Temporary Changes on all Requisitions.

If you are purchasing supplies in The MarketPlace, do not add other supplies in the shopping cart that are not part

of the COVID-19 purchase.

EXAMPLE OF THE MARKETPLACE PURCHASE PROCESS FOR ALL REQUISITIONS:

Enter MarketPlace Requisition and select items for your shopping cart and when finished SUBMIT ORDER

(As Usual)

BOBCATAL| Welcom

5
ources/PROD/Account/Logout [

Your JAGGAER Session will expire in: 479:26

RECENTLY

[ SEARCH
PURCHASED

My Cart

Items for Delivery

Kleenex Boutique Standard Facial Tissues, 2-Ply, $9.48 PK/B

95 Sheets/Box, 6/Pack (21271)
Staples Item # 826830

MFR Item # 21271
Customer Item # 826830

@ coremem

Clear Cart Update Cart

Proceed to check out (As Usual)

BROWSE QuICK YOUR YOUR ‘
CATEGORIES ORDER “  LISTS v DASHBOARD s9.48
B Print as PDF
Subtotal $9.48
TOTAL $9.48
1 sg-4s
Remove
Subtotal $9.48
TOTAL $9.48

Once you proceed to check out, the system will have a new required field for entry — NEXT STEP.

PROD/Account Ln;:ﬂ]
Cart v Cant- Drah Requiaiton

Shop b My Cana and Orders » O

Shopping Cart iortiseLeopoid

Name this cart: | 2020-03-18 IgI52 10

Have you made changes? | update

@ Staples/SummusTl, oo« oo

The items) in this group was retrieved from the supplier's website, What does this mean?

Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 3/18/2020 12:02:04 PM

A~ Search (Alt+0) 9.48USD W

4 Continue Shopping

)

Add Non-Catalog em | | Empty Cart | | Create New Cart

- |

T Help

oW &2

1item(s) for 2 total of 9.48 uso

*  SelectAll [

Add Non-Cataiog Item

Manufacturer Info 21271 - (KIMBERLY CLARK GLOBAL SALES 1LC)
Commodity Code  Paper Materials and Products 2

[ More Actions |~

Supplier subtotal  9.48

Linefs): 1
Product Description Unit Price Quantity Total [
Kleenex Boutique Standard Facial Tissues, 2-Ply, 95 Sheets/Box, 6/Pack (21271) 9.48 1 948 1
& Pe-Pack oping  000USD
; !
Part Number 826830 Update Handiing 0.00 USD



NEW REQUIRED FIELD UNTIL COVID-19 ENTRY IS NO LONGER REQUIRED.
YOU CAN NOT BYPASS THIS FIELD

Enter a brief DESCRIPTION: Emergency Safety Masks (example)

Enter a YES or NO for COVID-19
¥ General T Accounting Codes | % Internal Notes and Attachments | % External Notes and Attachments

4 Retumn to shopping cart

4k Almost ready to go! The list below needs to be addressed before the request can be submitted.
= Required field: COVID-19

/A You need to be aware of the following issue(s), but it will not prevent you from submitting your request.
+ Empty field: Description

Requisition PR Approvals PO Preview Comments Attachments History
Summary  Shipping  Biling  Accounting Codes  Supplierinfo  Taxes/S&H

General 2
These values apply to all lines unless specified by fine item

Cart Name 2020-03-18 Igl52 10

pecrpon | <
& Empty field &

Priority Normal

Prepared by Lisa Leopold

repaatr e Cm—
covip-19 |

| © Required field &

Larger View:

You must select the Empty Field and Select YES OR NO and then SAVE.
If the purchase is NOT for COVID-19, you select NO

Cart Name 2020-03-18 Igl52 10

Description _ Emergency Kleenex / Office |

{2, Empty field
Priority
Prepared by Lisa Leopold
Prepared for Lisa Leopold

Select a different user...

A
Hide all values...

COVID-19 _




Once this entry is made, you process & complete the requisition by adding your other
required fields (As Usual)

The requisition header will be like the example below.

rders » Search » Requisitions » General - Draft Requisition

v Shipping v Billing f Accounting Codes % Internal Notes and Attachments | % External Notes and Attachments | & Purchasing Use Only

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

Proceed to the next step: Shipping. Go straight to the end: Final Review.

tequisition PR Approvals PO Preview Comments Attachments History
Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H

General 2

These values apply to all lines unless specified by line item

Cart Name 2020-03-18 Igl52 10
Description Emergency Kleenex / Office

Priority Normal

Prepared by Lisa Leopold

Prepared for Lisa Leopold

COvVID-19 Y
ves e

Staples/Summustl, more info..
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