email theresa.burt@temple.edu Supplier Sent To Supplier
Requisition Number 1275416 print
Internal PO Ref #: 1560922
Line Item Status ?
Product Description Catalog No =l Lol Quantity Ext. Price Receiving Inveicing Matching
Packaging Price
1 v Test3@ moreinfo. TEST 300,00 S00EA 150,000.00 USD Fully Fully Fully
1/EA Add discount.. Received Invoiced Matched
2 v Testing invoicing 4@ moreinfo.. 1/EA 20.50 32 EA 656.00 USD Fully Fully Fully
Add discount... Received Invoiced Matched
3 v testing invoicing & moreinfo.. 2/EA 1295 24 EA 31080 USD  Fully Fully Fully
Add discount.. Received Invoiced Matched
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Total 150,966.80 USD
purposes, budget checking, and workflow approvals. -—
See configuration t,. —*~ 2
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Viewing the Status of Your Submitted

Requisitions

Purpose: This document explains how users can view the status of their submitted requisitions in TUmarketplace.

1. Loginto TUmarketplace.

2. Navigate to your submitted requisitions: Hover over the Orders icon on the left side of the screen, hover over
“My Orders”, and click on “My Requisitions”.

Your participation is greatly
appreciated!

- EMSCO
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TUmarketplace sem

Orders » Search » Requisitions

= My Requisitions
Quick Filters My Searches Submitted Date:
Prepared For: ansoor
Supplier v

1-9 of 9 Results
Temple Purchasing

Guy Brown Management

Requisition
Number ¥
@ Show More O
» 0O 2258109
Requisition Status v
Pending o O 2238262
Department v
3238261
No Department o o :
Prepared By h O 2238260
Al-Mansaor, Farrah o
O 3238208
Current Workflow Step v
Level 3 Approval-1 o 0
Level 4 Approval-2 o
Purchasing Review o
Benon e O 2238255

days ~

Quick search

Supplier

Guy Brown Management LLC
[:]

Temple Purchasing &
Temple Purchasing &
Temple Purchasing &
Temple Purchasing &
Temple Purchasing @

Temple Purchasing &

Requisition Name

2021-04-28 tue71824
01

2021-04-06 tue71824
08

2021-04-06 tue71824
o7

2021-04-06 tue71824
06

2021-04-06 tue71824
05

2021-04-06 tue71824
04

2021-04-06 tue71824
03

Al Search (Alt+Q) % ooousp W <@ \k 4 2
Mlsaveas v Aeinfiters v  Begortal v
Q @  Addrilter ~  Clear All Filters ?
L 20 Per Page +
Requisition
Status ¥ Prepared For Submitted Date @) Total Amount ¥
Pending Farrah Al- 6/22/2021 3:39:46 AM 15.00 UsD
Mansoor
Pending Farrah Al- 4/14/2021 5,000.01 UsD
Mansoor 12:54:42 PM
Pending Farrah Al- 4/6/2021 11:26:21 AM 5,000.01 USD
Mansoor
Pending Farrah Al- 4/6/2021 11:24:51 AM 5,000.01 UsD
Mansoor
Pending Farrah Al- 4/6/2021 11:22:58 AM 5,000.01 USD
Mansoor
Pending Farrah Al- 4/6/2021 11:21:58 AM 5,000.01 USD
Mansoor
Pending Farrah Al- 4/6/2021 11:20:38 AM 5,000.01 UsD
Mansoor
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4. Open a requisition by clicking on the requistion in the “Requisition Number” column.

TUmarketplace eema Al Search (A1t=Q) Q 0.00USD W (V] \k A 2
Orders b Search b Requisitions
= My Requisitions Msavers v  Aeinfites v  Apgortal -
Quick Filters N Submitted Date: Last 90 days * | Quick search Q @ Add Filter ~ Clear All Filters ?
N Prepared For: Al-Mansoor, Fa... = %
Supplier v
1-9 of 9 Resulis £# 20 Per Page «
Temple Purchasing o
Guy Brown Management o Requisition Requisition
@ show M [0 Number ~ Supplier Requisition Name Status v Prepared For Submitted Date ° Total Amount ¥
how More
- O 109 Guy Brown Management LLC ~ 2021-04-28 tue71824 Pending Farrah Al- 6/22/2021 9:39:46 AM 15.00 USD
Requisition Status g o Mansoor
Pending © O Temple Purchasing @ 2021-04-06 tue71824 | Pending Farrah Al- 471472021 5,000.01 USD
02 Mansoor 12:54:42 PM
Department v
O Temple Purchasing & 2021-04-06 tue71824 Pending Farrah Al- 4/6/2021 11:26:21 AM 5,000.01 USD
No Department o
o7 Mansoor
v
Prepared By O Temple Purchasing & 2021-04-06 tue71824 | Pending Farrah Al- 4/6/2021 11:24:51 AM 500001 USD
06 Mansoor
Al-Mansoor, Farrah [9]
O Temple Purchasing & 2021-04-06 tue71824 Pending farrah Al- 4/6/2021 11:22:58 AM 5,000.01 USD
Current Workflow Step ~
03 Mansoor
Level 3 Aj -1 N
evel 3 Approva L7 O Temple Purchasing & 2021-04-06 tue71824 | Pending Farrah Al- 4/6/2021 112158 AM  5,000.01 USD
Level 4 Approval-2 [1] 04 Mansoor
Purchasing Review o
_ O Temple Purchasing @ 2021-04-06 tue71824 Pending farrah Al- 4/6/2021 11:20:38 AM 5,000.01 USD
@ Show More
03 Mansaor

5. Onthe requisition page, the requisition’s status and step in its workflow will show in the box to the right. The
current step is indicated with an arrow in a blue circle.

Requisition ~ 3258109 @ ™ @  1of9Resuts = <
Summary P Co # H
; - > . N Pendi
General £ - Shipping # Billing # o v s
Total (15.00 USD) -
Sta Ship To 8ill To
Fioom/Flase/ fmtn Farrah Al Mansoar Aceounts Payable Subrotal 15.00
6/22/2021 9:39 AM Department Purchasing Svs 215-926-2032
Genaral University -Sze herein 1852 N. 10th Street (08211} 15.00
2021-04-28 we71524 01 Broad & Montgomery 1st flocr, TASE
no vslve United States Unhed States S
Priarit Normal What's next? v
If you are a Reviewer, enter your information here to be contacted Billing Options [ ]
Farrah AlMansaor with order status information:
. Submitted
0 value 1
- novalus
-, Parallel Steps
de o valus S
| Iniial Budget Authorization
Delivery Options
sh Eest Camien-Bes TPCard (<§5K)
e Level 4 Approval-2
Accounting Codes ~
4, Parallel Steps
Chart Fund Organization Account PFrogram Activity Location Fesms
T 100000 #3000 06 o value o value | Second Budget Authorzation
£ External Notes and Attachments # Purchasing Use Only #F ooV
1) urer Assigoment
o valus novalus o
Add
Create PO
novalus -
© Edit | View deails
novalus
o) P
1 ltem O -
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6. Some steps are hyperlinked — you can click on them to bring up more information:

6.1. Some steps occur in parallel. Click on the “Parallel Steps” link to view the steps.

o Parallel Steps are a group of workflow steps that are executed
simultaneously. Oftentimes, these steps are automated and allow 3 large
number of actions to take place at the same time. Due to this, they are
differentiated from other workflow steps and are visually grouped by the
diamond.

PR Validation 1

4 WaitForPRApprovals

Initial Budget Authorization

N

° Level 4 Approval-2

6.2. Click on other hyperlinked steps to see who the approvers are; they will appear below the step. Click the
step again and the list of approvers will disappear again.

What's next? ~

Submitted

+ Parallel Steps
Clich ew

Initial Budget Authorization

° Level 4 Approval-2

Level 4, Rule

Joan Bettendorf

William Lu

william.lu@

-+ Parallel Steps

Click to view




6.3. Click on the three dots next to the step to view more details about it.

What's next? ~
=
Submitted
v .
+ Parallel Steps
Click 1o view
¢ Initial Budget Authorization
e Level 4 Approval-2
View details
+ Parallel Steps P
Click to view
i Second Budget Authorization - - -
S
| Buyer Assignment
+
| Create PO
L
o Finish _—:—

Powered by JAGGAER | Privacy Policy

Level 4 Approval-2

Requisition FOAPAL and total spend requires Level 4 review/approval

Rules:

Level 4 Approval2 . Active
Folder selection based on: Advanced dynamic workflow for group: Sig Auth
RuleGroup A2

]

Level 4, Rule 3638

Joan Bettendorf  joan bettendorf@temple.edu  +1 215-204-5260
Joan Testuserl  bettendo@temple.edu +1215-204-5260
William Lu william.lu@temple.edu

Close

You can request to expedite some steps. If expediting is an option, it will appear when you click on the three dots
next to the step. Add a reason, and then click “Expedite.”

What's next? ~

=

Submitted

Parallel Steps

Click to viev

Initial Budget Authorization

Level 4 Approvalk2

Parallel Steps

Click to viev

Second Budget Authorization

Buyer Assignment

View details

Create PO Expedite

Finish

it

Click the Expedite bution to expedite to the selected workflow step. By
expediting to the selected workflow step, the document will by pass the
following required steps: WaitForPRApprovals2

Required for event scheduled for 8/3.

A
scters remaining expand | clear

Characters beyond the limit are not saved, i.e., the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.
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Approving a Purchase Requisition

Purpose: This guide will demonstrate the steps that designated approvers will take to approve submitted purchase
requisitions. Completed purchase requisitions will be routed to approvers based upon the correct signature authority
and dollar value of the requisition.

1. Loginto TUmarketplace.
2. Access your approvals in one of the two ways below:

2.1. Hover over the Orders icon on the left side of the screen, hover over “Approvals”, and click on “Requisitions
to Approve”.

TUmarketplace All Search (Alt+Q) Q 1286.00USD W v} \- ' §
My Profile »  Default Addresses

Default Addresses

=== Farrah Al-Mansoor

?

ﬁ Orders Quick search
o Search Requisitions to Approve ?
AR Purchase Orders to Approve Select Addresses for Profile Delete Address
My Orders
provals R
Purchase Orders Recently Approved By _ Nickname Liacouras Walk
Default
IB% Assign Substitute Approvers-Requisitions Current Default Address
Assign Substitute Approvers-Purchase O... Address
1 I o ADDRESS
Approval Naotifications
Room/Floor/Attn * Room 123/1st floor/Farrah Al-Mansc
.} Financial Approvers Department * Purchasing Services
ﬂ Payment Options Address Line 1 Liacouras Walk - 038
: Address Line 2 1938 Liacouras Walk

Lo Dolec oodd M ocoos

2.2. Click on the Action Items flag icon in the upper right menu and select “Requisitions to Approve”.

TUmarketplace BETA Allw Search (Alt+Q) Q 1,286.00USD W i B
Action [tems
SWP‘E Advanced Goto: Non-Catalog ltem | Favorites | Forml T
My Acsinned Annravals o

Requisitions To Approve

Search for products, suppliers, forms, part number, stc
Unassigned Approvals

Showcase Requisitions

TESTING REGION Putchase rders

& BD & Administrative ltems
Lal

Lab Supplies Pending User Registrations

Welcome TUmarketplace Focus
Group!

3. Review the list of requisitions to be approved. Bring up a quick view of the requisition by clicking on the
magnifying glass to the right of the requisition number.

Total Results Found: 2 All Dates E
Sort by:‘ Submit date newest first hd ?
Hide requisition details E2 expand all [E collapse al Results per folder:
= My PR Approvals [2 results]
Requisition No. Suppliers: Assigned Approver PR Date/Time Requisitioner Amount Action [
%+2120101 21 | D ‘ W4 <  rarshal-Mansoor  1/18/2018 9:23 AM Donna Schweibenz 3447.90 USD 0
Requisition Name 2018-01-18 donnas 03 —| Folders 0 Days in folder [My PR Approvals]
No. of line items 2 52 Days in folder [Buyer Name (for Purchasing Dept Only): Farrah Al-Mansoor: {All Values) ]
93327218, Alpha DNA Farrzh Al-Mansoor  3/5/2013 10:32 AM Rahkeeta Rogers 85,000.00 USD O
Requisition Name 2013-03-05 rahkesta 02 ~| Folders 0 Days in folder [My PR Approvals]
No. of line items 1 3030 Days in folder [High Dollar Contract Purch]
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4. Click “Approve” to approve the requisition or

5.

click “Assign” to assign

it to yourself for review.

Document Navigator Display

Submitted
Cart Name

Description

Prepared by

Chart

T
Temple University

Internal Attachments

Requisition Summary - 2309093

General

Status < pending

Contract Buyer Assignment
6/28/2018 11:23 AM
2018-06-28 donnas 02

Priority Normal

Donna Schweibenz

Operating Fund

Internal Note no note

Ship To
Schweibenz

Camell Hall

<Previous 16 of 31 Next>

Shipping

Room/Floor/Attn 8th Fl/Donna L.

Department Purchasing

1803 N. Broad Street
PHILADELPHIA, PA 19122-6095

United States

If you are a Reviewer, enter your information here to be contacted with

order status inform
Order Contact Area

no value

Delivery Options
Ship Via

Organization

23000
Burchasing Main

Internal Notes and Attachments

Note to all Suppliers
Attachments for all s
PO Clauses

000002

ation:

Code Order Contact Phone  Ordler Contact Email
(ioex-x0x)
no value no value

Best Carrier-Best Way

Accounting Codes
Account

7200
General Supplies

External Notes and Attachments
no note

uppliers

Temple Terms and Conditions

Vendor Payment Information  Methods of Payment

Billing
Bill To
Accounts Payable
215-926-2032
1852 N. 10th Street (082-11)
1st floor, TASE
Philadelphia, PA 19122
United States

Billing Options

Accounting Date 6/23/2018

TPCard (<$5K)

Activity Location

no value no value

Institutional Support

Purchasing Use Only

Buyer Name (for Purchasing Dept  no value
only)

Send to Bid na value
Close PR? no value

Requisition ~ :

Summary

General &

Status
Pending
Cc ct Buyer

Submitted

6/28/2018 11:23 AM

Cart Name
2018-06-28 donnas 02

Description
no value

Prepared by
Donna Schweibenz

2309093

Shipping &

Ship To

Room/Floor/Attn 8th Fl/Donna L.
Schweibenz

Department Purchasing

Carnell Hall

1803 N. Broad Street
PHILADELFPHIA, PA 19122-6095
United States

If you are a Reviewer, enter your
information here to be contacted
with order status information:

- Contact Area Code

no value

zontact Phone (xxx-

XXXX)
no value

Order Contact Email
no value

Billing &

Bill To

Accounts Payable
215926-2032

1852 N. 10th Street (082-11)
1st floor, TASB

Philadelphia, PA 19122
United States

Billing Options

Accounting Date
6/23/2018

® = @

Pending
Total (300,500.00 USD) ~
Subtotal 300,500.00
300,500.00
What's next? v
Workflow E
Submitted
\J/ 6/28 181

5,

Spend Over Contract Review

¥ e .

Not Sent

Fiscal Year End

‘J’ d

If the quick view option does not provide enough information for you to approve, you may also click directly on
the requisition number to review the requisition in its entirety.
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6. Click “Assign to Myself” if you wish to review the requisition or click the down arrow and then select “Approve”
to approve the requisition.

Summary PO Preview

General 4

Pending

Submitted

6/28/2018 11:23 AM

Cart Mame
2018-06-28 donnas 02

Description

no value

Priority
MNormal

Prepared by
Donna Schweibenz

Requisition ~ : 2309093

Comments Attachments History

Shipping 4

Ship To

Room/Floor/Attn 8th Fl/Donna L.

Schweibenz

Department Purchasing

Camnell Hall

1802 N. Broad Street
FHILADELPHIA, PA 19122-6095
United States

If you are a Reviewer, enter your
information here to be contacted
with order status infermation:

Order Contact Area Code

no value

ontact Phone (xxx-

KUK

no value

r Contact Email

no value

Billing 4

Bill To

Accounts Payable
215-926-2032

1852 N. 10th Street (082-11)
1st floor, TASE

Philadelphia, PA 19122
United States

Billing Options

Accounting Date
6/23/2018

© % @
Pending
Total (300,500.00 USD) v
Subtotal 300,500.00
300,500.00
| Approve
Workflow ﬁ l
L
¢ Spend Over Contract Review
ation Sent
Fiscal Year End
J .
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Approving via Email

Purpose: This guide will demonstrate how to configure your TUmarketplace profile to allow you to approve
requisitions via email, either from your computer or your mobile device.

1. Creating your approval PIN:

1.1. Log in to TUmarketplace.

1.2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown.

Farrah Al-Mansoor

Simple Advanced Go to: Non-Catalog Item | Favorites | Forms | §hop
- ﬂ View My Profile
Search for products, suppliers, forms, part number, etc Dashboards

Manage Searches
Manage Search Exports

Set My Home Page

Showcase My Pending Requisitions

R m - PR
i Agilent 7 BD ﬁcoumﬂ N e T Incorporated
Lab Supplies Lab Supplies ab Supplies Lab Supplies Lab Supplies Lab Supplies

Welcome TUmarketplace

TUmarketplace sen Allw Search (Alt+Q) Q 0.00USD W (v |l@ Y §

TESTING REGION Logot

1.3. On the left side of the screen, click on “Update Security Settings,” then “Change Email Approval Code”.

”

My Profile » Users Name, Phone Mumber, Email, etc

Farrah Al-Mansoor User's Name, Phone Number, Email, etc.
User Name tue71824 First Name Farrah
Last Name Al-Mansoor
User Profile and Preferences
PHONE NUMBER is a | ext.
User's Name, Phone Number, Email, etc.
_ REQUIRED field. Flease Intemational phone numbers must begin with +
Language, Time Zone and Display Settings enter your work number

App Activation Codes and then click SAVE *

Early Access Participation Mohile Phone Number
Guidad Tour Instructions
Intemational phone numbers must bagin with +
U|3-:Iate Security Settings

E-mail Address * farrah@temple.edu
Change Email Approval Cade “
reETEsTerIT T Department o
User Roles and Access
Ordering and Approval Settings Authentication Method SAML v
ission Settir
Permission Settings User Name * cueT1824
Notification Preferences
User History
Administrative Tasks * Required
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1.4. When the dialog box appears, choose a code using a minimum of four characters - alpha, numeric, or a

combination of both. The code is case sensitive and there is no limit to the number of characters used. Once
entered, click "Save Changes."

Change Email Approval Code

Email Approval Code

1.5. When you click save, the box will disappear, and a confirmation will flash at the top of the screen.

& Mo —semara, 8 cow ® 01O & 2
My Profile b User's Name, Phone Number, Email etc Eomgilfi\[:)epsrsoval Code Updated Successfully
Farrah Al-Mansoor User's Name, Phone Number, Email, etc. B
ﬁ User Name  tue71824 First Name Farrah

2. Approving requisitions on your mobile device:

2.1. An email will be sent to the address specified in your profile notifying you of requisitions requiring your

approval. Access the email from your mobile device, scroll down to the box with the “Take Action” button,
and click that link.
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2.2. “Actions” section. Enter your approval code (created in step 1 above), enter a comment if applicable, and
click “Approve”. A confirmation will flash on the screen.

TUmarketplace sema

Requisitions: 3286052

Owner: Farrah Al-Mansoor
Total: 1,889.00 USD
Discount: 0.00 USD
Tax1: 0.00 USD
Tax2: 0.00 USD
Shipping: 0.00 USD
Handling: 0.00 USD
Priority: Normal
No. of line items: 4
Suppliers; Agilent Technologies Incorporated, Computer Business Services Hardware Maintenance & Software
Assigned To: Not Assigned

> Shipping

> Billing

> TPCard (<$5K)

v

Accounting Codes

v

Internal Notes and Attachments

v

External Notes and Attachments
> Line Items

> Other Approvers 2

BETA

Actions

Approval Code *
Required

Comment

Assign to myself

Approve
TR - o
Handling: 0.00 USD
Priority: Mormal
No. of line items: 4
Suppliers: Agilent Technologies Incorporatec, Computer Business Services Hardware Maintenance & Software
Requisitions has been Approved successfully!
> shipping
> Billing

> TPCard (<$5K)

> Accounting Codes

> Internal Notes and Attachments
> External Notes and Attachments
> Line ltems

> Other Approvers 2



Managing Your TUmarketplace Favorites

Purpose: As you use TUmarketplace more, you may notice that you begin to either order or search for some items
repeatedly. To save time, you may store these items as favorites. This guide will show you how to create and manage
your favorites.

1. Loginto TUmarketplace.

2. Search for your item.

POl TUmarketplace sera All ~ Search (Alt+0) Q grosusy W o D 4 2

! Simple Advanced Go to: Non-Catalog ltem | Favorites | Forms | Shop | Quick Order  Browse: Suppliers | Categories | Contracts | Chemicals

lab coat X n

3. Among the search results, find the item that you would like to make a favorite, then click the heart outline icon
next to the product, and the “Add Favorite” window will pop up.

Search Results: 2575 Compare BEST MATCH w -
By Product Flag v LAB COAT MICRSTAT SHT 4XL 424-4XL Unisex Microstat ESD Lab CoatMade of polyester/cotton/1% carbon-suffused nylon grid L]
material. 76cm long. Features pocket access slits snap front lapel collar 3 patch pockets and adjustable snaps at wrists. Color-
[0 & Hazardous material (15 coded ha
By Supplier s VWR International Incorporated  § I & I Check Availability
Part N

mbe 10830-658 (EA)

SUPERIOR UNIFORM GROUP

Ll = @ Order From
Supplier
COMPARE
]
-arbon-suffused nylon grid <
[l Edit Item Details le snaps at wrists. Color-
VWR International Incorporated, Catalog No. 10830-658 (EA) Check availabilin

LAB COAT MICRSTAT SHT 4XL 424-4x

Select Destination Folder

Personal

You have no personal favorites.

Shared
Company Forms
Controller's Office
HR Benefits Forms
HR Payro
Inner Company Transfer with Japan
Temple Favorites

US Bank - Loan Programs Cash Transfer

Save Changes
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4. Edit the item details:
4.1. Update the item nickname if you wish.
4.2. If you will typically order a certain quantity of the item, enter that number in the quantity field.

4.3. If one would be useful, enter a product description.

Edit Item Details

VWHR International Incorporated, Catalog Mo. 10830-658 (EA)

tem Nickname 4x| lab coats

Description LAB COAT MICRSTAT SHT 4XL 424-4XL Unisex Microstat’eSD Lab
CoatMade of polyester/cotton/1% carbon-suffused nylon|grid
material. 76cm long. Features pocket access slits snap front lapel

Create New w
Select Destination Folder

Personal v
You have no personal favorites.
Shared v

Company Forms

Controller's Office

HR Benefits Forms

HR Payrol

Inner Company Transfer with Japan
p Temple Favorites

US Bank - Loan Programs Cash Transfer

* Required Save Changes Close

5. Select which folder to use as the destination for your item. There are two master folders, Personal and Shared.
The Personal folder is accessible only to you, while the Shared folder stores favorites that can be accessed by
anyone in TUmarketplace.

5.1. If this is the first time you are adding a favorite, you may need to create a new folder. Click on the “Create
New” link. You will be given the option of where to place this new folder. Since this is the first folder, this
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will be a top-level personal folder. As your use of TUmarketplace increases, you may create as many folders
as you find necessary to organize your favorites.

Add Favorite
Edit ltem Details

VWR International Incorporated, Catalog No. 10830-658 (EA)

tem Nickname * 4xl lab coats
Quantity * 5
Descrition LAB COAT MICRSTAT SHT 4XL 424-4XL Unisex Migy | 10P level personal folder
CoatMade of polyester/cotton/1% carbon-suffused
SOERACE BT pey © o - Top level shared folder
material. 76cm long. Features pocket access slits s|
. . Create New
Select Destination Folder .
Personal bl
You have no personal favorites.
Shared v

Company Forms

Controller's Office

HR Benefits Forms

HR Payroll

Inner Company Transfer with Japan
» Temple Favorites

US Bank - Loan Programs Cash Transfer

W Required

Save Changes Close

5.2. A new box will appear where you will enter a name for the folder. You can also enter a description if you
wish. Click “Save Changes” when complete. You will be taken back to the “Add Favorite” window.

For Dr. Maury's lab.

Save Changes Close
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6. Click “Save Changes” to save the favorite in the selected folder. A confirmation window will appear showing that
you have successfully favorited the item.

7.

Edit Item Details

Select Destination Folder

Personal

Shared
Company Forms
Controller's Office
HR Benefits Forms
HR Payroll

Temple Favorites

-

* Required

Inner Company Transfer with Japan

US Bank - Loan Programs Cash Transfer

VWR International Incorporated, Catalog No. 10830-658 (EA)

Quick Orde = T b
& SUCCESS
Successfully added to Favorites

alog Item | Favorites | Forms | Shop

4x| lab coats

Compare BEST MATCH =

LAE COAT MI
CoatMade of

maﬂter:al. 7_5? HT 4XL 424-4XL Unisex Microstat | 3D Lab CoatMade of polyester/cotton/1% carbon-suffused nylon grid
Eatures pocket access slits snap frc 1t lapel collar 3 patch pockets and adjustable snaps at wrists. Color-

ational Incorporated § E @« M Check Availa

er 10830-658 (EA) SUPERIOR UNIFORM GROUP
dliem EA Min Part No 24451

claging

V)

bility

@ Order From

Save Changes Close

Favorited items will be indicated by a heart filled-in with blue.

Search Results: 2575

By Product Flag
Oex
By Supplier
Osm
Dis

Osmew

Osm

Compare BEST MATCH w

Lab coats
VWR International Incorporated § Ei + M

Part Numbe 10830-658 (EA)
Sy F g 1item, EA

SUPERIOR UNIFORM GROUP
tNo.  424-4XL

Suppl

LAB COAT MICRSTAT SHT 5XL 424-5XL Unisex Microstat ESD Lab CoatMade of polyester/cotton/1% carbon-suffused nylon grid
material. 76cm long. Features pocket access slits snap front lapel collar 3 patch pockets and adjustable snaps at wrists. Color-
coded ha

VWR International Incorporated  § £l & il
Part b 10830-662 (EA)
g item, EA

SUPERIOR UNIFORM GROUP
424-5XL

Supp!

ECONOSHIELD LAB COAT LARGE. LEQ-43-L EconoShield ECX-500 Lab CoatConductive non-flaking and non-sloughing. Static decay
rate of fabric is 5000V to 500V in less than 0.1 seconds providing excellent static shielding. Mid-thigh length with a lapel collar an

VWR International Incorporated S Bl @« u Check

v

Check Availability

& Order From

er

COMPARE

o

Check Availability

@ Order From

ier

COMPARE

<

Availability
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8. Navigate to your favorites using the link at the top of each TUportal page:

a.

b.

If your window is wide enough, this will appear above the search bar.

3 TUmarketplace sera Al -
Simple Advanced Goto: Non-Catalog ltem Favorites | Forms | Shop
Search for products, suppliers, forms, part number, etc
Showcase
& BD i
Lab Supplies Lab Supplies Lab Supplies
Welcome TUmarketplace Focus
Group!
S ‘| EMSCO ALDP
Your participation is greatly Lab Supplies
appreciated!
Purchasing and Payables Staff

(p2k) spectium ISA .

Search (Alt+Q) Q sassUsD W O D & &
Quick Order  Browse: Suppliers | Categories | Contracts | Chemicals

v
DENVILE Dot Scientific
SESSR Incorporated

Lab Supplies
iPORE

Lab Supplies Lab Supplies

If your window is too small, you must click the three dots above the search bar, and then click the “Forms”

link.

™~ TUmarketplace sem Al > Search (Alt+Q) Q 8306USD W (v |t 4 2
simple Advanced e
Showcase - 3
i Agitent & BD (=¥ e
Lab Supplies Lab Supplies Lab Supplies Lab Supplies
Welcome
. Showcase
Lab Supplies Lab Supplies Lab Supplies
Welcome
TUmarketplace Focus
1 L Dot Scientific
GFOUP. fes Incorporated - EMSCO
Lab Suppli Lab Supplies
Your participation is
greatly appreciated! p RAIN
>
Purchasing and Payables Staff Perkingmer” Pipetiing v,LNr
Lab Suppli Lab Supplies Lab Supplies

(P2P)

¢ D s 2

Go to
l Non-Catalog ltem
Favorites
| Forms

Shop

Quick Order

Browse
Suppliers
| Categories
| Contracts

Chemicals
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Adding and Modifying Bookmarks

Purpose: TUmarketplace allows users to bookmark pages that they use frequently. The purpose of this document is

to demonstrate how to add and modify bookmarks in TUmarketplace.

1. To add a bookmark:

1.1. Log into TUmarketplace and navigate to the page you wish to bookmark.

1.2. Click on the bookmark heart icon in the upper right-hand corner.

TUmarketplace sem All~ Search (Alt+Q) Q soo001usp W (O KD 4 g
Simple Advanced
Search for products, suppliers, forms, part number, etc.
e Showcase -
“EE- Agilent & BD © s Gy
Lﬁ: Supplies Lab Supplies Lab Supplies Lab Supplies
Welcome
TUmarketplace Focus
Group! e heopoes | Emsco  ALDP
Lab Supplies Lab Supplies Lab Supplies
1.3. On the resulting pop-up, click the “Bookmark this page” link.
TUmarketplace sema All~ Search (Alt+Q) Q sonoiuso W O D g 8

Simple Advanced
My Bookmarks
Search for products, suppliers, form
= Requisitions to Approve

Site Bookmarks (Read-only)

Organization Message

TESTING REGIOI EJ

'_j_':;:'_j' Agilent 7 BD
Lab Supplies Lab Supplies
Welcome
TUmarketplace Focus
Grou 1 DENVILLE Dot Scientific
P: BaaewTIRT % Incorporated
Lab Supplies Lab Supplies

Bookmarks (Alt+k)

MLDP

Lab Supplies

- EMsco
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1.4. The page you are viewing will be saved as a bookmark. It will automatically have a name.

TUmarketplace sem Allv Search (Alt+Q) Q sonoiuso W O D 4 8

Bookmarks (Alt+K)
Simple Advanced

My Bookmarks

Search for products, suppliers, form

Requisitions to Approve

~
|:> = Shopping Home p

Site Bookmarks (Read-only)

I,
U
[l

Organization Message

m imgiass
[

[ — cuwwupplies

TESTING REGIOI

Welcome
TUmarketplace Focus
1 ] Dot Scientific
Grou P ' ZEnw Incorporated . EMSGO ALDP
Lab Supplies Lab Supplies Lab Supplies

2. To access your bookmarks:

2.1. To access your bookmarks, click on the heart icon from any page in TUmarketplace.

TUmarketplace sem All ¥ Search (Alt+Q) Q 5000.01USD W (v} |u@ A1

Suppliers » Manage Suppliers » Search for a Supplier 4 Logout

Search [ ] Advanced search

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

2.2. Your bookmarks will appear on the resulting pop-up.

TUmarketplace sem Al Search (Alt+Q) Q 5000.01USD W v} |k@ A 2
Suppliers » Manage Suppliers » Search for a Supplier Bookmarks (Alt+k)

My Bookmarks

Search Requisitions to Approve <:|
Enter sez

Shepping Home

Site Bookmarks

Organization Message

Edit Bookmark this page
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3. Torename a bookmark:

3.1. Click on the heart icon at the top right of the page and click “Edit” on the pop-up.

TUmarketplace sem Al Search (Alt+Q) Q 5000.01USD W v |k@ A 2
Suppliers » Manage Suppliers » Search for a Supplier Bookmarks (Alt+K)

My Bookmarks
Search Requisitions to Approve

Enier seg Shepping Home

Site Bookmarks

Organization Message

Edit <:| S —

3.2. Click on the pencil next to the bookmark whose name you would like to change.

TUmarketplace sem Al Search (Alt+Q) Q 5000.01USD W v} |k@ 4 2
Suppliers » Manage Suppliers » Search for a Supplier Bookmarks (Alt+K)
My Bookmarks
Search Requisitions to Approve o
Enter sez _ Shopping Home s
Site Bookmarks (Read-only)
Organization Message
(oo |

3.3. Type in the updated name in the textbox that appears. If you wish to edit another bookmark, first click the
checkmark to save your change. If you are done editing, simply click the “Done” button.

TUmarketplace sem Al Search (Alt+Q) Q 5000.01USD W v} |k@ o §
Suppliers » Manage Suppliers » Search for a Supplier Bookmarks (Alt+K)
My Bookmarks
Search Requisitions to Approve
Enter se: = [Home ] v @
Site Bookmarks (Read-only)
Organization Message
-
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4. To reorder your bookmarks:

4.1. Follow steps 3.1 and 3.2 above. Click the three horizontal lines next to the bookmark you wish to move and

drag it to the desired position. Click “Done” when you are finished.

TUmarketplace Beta All ¥ Search (Alt+Q) Q 5000.01USD W Lv] |k@ 4 2
Suppliers » Manage Suppliers » Search for a Supplier Bookmarks (Alt+K)
My Bookmarks

Search

.,
L]

R~
0
Eb

Bnter s = Requisitions to Approve

Site Bookmarks (Read-only)

Organization Message

m Bookmark this page

5. To delete your bookmarks:

5.1. Follow steps 3.1 and 3.2 above. Click the trashcan next to the bookmark you wish to delete. Click “Done”

when you are finished.

E

TUmarketplace sem

Suppliers » Manage Suppliers » Search for a Supplier

Search

Al ~ Search (Alt+Q) Q 5000.01USD W oD 4 9
Bookmarks (Alt+k)
My Bookmarks
= Home o &

P~

CIEr e = Requisitions to Approve

Site Bookmarks (Read-only)

Organization Message

m Bookmark this page
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Setting Your Shipping Addresses

Purpose: In your profile, you must set up your default address with a room and floor number for your products to be
delivered. Entering your default address will eliminate the need to enter it on each new request. The purpose of this

guide is to show you how to set up your default shipping addresses.

1. Loginto TUmarketplace.

2. Click on the usericon in the upper right-hand corner and choose “View My Profile” from the dropdown.

TUmarketplace sema AllT Search (alt+Q) Q 0.00USD W o D 4 2

Farrah Al-Mansoor

sSimple A

Ad ced Go to: Non-Catalog ltem | Favorites | Forms | §hop
Search for products, suppliers, forms, part number, etc t

View My Profile

Dashboards
Manage Searches
Manage Search Exports

Set My Home Page

N Showcase My Pending Requisitions ©
TESTING REGION “
i Agil Y RN P
L5 Agilent ﬂy BD ?‘P GLTER - B Incorporated
Lab Supplies Lab supplies Lab Supplies Lab Supplies

Welcome TUmarketplace

3. Once in the profile screen, navigate to the left side of the screen and click on "Default User Settings," then click

on "Default Addresses." This will pull up your address information and you will be able to either edit or enter
your “Ship To” and “Bill To” addresses.

“® TUmarketplace sema All * Search (Alt+Q) qQ 1,286.00USD W vl |@ A2
My Profile b User's Name, Phone Number, Email, etc.

Farrah Al-Mansoor User's Name, Phone Number, Email, etc. 2
User Name tue71824 First Name Farrah
Last Name Al-Mansoor
User Profile and Pref es PHONE NUMBER
v 58 +1215-204-6145 ext
U Nal Phone Number, Email, etc.
REQUIRED field. Please Intemnational phone numbers must begin with +

Language, Time Zone and Display Settings enter your work number

App Activation Codes and then click SAVE ™

Early Access Participation Mobile Phone Number

Guided Tour Instructions - .
Intemational phone numbers must begin with +
Update Security Settings

E-mail Address ™ farrah@temple.edu
Default User Settings srrenete ©
Custom Field and Accounting Code Defaults Department o
Default Addresses
Cart Assignees Authentication Method SAML v
Checkout Settings User Name * ue71824

Financial Approvers
Payment Options

User Roles and Access

Ordering and Approval Settings

Dormiccing Sotting
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4. Click the “Select Addresses for Profile” button.

TUmarketplace sem

My Profile ¥ Default Addresses

Farrah Al-Mansoor Default Addresses

User Name tue71824 Ship To il To

User Profile and Preferences
Shipping Addresses
Address

Update Security Settings
Default User Settings
Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings

Financial Approvers

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Motification Preferences
User History

Administrative Tasks

All ~

Search (Alt+Q) a 126000 w0 D a8
2
?

5. A search window will appear. Search for your address by entering the name of your building. When doing a

search for your address template, remember to use an asterisk at the end of any partial search term.

Farrah Al-Mansoor Default Addresses

User Name tue71824 Ship Te Eill To

User Profile and Preferences
Shipping Addresses
Address

Update Security Settings
Default User Settings
Custom Field and Accounting Code Defaults
Cart Assignees
Checkout Settings
Financial Approvers
Payment Options

e55

User Roles and Acc

Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

ve Tasks

Administra

Select Addresses for Profile

Address Search

Nickname / Address [1938“ ]

Text
[ Search |

Addresses Found: 2

Results Per Page

4| Page 1of 1|2

Name Address

(0118 Room/Floor/Attn Farrah Al-Mansoor
Department
Triangle Apts
1938 M. Broad Street
PHILADELPHIA, PA 19122
United States

O300 Room/Floor/Attn Farrah Al-Mansoor
Department
Liacouras Walk - 038
1938 Liacouras Walk
PHILADELPHIA, PA 19122
United States

6. Select the correct address from the search results, add your information (see points below), then click save.

6.1. If you have more than one address, you will be able to name each address in the nickname field and select

which address will be your default.
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6.2. Enter your room, floor, and attention. Please note: it is essential that a room and floor number appear
before your name. Suppliers’ carriers, UPS, Fed-Ex, and DHL will have a character limit on their shipping
labels, which will truncate your delivery information.

6.3. Enter your department name in the “Department” field.

Farrah Al-Mansoor Default Addresses
User Mame tue71824 Ship Te Eill To
?
User Profile and Preferences Selsct an oddress to sdlt Select Addresses for Profile Delete Address
Update Security Settings Shipping Addresses Edit Selected Address ?
Default User Settings Address Nickname Liacouras walk
.
Custom Field and Accounting Code Defaults Default
o Current Default Address
Cart Assignees ADDRESS
Checkout Settings Room/Floor/Attn * Room 123/1st floor/Farrah Al-Mansc
Financial Approvers Department * Furchasing Services
Payment Options Address Line 1 Liacouras Walk - 038
) Address Line 2 1938 Liacouras Walk
Jser Roles and Access )
User Roles and Access City PHILADELPHIA
Ordering and Approval Settings State Pa
Parmission Settings Zip Code 191_22
B Country United States
Naotification Preferences m
User History

Note: The Bill To address will default to the Accounts Payable Address. Do not change this address.
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Adding/Modifying Your FOAPAL Codes on a
Requisition

Purpose: This guide demonstrates how to input FOAPAL codes on specific orders, either by adding the codes if those
fields are blank or by editing them if they are set to your default FOAPAL.

1. View your cart by doing one of the following:

1.1. Click on the carticon in the upper right-hand corner and choose “View My Cart”.

TUmarketplace sem Allv Search (Alt+Q) Q 1,286.00USD || W v, |s@ 41

My Cart (2021-04-28 fue71824 01)
Simple Advanced

— MycoSensor PCR Assay Kit, 100 R...
Search for products, suppliers, forms, part Quantity: 1 View My Cart n

Price: 455.00 USD

MycoSensor QPCR Assay Kit, 50 R...
Quantity: 1
Price: 295.00 USD

MycoSensor QPCR Assay Kit, 100 ...
Quantity: 1 N
Price: 536.00 USD

TESTING RE( 1,286.00 USD

Ct -1.‘..Iass

St g F W COULTER @ -?"\H
=h Enn]ie <o

Lah Suoplies ab Supplie Lab Supplies Lab Supplies

1.2. Hover over the cart icon on the far left of the screen, and then hover over “My Carts and Orders”. Choose
“Open My Active Shopping Cart”.

TUmarketplace sema AllY Search (Alt+Q) Q 0.00USD = oD a4 9
Swp

Shopping View Carts
View My Orders (Last 90 Days)
My Carts and Orders »

Admin

Shopping Settings

& BD = (3 —
Lab Supplies Lab Supplies Lab Supplies

Dot Scientific

Incorporated v EMSCO "J_\LDP

Lab Supplies Lab Supplies
Your participation is
greatly appreciated!

. » o -
Purchasing and Payables Staff p..!..n . B,,ﬁ!,!:lw $a SEasRe
Lab Supplies Lab Supplies Lab Supplies Lab Supplies

fD2D)
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2. After reviewing the items in your cart and if you are ready to check out, click the “Proceed to Checkout” button.

"~ TUmarketplace sea

2021-04-28 tue71824 01

Shopping Cart ~

Advanced

Simple

3 ltems

SUPFLIERDETAL. [

N

lieno

Search for products, supplier:

All~

ns, part number,

Search (Alt+Q) Q

0 -

Agilent Technologies Incorporated - 3 Items - 1,286.00 USD -

Business 1:U S Chemical Analysis Bus Ctr, 285... ¥

1,286.00USD W o @D s 2

=

Estimate (1,286.00 USD) v

Total 1,286.00

Proceed To Checkout

A art

3. You will be taken to a summary of your requisition. You can either edit your FOAPAL codes for the entire order,

or for an individual item:

3.1. To edit your FOAPAL codes for the entire order, click on the pencil in the “Accounting Codes” section of the

requisition summary.

A TUmarketplace sera

Requisition ~ : 3258109
Summary PO Previev mments Atta er H
General & - Shipping Y 2REE
Cart Name Ship To
it 2021-04-28 tue71824 01
Room/Floor/Attn Farrah Al
Description Mansoar
no value Department Purchasing Svs
General University -See herein
Priorit Broad & Montgomery
Morma PHILADELPHIA, PA 19122

Farrah Al-Mansoor

Prepared for

Famrah Al-Mansoor

o ™ E X

Accounting Codes
Chart Fund
T no value

@ Required

United States

If you are a Reviewer, enter your
information here to be
contacted with order status
information:

Order Contact Area Code

no vaiue

no value

Order Contact Emai

no value

Delivery Options

Ship Via

Best Carrier-Best Way

Organization Account Program
no value no value no value
@ Required @ Required @ Required

Allw Search (Alt+Q)
Billing  AREEEY
Bill To

Accounts Payable
215926-2032

1852 N. 10th Street (082-11)
st floor, TASB

Philadelphia, PA 19122

United States
Billing Options
Accounting Date
no value
TPCard (<$5K)
f —_——
Activity Location
no value no value

Q

100us W 0 D a2
® = @
Draft
e Correct these issues. ~
‘¥ou are unable to procesd until addressed.
Required: Fund
Required: Organization
Required: Account
Required: Program
Total (1,286.00 USD) ~
Subtotal 1.286.00
1,286.00
Place Order
Assign Cart
What's next for my order? v
WaitForPRApprovals
Marshall, Andrew
=
-+ Parallel Steps
Initial Budget Authorization
Vo Fure
FOPAL Catch All
Yo R =
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3.2. To edit your FOAPAL codes for an individual item:

3.2.1.

Click on the three dots next to the price associated with that particular line item.

TUmarketplace sema

Requisition ~ : 3258109

Summary PO

General

Accounting Codes

Chart

Fund

no value
© Required

Internal Notes and Attachments

3 ltems

SUPPLIER DETAILS [picience

Contract no value

Add

Item

MycoSensor QPCR Assay Kit, 100 Rxn

v [TEMDETALS &

2 MycoSensor QPCR Assay Kit, 50 Rxn

~ ITEMDETAILS &

History

Shipping

Organization

no value
© Required

e Business 1:U S Chemical Analysis Bus Ctr, 285.. w

s

External Notes and Attachments

Agilent Technologies Incorporated - 3 ltems - 1,286.00 USD

Nu

Catalog No.

302106

302107

Al Search (Alt+Q)

Billing

Account Pragram Activity Location

no value no value no value

© Required

no value
@ Required

&£ - Purchasing Use Only

mber To be assigned - edit to specify

Size/Packagin Unit Price Ext. Price

9

Quantity

100Reaction
KT

536.00 1 KT 536.00

50Reaction KT 295.00 TKT 295.00

3.2.2.

In the window that appears, click “Accounting Codes”.

TUmarketplace sema

Requisition =~ : 3258109

Summary PO Praview Comments

ems

~ SUPPLIER DETAILS 050 =nce

no value

Item

MycoSensor QPCR Assay Kit, 100 Rxn

~ ITEMDETALLS &

Agilent Technologies

e Business 1

PO Number

Agilent Technologies Incorporated - 3 ltems - 1,286.00 U

uschg

To be assigned - edit to

Catalog No.

302106

no value

41000000 / Biochemical Compounds

Size
kagi

1001
tion

Allv Search (Alt+Q) 1286.00USD W oD a2

© = @

Override
Supplier
Ship To
Delivery Options
Bill To
Use your Temple pCard for orders less than $5K if you see an edit button available here.
Accounting Codes

Purchasing Fields

Remove
Line Item History

Add Discount

Add to Favorites
Move to Another Cart >
Add to Draft Cart or Pending PR/PO >

Add to PO Revision

Add
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4. A window will appear where you can do one of the following.
4.1. If you have saved one or more favorite FOAPAL strings and you would like to use one of them:

4.1.1. Click on the heart icon. You will see the names you have given to your favorite strings.

Accounting Codes

Chart * Organization * Account * Program * Activity

‘ Software
v

Supplies

Accounting Codes

Chart * Organization * Account * Program * Activity

83000 01 06

4.2. If you have added FOAPAL codes to your profile and you would like to use one of them:

4.2.1. Click the diagonal arrow in each field and the codes saved to your profile will appear. Choose the
code you wish to use for each field, then click “Save”.

Organization * Account ® Program * Activity
83000

Profile Values

7200 - General Supplies

7217 - Peripherals - Under $5,000

Organization Values

Search

4.3. If you would have no saved favorite FOAPAL strings and have not saved any codes to your profile, or if you
would like to look up values other than those you have saved:
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4.3.1.

4.3.2.

Click on the symbol in the code field and a search window will appear. The symbol will be a
magnifying glass if you have no saved codes, or it will be a diagonal arrow if you do. (Note: if you
see a diagonal arrow, you must click on the arrow and then on the “Search” link to navigate to the
search window.)

Organization * Account * Program * Activity

In the search window, you can filter by code (in the value field) or by description. Once you have
found the code you wish to use, click the plus icon. The window will close and the field will be
populated with your chosen code.

Custom Field Search (YOU MUST USE A SEARCH PARAMETER)

value dean Filter
Clear All Filters
1-20 of 20 Results 200 Per Page

Value ~ Description

02010 Podiatry:Dean’s Office +
02019 Podiatry:-Dean’s Office - TEST +
06200 TUSM:Dean's office +
07010 DentalDean's Office +
08010 Pharmacy:Dean's Office +
09010 CHP:Dean's Office +
11010 AmblerDean’s Office +
12010 Tyler:Dean's Office +
13110 CST:Dean's Office +
13111 CST:Dean's Funds +
14010 Law:Dean's Office +
15010 Business:Dean’s Office +
18010 CLADean's Office + <

Cancel
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4.3.3. Complete each of the FOAPAL fields and click “Save”.

Chart * Fund * Organization * Account * Program * Activity
T ¢ 100000 ¢ 06200 Q 7217 ¢ 02 ¢ Search
13
% Required fields m Close

Note that you can also simply type in the FOAPAL codes if you know them, and then click “Save”.

5. Once you click “Save”, the Accounting Code window will close, and you can view your requisition summary again.
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Setting your Default FOAPAL

Purpose: To make TUmarketplace transaction processing more efficient, FOAPAL codes can be entered and stored as

defaults, eliminating the need to enter time with every transaction. This guide will demonstrate how to set your
default FOAPAL codes.

1. Loginto TUmarketplace.

2. Click on the usericon in the upper right-hand corner and choose “View My Profile” from the dropdown.

Farrah A-Mansoor

Simple d Go to: Mon-Catalog Item | Favorites | Forms | Shop
- Iﬁ View My Profile
Search for products, suppliers, forms, part number, etc. Dashboards

Manage Searches
Manage Search Exports

Set My Home Page

Showcase My Pending Requisitions

TESTING REGION

F1- Agilent = BD (= N —— E

Welcome TUmarketplace

TUmarketplace sera Allv Search (Alt+Q) Q 0.00USD W & |l@ A 2

e “

. iy < Incorporated
Lab Supplies Lab Supplies Lab Supplies Lab Supplies Lab Supplies Lab Supplies

3. Atthe left side of the screen, in the “Default User Settings” section, click the “Custom Field and Accounting Code

Defaults” link.

3 TUmarketplace sem All ¥ Search (Alt+Q)

My Profile ¥ Custom Field and Accounting Code Defaults

Farrah Al-Mansoor Custom Field and Accounting Code Defaults
User Mame tus71824 Header (int.) Codes Code Favorites
?
Custom Field Name Default Value Description Edit Values

User Profile and Preferences
. . Event Award Date No Default Value
Update Security Settings

Default User Settings Event Close Date Mo Default Value

Custom Field and Accounting Code Defaults Event Issue Date No Default Value

Default Addresses Event Name No Default Value m
Cart Assignees Event Title Mo Default Value m
Checkout Settings Close PR? No Default Value m
Financial Approvers
nANCIal Approvers Order Contact Area Code No Default Value m
ayment Options }
Order Contact Email No Default Value m
User Roles and Access
Order Contact Phone {xo0c-xo) Mo Default Value m

Ordering and Approval Settings
Permission Settings
Motification Preferences

User History

Administrative Tasks
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4. Click on the “Codes” tab, which will show the fields you can set as defaults. Note: The Chart default value is
already set to T — it is recommended that you do not change this value. Update each part of your FOAPAL
defaults by clicking on the “Edit” button at the right side of the row corresponding to the code you wish to
change.

TUmarketplace sema All = Search (Alt+Q) Q
My Profile » Custom Field and Accounting Code Defaults
Farrah Al-Mansoor Custom Fi d Accounting Code Defaults
User Name tue71824 Header (int) Codes Code Favorites
7
) i Custom Field Name Default Value Description Edit Values
User Profile and Preferences
Organization No Default Value
Update Security Settings g m
Default User Settings Fund 100000 Operating Fund m
Custom Field and Accounting Code Defaults Activity No Default Value m
Default Addresses Chart T Chart T m
Cart Assignees Program No Default Value m
Checkout Settings Location No Default Value m
Financial Approvers Account 7200 General Supplies m
Payment Options )
Buyer Name (for Purchasing Dept Only) Mo Default Value m
User Roles and Access
) ) Send to Bid Mo Default Value m
Ordering and Approval Settings
Permission Settings Special Handling No Default Value m
Notification Preferences
User History
Administrative Tasks

5. Ascreen will appear with a “Create New Value” button. Click on the button to enter your information.

TUmarketplace sem All ¥ Search (Alt+Q) Q

My Profile » Custom Field and Accounting Code Defaults

Farrah Al-Mansoor Custom Field and Accounting Code Defaults
User Name tue71824 Header (int) | Codes  cCode Favorites
7
Custom Field Name Default Value Description Edit Values

User Profile and Preferences
Update Security Settings Crganization No Default Value
Default User Settings /" Edit Values m

—

Default Addresses

Cart Assignees Value Description

Checkout Settings

Financial Approvers

Payment Options

User Roles and Access

Ordering and Approval Settings * Custom Field Values marked with an
asterisk are role-based values, Users can
only modify the Default status of these
Maotification Preferences Custom Field Values,

Permission Settings

User History

Administrative Tasks
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6. A “Search For Value” window will appear. Enter your code and click the “Search” button.

TUmarketplace sera

My Profile » Custom Field and Accounting Code Defaults

Farrah Al-Mansoor

User Name tue71824

User Profile and Preferences
Update Security Settings
Default User Settings

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings

Financial Approvers

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
User History

Administrative Tasks

All ¥ Search (Alt+Q)

Custom Field and Accounting Code Defaults

Header (int) | Codes | Code Favorites

Custom Field Name

Organization

/" Edit Values

Create New Value

Search For Value (YOU MUST USE A SEARCH PARAMETER) ?

Value Descripti .
ue Description Field Name

Value

Description

Results Per Page

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

Default Value

Description Edit Values

No Default Value

Organization

(a3000]

5 v
[Search |

Q

7. A window will appear with the corresponding description for your code. Make sure it is correct, then check the

box to select it and click the “Add Values” button.

TUmarketplace sem

My Profile » Custom Field and Accounting Code Defaults

Farrah Al-Mansoor

User Name 1tue71824

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Checkout Settings

Financial Approvers

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Maotification Preferences
User History

Administrative Tasks

Custom Field and Accounting Code Defaults

Header (int) | Codes  Code Favorites

Custom Field Name

Organization

/ Edit Values

Create New Value

Walue Description

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

Default Value

All v Search (Alt+Q)
?
Description Edit Values
Mo Default Value
E:fults Values
?
Page Found E Page 1 of 1 m ?
Select  Value Description
"
83000  Purchasing Main

Vo
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8. The code will appear in the box to the left — click it.

TUmarketplace sem

My Profile » Custom Field and Accounting Code Defaults

Farrah Al-Mansoor

User Name tue71824

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Checkout Settings

Financial Approvers

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Motification Preferences
User History

Administrative Tasks

All ~

Custom Field and Accounting Code Defaults

Header (int) Codes  Cods Favorites

Custom Field Name

Crganization

/ Edit Values

Create New Value

Default Value Description

Mo Default Value

Search (Alt+Q)

Edit Values

Search For Value (YOU MUST USE A SEARCH PARAMETER) 7

Value Description

Field Mame Organization
83000 Purchasing
. Value 83000
Main
Description

Results Per Page

* Custom Field Values No Results Found

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

9. On the screen that appears, select the code by checking the “Default” checkbox, then click save.

TUmarketplace Bem

Iy Profile »  Custom Field and Accounting Code Defaults

Farrah Al-Mansoor

User Name tue71824

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Checkout Settings

Financial Approvers

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

Administrative Tasks

All =

Custom Field and Accounting Code Defaults

Header (int) | Codes  cCode Favorites

Custom Field Name

Organization

/ Edit Values

Create New Value

Value  Description

Purchasing Main

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

Default Value Description

Mo Default Value

Edit Existing Value

Value 83000
Description  |Purchasing Main
Default

Status active

Search (Alt+Q)

Edit Values
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10. A “Success” pop-up will appear once you have set the code as your default. Click “Close” to return to the list of
code fields.

TUmarketplace sem ALy Search (Alt+Q)

@ Success
Successfully Saved Changes

My Profile » Custom Field and Accounting Code Defaults

Farrah Al-Mansoor Custom Field and Accounting Code Defaults
User Name tue71824 Header (int,) | Codes  Code Favorites
?
) i Custom Field Name Default Value Description Edit Values
User Profile and Preferences
o izati 23000 Purchasing Mai
Update Security Settings rganization urenssing ain
Default User Settings /7 Edit Values =
Custom Field and Accounting Code Defaults
Default Addresses =

Edit Existing Value
Cart Assignees Value  Description

. = Value 83000
Checkout Settings 83000 |Purchasing Main

Description  |Purchasing Main

Financial Approvers
Default
Payment Options .
Status active
User Roles and Access m m

Ordering and Approval Settings * Custom Field Values marked

with an asterisk are role-based

values. Users can only modify

Motification Preferences the Default status of these
Custom Field Values.

Permission Settings

User History

Administrative Tasks

11. Follow the same steps to create defaults for the other parts of your FOAPAL. Note that for some, such as Fund or
Program, you may enter more than one code. Setting these up now will allow you to switch between FOAPALs as
needed in future orders.
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Using Your Temple Purchasing Card in
TUmarketplace

Purpose: This guide will demonstrate how to utilize you Temple Purchasing Card (TPC or Pcard) within
TUmarketplace. Note that, at this time, only select suppliers are set up to receive TPC purchases. Purchasing Services
will add suppliers to the TPC program as they become available.

1. Loginto TUmarketplace.

2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown.

TUmarketplace sea all= Search (Alt+Q) Q ooouso w o KD 4 2

Farrah Al-Mansoor
Simple Advanced Go to: Non-Catalog Item | Favorites | Forms f op
Search for products, suppliers, forms, part number, etc

View My Profile
Dashboards
Manage Searches
Manage Search Exports

Set My Home Page

Showcase My Pending Requisitions ©
TESTING REGION o “
" ™
i Agilent &z BD & SR v SRR Incorporated
Lab Supplies Lab Supplies Lab Supplies Lab Supplies Lab Supplies Lab Supplies

Welcome TUmarketplace

All = Zea

Farrah Al-Mansoor Payment Options

User Name  tue71324
[ Armbe the A=fa0lt card,

Add a New Card

User Profile and Preferences My Cards

Update Security Settings

E}

Default User Settings
Custom Field and Accounting Code Defaults
Default Addresses
Cart Assignees

Checkout Settings

Ordering and Approval Settings

o =% FE OE

Permission Settings

Motification Preferences
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4. Fill out the card details as described below, then click “Save” to add the card to your profile.

4.1. Give the card a nickname.

4.2. Enter the cardholder name.
4.3. Enter the card number.
4.4. Enter the expiration date.

4.5.

If you would like the card to appear each time you make a purchase, check the “Default card” box.

Payment Options

O Apply the default card.
Add a New Card

My Cards

Card Details

Name this card (e.g. My Visa) |Department Peard

Cardholder Mame
Card Number
Expiration Date
Default card

Stella White
1234123412345678

5. To make a purchase using your Pcard, Create your TUmarketplace shopping cart as you normally would.

5.1. When you get to the Final Review screen, you will see the Pcard box available if this vendor is eligible for TPC
purchases. If you are going to purchase with the TPC, click the pencil icon.

General &£ - Shipping
Cart Name 2021-07-02 tue71824 01 ShipTo
Descripti no value Room/Floor/Attn 317/3rd FI/Farrah Al-Mansoor

Department Purchasing
Liacouras Walk - 038
1938 Liacouras Walk
PHILADELPHIA, PA 19122
United States

Normal

Farrah Al-Mansoor

Farrah Al-Mansoor

status information:

AreaCode  novalue
)
Phone - novalue
act Emal no value
Delivery Options
Ship Via Best Carrier-Best Way

If you are a Reviewer, enter your information here to be contacted with order

Billing

Bill To

Accounts Payable
215-926-2048

1852 N. 10th Street (083-11)
Philadelphia, PA 19122

United States

Biling Options

TPCard (<$5K)

ame (fo no value

£

Use your Temple pCard for orders less than $5K if you see an edit button

available here.

No credit card has been assigned.
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5.2. The “Edit TPCard” window will appear. Select the card and enter its security code — that will not feed in from
your defaults. Click “save” and the card will appear on the draft requisition.

Use your Temple pCard for orders less than $5K if you see an edit button available here.
Select a new credit card Select one of your credit cards Select no credit card
(O New credit card ®) Desartment Peard [ 4 (O No credit card a
Stella White
General # oo~
Card Numbe: XIOOKKKKXKX5678
20210702 tueT8
no vale 12
Normal
Faman AFMansoor Xp v 2024 v
Far
- novalue (Fopre
0 vl
TPCard (<$5K) #
Delivery Options
USe[you Temgple pCard for orders less than $5K If you see an edit button
Best Camier-Best Way rafeln bere
Siella White
200000000000(56T8
ecurity Code XX
12024

Note: TUmarketplace orders that are placed via the TPC
will have a Purchase Order number that starts with the letters AX.
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Setting up Your Substitute Approver in
TUmarketplace

Purpose: If you are an approver in TUmarketplace and plan to be on vacation or are otherwise unable to approve
your requisitions for a period of time, you have the option of selecting a substitute approver to ensure that the
requisition workflow approval process will not be delayed in your absence. This guide will demonstrate the process of
assigning and terminating a substitute approver.

Note: Your substitute approver must have signature authorization for the relevant FOAPALs that is at the same or a
higher level than you.

1. Loginto TUmarketplace.

2. Hover over the Orders icon at the left of the screen, then hover over “Approvals”. Click on “Assign Substitute
Approvers-Requisitions” or on “Assign Substitute Approvers-Purchase Orders” depending on which you wish to
do (note that the process is the same for both, and that you must go through the process for each if you wish to
assign a substitute approver for both types of orders).

TUmarketplace sera All v Search (Alt+Q) Q 1,286.00USD W <@ |‘® 4 2
! simple Advanced Goto: Non-Catalog Item | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals
ﬁ Orders Quick search \ “

Search Requisitions to Approve

Purchase Orders to ove
My Orders Appr

Requisitions Recently Approved By Me

Purchase Orders Recently Approved By ..
&
Assign Substitute Approvers-Requisitions nt 7 BD ﬁ@mﬂu‘"_‘
s Lab Supplies ab Supplies
Assign Substitute Approvers-Purchase 0...

Approval Notifications

Dot Scientific
‘ﬁ?’w‘sy Incorporated EMSCO A;QP
Your participation is greatly e Suppes Lo supples e
appreciated!
Purchasing and Payables Staff
- .
(P2p) L. RAININ SauRgne
Lab Supplies Lab Supplies Lab Supplies Lab Supplies
When preparing an Accounts [Spectrum| XISA

3. When assigning substitute folders, you can assign one, some, or all of your folders to another user.
a. To assign one folder: Click the “Assign” button next to the folder.
b. To assign multiple folders:
e Place a check in each of the folders for which you would like to assign a substitute approver.
e Click on “Substitute Actions”.
e Select “Assign Substitute to Selected Folders”.

c. To assign all folders, you can click the “Assign Substitute to All Folders” button.
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Al - Search (Al1+0) Q 128600 USD W oD 49

<

asign Sutstitute o M) Reguisitions Folders

-
[
?

Showing 1 - 16 of 16 Results Al Folder Results Sumstitusion detizng -

Search Details ! Results Fex Page 20 v Sort by: Foider rame ascer.;h-r.g :’I a|Page 10f1 sl ?
Folder Hame Approver Substitute _ Action [ |

Filtered by Buyer Assignment Earrah Al-Wzrsoor o

Type: Requisitiens

Buyer Name (for Purchas m Curran: (411 Values) Farrah Al-Mamsoor

Buyer Mame (for Punchas J: Delores Tyler: (Al Valees) Farrah Al-Marsoor (]
Buyer Name (for Punchas onna L. Schweibenz; (Al Values) Farrah Al-#larsocr [}
Buyer Mame (for Punchasing Dept Only): Farrah &l-8ansoor, (All Values) Farrah Al-*arsoor [z]

Refine Search Results : =g lells : ’ : N
Buyer Name (for Punchasing Dept Only): Jennifer Muller: (Al Values) Farrah Al-Marsoor [}
Type =]
[m]

Requishons
B B Buyer Name (for Purchasing Dept O

y Ane Fong: (Al Values) Farrah Al-tamsace

o % F ¥ B

View Approvals For Buyer Name (lor Purchasing Dept Only): Naorw Greenberg: (A1l Values) Farrah Al-Marracr [}
[y Apgrovals v Buyer Name (for Purchasing Dept Only): Renee Merrit: (A1l Values) Farrah Al-Marscor [}

Buyer Name (for Purchiasing Dept Only): Tarsh Morris: (Al Farrah Al-Mansoer |
Approver
= - Confract Buyer Assignment Farrah Al-Marsoor ]
rah Al-Mansoor (16
Comtract Purchacing Approval Farrah Al-Marsoor [l
High Dadlar Contract Purch Farrah Al-samsoor ]
My PR Approwals Farrah Al-Mansocr L1

A0800906060068

4. An “Assign Substitute” pop-up window will appear.

4.1.

4.2.

4.3.

To set the substitute approver for a specific date range, check “Include Date Range for Substitution” and
enter the appropriate dates. Note that you can click on the calendar icon to select a date, and the clock icon
to select a time. (If you do not select this option, the selected individual will be immediately set as the
approver, and you will need to return to this page to manually remove the substitute approver later).

Assign Substitute

Include Date Range for Substitution

Substitute Name * Q
g =
Start Date 07/16/2021 03:00 PM [C]
mm/dd/yyyy iemm a

*
End Date 07/26/2021 08:00 AM €]

mm/dd/yyyy hiimm a

Begin typing the substitute’s name in the “Substitute Name” box and select them from the dropdown field.

Assign Substitute

Include Date Range for Substitution

Substitute Name * ‘ don

Start Date * [ schweibenz, Donna IE

Donaghy, Janis Lyn

Gill, Donald
End Date ™ Mason, Donna J.
Kirk, Donald H.
Miller, Donna
Howard, Donnita R
Mcdonald, Donna Lee
Q search 3 More

Click “Assign”.
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5. The substitute’s name (and date range if you entered one) will appear in the “Substitute” column for the selected
folder(s).

Assign Substitute to All Requisitions Folders | End Substitute for All Requisitions Folders

Showing 1 - 16 of 16 Results All Folder Results Substitution Actions »

Y Results Per Page Sort hy.' 4[Page 10f 1|2 ?

Folder Mame Approver Substitute Action [

Buyer Assignment Farrah Al-Mansool Janis Lyn Donaghy m ]
Start Date: 07/16/2021 3:30 PM =+

End Date: 07/26/2021 8:00 AM

Buyer Name (for Purchasing Dept Only): Delores Tyler: (All Values) Farrah Al-Mansool Janis Lyn Donaghy

Start Date: 07/16/2021
End Date: 07/26/2021 8:00 AM

3:30 PM =+

== 0
Buyer Name (for Purchasing Dept Only): Donna L. Schweibenz: (Al Values) Farrah Al-Mansoor m O
Buyer Name {for Purchasing Dept Only): Farrah Al-Mansoor: (All Values) Farrah Al-Mansoor @ ]
Buyer Name (for Purchasing Dept Only): Jennifer Muller: (Al Values) Farrah Al-Mansoor m ]
Buyer Name (for Purchasing Dept Only): Jim Curran: {All Values) Farrah Al-Mansoor m O
Buyer Name (for Purchasing Dept Only): Mary Ann Fong: (All Values) Farrah Al-Mansoor m O
Buyer Name {for Purchasing Dept Only): Naomi Greenberg: (All Values) Farrah Al-Mansoor m ]
Buyer Name {for Purchasing Dept Only): Renee Merritt: (All Values) Farrah Al-Mansoor m ]

6. To unassign your substitute approver, do one of the following:
a. To unassign one folder: Click on the “Remove” button next to their name.

b. To unassign multiple folders: Check the boxes, click the “Substitution Actions” button, and select “Remove
Substitute from Selected Folders”.

Showing 1 - 16 of 16 Results All Folder Results Substitution Actions w
Y Results per Page - Sort by.' 4|Pagetof 12 ?
Folder Name Approver Substitute Action [
Buyer Assignment Farrah Al-Mansoor Janis Lyn Donaghy m ]
Start Date: 07/16/2021 3:30 PM =+
End Date: 07/26/2021 8:00 AM
Buyer Name (for Purchasing Dept Only): Delores Tyler: (All Values) Farrah Al-Mansoor Janis Lyn Denaghy m O
Start Date: 07/16/2021 3:30 PM =+
End Date: 07/26/2021 8:00 AM
Buyer Name (for Purchasing Dept Only): Donna L. Schweibenz: (All Values) Farrah Al-Mansoor m O
Buyer Name {for Purchasing Dept Only): Farrah Al-Mansocor: (All Values) Farrah Al-Mansoor m O
Buyer Name (for Purchasing Dept Only): Jennifer Muller: (All Values) Farrah Al-Mansoor m ]
Buyer Name {for Purchasing Dept Only): Jim Curran: (Al Values) Farrah Al-Mansoor m ]
Buyer Name {for Purchasing Dept Only): Mary Ann Fong: (All Values) Farrah Al-Mansoor m [m]
Buyer Name {for Purchasing Dept Only): Naomi Greenberg: (All Values) Farrah Al-Mansoor m O
Buyer Name (for Purchasing Dept Only): Renee Merritt: (All Values) Farrah Al-Mansoor m ]
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Placing a Change Order

Purpose: A change order is a document that sets out changes to a previously negotiated agreement or purchase
order. This guide will show you how to complete a change order.

1. Loginto TUmarketplace.

2. Click the “Forms” link.

a. If your window is wide enough, this will appear above the search bar.

a TUmarketplace sera

Search for products,

Advanced

suppliers, forms, part number, etc

Showcase

TESTING REGION

Welcome TUmarketplace Focus

Group!
EMSCO
Your participation is greatly
appreciated!
Purchasing and Payables Staff
o= SpECIT

Goto: Non-Catalog item

@ BD

Lab Supplies

ALDP

Lab Supplies

EHISA

Favorites] Forms |Shop

Al Search (Alt+Q) a ssoousD W O D & &
Quick order Browse: Suppliers | Categories | Contracts | Chemicals
~

'COULTER
Lab Supplies

1"
Parkingimer
Lab Supplies

compuTER
ousiess sewvices|
Softwae & SOMAL

Lab Supplies

g}»wﬂu
B Billows'

Dot Scientific
Incorporated
Lab Supplies

PAILDORE
Siah1a

Lab Supplies

b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms”

link.
7w TUmarketplace sera All = Search (Alt+Q) Q 83.96USD W (v} |r A2
Simple Advanced e
Search for products, suppliers, forms, part number, etc n
. Showcase Y F
&BD P @‘.‘nll\ss
Lab Supplies Lab Supplies Lab Supplies Lab Supplies
. Showcase
: 2 BD S
Lab Supplies Lab Supplies Lab Supplies
Welcome
TUmarketplace Focus
Group! s ncorperated EMSCO
Lab Supplies Lab Supplies
Your participation is
greatly appreciated!
RAININ

Purchasing and Payables Staff
(P2P)

Pipstfing 360°
Lab Supplies

Lab Supplies

Non-Catalog ltem

¢ D a2

Go to

Favorites
Forms
Shop

Quick Order

Browse
Suppliers
Categories

Contracts

Chemicals
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3.

Navigate to the correct folder in the panel on the left of the screen:

Under “Shared”, click “Organization Forms”.

“® TUmarketplace

Shop » Shopping » View Forms

-

Build a New Form = Non-Catalog ftem

Organization Forms

Expand All Collapse All

“ Personal < > Page 1 of 2 1-20 of 24 Results

Yauhauaao personal favorites.

4 Shared

controner's office

Accounts Payable Invoice Payment Form

All ~

Folder Actions » | 7
Actions for Selected Favorites w

20 Per Page

=]
0.00 UsD O

HR Benefits Forms

HR Payroll Forms

Purchase orders are not required for product or service totaling $5000.00 or less. When a Temple
Purchasing Card (TPC) is not accepted or not available, you may request payment by completing this
form. Attach any backup documentation and/or invoice to the requisition.

Edit

Move | Copy | Delete

Inner Company Transfer with Japan
ST

Organization Forms

US Bank Loans

Contract Approval

Creative Services Design Only Request Form ver 4 from Creative Services

Development Communications from Development Communications

Please use this form to request communication work from central Alumni & Development

Communications.

0.00 usD o

Edit | Move | Copy | Delete

0.00 usD O
EA

Edit | Move | Copy | Delete

2,500.01 00

Edit | Move | Copy | Delete

4. Find “PO Change Request Form” in the list of organization forms and click on the form name or the “View Form”
button to open it.

Mobile Device Service Reimbursement Form (formerly Personal

Cellular/Smart Phone Reimbursement Form)
from Human Resources-Payroll

PO Change Request Form [rom Temple Purchasing

Use this form to make any change to an existing order; i.e. close an open
committment, increase or decrease gty, change in price.

Proshred Service Update Form from Temple Purchasing

Use this form to add, remove, or modify your shredding services, including

bin type, scheduling, and FOAPAL changes.

Purchasing Card Application from Temple Purchasing

5,000.00 usp

View Form
Edit | Move | Copy | Delete

0.00 usD

View Form
Edit | Move | Copy | Delete

5,000.01 usp

View Form
Edit | Move | Copy | Delete

50,001.00 usp

5. Complete the information for the Change Order as detailed below:

5.1.
5.2.
5.3.
5.4.
5.5.

Enter the PO number.

Select the type of change you wish to make to the Purchase Order using the drop down menu.

Enter the new PO total.
Describe the reason for needing the change to the Purchase Order.

If you know the Buyer’s initials, you may enter them in that field.
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Code

Supplier

PO Change Request Form

PO Change Request Instructions ?

Use this form to reguest a change to a
Purchase Order that has already been sent to
the supplier.

In order to ensure proper handling of your
request, you must do the following:

Complete this form by providing as
much detail as possible regarding the
requested change.

Enter the new PO Total if the change
results in an increase in value. Enter
the original PO total if this is a
FOAPAL change only.

Enter the original FOAPAL values or
new FOAPAL values in the Accounting
Codes section of the shepping cart. If
multiple FOAPALS are required, pleass
click "add split" in the shopping cart
to include additional FOAPAL strings
as required. This will ensure proper
approval review routing of this
change reguest.

This form will be routed through the FOAPAL
review process and then to Purchasing for
the completion of the change request.
Contact the Temple Purchasing Department
with any guestions.

Supplier Information 2

Temple Purchasing

Fulfillment Fulfillment Address 1:
Address

Form Type Internal Change Request

Commodity

search.

M co [

PO Change Request Details ?

Available Actions: | Add and go to Cart

Please complete the fields below to describe the nature of this PO Change
Reguest. Provide as much information as possible on this form to avoid delays
in processing. Fields in bold are required.

Vendor
Name

PO
Number

Type of Decrease PO Amount ~
change:

Enter the new total cost of the reference PO. If the value of the PO has
increased, enter the new total (original value + increase). If the change is to
FOAPALs only, enter the original value of the PO. Temple Purchasing will not
complete the change unless proper approval has been made for the new PO
total.

New PO
Total

Please describe the required PO change as well as justification for the change.
Be specific in order to avoid any delays in processing. If there are changes to
one or more lines on the PO, please include the line number and associated
change for each.

PO

Change

Request

Details

e

2000 characters remaining expand | clear

If known,
enter the
Buyer's
initials
from the
PO

Total 0.00

6. Once the form is complete, select “Add and go to Cart” from the drop down at the top right of the window, click
“Go”, and you will be taken to your cart to complete the transaction.

Available Actions:| Add and go to Cart

Add and go to Cart
Add to Cart and Return
Add to Cart

Add to Draft Cart or Pending PR/PO
fvendor when servi{ Add te PO Revision
b documentation tof Add to Favorites

Save
Add to new Cart

v [ [Coxe| &

ty payment.
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Placing a Blanket Purchase Order or Contract

Manager Request

Purpose: Blanket Purchase Orders (BPOs) and Contract Manager (CM) both provide for easy ordering of non-catalog,

repeat purchases from a single vendor. This guide will demonstrate how to request a blanket order or a contract in

Contract Manager. Note: BPOs are being phased out in favor of CM.

1. Loginto TUmarketplace:
2. Click the “Forms” link.

a. If your window is wide enough, this will appear above the search bar.

@~ TUmarketplace sem Al

simple Advanced Goto: Non-Catalog item | Favoritest Forms || Shop

search for products, suppliers, forms, part number, etc

Showcase

TESTING REGION

& BD (=8

Lab Supplies Lab Supplies

Welcome TUmarketplace Focus

Group!
N EMSCO ALDP L
Your participation is greatly ) Lab Supplics Lab Supplies
appreciated!
Purchasing and Payables Staff
i Spectium ISA

Softwee s SO

Search (Alt+Q) Q

ssocusD W © D & &

Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

RAININ

Pipetting 360°

i,
B Billows

pemviLLE Dot Scientific
ISR Incorporated
Lab Supplies Lab Supplies
MilipORE
Lab Supplies Lab Supplies

b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms”

link.
P W e @ mew ® 9MD &2
simple Advanced N
Search for produc er, e n
Showcase - 3
TESTING REGION
@ BD (=¥
Lab Supplies Lab Supplies
Welcome
Showcase

TESTING REGION

& BD
Lab Supplies
Welcome
TUmarketplace Focus
1 vie Dot Scientific
Group. o Incorporated
Lab Supplies Lab Supplies
Your participation is
greatly appreciated! p
>
Purchasing and Payables Staff Perkingimer” Pipetting 3607
Lab Supplie: Lab Supplies

(P2P)

(=X

Lab Supplies

EMSCO

Lab Supplies

gD 5 2

Goto
. Non-Catalog ltem
Favorites
Forms
Shop

Quick Order

Browse
Suppliers
| Categories

! Contracts

Chemicals
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3. Navigate to the correct folder in the panel on the left of the screen: Under “Shared”, click “Organization Forms”.

4.

TUmarketplace Al
Shop » Shopping + View Forms
Build a New Form | Non-Catalog ltem Organization Forms ?
Expand All Collapse All Actions for Selected Favorites w
“ Personal . Page| 1 of2| 120 of 24 Results 20 Per Page w
¥auhauaao personal favorites O
4 Shared 0.00Us0
COMPENES office ==

HR Benefits Forms Edit | Move | Copy | Delete

HR Payroll Forms

pany Transfer with Japan

i Contract Approval 0.00Us0
US Bank Loans Edit | Move | Copy | Delete
Creative Services Design Only Request Form ver 4 from Creative Services 0.00 s>
EA
Edit | Move | Copy | Delete
Development Communications from Development Communications 2,500.01 050
Please use this form to request communication work from central Alumni & Development m
Communications. Edit | Move | Copy | Delete

Find “Request to create a blanket order” in the list of organization forms and click on the form name or the “View
Form” button to open it.

Purchasing Card Application from Temple Purchasing 50,001.00 usp

Use this form to request a new Pcard, add or delete FOAPALs, change monthly spend limit or cance View Form

an existing card. Edit | Move | Copy | Delete
Radioactive Materials Request 0.00uUsD
Use this form for all radicactive material that cannot be purchased from a catalog. Do not use the EA
non-catalog request form for radiaoactive material. View Form
& Edit | Move | Copy | Delete
Request to create a blanket order 0.00 s
View Form
Edit | Move | Copy | Delete
< 2 Page | 1 of 2 1-20 of 24 Results 20 Per Page w

The form will open. Complete the information as detailed below.

In the “Product Description” field, enter the information regarding the product(s) or service(s) you will be
procuring. If you are requesting a contract in Contract Manager, please be sure to indicate that in the
product description field.

Use the “Additional Description” field for further detailed information of the product(s) or service(s).
The quantity will be defaulted to 1.

In the “Unit Price” field, enter the total amount of the blanket order for the time period it will be used or a
budgetary amount for your contract. Please note there is a $10,000 minimum for a blanket order.

Enter the start date and the end date; this may correspond to the fiscal year.
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e If you know your supplier, enter it in the “Enter Supplier” field. If you need to search for the supplier, click
the “Supplier Search” link. If the supplier is not in TUmarketplace, you may enter the information after
clicking the “Enter Manually” link.

e Enter the commodity code. If you are unsure of the code, you may search for it by clicking the “search” link
and entering a short description in the description box.

Banner.

Commaodity
Code search.

This form will create a requisition in
TUMarketplace but not a PO. The requisition
will route to Purchasing for review.

J Request to create a blanket arder - Google Chrome

Request to create a blanket order

Blanket/Master Order Instructions ?

Provide a brief description of the request that will appear as the short description in the shopping cart.
Use this form to submit a Standing Product Description
Orders/Blanket Order. Standing/Blanket

Orders must be entered manually by

Purchasing and Contracting staff into

Additional Description

Form Type Internal Blankst Order .
Enter the date the Blanket order will expire, usually 12 months from start date.

End Date

Enter the expiration date for the Blanket Order. If the Blanket is tied to a multi-year contract, enter the date that the contract expires. If the
Blanket is for a sponsored project, enter the expire date of the grant.

Expiration Date

@ solutions.sciquest.com/apps/Router/FavoritesFormEdit? &FavoriteProductld=915492 &wantReloadOnClose=true&FavPageContext=2&tmstmp=1624631600011344

Provide detailed specifications in this area. If needed, you may also attach specifications using internal attachments in the shopping cart.

2000 characters remaining expand | clear
Quantity 1
Supplier Information 7 | Unit Price
:::::rlier o Provide the previous PO number to expedite your order
Supplier Search | Enter Manually Blanket Order Request Dates
Start Date ]

= O X

Available Actions: | Add and go to Cart V|E‘ Close| &

Blanket/Master Order Information ?

254 characters remaining expand | clear

A

mm/dd/yyyy

]

Total 0.00
See configuration for this form

6. Once the form is complete, select “Add and go to Cart” from the drop down at the top right of the window, click
“Go”, and you will be taken to your cart to complete the transaction.

Available Actions:

fvendor when servi
b documentation t

ty payment.

Add and go to Cart

Add and go to Cart

Add to Cart and Return

Add to Cart

Add to Draft Cart or Pending PR/PO
Add to PO Revision

Add to Favorites

Save

Add to new Cart

8] &

Please note: If you are requesting a contract in
Contract Manager and you already have an
agreement, please be sure to attach it to the
requisition as an Internal Note.

89



Adding Receipts/Receivers to Purchase Orders

Purpose: You must enter receipts (also known as receivers) for your POs that exceed $5,000 — receipts inform
Accounts Payable that the associated invoice can be paid. Partial receipts may be entered to allow partial payments.
Two types of receipts can be created: quantity receipts, which are based on the number of items/services received,;
and cost receipts, which are based on the dollar value of the items/services received. Multiple receipts may be
entered, to allow for partial payments as an order is fulfilled. However, it is important not to allow the total received
for a given item/service to exceed the amount ordered — doing so will delay payment.

1.
2.

Log in to TUmarketplace.

Navigate to the PO by completing a search (see Quick Search for a Requisition, Receipt, or Purchase Order) or via
the “My Orders” link:

2.1. Hover over the “Orders” icon on the sidebar, then over “My Orders”, and then click “My Purchase Orders”.

Simple

Orders

Search

Approvals

TUmarketplace sem

Advanced Goto

Non-Catalog ltem

Quick search

My Req

B

My Invoices

My Rec:

uisitions

eipts

My Procurement Requests

Your participation is
greatly appreciated!

Purchasing and Payables Staff

Lab Supplies

Favarites

Al

Forms | Shop | Quick Order

@ BD

Lab Supplies

DENVILLE

SOENTIFIC M

Lab Supplies

Search (Alt+Q)

prowse

Dot Scientific
Incorporated

Q oousp W © /@ 4 g
Suppliers | Categories | Contracts | Chemicals
v
T €
Lab Supplies Lab {ij ies
| Rd
ALDP o
Lab Supplies Lab Supplies

TUmarketplace sem Al v Search (Al+Q) Q 000USD W <@ |L® A 2
Orders » Search » Purchase Orders
= My Purchase Orders M saveas v  APinFiters v DExportAl «
Quick Filters My Searches Created Date: Last 90 days = | Quick search Q @ | AddFilter = ear All Filters ?
PO Owner: Al-Mansoor, Far.. v X
Supplier v
1-1of 1 Results £# 20PerPage w
Newegg Business Inc o
PO Status w PO Created Requisition PO Shipment  Matching
ws  Number ¥  Supplier Date/Time @) POStatus Number Owner  Status Status Total Amount ¥
Pending o
+ P0689282 Newegg /202022 (LLLB) 3546741  Famah  No No 6,544.64 USD
Department v Business 12:24:16 PM Al- Shipments Matches
Inc® Mansoor
No Department o
Prepared By %
Al-Mansoor, Farrah o
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3.

On the Purchase Order page, hover over the downward-pointing black triangle next to the PO number. A list of
possible actions will appear. Choose either “Create Quantity Receipt” (to enter a receipt based on the number of
ordered items/services received) or “Create Cost Receipt” (to enter a receipt based on the dollar amount of the
ordered items/services received).

Summary

City of Industry, California
91748-1114 United States

Phone
+1 888-978-3988

Purchase Order Date
6/20/2022

Total
6,544.64

Requisition Number
3546741 view | print

Internal PO Ref #:
3616540

TUmarketplace sema

Purchase Order ' P0689282 ~ = ® = @

All = Search (Alt+Q)

Assign to myself
Approve & Next
Approve

Add Comment

Add Notes to History
Add Discount

Create Quantity Receipt
Create Cost Receipt

Print Fax Version

See configuration for this purchase order

Order Contact Email
no value

1 of 2 Results ¥ < > Assign To Myself -

Q ooousp W < KD g

Details v
Supplier Status

none

Supplier

Newegg Business Inc

Total (6,544.64 USD) ~

tota 6,544.64

§ 3

4. Create quantity receipt: Clicking on “Create Quantity Receipt” in the previous step will open a Quantity Receipt

page, listing out the items/services ordered and the quantity of each.

4.1. You may enter the information requested in the first section of the quantity receipt, but it is not required.

TUmarketplace eema

Quantity Receipt + 510904

Summary  Comments

Frathers and grinders

To Be Assigned

Farrzh AlManzoor

ceipt Address

Address w

Room/Flaor/Atn Farrah Al-Mansoor

Department Purchasing Svs

General University -See herein

Broad & Mantgomery
PHILADELPHIA, PA 19122
United States

PO + P0689282

ups A
123454321
Flexible Text Fizld
Flaxible Taxt Field 2
Add

Al -

Search (al+Q) Q 0.00USD W @ Im 4 2

SR . |

Details ~
eation Date 6/20/2022 12:57:52 PM
rce Manual
Supplier Newegg Business Inc
Received by Farrah AlMansoor
Total (6,544.64 USD) v
654464

6,544.64

Related Documents v
Purchase Order: PO680282 -

remain outstanding

Received milk frothers and coffes bean grinders. Coffes machines

O

&0
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4.2.

Enter the quantity received for each of the PO lines. Note that the default quantity for each PO line is the
number ordered. Make sure not to enter a number greater than the number ordered — doing so will delay
payment. You may also choose to enter a note for each PO line. Once you have entered the correct number

received for each PO line, click “Complete” in the upper right corner.

—
TUmarketplace aema Al Smarch [ARs2) o 0.00USD W @ I‘e 4 2
Quantity Receipt » 510904 == Seve Upseies - |

Summary Comments e
Line  hem Catalog No. Quantity Status Details v
1 Classic Retro 3-Duart  9B96-782-144 284 o owdd reation Date 6/20/2022 12:57:52 PM
TS Received
m With Plastic Fitcher
Manua
~
) Suppiie Newegg Business Inc
o value
Received by Aizn
Mone Farrah AbMansoor
Flex Field 2 Total (6,544.64 USD) v
Subtota 654464
6,544.64
otes Mot received as of 6/20/22
Related Documents v
Purchase Order: PO680282 L]
Bon.Jour Caffee & Tea Caffé Frath Manet Milk Frather 95IVIGAETIBSTZ  4EA i
B Received o a0
~ MEMDETaLS €
Contract No 0 valre
Line Item Type Mane
FlexField 2
Attachments A
otes Received 6/20/22
— a SIVBAUHWTE0Z2 A i
armic Buns Hand OSIVBAUHWTEDIZ  4E — 0w [d
Mill Machine For Kitchen

>

mEM DETALS

Con

Flex Field 2

Attachments

o vale

Mone

Received 6/20/22

Powerad by JAGGAER | Privecy Polic

. You will be directed to a page confirming the creation of the receipt and noting the receipt number. The

receipt indicates to Accounts Payable that they can proceed with payment for the portion of the order

received once you have submitted the associated invoice.

TUmarketplace sera

E)

© Receipt Created

All ~

Search (Alt+Q)

Create Qty Receipt

Create Cost Receipt

000USD W

D a2
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4.4. Note that the next quantity receipt you create for a PO will have a default quantity for each item/service
equal to the difference between the quantity ordered and the quantity received on the previous receipt(s).

E.g. if the PO was for three cappuccino machines and you entered a first receipt for two of those machines,

the next time you create a quantity receipt, the default quantity will be one machine.

Attachments

5 15bar Coffee Machine Concentrated Coffee Semi- 9SIVBAUHWTE011 3EA 2 X 0 W D
_ Received v
Automatic Pump Type Cappuccino Machine Italian...
A ITEM DETALLS €
Contract No. Previous Receiptg
na value 510904 ﬁ
5 15bar Coffee Machine Concentrated Coffee Semi- O9SIVB4UHWTEO11 3EA . [ | D
_ X Received ~
Automatic Pump Type Cappuccino Machine Italian
A ITEMDETAILS €
Contract No. Previous Receipts
no value 510904 ﬁ
510000 W=
Line ltem Type
None
Flex Field 2

However, note that if you first created a cost receipt for the PO and then enter a quantity receipt, the
default values on the quantity receipt will not account for the cost receipt. See the note at the end of this

section for more information.

4.5.

dropdown, and then clicking complete in the upper right corner.

Line Item Cataleg No.
Nostalgia Electrics CLIT3PLSAQ Aqua sic Retro 9B96-782-144 2ZEA
3-Quart Iced Tea & Coffee Brewing System With...

~ ITEMDETAILS €

Contract No.
no value

Line Item Type
None

Returned For

Flex Field 2

Damaged
Attachments Mot Ordered
Add Over Shipment
Notes

Item damaged in transit.

1000 characters remaining

If applicable, you may enter the quantity of items/services returned or canceled by selecting from the status

Quantity Status
a @
Returned v - u D
Received
Cancelled
Previous Receipts
510004 ¥
510009 ¥
Returned For
A
RMA Mo
RMA No.

Enter the Return Material Authorization provided by the vendor.
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5. Create cost receipt: Clicking on “Create Cost Receipt” in step 3 above will open a Cost Receipt page, listing out

the items/services ordered and the total cost of each.

5.1. You may enter the information requested in the first section of the cost receipt, but it is not required.

TUmarketplace seta

Cost Receipt + 510911

Summary ments Hachrments Histo

Iced coffee maker x FedEx

To Be Assigned

Newegg Business |

Farrah Al-Mansoor

Address v

Roam/Floor/Attn Farrah A-Mansoor
Department Purchasing Svs
General University -See hersin
Broad & Montgomery
PHILADELPHIA, PA 19122

United States

Search (Alt+0)

=& Save Updates

oD a2

congiets | ~ |

Q 000USD

Details N

6/20/2022 3:20:47 PM

aurce Manual
pplie 9
Received by Farrah AbMansoor
Total (6,544.64 USD) v
6,544.64
6,544.64
Related Documents ~
Purchase Order: PO6802E2 =

5.2. Enter the dollar value received for each of the PO lines. Note that the default value for each PO line is the
total cost of the item/service. Make sure not to enter a value greater than the value ordered — doing so will
delay payment. You may also choose to enter a note for each PO line. Once you have entered the correct
dollar value received for each PO line, click “Complete” in the upper right corner.

TUmarketplace sera

Cost Receipt + 510911

summary Comments Attachments Hist

Line Item Catalog No.

1 9B96-782-144 85.98

Igia Electrics CLIT3PLSAQ Aqua
ed Tea & Coffes Brewing

~ ITEMDETAILS €~

Contract No.
no value

Line ftem Type
None

Flex Field 2

Attachments
Add
Notes

1 of 2 iced coffee makers received

2 BonJour Coffee & Tea Caffé Froth Monet Milk 9SIV16A6798452 160.48

Frother

A ITEMDETAILS €

Contract No

Status

Al

Search (Alt+Q)

a9 ®
Cost Received v - = D

Cost Received

I}

o@D a2

==ug

Q 000UsD W

= & Save Updates

Details v
Creation Date 6/20/2022 3:20:47 PM
source Manual
Supplier Newegg Business Inc
Received by Farrah A-Mansoor

Total (6,544.64 USD) v
6,544.64
6,544.64

Related Documents ~

Purchase Order: P0589282 [ =]
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5.3.

You will be directed to a page confirming the creation of the receipt and noting the receipt number. The
receipt indicates to Accounts Payable that they can proceed with payment for the portion of the order
received once you have submitted the associated invoice.

TUmarketplace sera Al - Search (Alt+Q) Q ooousD W oD a4 2

@ Receipt Created

Summary Next Steps

Receipt No Create Qty Receipt
510911 =
Create Cost Receipt

E)

5.4. Note that the next cost receipt you create for a PO will have a default dollar value for each item/service

5.5.

equal to the difference between the value ordered and the value received on the previous receipt(s). E.g. if
the PO was for two portable espresso machines at $141.39 each and totaling to $424.17, and you entered a
first receipt for $282.78, the next time you create a cost receipt, the default value will be the remaining
$141.39. However, note that if you first created a quantity receipt for the PO and then enter a cost receipt,
the default values on the cost receipt will not account for the quantity receipt. See the note at the end of
this section for more information.

Car Espresso Coffee Machine Machine Small 9SIVBAUHWT 5002 42417 28
USE Charging Portable Coffee Pots Home...

&)

78 . 2aE[J

Cost Received

A~ ITEMDETAILS €

Contract No. Previous RgfEipts
no value 510885 4 4
s10p0f =
7 Car Espresso Coffee Machine Machine Small 9SIVBAUHWTS002 4247 141.39 X 0 D
Cost Received v

USB Charging Portable Coffee Pots Home

~ ITEMDETAILS &

Contract No. Previous Receipts

no value 510885 ﬁ
510004 ¥

Line Item Type 510009 W

Mane 510011 ¥

Flex Field 2

If applicable, you may enter the dollar value of items/services canceled by selecting from the status
dropdown, and then clicking complete in the upper right corner.

Line Item Catalog No. Cost Status

1 Nostalgia Electrics CLIT3PLSAQ Aqua Classic 9B96-782-144 85.98 42.99 0 w D
. ) Cost Cancelled v
Retro 3-Quart Iced Tea & Coffee Brewing Syste...

~ ITEMDETAILS € Cost Cancelled

Contract No. Previous Receipts

no value 510885 ﬁ
510904 ¥R

Line ltem Type 510909 ﬁ

None 510911 ¥

Flex Field 2
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To see a list of the receipts created for a given PO, navigate to the PO page and click on the receipts tab.

TUmarketplace BETA

Purchase Order * P0689282 ~

Billing/Payment

Bill To

Accounts Payable
215-926-2032
1852 N. 10th Street (08
1st floor, TASB
Philadelphia, PA 19122
United States

BillTo Address Code
AR

Receipts 4 Invaice: Comments Attachments
h General Information & Shipping Information
Purct hise Ordef = pocgoze? =
@ frrrwncenon
| Records found: 4
[T Fucmgt Gafe Bucwgt Typw Ciin? dergurt [
. v Fa
A ¥
A
Line Dotaly
[ Poruinsen higomes atseg e Sy kA Estended Pres
) Pectraa D et E LA
g ¢ ot e ey i o S—
{0 Bondour Cofies & Tea Cadts Froth Wonst Nk Frothar AEVIAAETIRAS V2 U LES 1005 U
Dt ) 2l i ity F iGea fiu] = 1LY
ABLSED
4
P o hrehee WEh Cora EVEALMNTL0S L ™ 1300
Ir ol i A BABcRine
ey ity it (Ol i
1 LA
4 £ cien BEVEMLHNTE 0 LED E& B U
0 F Dosd in) Oty 1 Cosd {0ul) s
nonar
£ 1 shar Cotlies Mnchims i e i LA, 839 = Eis al ¥
Famp Tyga ¢ Ll Meo M
0oy G| Oty £ Comy D] T
4% 17 W80
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Note: As mentioned above, the default values when creating a cost receipt do not account for previously created
quantity receipts and vice versa. For instance, three cappuccino machines totaling $314.39 each were ordered,
totaling to $943.17. A quantity receipt was entered for two of the machines. If another quantity receipt is created,
the value will default to the one remaining machine. However, if the second receipt is instead a cost receipt, the
default value will not account for the two previously received machines and will instead be the total $943.17. It is
therefore not recommended that you mix cost and quantity receipts for a given PO, as doing so is more likely to
result in accidentally exceeding the order amount, which will delay payment.

5 15bar Coffee Machine Concentrated Coffee Semi- 9SIVB4UHWTE011 3EA 2 0 W D
_ Received v
Automatic Pump Type Cappuccino Machine ltalian...

~ ITEMDETAILS

Contract No. Previous Receipts
na value 510904
Line ltem
None 5 15bar Coffes Machine Concentrated Coffee Semi- OSIVBAUHWTBE011 94317 0943.17 . 0w D
_ X Cost Received ~
Automatic Pump Type Cappuccino Machine Italian..
Flex Field

~ ITEMDETAILS €

Contract No.
no value

Attachmel

Line ltem Type
None

Flex Field 2

Attachments
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Creating a Payment Request Through
TUmarketplace

Purpose: Purchase orders are not required for products or services totaling $5,000 or less. When a Temple
Purchasing Card (TPC or Pcard) is not accepted or not available, you may request payment by completing the
Accounts Payable Invoice Payment form on TUmarketplace.

1. Loginto TUmarketplace.
2. Click the “Forms” link.

a. If your window is wide enough, this will appear above the search bar.
* Al > Search (Alt+Q) Q 8306USD W <@ \‘ A2

Simple Advanced Goto: Mon-Catalog item | Faveoritesl Forms |Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals
Search for products, suppliers, forms, part number, etc n
Showcase ceev

TESTING REGION

a Dot Scientific
©BD S g s Incorporated
Lab Supplies Lab Supplies Lab Supplies Lab Supplies
Welcome TUmarketplace Focus
Group!
P EMSCO ALDP L RAININ ] prupoRe
Your participation is greatly Lab Supplies Leb Supplies Lab Supplies Lab Supplies Lab Supplies
appreciated!
Purchasing and Payables Staff
(P2P) spectrum &IsA g‘m—w
JGL LU e o R A Billows

b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms”

link.
a® TUmarketplace sem Al Search (Alt+Q) Q 83.06USD W < I' F O
! Simple

Search for pro

pliers, forms, part number, etc n

.. Showcase v ! < “ 42
& BD (=K I
Lab Suppli Lab Supplies Goto
Welcome i
Non-Catalog ltem
Showcase Favorites
TESTING REGION
Agilent & BD S e Shop
Lab Supplies Lab Supplies Lab Supplies
Welcome Quick Order
TUmarketplace Focus o
1 Dot Scientific frowss
Group! oomred EMSCO
Lab Supplies Suppliers
Your participation is | Categories
reatly appreciated!
9 yaprp g RAININ i ! Contracts
Purchasing and Payables Staff Perkint mo Pipetiing 360°
Lab Supplies Lab Supplies Lab Supplies
(P2P) Chemicals




T etp

3. Navigate to the correct folder in the panel on the left of the screen: Under “Shared”, click “Organization Forms”.

P~ TUmarketpla

Shop » Shopping »

w Forms

Build a New Form | Non-Catalog ftem

Organization Forms
Expand All Collapse Al

4 Personal . e

Xauhauano personal favorites

4 Shared

COIIoNers office

Page 1 of 2 1-20 of 24 Results

Accounts Payable Invoice Payment Form
Purchase orders are not required for product or service totaling $5000.00 or less. When a Temple
Purchasing Card (TPC) is not accepted or not available, you may request payment by completing this
form. Attach any backup documentation and/or invoice ta the requisition.

HR Benefits Forms
HR Payroll Forms

Inner Company Transfer with Japan

Contract Approval

US Bank Loans

Creative Services Design Only Request Form ver 4 from Creative Services

D | Cc
F

ications from Development Communications

Please use this form to request communication work from central Alumni & Development
Communications.

Folder Actions ¥ | 2

Actions for Selected Favorites w

20 Per Page

]
[m]

Edit | Move | Copy | Delete

0.00 usD o

Edit | Move | Copy | Delete

0.00 usD o
EA

Edit | Move | Copy | Delete

2,500.01 usp O

Edit | Move | Copy | Delete

Allw

4. Open the “Accounts Payable Online Invoice Payment Form” by clicking title or on the “View Form” button.

3 TUmarketplace Al

Shop » Shopping b View Forms

Search (Alt+Q) Q

Build a New Form | Non-Catalog ltem

Organization Forms

4287USD W

0 D O
[ 0 Logout |

Folder Actions w

?

Bxpand Al Collapse Al Actions for Selected Favorites
3
Personal < | > Page 1 of 2 1-20 of 24 Results 20 Per Page
* Shared @]
Accounts Payable Invoice Payment Form 0.00 s )
Purchase orders are not required for product or service totaling $5000.00 or less. When a m
Temple Purchasing Card (TPC) is not accepted or not available, you may request payment by Edit | Move PO TRETE
completing this form. Attach any backup decumentation and/or invoice to the requisition.
Contract Approval 0.00UsD [
View Form
Edit | Move | Copy | Delete
Creative Services Design Only Request Form ver 4 from Creative Services 0.00UsD
EA
Edit| Move | Copy | Delete
Development Communications from Development Communications 2,500.01 U0
Please use this form to request communication work from central Alumni & Develepment
Communications. Edit | Move | Copy | Delete
Diamond Dollars from Diamond Dollars 0.00 Ust

5. Complete the form (see image on p. 3).

6. Once the form is complete, select “Add and go to Cart” from the drop down at the top right of the window, click

“Go”, and you will be taken to your cart to complete the transaction.

v [ [cose]| &

Available Actions:| Add and go to Cart

Add and go to Cart

Add to Cart and Return

Add to Cart

Add to Draft Cart or Pending PR/PO
wvendor when servil Add to PO Revision

b documentation tof Add to Favorites

Save

Add to new Cart

ty payment.
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Accounts Payable Invoice Payment Form:

Accounts Payable Invoice Payment Form

General Information
I8 this request & fee o award for an
employee/faculty?

If yes to the above do not use this form, submit to Payroil

Does Vendor accept a Peard? Flease select. v

if yes 1o the question above, pleass enter
the reason the Fcard 15 not being used?

ad ArSCIErS Ferma
Is this payment related te a PO Flease select.. v
[N/ Yes), Travel Advance or Uplosd?
PO Nusnber
Is this request for a Student Refund? Flease select. v

delay in processing this requaest.

Student MName
Student Address
Student State
Student Zap
Student TUID (9 dighl nummben
Vender Information
Enter Supplier

office number or fax number above.

Address Sequence (21 1-100] If Known

commadity Code BO00N00D
Vendor Address

Address Line #1

Address Ling =2

City

State

Zip Code

i [ EMPLE

UNIVERSITY"

if yes 1o the above, the student ID i requened. Fadure o supply this informatsen will resull ina

If you do not have the vendor fax number or phone number, please enter your department

Available Actions: | Add and go to Cant ~ B[ ciose] =

Instructions [
Use and Attachment Instructions

Please use this form fo request payment to an indridualfvendor when senices or
products have been received. You must attach an invoice and/for badoup
doCumentation 1o suppon the request

The reguest will be routed for review and processing,

This form is not to be used for any employee or faculty payment.

MOTE: Involce/Supporting Documentation must be attached or request will be

returned, Please attach the invaice, as well as any other pertinent docurmaents o
]

the internal Pates feld of the lmr, A . ingluding the
W-9, should be saved as separate files.

Inveice Infarmation

Irwaics Number [if nena enter
H/A)

Invaica/Direct Pay Date I
Irvabcs Amount
Payrent Dus Date .

Paymaent Description

Daseribg
Payment belng
Requested

Dows the aceount | Flesie selecy.

code o be
charged start
with & (T3
Vendor Additional Information
Payment Type | Dlease selact w|
*“ls this Please select.. v

payment being

made ta or on

behalf of &

Man-U.5,

Citizen or Men-

Permanent

Resident Align?

If the answer is

Veg” o the

question abowe

please attach the

tax compliance

form.

Does Vender Pleass sebact w
have W-9 en

File

Is this payment  Clease select v
for an

Independent

Contractor?

Is this involce | Plagse select. v
ralatad o non-

ampleyes traval

raimburiement?

15 Special Plegse select »
Handling

Required?

Special Handling i
Type

if 'SDE\{ =1

Hangdlendg i

Reguired. please

describe in

detail

Special handling may resull m a 32500 serace charge.

Total o
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Supported Browsers

Purpose: This document provides details regarding the browsers and devices supported by Jaggaer.

Supported browsers:

Platform Browser Version
Windows Internet Explorer (IE)  Version 11 only*
Edge Latest version with Windows 10
Chrome Latest version (automatically updated by Google)
Firefox Latest version (automatically updated by Mozilla)
Mac Safari 4.0 and higher**
Firefox Latest version (automatically updated by Mozilla)
iPad Safari Embedded within the iPad**

*Previous versions of |IE are no longer supported. Users will be redirected to a page displaying recommended
browsers.

**Safari and iPad are supported by Jaggaer; however, not all supplier punch-out sites will support use of the browser
or device.

Note: Email approvals are formatted specifically to work with embedded browsers for Android, Blackberry, and
iPhone/iPad mobile devices. The readability of emails varies based on the email client and the format selected.

iPad configurations:

Setting Option to select How to update

Pop-up blocker “Disabled” Settings > Safari > General: Block Pop-ups

Open new tabs in “Disabled” Settings > Safari > General: Open New Tabs in

background Background

Block cookies “Allow from Websites | Visit” or Settings > Safari > Privacy and Security: Block

“Always Allow” Cookies

JavaScript “Enabled” Settings > Safari > Advanced > JavaScript

Notes:

e By default, the pop-up blocker and the open new tabs in background settings are enabled. Both of these must
be updated manually. Other supported settings are Apple default settings and do not have to be changed
unless they were previously changed from their defaults.

o The locations to update settings may vary slightly as Apple updates its operating system.

e iPadis supported by Jaggaer; however, not all supplier punch-out sites will support it.
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Mobile devices:

Device maker Version Support Notes
Apple iOS version 10.0 and higher  Apple requires you to have an iPhone 6s or higher in addition to the
iOS version requirement.
Android Android version 4.0.3 and Android has no device requirements, meaning the mobile app will
higher work on any type of Android phone as long as the operating system

is 4.0.3 and higher.

Blackberry Not officially supported but When the app is used on a Blackberry, it uses the device browser to
compatible display the app screens instead of showing you the screens in a
true native app view. Whatever the default browser is on the
device will be the browser used. Because the app is not supported,
Blackberry users are not able to receive push notifications on their

device.
Windows Not officially supported but When the app is used on a Windows phone, it uses the device
compatible browser to display the app screens instead of showing the screens

in a true native app view. Whatever the default browser is on the
device will be the browser used. Because the app is not supported,
Windows phone users are not able to receive push notifications on
their device.
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