Catalog Order Guide ~ Sourced to Stores and Vendor

The University maintains several Inventory Business Units (also known as Stores or Warehouses) throughout campus that offer
commonly used supplies. Over 70,000 items are available for campus and hospital to choose from. These products can be
purchased through Catalog Orders that are accessed via PRegs and may be sourced from multiple Inventory Store (or Warehouse)
units per order. Catalog Orders also allow purchase of Non-Inventory supplies that can be sourced from multiple vendors. Both
types of orders leverage the University’s buying power to assure the lowest prices and quick delivery of the material required for our
daily operations. One order may contain items from multiple warehouse and/or multiple vendor items.

Requesters will need to complete a PReqs access form before access to the specific catalogs can be granted. Access to catalogs is
based upon your position, department and job responsibilities.

This guide demonstrates the steps to order goods using PeopleSoft Catalog Orders through the PRegs System. These goods are
assigned a PeopleSoft Item Number and have been contracted through Ul Purchasing. PS Catalog Orders save time and provide a
simple method to order items for a department. They provide the end-user the flexibility to buy items in a central location using one
method, while the system auto generates the Order to each Ul Store Unit and/or to each Vendor. Also, these Orders do not require
additional Purchasing Workflow for approval because the items have already been contracted. So once the Shopping Cart Order or
Requisition has been approved through Departmental Workflow, the order is sent directly to the Ul Store or Vendor.
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Below is a diagram that outlines the steps from beginning to end on processing PS Catalog Orders.
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Accessing System
To access Catalog Orders/Purchase Requisitions (PREQs), go to https://hris.uiowa.edu/portal/.

Go to the
Sidebar>PReqs>
Create Req>

Go to the
ADMINISTRATION tab >Systems box>
E-Pro(E-Vouchers, Preqs/Receiving)

Sign In to On the One-Stop e-
Procurement page, click

PReqgs

Employee Self Service
https://hris.uiowa.edu/portal/

PReqs

University Contracts
Catalog Orders
Goods and Services

HawkID Login

Systems
Driver's License Review System

PRES
Create Req

. Equipment
HawkiD: = () E-Pro(E-Vouchers, PRegs/Receivin = Request for Quotations
Password: OTAC Recruiting Portal Maintenance

Vendor requires purchase order
Prepayments > $3000
Subcontracts

Note: Your web browser must support encryption and have cookies enabled in order to login. We recommend using Internet
Explorer to take advantage of the many features within Purchase Requisitions.
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PReqs Home PReqS Home
You should now be at PRegs Home page. You can view

Ri isiti I t Catalog Ord * A
equisitions nventory tatalog Greers Requisitions, Purchase Orders, Catalog Orders and eBuy Orders
Browse 6 requisitions in workflow. Browse 9 Draft by clicking on the Browse next to the appropriate list.
Browse 0 draft requisitions. Browse 0 In Progress . ..
. R The PRegs Home Page is where the Initiators can browse and
rowse 0 today's requisitions. Browse 5 Complete
Browse 0 created during the past 5 days. Browse 0 Cancelled within the last 30 days CheCk the status Of the reqU|5|t|0n5; purChase Orders, and
Browse 6 created during the past 30 days. Browse 14 All of my Stock Orders Catalog orders they created. You will not be able to see orders
Browse 6 created during the past 60 days. Browse 2 Recurring Orders created by other |nitiat0r5 on th|s pagE. Th|s page shows Only
y isitions. ; . .« . ere . .
Erouse 6 all of my requisitions Search my orders. your own work. This is where Initiators will keep track of their
Search my requisitions. * Supply Items sourced from a Warehouse and/or
Vendor Warehouse orders to see when they complete and Vendor
orders to see when a purchase order number is assigned.
Purchase Orders eBuy Shopping Carts
Browse 1 today's purchase orders. Browse 1 Draft eBuy Shopping Carts
Browse 3 created during the past 5 days. Browse 0 today's eBuy Shopping Carts
Browse 10 created duning the past 30 days. Browse 0 loaded from eBuy the past 5 days
Browse 10 created during the past 60 days. Browse 2 loaded from eBuy the past 30 days
Browse 11 all of my purchase orders. Browse 2 loaded from eBuy the past 60 days

Browse 3 All of my eBuy Shopping Carts

Catalog Order Section
Browse Draft — Order where the submit button has not been pressed.

Browse In Progress — Order that has at least one stock item that has not been sourced in PeopleSoft

Browse Complete — Order that has been submitted with only non-stock items, or has stock items that have all been sourced
or cancelled

Browse Cancelled within the last 30 days — Order with at least one stock item that has been cancelled
Browse All my Stock Orders — Shows all stock orders

*Supply Items sourced from a Warehouse will only list under the Catalog Order section
*Supply Items sourced from a Vendor will list under Catalog Order section until a user has clicked submit, then will list under
Requisition and Purchase Order section.

Requisition Section

Browse Requisitions in Workflow will display a list of requisitions that have the status of Inside Workflow or Sent to Workflow.
Inside Workflow means that the requisition is actually inside the Workflow system and is waiting for one or more approvals. Sent to
Workflow means that the requisition has been finalized and sent to Workflow, but has not actually entered the Workflow process.

Browse Draft Requisitions will display a list requisitions that have been saved as a draft copy, but have not yet been completed,
validated, and sent to Workflow.

Browse Today’s Requisitions will display a list of requisitions that the Initiator created on the current day.
Created During the Past 5, 30, and 60 days and All of My Requisitions will list requisitions based on the specific list title.
After you click on any one of these Browse lists, the system takes you to the Requisition Center.

Requisition Center

PReq Status Section
The definitions for the requisition statuses are:
-------- Inside Workflow -Requisition inside Workflow waiting for
W000116334 2007-08-22 David Inside Koch % 7,040.00 Lanier
Bergeon Workflow Brothers LD435¢c one or more approvals
copier . .
Mainfram Sent to Workflow - Requisition that has been validated and
e B e S e sent to Workflow, but has not yet entered the Workflow
Incorporated Sterile Drop
Division Of process
Medi Dose e
Group Draft - Requisition saved as a draft copy that has not yet
W0O00116338 2007-08-22 Gwen Inside Frohwein % 19,905.91 0082201 i
S e w e anee. been validated or Sent to Workflow.
R t A . e . .
Siite a0 Workflow Void - Requisition voided in Workflow
WO0001163569 2007-08-23 5 Insid City Of 3,100.00 Blanket P are
I G order o Deleted - Requisition deleted by the Initiator before the
parer s Approvers received it in Workflow. There should be an
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internal comment entered on the Requisition explaining why it was deleted.

Workflow Complete - All approvers have approved the requisition and the Purchase Order number has been assigned. See the
Purchase Order Center for the PO number. After the PO number has been assigned the requisition will upload to PeopleSoft.

To view a requisition in the list, click on the Requisition #. And the PReq form will be displayed.
Click on Back to return to My Home Page.

PReqs Home Under Purchase Orders on the Home Page you can view purchase order numbers that have
been assigned on the current day or in the past 5, 30, or 60 days. You can also view all of the
purchase orders created from your PRegs.

Requisitions
When you click on Browse in this section, the system takes you to the Purchase Order Center.
Browse 18 requisitions in workflow,

Browse 1 draft requisitions.

Browse 0 today's requisitions.

Browse 0 created during the past 5 days.
Browse 1 created during the past 30 days.
Browse 9 created during the past 60 days.

Browse 19 all of my requisitions.

Search my reguisitions.

Purchase Orders

Browse 0 today's purchase orders.

Browse 0 created during the past 5 days.
Browse 0 created during the past 30 days.
Browse 35 created during the past 60 days.

Browse 162 all of my purchase orders.

Purchase Order Center

W000116333 Julie 1000603980 2007-08-23 RFQ Order Dispatched Thomson % 7,287.00 Three Year

Bergeon Healthcare SubsciRenewal
Incorporated To Mi
W000116335 Gwen 1000604050 2007-08-27 Quote Approved Sartorius BBI % 5,000.00 Installation of
Jarosh Systems items
Incorporated purchase
WO000116339 Julie 1000604051 2007-08-27 Confirming Approved Thomson % 4,087.00 Nelson-
Bergeon Order Shore Printing 750
Incorporated cloth book
W000116340 David 1000603981 2007-08-23 Regular Dispatched Stott Pilates $ 2,317.50 ST 01019
Bergeon Order USReformer-
Group SPX

Purchase Order Status Section
The definitions for the Purchase Order statuses are:

Open: The PO has been uploaded to PeopleSoft, but has not been finalized by Purchasing or dispatched to the vendor.
Funds are not yet encumbered.

Approved: The PO has been verified and finalized by Purchasing. The order will be dispatched to the vendor on the next
working day after it is approved.

Dispatched: The PO has been sent to the vendor via fax or mail. Funds are encumbered. It can now be vouchered.

Complete: The PO has been fully vouchered and has gone through PO Recon. Once an order is complete it cannot be
reactivated. Funds are no longer encumbered.

Cancelled: The PO has not been vouchered and has been cancelled by Purchasing. Funds are no longer encumbered.

Initiators can click on the PO ID to view the PO report on-line on the AP-PO Web Application. If the PO status is blank, the PO report
is not yet available. The PO report will be available as soon as the order has uploaded to the PeopleSoft System. This is the Business
Financial System Software currently being used by Purchasing and Accounts Payable. Departments need to view the PO Report for
accuracy. Contact the Buyer at once regarding any discrepancies.
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Favorites

Favorites is for saving frequently used information and can be added throughout the PReq by clicking 294
You may also have the option to add this information manually.

MFK Favorites Under Favorites on the side bar, click on the MFK
to get to this screen.

The Bookmark Name is a title you assign to the

Favorite to identify and remember it by. It can be
1 x 0500500000000005064510060-€ B
fund org dept  sdept  gmipram et oact  dsct  fn o shid shac anything you want.

050 05 0310 00000 50649100 6235 000 00000 60 0000
. . . Save
Fill in the MFK fields and click

2 at 1-PURCHASING TEST
S e e Bne e T S o s 7 Click (A% to add another.

Req Search Center Always remember to save after adding any new
e W e .. entries.

240 17 3215 10000 53515831 6405 955 00000 21 7604

Leave IACT and OACT blank for catalog orders.
These values will default from the item.

p Favorites

When you click End User under Favorites you may click Add via EndUser Search to add new EndUser’s to your favorites. This will
allow you to search by HawkID or name. After clicking Find User click the HawkID link to add. For existing favorites you can update

the Bookmark Name and/or HawkID. When your done click
EndUser Favorites

HawkID Search

1% Christine L Leichty User HawkiD:
name phone email department location || Frstame: [ ]
cleichty Christine L Leichty 319/335-0384 chris-leichty@uiowa.edu VPFO-Purchasing 202 PCO

esthame: [ |
Update HawkID Find User

hawkid

| Save || Add via EndUser Search

cleichty Christine L Leichty 319/335-0384 chris-leichty@uiowa.edu VPFO-Purchasing 202 PCO

EndUser Favorites

Wherever you see the <} a window displays a list of your favorites.
Chris Leichty

Colleen Bauer
Gwen Jarosh
Juli= Bergeaon
Senor Pablo

Sharon Dosk

Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 4|Page
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Here are examples of the other Favorites screen. Create your own Favorites for all the fields listed.

Vendor Favorites Category Favorites Receiver Favorites

Sourcecorp BPS Incorporated Business use papers Paper {Che 1 cleichty
i Address Location o Hawk ID
360220 i 1 14111800 cleichty
z x Adf Mechanical Contractars Inc 2 x Farmulas and products for nutr 2 x heefner
o Address Location i Hawk ID
100015 1 1 42231800 heefner

’ Save ] | AddwviavendorSearch |  Save | [ Add via Category Search | ’ Save ]

Asset Favorites

RequestedBy Favorites

1% Leichty, Christine L

Eacl  BookmarkMame

Room Number Asset Custodizn Asset Custodian Dept
1% Christine L Leichty PCO 202 031000000
Asset Custodian HawkID
nams hawkid  department Iocation phone amail cleichty
Leichty, Christine L cleichty WPFO-Purchasing 202 PCO 318/335-0384 chris-leichty@uiowa.edu -
2 x Mike Adam
2 % Michael 1 Adam
Bldg Abbr Room Number Asset Custodizn Asset Custodian Dept
. PCO 202 Adam, Michael J 0310
name hawkid department location phone email Jhsset Custodian HawkID
Adam, Michael J mjadam  VPFO-Purchasing 211 PCO 318/335-1861 michael-adam@uiowa.edu miadam B
| Save || Add via RequestedBy Search
Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 5|Page
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Create New Order

Create Req
Req Search Center

Catalog Order Search
Return to Order

Order By

Click on the Create Req link on the side
bar and you’ll get the Order By page
below

Select one of the following to order by:

Purchase Requisition- This requisition will be used to order by contract or by description for
services, equipment, repairs and blanket orders that go to an outside vendor.

eBuy Shopping- This selection will direct you to prime vendor contracts.

# PeopleSoft Catalog Orders- This selection will be used to order PeopleSoft item number products
that are sourced from Hospital Process Stores, General Stores, Dentistry Stores, and College of

Note: If Create Req is grayed out, a Requester must fill out a
PReq Access form to get the initiator signed up. See PReqs
Access link on side-bar

Forms

PReqgs Access

Item Form
Ship to Codes
endor Codes

Order By Page

Pharmacy Steres or from a vendor. Shopping_Cart Favorites Recurring Orders

Requester Information

Requester:

HawkID: CLEICHTY

Location: PCO-202-04
Phone: 319/335-0384
Department: Purchasing

Email: chris-leichty@uiows.edu

End User HawkID:

Department:

ship To: Frozz ] P %

Description: Leichty,Chris PCO-202

Address: The University of Iowa
Purchasing AP & Travel

PCO-202

125 S Dubugue St
Towa City, A 52242-2500

Phone: 319/335-0384

ek

Name: Michzel J Adam

Location: 211 PCo

Phone: 318/335-1861

VPFO-Purchasing

Email: michael-adam@uiows.edu

Select PeopleSoft Catalog Orders.
All fields on the Order By page are required.

The Requester(s) you have been approved to use will be listed in the drop-down menu next to Requester:

Click down arrow

Requester:

HawkID:
Location:

Requester Information

| next to the Requester: field and click on the Requester name that you want to use and it will
populate the Requester information and corresponding Ship To information on the main screen.

]

Bergeon,lulie
Leichty,Chris

Requester: This information is used to identify the person in the

Requester:

HawkID:
Location:
Phone:
Department:
Email:

CLEICHTY
PCO-202-04
319/335-0384

Purchasing

chris-leichty@uiowa.edu

Ship To:

Description:
Address:

Phone:
Fax:

End User HawkID:
Name:

Location:

Phone:
Department:
Email:

poozeos | P8
Pco-202-04 2 ]
Leichty,Chris PCO-202

The University of Iowa
Purchasing AP & Travel

PCO-202

125 S Dubuque St
Iowa City, IA 52242-2500

319/335-0384

M12DAM ?2 R
Michael 1 Adam

211 PCO

318/335-1861

WPFO-Purchasing

michael-adam@uiowa.edu

department who works directly with Purchasing and Accounts
Payable to facilitate the procurement and payment process.
Requesters may be contacted by Purchasing, Accounts Payable, or
the vendor if a question arises regarding the Order.

Ship To Code: The Ship To Code fills in automatically according to
the Requester you’ve selected. This code identifies the location to
which the merchandise being ordered is to be sent.

<

add

End User: The End User is the member of your department requesting the good or services. Enter manually by typing in the HawkID

for the End User or use the Search #° function to populate.

Remember: These can be used with the Favorites ™ function and add link.

Catalog Order Guide
Sourced to Stores & Vendor
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This MFK will default in on the Catalog Orders and can be changed if needed.
Default MFK

050 05 0311 00000 50843100 6026 000 00000 &0 0000

Catalog Access Catalog Access: Requesters/Initiators must be assigned specific
catalogs in order to be able to access the catalog and order the item

_—_ in the catalog. This is a list of the catalogs you have access to.

Utowa UH_ASC Ambulatory Surg Center
UIOWA UH_CATH_LAB Cath Lab
UIOWA UH_CS55 Central Sterilization Serv
UIowa, UH_MOR Main Operating Room
UIOWA UH_PROCESSED_STORE Processed Stores Hospital
Click the button to continue to the Item Search Page.
Shop for Items
. The first field is a global search which searches the

[ quekshop| | < adato car " vinicarts 0 item(s) description, manufacture name, manufacture item id,
OrderBy Page Goto Shopping Cart  Items Help Iwanttosee 10 (L] items per page. and vendor item id.
Match any criteria [ If the user knows the Ul Item id, then you may type this
UI Item #: [ ] Dpescription: L 1] in the QuickShop field and click M. It will
ManufacturerName: [ | Manufmtemto: [ ] then be placed in your shopping cart. Click
vendor Name: l:l vendor ItemID: | | Goto Shopping Cart if you want view its contents.
Yendor ID: l:l
Category: l:l Catalog: ]
0ld Item ID: [ 1 alas: 1
Filter search by: O warehouse O vendor ® None
Go to Shopping Cart [ Add to shopping cart |

Collapse all Expand All UOM Expand All Mfg Info Expand All Wendors
Mo iterns found. 1

Mothing found to display

Collapse &l Expand All UM Expand &ll Mfg Info Expand all Wendors
OrderBy Page Go to Shopping Cart | Add to Shopping Cartl
On the item search page, you may search for items using many different criteria. You can narrow your
search by putting information in multiple fields and using any or all match criteria in the drop-down. Match any criteria (| The
default (Match any criteria) will result in items with at least one of the criteria typed. Selecting all Match any criteria ST

. . . Match all criteria
result in items with all criteria typed.

You must select one field to search on. The search will find entries where your search is part of a word and will ignore capitalization.

Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 7|Page
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Item Search Results

Match all criteria [

UI Item #: Description: |syringe |

Manufacturer Name: Manuf Item ID: | |

¥Yendor Name: ¥Yendor Item ID: | |

Yendor ID:
Category: Catalog: Frocessed Stares Hospital [
Old Item I1D: alias: | |
Filter search by: O warehouse O vendar ® None
| Search | | Clearl 5o to Shopping Cart | Add to Shopping Cartl

Collapse all Expand all UM Expand All Mfg Info Expand &ll Yendors
68 iterns found, displaying 61 to 65 [First/Prev] 1, 2, 3,4, 5, 6, 7 [Mext/Last]
206957  15356- Syringe Glass %10, 9400! FOPFER 5009 UHPZES

10248 2oo Glass Tip AND SONS

206941 Syringe Asepto  § 0.6537 EA CR BARD a035280 UHPSS 0

Irrigation
Syringe S0cc

306833 DYNDYO0ZE0 Bulb Syringe $ 04623 EA  MEDLIME DYMD70Z50 UHPSS 0

Ear Disposable INDUSTRIES
20z INC
906825 S9424-144 Syringe 4$ 10,5235 EA PCOPPER S026/5029 UHPSS 0
Hypodermic Slip AMD SONS
Tip Glass Mon-
sterile 10 Cc

contents.
MiniCart Contents

Svringe Refill - 3 EA(=)

Shopping Cart.

Shopping Cart ~ Ordering Items Sourced to a Warehouse

[ If you need to add another item clic
QuickShop .1‘} Add to Cart y

OrderBy Page Continue Shepping Empty Cart

Cart Total: $ 240.00 After you've selected all the items with their quantity, click on
complete your order at the top or bottom of the page. The system will take you to the

k Continue Shopping

In this example the search criteria is
Description-syringe and Catalog-Processed
Stores Hospital.

Type the desired Order Qty and click
IAdd to Shopping Cart]

3 WimiGart.- MicrosoftInternetikx.. | = | Jmi You may also click the "E¥ MiniCart: at the top of the page to view your shopping cart’s

A pop-up window is displayed. Click the red X to close.

Goto Shopping Cart

to

or use QuickShop. You may

also return to the OrderBy page or empty your cart.

Apply this MFK to all lines. You can still change a MFK, change quantity, or add the
O O item to your favorites.
fund org dept sdept grntfprgm  iact oact dact o cctr o slidslac

|-:dd990 17 3215 01000 54000600 0000 JJ000 00000 00 0000 You can also change the MFK for all line items buy filling

only change selected numbers by un-checking the boxes.

in the MFK and clicking “Apply this MFK to all lines” or

Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 8|Page
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Comments: If the Items are sourced to the Warehouse Ttems Sourcing From a Warehouse:
you can enter Comments that will be sent to the Ul Store  |comments for the warehouse ©
Unit and printed on their Picklist by clicking on the <. UIHC PROCESSED STORES

Once complete, click the Retumn to Order g the @ will update |Business Justification for This Purchase:

to indicate comments are added.

Business Justification: This is required for each order; 11955 AdpierSymnge Toomey Siorz ierle Srgle 1.0 $0.00 X add
please describe the justification for the purchase. Provide g T e gl s o e b ke rofc ame
enough information tO those that are approving the 'EMGSD 05 0311 23000 00000000 6070 pDDO 00000 &0 0000 £0.00
transaction, so everyone understands what they are o Syrmge [ gpelvewbedce 00 B SMT0 X add
.  fund eorg dept sdept gmt/prgm  iact cact dact fn coer  did slac mfl: zmt
apprOVIng -;}dCSD 05 0311 23000 00000000 &070 pUDO 00000 &0 0000 £21.70
Items Sourcing from a Warehouse: This will split out e Syringe I U-100 dip necdilessluer 25,0 EA  §7.53 X add
items based on which Warehouse that the items are being @ o e s omom b o oo s s mfcamt
sourced from . You have the ability to update the Quantity, [sic®® ©° 031 25000 cocococo oo Booo coooe 0 ooco £7es
Remove the Item or update the MFK. (Items sourcing from Warehouse Subtotal: $29.23
the Vendor, see Requisition, Step 4 below) Price: This is the approximate price a user area will be charged upon issue of this item from an

inventory area.

Complete Warehouse Order: Once all Line Items have
been reviewed, you have four options to Complete the

Shopping Cart. Click , to save the Order as is and
finish at a later time. Click to check errors on the

. . . Validat Submit C 1
Order, any errors will be outlined in red and must be

Stock Subtotal: $ 29.23

Order Total: $ 29.23

corrected before you can Submit the Order.

Click to finalize order. After clicking Save, Validate or Submit, a 10-digit Shopping Cart ID is assigned to the
Order (SCOO0OXXXXX) and once the order has been processed a Stock Request ID is assigned, (0000XXXXXX). Both the
Requester and Initiator will get an email, including the Stock Request ID and Shopping Cart ID assiged to the Order. They
are also notified if the Order is able to be filled, partially filled or canceled (item will need to be re-ordered) by the
Warehouse. The last option if the Order is no longer needed, the end user has the ability to Cancel the Order prior to

submitting by clicking the button. This Completes the Order.

Save Cart Favorite Save as Recurring: Allow users to set up orders which you place on a daily, weekly,
monthly, or yearly basis.

Name
of Cart |Syringe Refills 3 count
Favarite
Save
Status are:
warehouse Complete-ltem has been sourced and will
1 904269 SUTURE MONOCRYL UNDYED 2.0 $ 137.03 Complste .
MONOFILAMENT be shipped
POLIGLECAPRONE ABSORABL . .
; i ; o Cancelled-Iltem order cannot be filled and will
fund org dept sdept  grnt/prgm iact oact dact fn cctr slid slac mfl amt . .
520 17 3215 13000 83047315 6090 <400 00000 20 0000 $137.03 require a new order to be submitted
2 904275 SUTURE MONOCRYL VIOLET 5.0 BX $ 345,92 Cancelled
MONOFILAMENT
POLIGLECAPRONE ABSORABL
fund org dept sdept  grnt/prgm iact oact dact fn cctr slid slac mfl amt
520 17 3215 13000 83047315 6090 400 00000 20 0000 $345.92
Clicking on Complete link will show warehouse information, Pick Date, and Ship Date.
= IS TOtIS AL ST HDWEN L BT S Lj _Ja‘ & p ! ’ P

Clicking on Cancelled will show you the cancelled date.
Stock Status

Warehouse: UHCSS

Warehouse Contact: Central Sterilizing Services
warehouse Phone: 319/356-2534

Pick Date: 09/14/2007 8:43 AM

Ship Date: 03/14/2007 8:43 AM

Cancel Date:

Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 9|Page
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Recurring Orders

The system will generate your daily, weekly, monthly, or yearly orders and email you when it is ready to be submitted. The order
will not be sent to the Vendor or Ul Stores until you review and click Submit. Recurrences set up to begin on the present date will be
created within an hour. Orders set up for a future date will be created at 12M on that day.

Once you have items in your shopping cart, you have the option of saving it as a recurring order. Click S2¥€2s Recuring - Thg gystem
will verify if you want to initiate this. Click OK.

<
Mestage from webpage. e ——— ., 5

P~
|0I Are you sure you want to save this order as a recurring order?
o

| oK ‘ [ Cancel ]

The Recurrence is not active until you enter an Order

Recurrence Information .
Reference name, frequency, and beginning/end date.

* A recurring order is a way to automatically order items on a recurring basis so you don't have to Save will save the Recurrence and make it Active.
keep re-ordering the same items daily, weekly or monthly. Enter the Recurrence Name, Frequency . .
and beginning and end dates. When you receive an email that the order was created,
* Next order date is checked every hour. Most recurring orders will get created shortly after . . .
midnight, on the "next order date". When a new order is created, an email notification will go to you will Stl” need to Valldate the Order (MFK) and
the initiator with a link to the order where they will need to review and submit fer processing. Submlt
View Orders generated from this recurrence. Recurrence is inactive. Validate will validate and save the Recurrence and
Order Refi [GS Monday Weekly Order | make it Active. Once you receive an email that the
Recurrsnce: Weekly - Once a week _[w] Neorderome: [ [[gg endDmi [ | order was created, simply click the SC# and submit the
March, 2012 order.

Today
wk | 5un Mon Tue Wed Thu

Fri Sat Cancel will cancel the recurrence if you decide a

e e ; ; 13 | cancel | recurrence isn’t needed.
(Creat= Order immedintely ) 12 13 14 15 16 17 If you don’t wish to wait for the next order date, you

24
31

may click the link to create it immediately.

Select date
View Orders generated from this recurrence.

Order Ref:  |GS Monday Weekly Order |

Recurrsnce: |Weekly - Once a week [ v | Nest Order Dare: [03/27/2012 End Dars: |04/30/2012 This Recurring Order is now active and wil
display in your Recurring Order Center from your Home Page. Inventory Catalog Orders *

Recurring Order Center Browse 74 Draft

Browse 3 In Progress

Browse 17 Complete
-------- Browse 1 Cancelled within the last 30 days

RC00212315 MONTHLY GS Monthly Inactive 549.36 2012-01-20 Delete Browse 111 All of my Stock Orders
RC00212317 DAILY Dent Stores Daily Inactive $0.00 2012-01-20 Delete I Browse & Recurring Orders l
RCO0212654 2012-04-03 WEEKLY GS Monday . £098.04
RC00212654 s - :
Weekly Order Active 2012-04-30 Delete Search my orders
. . . . . . . . * Supply Items sourced from a Warehouse and/or
At any time you wish to discontinue the Recurring Orders, simply click the Delete link. Vendor

After the last recurrance (End Date), the order will be come inactive. Click the RC# to modify it.
View Orders aenerated from this recurrence. Recurrence is inactive.

Order Ref: |GS Monthly |
Recurrence: | Monthly - Once a month EI Mext Order Date: I:l End Date: |0L/20/2012
Enter a new Next Order and End Date er Date: |03/30/2012 nd Date: [04/27/2012 and click Save or Validate.

If you wish to create a bi-weekly recurring order, add the items to your cart and create the recurring order. Set up the first recurring
order for Weekly, every Monday. Click Copy Order under PRegs on the Sidebar, then set the second order up for Weekly, every
Wednesday.

Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 10|Page
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Shopping Cart ~ Ordering Items Sourced to a Warehouse and Sourced to Vendor
Orders can be combined with items sourced to Warehouse and items sourced to Vendor with or without workflow being required.

Match any criteria [0

Collapse all Expand All UOM

Go to Shopping Cart

Expand &ll Mfg Infa

Add your search criteria and click ,

UI Item #: [ ] vescription:
Manufacturer Name: l:l Manuf Item ID: l:l
Vendor Name ¥endor Item ID This example was displayed by searching for “non-sterile”
vendor ID: 7 . PR
ender in the description field.
Category: l:l Catalog: ]
old Ttem ID: [ ] alias: ) Notice the Sourcing from column; these items are from
Warehouse and an outside Vendor.
Filter search by: O warehouse O vendor @ Nane

| Add to Shopping Cartl

Note the number following the Vendor in the Sourcing

Expand All Wendors

from column shows the vendor priority. “1” being the

123 itemns found, displaying 91 to 100

922314 55900 Applicators $4.5247
Wood Plain
Non-sterile 6

Inch

Tongue
Blades Non-
sterile Junior

BX(1}

922318 SOLON300 $10.5300 BX(1)

922406 21-386 Forceps
Tissue Allison
4-5 Teeth Non

-sterile 6in

Gauze Cut
Non-sterile
400 Pieces
Per Pack 18 ¥
18 Inch

Meedle Holder $ 1.5000
Mayo-hegar
Non-sterile

Fin

$2.8200 EA

922433 3195 $319.9900

ca(10)

922437 16-288 EA

[First/Prev] &, 7, 8, 9, 10, 11, 12, 13 [Hext/Last]

SOLON 555900
MANUFACTURING
COMPANT

SOLON 300
MANUFACTURING
COMPANY

FINE SCIENCE 21-386
TOOLS INC

KEMNDALL 3195
HEALTHCARE

FINE SCIENCE 16-2868

TOOLS INC

most favored vendor.

UHPSS 0

UHPSS ]

Surgical 0
Advantage -

]

Covidien - 0

1 4

Surgical
Advantage -

1 4

The indicates that items have multiple UOM (units of measure), vendors, and manufacturer.

922406 21-386 Forceps EA
Tissue Allison
4-5 Teeth Mon

-sterile Gin

4 2.8200

922406 82500 Forceps $ 2.8200 E&
Tissue Allison
4-5 Teeth Non

-sterile 6in

Gauze Cut
MNon-sterile
400 Pieces
Per Pack 18 ¥
18 Inch

Gauze Cut
MNon-sterile
400 Pieces
Per Pack 18 ¥
18 Inch

922433 3195 $ 319.9900

922433 3195 $ 31.9990 PK

cA(10)

FINE SCIENCE

TOOLS INC

E' KENDALL

HEALTHCARE

KENDALL
HEALTHCARE

(1)

21-386 Surgical 0

Advantage -
1 =]

Click the to open more options

Medco
Instruments
Incorporated

3195 Covidien - 0

1 ]

3195 Covidien-1

Type the desired Order Qty and click | Add to Shopping Cart|

After you've selected all the items needed on the Item Search page, click on G2 ta Shopping Cart 5t the top or bottom of the page.

Catalog Order Guide
Sourced to Stores & Vendor
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Finalizing Order ~ Items Sourced to Warehouse and Vendor
Shopping cart displayed shows Warehouse and Vendor items.

Notification Center - Adding Receiver(s)
It will be required to add one primary receiver, even if it isn’t required to receive on the items.

The initiator/requester will “Add Selected” available receivers to the requisition when it is created. The primary receiver will need to
be selected using the radio button. Anyone not marked primary will be a secondary receiver. You can add multiple secondary
receivers from the list of available receivers. This person must be different than the Initiator/Requester of the Order.

If you need to make a change to the list of available receivers (add/remove) please send an email to: preqgs@uiowa.edu. If adding
new receivers, please provide the full name and HawkID of the receiver to add.

Notification Center - Adding Requested by
The person listed as “Requested by” is the person requesting the order for the goods/services. This person will be receiving email

notifications for this order including the Voucher Created email. Enter a valid HawkID or use the Search P functionality to search by
HawkID or name to populate the Requested by field.

If you need to make a change to the Requested by person after the order is workflow complete, please contact preqs@uiowa.edu.
The team will need the Purchase Order number, full name and HawkID of the Requested by person that the order is changing to.

Notification Center
Receivers <) add Available
Primary MName H?E‘k Pheone Email Department Location | Remowve Receivers
I ; » - Adam, Michael J
Housel, Karen 31%9/335- aren- VPFO-Accounts Payable &
2 L khousel 0409 housel@uiowa.edu Travel 202PCO| X H??:Elt.h. JEISDI'! E ,
O'Brien, Benjamin T
<- Add Selected
The person listed as “Requested by™ 1z the person requesting the order for the goods/services. This perzon will be
receiving email notifications for thiz order including the Voucher Created email. To populate the Requested by
Requested by 4 add table below enter a valid HawkID.
Hawk ID Name Phone Email Department Location Remove
A2 Christine L Leichty 319/335-0384 | chris-leichty@uiowa.edu VPFO-Purchasing 202 PCO x
Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 12|Page
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Apply this MFK to all lines.

You will be required to enter a Business Justification

_ fumd org  dept  sdept  grobfprgm it cect dact T oot shd slac for the order(s).
-:d}dDSU 05 0310 00000 S0643100 6070 p[}lDD 00000 21 Q000

Items Sourcing From a Warehouse:

Comments for the Warehouse ©

UIHC MAIN PHARMACY STOREROOM

Business Justification for This Purchase:

1 21785 Hepatitis B Vaccine 10 mcgf/0.5 ml syringe/vial - Engerix-B 2.0 EA 543.23
l

fund org deg =sdept grotfprgm ek mact  dact n cctr =iid slac mik amt
170 70 7305 00200 00000000 6130 300 00000 21 OO00 £43.23
2 22633 Hepatitis B Immune Globulin Inj 0.5 ml syringe - 5.0 EA $413.05 x

Hyperhep B add
fumd  ory  dept  =gest  grebjpregm ject sact  dach fm ometr i mlac mik amt
170 70 7305 00200 00000000 6130 100 00000 21 0000 £413,05

Warehouse Subtotal: $456.28

Price: This is the approximate price a user area will be charged upon issue of this item from an

inventory area.

Stock Subtotal: $ 456.28

Items Sourcing From a Vendor:
Header Comments that will default to all lines {2

Kerr Corporation More Info

Business Justification for This Purchase:

Syringe Refill Shade Al Dentin Herculite 2.0 £ 70.50

KRV
+ fund org dept  sde=pt  gmtfprgm  isct oact  dact otr slid =lac mfk amt
R:d}doso 05 0310 00000 50645100 070 42000 00000 31 0000 £70.50

Line Cemments (.- Insp. Requir=d 1D Inspection Not Required [x] Confirming Ord=r No [] Due Dat= 01/01/2015

2 16289 Intragral Syringe Tips Large (PKG/100) 2.0 PKG  562.10 X add
: fumd org dept =d=pt grmtfprgm act oact  dact etr slid =slac mifk amt
)(:d;doso 05 0310 00000 50849100 5070 J2000 00000 31 0000 $62.10 You may add a phone number to fax the order

Line Comments LT} Insp. Required ID Inspection Mot Required El Confirming Order No El Du= D=t= 01,/01/2015

FAX Confirmation to:

confirmation.

Est. Shipping:

Supplier 5u

Or add the estimated shipping costs...

Order Total: s 588.88

Save as Favorite: For frequently ordered items. You can save the order which will prompt you to name the cart.

Save Cart Favorite

Name
of Cart |Syringe Refills 3 count
Favorite

Save

Submit: Submits to PeopleSoft the stock items (items sourced from a warehouse) will become stock requests and the non-stock
(items sourced from vendor) will become requisitions and then purchase orders.

Catalog Order Guide 13|Page
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Covidien More Info WOO0226853 Workflow Required

1 922433 Gauze Cut Mon-sterile 400 Pieces Per A $£319.99

Fack 18 ¥ 18 Inch
fund  org dept  sdept  grntfpram jact oact  dact fn cctr zlid slac mfk amt
930 17 3215 01000 S4000600 6090 140 00000 Q0 Q000 $319.99
Line Comments  Insp, Required ID Confirming Crder Due Date

Inspection Mot Required Mo 07/28/2010

2 922433 Gauze Cut Mon-sterile 400 Pieces Per 5.0 PK 4 1a60.00
Pack 18 ¥ 18 Inch

fund  org dept  sdept  grntfpram jact oact  dact fn cctr

slid slac mfk amt
990 17 3215 01000 S4000800 6090 140 00000 0O Q00O $160.00
Line Camments  Insp, Required ID Confirming Order Due Drate

Inspection Mot Required Mo 07/28/2010

FaX Confirmation to: |:| Est. Shipping:

Supplier Subtotal: $479.99
Surgical Advantage More Info W000226852 Workflow Required
3 922406 Forceps Tissue Allison 4-5 Teeth Mon- : EA $14.10
sterile &in
fund  org dept  =sdept  grntfpram jact oact  dact fn cctr zlid slac mflk amt
990 17 3215 01000 S4000600 6090 210 00000 00 0000 $14.10
Line Comments  Inzp, Required ID Confirming Order Due Drate

Inspection Mot Reguired Mo
FaX Confirmation to: |:| Est. Shipping:

It will also create Req IDs for the order for items
sourced to Vendor, which may or may not
require further action from you depending on
your workflow threshold. The requester,
initiator, purchasing agent, requested by and end

user people will receive an email indicating the
PO #.

Supplier Subtotal: $14.10
Order Total: $ 519.13
Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 4 |Page
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Shopping Cart ~ Catalog Order (Shopping Cart Favorites)
Click on the Create Req link in the side bar area and you’ll get the Order By screen below.

Create Req
Req Search Center

For orders you’ve previously saved as a favorite, you'll begin the same way on the Order By page. Verify the Requester, Ship to, and
End User Information. Click the link Shopping Cart Favorites.

Order By

Select one of the following to order by:

Purchase Requisition- This requisition will be used to order by contract or by description for
services, equipment, repairs and blanket orders that go to an outside vendor.

eBuy Shopping- This selection will direct you to pnme vendeor contracts.

PeopleSoft Catalog Orders- This selection will be used to order PeopleSoft item number products

that are sourced from Hospital Pro Dentistry Stores, and College of
Pharmacy Stores or from a vendor) Shopping_Cart Favorites Recurring_ Orders

Requester Information

Requester: Ship To:
HawkID: CLEICHTY o
Locati Description:
ocation: PCO-202-04
Address:
Phone: 319/335-0384
Department: Purchasing
Email: chris-leichty@uiowa.edu
Phone:
Fax:

End User HawkID:

Name:
Location:
Phone:
Department:
Email:

A list of your Saved Shopping Lists will display.

EErra—p )

Leichty,Chris PCO-202

The University of Iowa
Purchasing AP & Travel
PCO-202

125 5 Dubugue St

Iowa City, IA 52242-2500

319/335-0384

&

Mapam [ ? P

Michasl 1 Adam

o
(=N

211 PCO
319/335-1861
WPFO-Purchasing

michael-adam@uiowa.edu

You may select the cart name or remove from your list.

Saved Shopping Lists

SC00212333 Lab Coats Weekly
SC00212377 AGA Medical order
SC00212665 Scrub Order/Linen Stores

Saved Shopping List Items

FEMOoVE
remove
FEMOoVE

Your items and quantities are saved in the Favorites.

¥ 42648 Pants Charcoal Dietary 34 £ 14.4000
X 42649 Pants Charcoal Dietary 36 % 14.4000
¥ 42650 Pants Charcoal Dietary 38 % 13.7300

Clear Order Qty
Add Items

| Return to Saved Carts |

Catalog Order Guide
Sourced to Stores & Vendor

You may change the quantities, delete and/or Add to

IS S NN R svooor o

SaraET You may even add items to an existing cart Favorite by

Textile

Company - 1 clicking Add Items.

EA Standard 6.0
Textile
Company - 1

EA Standard 6.0
Textile
Company - 1

Add to Shopping Cart

University of lowa Purchasing Department www.uiowa.edu/ap-purchasing
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Items Sourcing From a Warehouse: Your order is displayed

Comments for the Warehouse (2 You can still change a MFK, change quantity, or add the item

UIHC PROCESSED STORES to your favorites.
1 N I You can add comments by dlicking this icon
1 923661 Syringe Insulin U-100 Disp 31ga Ea 4072 x

5/16in Needle 0.5ml nonsa add
1} fund org dept =dept grntfprgm  jact oact dact fn cctr slidslac mfk amt
ogg?%0 17 3215 01000 54000500 6050 42270 00000 00 0000 $0.72 Save, Validate, Submit, or Cancel your order.
2 907171 =wab Povidone Iodine Stick 3-pack 2.0 PK  $0.23 x

add

_fund org dept =dept grntfprgm  iact oact dact fn cctr slidslac mfk amt
?dggﬂ 17 3215 01000 54000600 6090 pllD ooooo oo oooo $0.23
3 939408 Suture Chromic Gut Absorable 5-0 27in 1.0 Bx¥ $ 123.60 x

Reverse Cutting Needl add
_fund org dept =dept grntfprgm  iact oact dact fn cctr slidslac mfk amt
?dggﬂ 17 3215 01000 54000600 6090 p4DD ooooo oo oooo $123.60

Warehouse Subtotal: $124.55

Price: This is the approximate price a user area will be charged upon issue of this item
from an inventory area.

Stock Subtotal: $ 124.55

Order to Vendor ~ Workflow Required

. . el Covidien More Info wo0o226a53 warkflow Required
e o euon e T
1 922433 (Gauze Cut Mon-sterile 400 Pieces Per .0 Ca § 319,99
Pack 18 ¥ 18 Inch
fund  org dept  =sdept  grntfpram iact oact  dact fn cctr slid slac mfk amt
990 17 3215 01000 S4000600 &O090 140 00000 0O 0000 $319,99
Line Cormments  Insp. Required ID Confirming Ordar Due Date

Inspection Mot Required M a07/28/2010

Z 922433 (Gauze Cut Mon-sterile 400 Pieces Per 5.0 PK $ 160,00
Pack 18 ¥ 18 Inch

fund  org dept sdept arnt pran jact cact  dact fn cotr slid slac mfk arnt
990 17 3215 01000 S40005800 &090 140 00000 00 0000 $160.00
Line Comments  Insp, Required ID Confirming Crder Due Date

1
Inspection Mot Required M
FAX Confirmation to: |:| Est. Shipping:

Supplier Subtotal: $479.99
Surgical Advantage More Info Wo00226852 warkflow Required
3 922406 Farceps Tissue allison 4-5 Teeth Mon- ) EA $14.10
sterile Gin
fund  org dept  =dept  grntfpram jact oact  dact fn cotr zlid slac mfk amt
990 17 3215 01000 S4000600 »O90 210 00000 OO 0000 $14.10
Line Comments  Insp. Required ID Confirming Ordar Crue Crate

Inspection Mot Reguired Mo
FAX Confirmation to: |:| Est. Shipping:

Supplier Subtotal: $14.10

Order Total: $ 519.13

" T You'll need to review the
This requisition is from order £ SC00329858

; p \ information on the requisition to
Review Requester Information send to workflow.

Requester ship To [ add End User (% zdd This link will take you back to
Leichty, Chris PCO-202-04 Julie & Bergeon

your shopping cart

Catalog Order Guide University of lowa Purchasing Department www.uiowa.edu/ap-purchasing 16|Page
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Vendor Information

Vendor and line information defaults

Vendor ID: Addr #:

Wendor Mame: Kerr Corparation

Order Details

Loc:

Address: 1717 W Callins Ave
City: Orange State: cA
Fax: 800/537-7345 Phone:
Email:

Business Justification for This Purchase:

Apply this MFK to all lines.

Fullfl stock =
fund org dept  sdept  grol/prgm st osct  dact ol add
050 05 0310 00000 50649100 6070 2000 00COO 31 0000
Buyer: [Crew.Collean [ ] Buyar Info
[ At [urlem# | oty | wom | caegory | Pice |
1- > 15811 2.0 EA 52131500 | 7 £ 35,25000 5 105.75000
Syringe Refill Shade A1 Dentin Herculite XRY ~| Vendor Item ID: 25812 |
Mfg ID: [ =]
Mfg Item ID: | |
~| Contract ID: [ =]
<} Tund org dept sd=pt grnt/prgm imct o=zt dact n et id  slac mfk amt
x ;LdUSD [15] 0210 00000 50643100 6026 p 000 00000 &0 Qoo0 £105,75000
Line Commants (- Irspection Requirsd 12 Inspection Mot Required [=] Ous Dat= 01/01/2015
2 X 16289 5.0 PKG 53131500 £ 20.70000 £ 1032.50000
Intraoral Syringe Tips Large (PKG/100) »| Wendor Ttem ID: ]
Mfg 1D: [
Mfg Ttem ID: | |
~| Contract ID: [ =]
+ fund org dept sd=pt grmtfprgm imct oact dact tn oetr =Hd slac mfk amt
x :}ﬂcso 05 0310 00000 50643100 5026 2 ooo 00000 &1 0000 $103.50000
Line Comments 0 Irspection Requirsd ID Inspection Not Required [] Dus Dat= 01/01/2015 [EH
3 X 16329 2.0 IR 52131500 | T $ 661.05000 5 1,322.10000
Tytin FC Doubla Spill 500mg Fast Set Gray Cap Yallow Bedy (JR/500) +| Vendor Item ID: 25554 |
Mfg ID: [ =1
Mfg Ttem ID: | |
~| Contract ID: [ =]
+ fund org dmpt =dmpt grntfprom imct oact dact. n octr =hid  slac mfic amt
> ;deso as 0310 00000 50643100 5026 A~ oo 00000 &1 0000 $1322,10000

Line Comments &)

Catalog Order Guide
Sourced to Stores & Vendor

Inzpection Requirsd I3 Inspection Not Required [ ]

Due Dat= 01/01/2015

Running Total: $ 1,531.35

University of lowa Purchasing Department www.uiowa.edu/ap-purchasing

from Ul Item number. You are unable
to change this information.

Zip: 92867
Country: Usa

This will be your final opportunity to change
your quantity, MFK, comments, due date,
inspection, and confirming order.
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Attachments
If you need to include an Attachment, start by clicking the button, locate file and click the LUpload Attachment |

button. Once uploaded, select the Attachment Type from the drop down menu and select if it should be Sent to the
Vendor or not. Click the Red X if the Attachment needs to be removed

Attachments

¥  MenthlvCreditLimit.pdf application/pdf 0?’;23';?;0 Quote Bl ®ves Ono

. 05,/20/2010
F.4 UIWAF.doc application/msword 10:28AM Sole Source D Mo
: : application/vnd.openxmlformats- 05/20/2010 .

R R officedocument.spreadsheetml.sheet 10:304M Invoice D Kz
Review, Add, or Edit Comments. Comments can ~ Comments
be added to your Favorites to use for future _

Vendor [per quote number 83KKKE. -‘%ﬂ

orders. If comments were added on the Shopping
Cart page, they will be transferred to the
Requistion. Text entered in the Vendor
Comments will print on the Purchase Order sent
to the Vendor, while text entered in the Internal intemal [special Project #44598 Haad
Comments will remain as a note for the
Department and/or Purchasing department and
text entered in the Receipt will print on the PO
Receipt for Receivers to view. Receipt [Check for breakage. Sadd

If the order has already been placed
to the vendor, click Yes Cives @y Has the order already been placed with the vendor for the goods or services? If "ves" is
’ : selected, Purchasing will not send this order to the vendor.

O check if this is a Prepayrment, This is a Prepayrent, payment will be sent separately from
Purchase Order.

[ view sole Source Farm

To Complete the Requisition, you can either |Sa"el, [Validate | o |V°idl.

Save - Saves a requisition and allows you to work on it later
Validate - Validates all fields on the Requisition including the MFK.
Void - Voids the Requisition.

When the form is complete, click the [Send to Workflow| 1 i+ton. This will integrate with the Workflow system (Contact
your Workflow Administrator if you have questions or concerns). Once Workflow is complete, the Requester, Initiator
and Purchasing Agent will receive an email stating the assigned Purchase Order number, which then uploads to
PeopleSoft and the PO is dispatched to vendor.
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Finalizing Workflow

Workflow is the process of creating and approving various types of forms electronically. Based on predetermined Workflow Paths (as
set by Org and Dept workflow administrators), these forms can be approved electronically and sent on to the next person in the

approval path.

Choose Workflow Routing

Choose Workflow Routing

Einai panct n egbsraant o Wiork S Rising 5]
Carten

User: creedl

Self Service / FO
Logout

PRegs
Create Req
Req Search Center
Catalog Order Search
Return to Req
Return to Order

o

Find UI Contract
p Favorites
p Forms

p Purchasing Links

Confirmation Fax
Contract
Manufacturer Item ID
Vendor Item ID

PRegs Access Form
PReqs Access Form Search

ShipTo Codes Form
Indiv Contractor Doc

Catalog Order Guide
Sourced to Stores & Vendor

Initiate Workflow Process Workflow Routing Confirm Workflow Routing
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PReq Sidebar

The side on the PReq contains information about the Req and some links.

Req ID: Is located on the sidebar at the top. A 10-digit number that begins with a W. The PReqgs system
electronically assigns the number after the Initiator saves or validates a requisition.

WEFTx#: Is located on the sidebar at the top. This is the Workflow transaction number that is assigned by workflow
for tracking purposes.

Date: Is located on the sidebar at the top. This is the date the requisition was created.

PO: Is located on the sidebar at the top. A 10 digit number that begins with a 1 or B. This number is electronically
assigned in the PReqs System after the last workflow approval.

PRegs

Create Req: Requisitions going to outside vendors only.

Req Search Center: Located on the sidebar, click on Search Center to find Requisitions. Granted by
workflow administrator.

Order (catalog) Search Center: Located on the sidebar, click on Search Center to find Catalog Orders.
Granted by workflow administrator.

Return to Order: Takes the user to the main Order entry page.

Copy Req: Brings up an established Req you would like copied. Click Copy Req on the side bar. The
information from the Req will be populated in a new record. Make any changes needed and send to
workflow.

Copy Order: Brings up established Catalog order you would like copied. Click Copy Order on the side bar.
The information from the Order will be populated in a new record. Make any changes needed and send to
workflow.

Find Ul Contract: Search for established University Contracts by Vendor, Category, or Products/Services.

Favorites - Frequently used information.

Forms

PReq Access: Requesters link to add initiators

PReqg Access Search: Requesters link to search for initiator request status

Ship to Codes: Request to add, change, or delete a Ship to code
Indiv Contractor Doc: Payroll form link to pay contractors
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w Purchasing Links Purchasing Links

Purchasing Contracts Purchasing Contracts: University of lowa contracts are considered a primary tool for the departments to
Current Bid Opportunities N — i R X X
TIowa Prison Industries receive the best pricing and quality. Contact Purchasing Agents if you have questions.
Targeted Small Business

Subagreements Bids Opportunities: Currently Active Bids
i lowa Prison Industries: Web site showing lowa Prison Industries Items.

Targeted Small Business: System providing State of lowa certified Targeted Small Businesses with advance
notice of procurement opportunities.

w Help Center

Contact Us

Purchasing Policy Manual Subagreements: Division of Sponsored Programs web site to help users with subagreements.
Purchase Req Tutonal

Catalog Order Tutorial e-forms: Electronic forms web site.

Services Vioucher Tutonal

Non-Services Voucher Help Center

Tutonal . .

Freight Account Contact us: Informational page for questions

FAQ -

Requester Search Purchasing Policy Manual: Link to manual with guidelines

PRegs Initiator Tutorial: Document for requesters and initiators

Catalog Order Tutorial: Document for requesters and initiators for use of catalog orders

Services Voucher Tutorial: Document for help with services e-vouchers (payroll)

Non-Services Voucher: Document for help with non-services e-vouchers

Freight Account: Learn how getting a Freight account can save you money.
FAQ: Frequently asked questions regarding PRegs and e-Vouchers

Requester Search: This search will look in the Requester Code, Requestor Name, Location, and
Department Name fields
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Search Center

Order Search Center

Note:

Search entries are case in-sensitive. Using 'Equal To' with ‘foo,bar’ will find 'Foo,Bar’, 'FOO,BAR!, etc,
You may use wildcards "*' on search entries. For Order ID, using 'Like’ with "*10' will find IDs ending in 10 such as
'SC000010", or 'S0056110°. Using 'Like' with "*10%' will find IDs having 10 in them such as 'SC000105", or

'SC561108"

The Search Center is granted by your workflow administrator.

You can search for Catalog orders using many different criteria on this

page.

SC Order ID [Equalte 7| | ] [ |
Stock 1D EqualTo 7| | ] [ ]
;eguy Shopping Cart [Equal To i ] I |
:gllf:eshopping Cart Eaual To i ] I |
eBuy Catalog Num  [Equal To v ] [ |
Recurrence ID [ Like v [ ]

Order Date [EqualTo  v] | ] [ ]
SC Order Status [Equal To ¥ | [ v

et Ewn) | |

Initiator (HawkID)  [EqualTo ¥ | [ |

Requester Code |Equal To v | [ |

Requester Name |Equal To 7 | [ |

Ship To |EqualTo 7| [ ]

End User Equal To ¥

Contract ID Equal To v ][

Vendor 1D [Like 7] [ ]

Search Center Results

15 Orders found.

SC00000318 2007-07-12 jbergeon
SCO0000382 2007-07-23 jbergeon

SCO00000508 2007-08-22 jbergeon

SCO0000541 2007-08-23 jbergeon

SC00000559 2007-08-23 jbergeon
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Complete

Complete

Complete

Complete

$240.00
$240.00

$9,003.56

$ 5,600.70

% 5,421.61

Syringe Refill
Syringe Refill

CUSHION
CHAIR AIR
FILLED

MIRROR COME
SOCKET
PLAIN #4

TUBE RECTAL
X-RAY
OPAQUE
NON-S

You can narrow the search by putting information in multiple fields.

SC Order ID is the number assigned to the Catalog Order.

Stock ID is the number assigned to Items sourced from a warehouse.

After you have the information in the fields you
want to search on, click on Search at the top left
of the Search Center page. A list of the
requisitions that met the criteria you entered
will be displayed.

Click on the Order # if you want to see the
catalog order.
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Requisition Search Center You can search for requisitions using many different criteria

o on this page.
Sear::w entries are case in-sensitive. Using 'Equal To' wi bar' will find 'Foo.Bar'. 'FOO,BAR', etc.
You may use wildcards "*' on search entries. For Requisiti . using 'Like' with "#10" will find IDs ending in 10 such as
"W000000010°, or "W000056110". Using "Like" with *10% will find ID=s having 10 in them such as "W000000105", or . . . .
"W000561108", You can narrow the search by putting information in

Search multiple fields.

Requisition ID [EqualTe v | | 1

PO ID [EqualTa v | | 1 There are four main fields that users need to know how to
eBuy Shopping Cart [Eaual To v | ] search on.
D
eBuy Shopping Cart requaire v | | 1 iterig “ ”

Name Requester Name: If you use the criteria “Equal to”, you must
eBuy Catalog Num  [EaualTo ] | | /1 enter the name using the following format:

Requisition Date  [EqualTo _ ¥] | = ] lastname, firstname no spaces. For example, Doe,Jane. If you
Requisition Status  [EqualTo 7] | v use the criteria “Like” you can use the any part of the
Requested Ernsiil l Requesters name, for instance just their last name. You then
By (HawkiD) need to enter the wildcard * before and/or after the name.

Initiator (HawkID) [EqualTo ¥

This type of search is helpful if you are not sure of exactly

| |
Requester Code [fawal o v| | | how the Requester’s name has been entered or how it is
Requester Name [Equal To 7| | | speIIed.
Ship To [EuaTov] | |
End User [Equaito v| | |
Contract ID [EqualTo 7] | | ‘ |

Vendor Name: This works like the Requester Name search. If you use “Equal to” you must enter the complete vendor name and
exact spelling. If you use the “Like” criteria, enter the wildcard of * before and/or at the end. For example, *Dell; Dell*; *Dell*, etc.
Initiator (HawkID): You must enter the Initiators official HawkID to use this search. To look up a HawkID, use the campus phone
directory on the sidebar.

Requested By (HawkID): You may enter the HawklID for the Requested By person to use this search. To look up a HawkID, use the
campus phone directory on the sidebar.

After you have the information in the fields you want to search on, click on “Search” at the top left of the Search Center page. A list
of the requisitions that met the criteria you entered will be displayed.

Search Center Results

500 Requisitions found.

West Music
Decker, Workflow Regular (Cakdale Comm. Choir
W001103205 Elizabeth edeckr Mary Cohen Complete 1001976960 2018-08-02 Order Dispatched Company $ 56.90 supplies Invaice
Incorporated
woo1103171 Deker deckr Brian Workdlow | 1976030 2018-08-02 R°9UA"  pispatched gazme ications § 67.69  Shipping June 2018 Invai N
Ellzabeth egeckr DOUgIaS complete -08- Order 1spatche ommunications . Ipping June nvoice [+]
Incorporated
W001102084 Docken g, Amne B Workflow ;o4 076507 2018-07-02 eBuy order Complete  Office Depot Inc § 588,03 1P 308A Cyan Toner EB105254087 No
Elizabeth Wilson Complete Cartridge (

Click on the Req # if you want to see the requisition or click on the PO number to see the PO report.

Users can search on and view all requisitions in the Pregs system, but can only edit the requisitions they initiated.
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Catalog Order Guidelines
Catalog Order: Requesters must be assigned specific catalogs in order to be able to access the catalog and order the item. This
order may contain multiple Warehouse and/or multiple Vendor items. These get assigned a 10-digit number beginning SC.

PRegs Access Form: This is required for all requesters to gain access to and complete orders.

Stock requests: (items sourced from a warehouse): these orders do not go through workflow. These get assigned a 10-digit
number beginning in “0” also referred to as a “Stock ID”. These will be loaded into the PeopleSoft Financial System where they will
be “picked” from the Warehouse.

Items sourced from a vendor: these orders may or may not require workflow depending on the workflow threshold limit approved
by the department. These orders are assigned a 10-digit requisition ID beginning with “W”. These are loaded into the PeopleSoft
Financial System and dispatched to the vendor by Purchasing.

Workflow: Paperless, electronic signature system.

Workflow Threshold: A workflow threshold is determined by the department for their catalog items on contracts. This threshold
will be allowed by their department to place an order where contracted pricing has been established with the vendor. When
creating a catalog order the requisition will be routed to workflow only if the requisition is over the requester’s workflow threshold
limit for items sourced to a vendor (non-stock) orders.

Requesters: These are the people in the department who work directly with Purchasing and Accounts Payable to facilitate the
procurement and payment process. Requesters may be contacted by Purchasing, Accounts Payable, or the vendor if a question
arises regarding the Catalog Order. Users must either be a Requester or an initiator assigned to a specific requester(s) in order to be
able to initiate transactions in PRegs. If a user signs in and is not a Requester or assigned to a requester(s), they will not be able
initiate a requisition.

Initiators: An initiator is an individual assigned to a specific Requester(s) in order to be able to initiate transactions.
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