Checkout
Process and Procedure
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Once you have added your order to your cart, you will proceed to

checkout:

= Click on your cart and select Checkout

&

Shop = Shopping  Shopping Home &

DREXEL UNIVERSITY

Smart Source

Procure to Pay

Michele Arias v | % | Action Iten15|§| Nntiﬁcatinna|T| W 38190 USD | Q

2015-07-22 ma484 01

Office Depot(R) Brand ImagePr... View My Cart

Shop Everything v Checkout
—

Go to: zdvanced search | favontes | forms | non-catalog itemn | guich 381.90 USD




The checkout process is broken into seven segments:
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General

Shipping

Billing

Accounting Codes

Internal Notes and Attachments
External Notes and Attachments
Final Review

- Accounting Internal Motes and External Motes and Final

- indicates a section requires information before submitting the requisition

E - indicates a section that is complete



Section 1- General

This section provides the cart name, the prepared by/for name, vendor
name and order detail including order total

General ?

Cart Mame 2015-07-22 mad84 01
Description

Prepared by Michele Arias

Prepared for Michele Arias

3-Way Match x

Walidate FOMPROF x

ACCEess

Pcard Transaction - x
Do Mot Pay

For selected line iterns  Add To Favorites - E

Telrose Corporation o infe
PO Purchasing 2
3801 Ridge Ave, Philadelphia, PA 19132-1839 US

Product Description Catalog No Unit of Measure Unit Price Quantity Ext. Price

1 Office Depot(R) Brand ImagePrint(R) FSC Certified Multiuse Paper by Domtar, 8 617206 s 38.19 10Cs 381.90 USD
1/2 »x 11, 20 Lb, White, 500 Sheets Per Ream, Case Of 10 Reams -{)— more info

General (same as header)

Supplier subtotal 381.90U5D

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Subtotal 381.90
purposes, budget checking, and workflow approvals. Total 381.00 USD



Section 2- Shipping

= This section allows you to indicate where the order should be delivered

To edit your shipping
address:
Select the edit button

Shipping ¥
e
Shipping sddress | Asrn
R RS

CENTRAL FECENVING
FTH B LUIDLOW

STEEETS

PHILADELPHLA, PA

LRLD4

Ubrasted States

b mddress
Deliwery Options ad
Expedite ®
Shap Vs Bt Careeei- Bt Wy

Bequesied Delrveny

Date

From this screen you can
selectfrom addresses saved
in your profile or search for

any Drexeladdress by

selecting click here

| Ship Te

Complete the fie

Shipping
sddress

gt bebora o ervber your shipping
address Toe thip cedipr, ¥ o reed to make 8 chargs

select & differerdt sddeess from the svaillable oplions

To choose & delferert :c:-‘-:—:@

Address Details
AREn:

K- M5

Laaibart Line 3
Addres Line 1
City

Slate

Tip Code

Comntry

LENEFAL RECEIING
JATH & LUDLOW STREETS
PHILADELPHL

P

L9l

Urited Stales

[

Then, click select from org
addresses

Ship To 7

Cesrnplete the Frelds bellows to erler your shapping
pddress for this order. I you need to make 3 charge

tilect & ddlenent sddneds feom the rcalable cpong.

Address Details

Attre

Hirn - WS

Lontact Lime 2 CENTRAL RECENIMNG
Address Line 1 34TH & LLal TREET:
Lty PFHOLADELFHLA

State P

Fip Code 19108

Coumliy Unned Stabed

[




Section 2- Shipping

= A new window will appear for an address search:

—| Address Search ?

Mickname /S |
Sddress Text

= Every Drexel campus/location has a shell address such as:
= For Drexel Main - search for Drexel receiving dock
= For 245 N. 15th Street - search for New College Bldg
= For 1505 Race Street — search for Bellet Building
= For 1601 Cherry Street — search for 3 Parkway
= For 2900 Queen Lane — search for Queen Lane Campus
= For 10 Shurs Lane — search for Manayunk Family Medicine
= For 4641 Roosevelt Blvd — search for Friends Hosp



Section 2- Shipping

=  Once you search for your address, a list will appear

Close
+| Click to filter search results ?
Results Per Page 20 - Addresses Found: 1 “|Pagelofl = ?
Mame Address
*Direxel Receiving Dock Attn:
Rm-M5
CEMTRAL RECEIVIMNG

34TH & LUDLOW STREETS
PHILADELPHIA, PA 19104
United States

= Click the Select button next to the address you want to use



Section 2- Shipping

=  Fill in the required fields

@ General @ Shipping | L] Billing

Attn: This should state your full name
Rm- MS: This should list your room or
mail stop number but can also include
your department name, building name,
etc. Be sure not to exceed 20
characters in these fields

You can also check the box to save the
address for future use

Ship To 7 M

Complete the fields below to enter your shipping
address for this order. If yvou need to make a change,
select a different address from the awvailable cptions.

Shipping select fro wou
address -

Address Details
Attn: John Smith
Rm-M5S Stratton 225|

Contact Line 3 CEMTRAL RECEIVIMIG
Address Lime 1 24TH & LUDLOW STREETS

Cityr PHILADELPHLA
State Py

Fip Code 19104

Country United States

Sawve this address for future use

- [

Click Save and your address will be complete

ccc-un'hg' Tnternal Notes and

ernal Motes and



Section 3- Billing

= This section will automatically default to the Accounts Payable billing address

= 3141 Chestnut Street, Philadelphia, Pa 19104

Billing ?

Billing address Accounts Payable
3141 Chestnut 5t
PHILADELPHIA, PA 19104
United States

Mo credit card has been assigned.

Billing Options

Accounting Date



Section 4- Accounting Codes

= This section allows you to indicate the cost center the order should be

allocated to

= To edit your cost center click on Edit
Accounting Codes

Chart Fund Organization Account

D 110001 3231

Drescad niversih Educstion & Geners Procure EMVICES ® 2 =
el University Education & Genera SEUTEMENT SEnCEs @ Required field

=  You will then see the Accounting Codes box

Accounting Codes
Select from your code favorites -

Chart Fund QOrganization Account

D 110001 3231
Select from profile values Select from profile values Select from profile values
Select from zll values Select from all values Select from 2l values Select from 2l v

& Required field

Select from profile walues

oo

Activit

Activity



Section 4- Accounting Codes

= You have a number of options on selecting a cost center

= You can select from your code favorites list

= Code Favorites can be created in your profile. These are saved cost centers (Chart, Fund, Orgn,
and Account) that can be nicknamed and saved in your profile

= You can select from your profile values

=  Profile values are specific account codes saved in your profile and appear in a dropdown during
checkout under profile values

= You can select from all values
= Click on Select from All Values to open the custom field search

= You can search by value (numerical value) or by description (key word in title such as
services, lab fee, archives etc.)

= You can hand key the required fields for the cost center and then select
recalculate/validate values to be sure it is a valid cost center



Section 4- Accounting Codes

Accounting Codes

Select from your code favorites -~ |

Chart Fund Organization Account Activity add spiit
O 110001 3231 2011
Select from profile values. Select from profile values. Select from profile values Select from profile values Select from all values
Select from all values Select from all values Select from all values Select frorm all wahses
& Required field

Cancs

=  Once you have selected the correct cost center, click Save and the
Accounting Codes section will now be complete

= o - Accounting Internal Motes and External Notes and Final
(Gene ¥
@ General | @ Shipping L Billin~ |. Codes v Attachments v Attachments L Review

1) Go to Express Checkout 4 Return to shopping cart 4! Conti

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

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




Section 5- Internal Notes and Attachments

= This section allows you to add a note and any necessary attachments to
your requisition for Drexel’s review

Internal Motes and Attachments ?

Internal Mote

Internal Attachments

Add Attachments

= Clicking Edit will allow you to enter a note for the requisition

Internal Note ?7 X

Internal Mote Brochure paper for ABC
Workshop 11/15/2015

expand | clear



Section 5- Internal Notes and Attachments

= Clicking Add Attachments will allow you to add documents to
your requisition

Internal Notes and Attachments ?

Internal Mote

Internal Attachments

Add Attachments

Add Attachments

Attachrnent Type @ File Link

File *
Select files...



Section 5- Internal Notes and Attachments

= Examples of documents to attach:

Quotes
Bids
Tax Determination

Contracts

= |f contract is under $5,000, you will need to forward your requisition to
Carmen Spears

Any documentation required by University policy or procedure for the
type of request being submitted

= Never attach documents with sensitive information such as social security
numbers or account numbers-be sure to redact all sensitive information
from documentation



Section 6- External Notes and Attachments

= This section allows you to add a note and any necessary attachments to
your requisition for the supplier’s review

= This will not function for Punchout Catalog orders (Dell, Fisher, Telrose, etc.)

= For Punchout Catalog orders, please reach out to the supplier directly

External Notes and Attachments ?

Mote to all Suppliers

Attachments for all suppliers

fdd Attachments



Section 6- External Notes and Attachments

= Clicking Edit will allow you to enter a note for the requisition

External Info 2 X
Mote to all Suppliers Please ensure delivery by
11/24,/2015
expand | clear
B o

= Clicking Add Attachments will allow you to add documents

Add Attachments

Attachrnent Type @ File Link

File *
Select files...



Section 6- External Notes and Attachments

= Examples of documents to attach:
= Quotes
= Some suppliers require a quote to be submitted with the PO
= Drawings/Schematics

= Any documentation required by Supplier for the type of request being
submitted

= Never attach documents with sensitive information such as social security
numbers or account numbers-be sure to redact all sensitive information
from documentation

T Accounting Internal Notes and External Notes and Final

= Once all of these sections are completed, you can then click
Submit Your Requisition.



	Checkout�Process and Procedure
	Once you have added your order to your cart, you will proceed to checkout:
	The checkout process is broken into seven segments:
	Section 1- General
	Section 2- Shipping
	Section 2- Shipping
	Section 2- Shipping
	Section 2- Shipping
	Section 3- Billing
	Section 4- Accounting Codes
	Section 4- Accounting Codes
	Section 4- Accounting Codes
	Section 5- Internal Notes and Attachments
	Section 5- Internal Notes and Attachments
	Section 5- Internal Notes and Attachments
	Section 6- External Notes and Attachments
	Section 6- External Notes and Attachments
	Section 6- External Notes and Attachments

