eStores University Catering Hosted Catalog: Floral Order

Purchase a Floral Order with University Catering eStores Catalog

The following steps will guide a Requisitioner to place a floral order via University Catering’s eStores
catalog. Note: Requisitioners should receive a price quote in advance from University Catering.

1. Requisition Form Panel

a. Click the eStores Box imbedded in the Requisition Form Panel

Form Y Schedule

Unit: UNIY ReqID: NEXT
'‘Requester: |F'urchasmg,Central

‘Req Date: [0307/2008 [5 origin: [ oML =] &

Q Purchasing, Central ™ Hold From Further Processing

atts: hi'd Accounting Date: [0207/2008 [ *Currency: [USD

Dallar

Nark Order ID: I

"@Stores

Prerrier Offics Solutions | Sherwin Williarns

Click to
Order Online!

Customize | Find | View Al i

First 1) 1 or 1 [¥ Last

Sel Line tem ID Description Req Oty 'UOM Category Price Ship To Sta
Mo Q| = B |o.0000 Q| Q J000000 | [381 Gy Active =
Total Amt: 0.00 USD Total Base Amt: 0.00 USD
'Goto: Headsr Defaults Header Comments  Itern Search Itern Detail Line Defaults Line Details
Copy Frarm Line Comments  Sourcing Controls -Mare... ha
B swe | B Noity | 4 Refresh | B Add UpdaterDi
2. Initial Search Page

a. Select Internal Catalog and click [OK].
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[ Review ftems |

Purchase Checkout

Uiew Itenys | |

The cart is empty.

Internal Catalogs pplier Websites
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05U Hewlett Packard Catalog Yiew
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03U Lenovo Catalog View
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03U OfficeMax Catalog Yiew
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b. Review the Initial Search Page listing to see all of the hosted catalogs available in eStores

More Information

More catalogs are available than shown on the image above. University Catering
and all other internal suppliers to eStores are accessible at the OSU Internal
Supplier Catalog View.

c. Select OSU Internal Supplier Catalog View.
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3. Access the University Catering Catalog
a. Type “Univ Catering” in the keyword search box.

b. Click [Search].

®Stores .
2-2694

Wiew Items | Clear Itenms I

NN supplier Websites The cart is empty. Checkout

Search By: |Keyword = for Search |

Current ¥iew: 05U All Catalogs Wiew Change View
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Change Yiew
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More Information

The catalog consists of two lines, one for Catering Services and one for Floral
Services.

®Stores e
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| foview lloms | Checkout

View Items | Clear. Items |

S RN S LAl Supplier Websites The cart is empty. Checkout

Search By: |Keyword =l for search |

All Categories > Search results for Univ Catering Image View | List View
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Ml Univ Catering: Catering Service

Category $ 1.00 DOL

Banguet And QsU Internal s lier Part Number: UCCATER Qty:

Catering Services Supplier upplier Fart Rumber: L
Manufacturer Part Number: UCCATER H Add to Cart

(1)
Cut Fresh Flowers
(1)

$1.00 DOL

GSu Internal i . : Qty:

supplier Name upplier Supplier Part Number: UCFLOR 1
OSU Ints | . . H Add to Cart
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Add to CartI Comparel Page: of 1 @K ar M
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Name

4. Example of Placing a Floral Catering Services Order
A Requsitioner is paying $100.00 for a floral arrangement.

a. Type the quantity equal to the quoted price of the floral arrangement. 1.00 is the setting for
both the price and the unit of measure.

b. Input “100” in the quantity [Qty] field which will multiply by the unit of $1.00 for a total of
$100.00 when the requisition is saved.
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View Items J[ CGlear Items
The cart is empty. Checkout

Search By: IKEVWWd =l for Search I

All Categories > Search results for floral Image View | List View
N S h
e I Addto CEFtI Compare Sort By: | Relevance ~| Go Page: of 1 @K 4 H
View all
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) Picture i .
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c. Click [Add to Cart].

®Stores .
2-2694

Continue Shopping | Print | _ Clear Items | [ Confirm Checkout| Item Count:1  Total$ 100.00
# ‘ ‘Product |5upplier ‘Supplier Part Number ‘Qty | Unit |Unit Price ‘Total
1 niv Catering: Floral 0OSU Internal Supplier UCFLOR 100 DOL $1.00 $100.00
Services
Page:-l of 1 @N A M
Continue Shopping | Print | _ Clear Items _| [ Confirm Checkout| Item Count:1  Total$ 100.00

@ Copyright 2008 - Ketera Technologies, Inc. All Rights Reserved Disclaimer | Announcements | Feedback

d. Click [Checkout] and [Confirm Checkout] to return to the PeopleSoft Requisition Form

panel.
New Window | Help | Customize Page | 15,
Form Schedule
Unit: UNIY  ReqlD: NEXT *Req Date: [D3105/2000 [ qyigin:|ONL =] ¥ A % [
*Requester: |Purchasmg.Central Q Purchasing, Central I™ Hold From Further Processing

Status: Open Budget Status: Not Chikd Accounting Date: [02/052008 B «Cyrrency: [USD Dallar

@Stores WorkDrder\D:l

Key 4 Cleaning Supplies | Solutions Staffing

First [4] 1 o1 [ Last

Sel Line ltem ID Description Reg Qty UOM Category Price Ship To Status
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"60  eader Defaults ~ Header Comments ltern Search Item Detail Line Defaults Line Details
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Copy From Import Quote Line Comments Sourcing Controls | --More. hd
& Save | Notify & Refresh E+  Add Update

Form | Schedule

5. Completing the Order

a. Add header comments

! Comments should always include the name and phone number of a
department contact person.

More Information
Once the requisition is saved it will workflow to the Departmental Approver.
Upon approval the internal supplier will fill the order per the quote terms.
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