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Overview

1. Log on and create a shopping cart.

New Features

Favorites Folders
Save Searches
Search for Recycled or Recyclable Items

2. Change Default Settings, e.g., Account Assignment.

w General Data

Buy on Behalf of. 05254

Name of shopping cart | >oericg|

Default Settings: Set Values
RDpTOvE TTocese Dreptay 7
Document Changes: Display

Delivery date:

GR

/]

Change Default Settings

Your data will be transfgas gady in the shopping cart will be unchanged.

Item Basic Data Account Assignment Internal Note

You can see who bears the costs and, if necessary, you can disfribute the cost to several cost centres
‘Cost Distribution Percentage v

Number  Accounting Line Mumber =~ Percentage Account Assignment Category  Assign Number

. Cost Center ¥ 1010001070

3. Click Add item and select the CCSD catalog needed.

Add ltem Paste

| |

| Free Text i
| CCSD Catalog - Custodia%
CCSD Catalog - General

CCSD Catalog - Maintenance

Library Books

Pre-owned Textbooks & Workbooks

Textbook Catalog

Al

The first time you use a CCSD Catalog, you will be asked to acknowledge you read and accept the terms of the
Ariba Privacy Statement and the Ariba Cookie Notice. Mark the checkbox and click OK. (Ariba is the maker of the
CCSD catalog system.) Any Note in the catalog will also be displayed.

Using the Catalog

e Search for items
e Select items and Add to Cart (Catalog)

e Review Cart

e Checkout (Transfer Items from Catalog Cart to SAP Shopping Cart)

e Order SAP Shopping Cart
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1. Search for items

Catalog £% sharpener pencil v Q)
Catalog Home / Purchasing Organization : (no value) / "sharpener pencil’
. e EHEN
48 item(s) found View: = mum Sort by:
‘ Add to Cart ‘ ‘ Compare ltems Vie
. . Sharpener Pencil Electric 6 Hole Gray
E Supplier. Office Depot Inc
- o s Dloe 2 OCNAN Oty | 1
2. Select items and Add to Cart (Catalog)
Catalog Home [ Purchasing Qrganization : (no value) / "sharpener pencil’
48 item(s) found View. i= uas Sort by: Relevance ~
|/5.dd to Cart | Compare ltems Viewing: | 100 items ~~
‘ 3 Sharpener Pencil Electric 6 Hole Gray $46.80 USD / each

Supplier: Office Depot Inc

Supplier Part # 295940 Qty:| 1 Add to Cart

Awvailable in: 0 Day(s)

Add to Favorites
Sharpener, Pencil, Desktop, Electric, 6 Hole, Anti-microbial

Protoction_Smardt Ston Fasture lluminatas \When Pancil jc

3. Review Cart

5H3052 ZOFFICEMGR : September 28, 2018

Catalog Home / Purchasing Organization |

+' This item has been recently added

48 item(s) found View: = & ‘ Sharpener Pencil Electric 6 Hole Gray 1xsa680 8D

‘ Add to Cart ‘ | Compare ltem 5
Review Cart

‘ . Sharpener Pencil Electric 6 Hale Gray $46.80 USH

\ Supplier: Office Depot Inc
[~ W PP ? —

If you are not ready to review the cart, click outside of the Review Cart pop-up window to continue shopping.
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4. Cart Review Screen - allows for verifying and editing before checking out

Shopping Cart SH3052 : | ZOFFICEMGR : September 28, 2018 = print Close Cart ‘ ‘ Continue Shopping ‘ Checkout
1 Item Total Show Details Cart Summary
No. t Type Description Qty Unit Price Amount Office Depot Inc (1) 546 80 USD
1 = Sharpener Pencil Electric 6 Hole Gray 1 each $46.80 USD $46.80 USD Subtotal (1 item) $46.80 USD

Edit ‘ ‘ Delete Update Total

';-i Print ‘ Close Cart ‘ ‘ Continue Shopping ‘
5. If you made changes, click Update Total once editing is complete
6. Click Continue Shopping to add more items before checking out
— L4
Shopping Cart SH3052 : | ZOFFICEMGR. - September 28, 2018 =" Print Close Cart ‘ ‘ Continue Shopping ‘
1 ltem Total Show Details Cart Summary
No. t Type Description Qty Unit Price Amount Office Depot Inc (1) 546.80 USD
1 [E Sharpener Pencil Electric 6 Hole Gray 1 each $46.80 USD $46.80 USD Subtotal (1 item) $46.80 USD

Edit ‘ ‘ Delete Update Total

'E‘ Print ‘ Close Cart ‘ ‘ Continue Shopping ‘ Checkout
7. Checkout: Transfer Items from the catalog cart to your SAP Shopping Cart
Shopping Cart SH3052 | ZOFFICEMGR : September 28, 2018 ‘ ';" Print Close Cart ‘ ‘ Continue Shopping
2 ltems Total Show Details Cart Summary
No. t Type Description Qty Unit Price Amount Not A Vendor(CC... (1) $10.69 USD
_ . . Office Depot Inc (1) 546 .80 USD
1 = Sharpener Pencil Electric & Hole Gray 1 each $46.80 USD $46.80 USD
2 [E]  Paper 11x17 Offset 60lb White 1 ream $10.69 USD $10.69 USD Subtotal (2 items) $537.43USD

Edit ‘ ‘ Delete Update Total

';'i Print ‘ Close Cart

‘ ‘ Continue Shopping

‘ Checkout
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8. Process and Order Shopping Cart
Always 1) Check your shopping cart before you 2) place your order.

2 1
Crea hopping Cart

Order Print Preview Close || Save || Check

Number 3640227 Document Name ZOFFICEMGR 09/28/2018 08:24 Status In Process Created On 09/28/2018 08:24:37 Created By Test Office Manager

w General Data

Buy on Behalf of: | ggagg Test Office Manager Delivery Instruction: Approval Note

Name of shopping cart: | 7o rFICEMGR 09/28/2018 0824 Use Delivery Date for all ltems:
Default Settings: Set Values
Approval Process: Display / Edit Agents
Document Changes: Display

Delivery date: i

w ltem Overview

Defails || Add ltem ,|| Copy Paste || Duplicate | Delete

Line Number  Item Type Product D Description Product Category ~ Product Category Description  Quantity  Unit  NetPrice / Limit =~ Currency  Per  Delivery D:

. 1 Material Sharpener Pencil Electric 6 Hole Gray 4450 Office Supplies 1 EA 4580 USD 1 0%28/2018
2 Material 0643 Paper 11x17 Offset 60Ib White 1400 Paper Material/Prod 1 RM 1069 USD 1 10/03/2018

1 ltem Tune NEEALLT DEEALILT CATEGOR 1000 non_1isn 1_N9/28/2018
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Catalog Format

Ariba Spend Management - Google Chrome
@ sl.ariba.com;
SAP Ariba
1
Shop By Category
Athletics and Athletic Apparel 5
District Forms )
Food Service 5
8 Furniture and Furnishings )
Material Handling >
Medical Equipment and Supplies )
Music and Art S
Office Equipment and Supplies 5
Paper Materials and Products S
Software 5
Uncategorized ltems
View All Categories 4
Shop By
Supplier S
Purchasing Organization 5

A W N =

Test Site

Catalog

Catalog Home

Reegently Viewed Items

CCSI’)S:

Paper 8-1/2x11 Bond 20Ib White
Office Depot Inc

$1,169.08 USD

5 Catalog Home

Search by part £ supplier name, or keyword 2

®

Protector Sheet Letter Top Load ~ Sharpener Pencil Electric Heavy
100/pk Duty
Office Depot Inc Office Depot Inc

$5.70 USD $13.50 USD

6 7

Helpw»  ZOFFICEMGR »

0
a \3)PE »

9 ?,v Note
2}
[~
kod

PENCILS, COLORED,CRAYOLA
12PK

Office Depot Inc

$3.20 USD

Recently Viewed Suppliers

Office Depot Inc
Arts and Crafts Equi...
Caopiers | Office Mac...

Developmental and Pr...

Not A Vendor(CC SD-System) School Health Corporation

Appliances & Food Se... Athletice & Athletic...
Arts and Crafts Equi... Athletice and Athlet...

Athletics & Athletic... Medical Equipment an..

Search through all categories by part #, supplier name, keyword, or product ID, etc.

Icons let you review or check out the cart \1: or manage your favorites g

Varsity Brands Holding
Athletics & Athletic...
Athletics and Athlet...

Science

The search pull-down menu lets you save the current search and shows your previously saved searches.

Provides quick access to common items. Use the arrows { ¥ to page through the contents of each section:

e Recently Viewed Items shows the 12 catalog items you viewed most recently. Click an item to open it.

e Recently Viewed Suppliers shows 12 suppliers whose items have been viewed most recently. Click a supplier

or supplier category to see the items offered.

e Favorites shows up to 12 folders of items you marked as favorites. Click a folder to see the items in it. The

Favorites section is displayed only if you have items marked as favorites.

e Categories with the Most Items shows the 12 categories that contain the most items. Click a category to

display the items offered

5 Return to the catalog home.
6 Ariba Help is not used at CCSD.
7 User menu lets you

e Exit the catalog and return to the SAP shopping cart

e Change the theme (Dark Theme, Light Theme, Black Theme, or SAP Blue Theme)

You can shop by category or supplier.

Click the Note icon 3‘ or Note to display information.
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Catalog Search Results

N oo un A WN

Shop By Category All Categories e
Filter By 1 Catalog Home / Purchasing Organization : (no value) / Favorite : Pictures
. i mmm
Search within results Q 2 32 item(s) found, 3 View: 3= 200 1
Keyword | Add to Carl | | Compare ltems
graphics (1)

hands-free (1)

imager (1) E’

intel (1) -

Computer Laptop MacBook Air 13
Supplier: Apple Inc

laptop (1) Supplier Part #: BL792LLA
See More Available in: 0 Day(s)
Supplier -

i Computer, Laptop, MacBook Air, 13in 1440x900 Screen, 1.8GHz
American Barcode (2) Dual Core Intel Core i5 Processor, 3GB RAM, 128GEB Flash
Apple Inc (1) Storage, Intel HD Graphics 6000, 5 Year AppleCare Warranty
Follett School ... (1) 7 *

Manufacturer

apple (1)
honeywell (3)

Price &

$10.00 - $100.00 USD (1)
$100.00 - $1,000.00 (1)
$1,000.00 - $10,000 _._ (2)

Stand Scanner Hands-free Adjustable
Supplier: American Barcode

Supplier Part #: HFSTANDTE

Available in: 14 Day(s)

Stand Scanner Hands-free Adjustable Flex Neck. Use with
Scanner 108379

Contract ID *

7000004334 (1)
7000004893 (2)

7000006437 (1) E i Scanner Bar Code Library Wireless

Supplier: Follett School Selutions
Contract Line ltem Supplier Part #: 7100
2(2) Available in: 0 Day(s)

4

Sort by:

Viewing:

Qty:

Qty:

Qty:

Relevance

20items ~ 1 2

6
$\_Aousbp

. e

Add to Favorites

$14.89 USD

. .- |

Add to Favorites

$1,199.00 USD

ol

Shows your catalog search navigation path as a breadcrumb trail. Click a link in the breadcrumb trail to return to

the search results from an earlier point in the path or go back to Catalog Home.
Indicates the number of items found.

View results in a list or a grid.

Sort by relevance, price, item name, or best selling items.

Change how many items are displayed on one page.

Page through the results. Maximum of 500 items will be displayed.

Icons represent item attributes. For example, a star % indicates that the item is a favorite item.

Click the image or item description to see more details.

Sharpener Pencil Electnic 6 Hole Gray

.. ¢

Supplier: Office Depot Inc
Supplier Part #: 295940
Available in: 0 Day(s)

Chamanar Deamail Diaeltam Elactrice £ Heals Anti miceahial
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Item details

« Back | Catalog Home / Purchasing Organization : (no value) /

Sharpener Pencil

Supplier:
Supplier Part #:

Manufacturer:

Enlarge

Manufacturer Part #:

Available in:

Product Description

Product Specifications

Price:

Supplier:

Supplier Part #:
Manufacturer:
Manufacturer Part #:
Available in:
Contract ID:
Contract Line ltem:
Grouping:
Manufacturer 1D:
Product Category:

Product Category Description:

SAP Ariba

Cockie Statemnent

Security Disclosure

28/2018 B:48 AM | Clark County School District - TEST

Office Equipment and Accessories and Supplies Office Supplies -

Electric 6 Hole Gray

Office Depot Inc

$46.80 USD /

Qty: El Add to Cart

Add to Favorites

285940
Elmers Product Inc
1612

0 Day(s)

Sharpener, Pencil, Desktop, Electric, & Hole, Anti-microbial Protection, Smart Stop Feature llluminates When Pencil is Sharp,
Safe Start Feature Prevents Sharpening if Receptacle is Removed, Manufacturer 8 Year Limited \Warranty on Cutters, Gray

$46.80 USD
Office Depot Inc

295940

Elmers Product Inc
1612

0 Day(s)
4600000974

1
PROCUREMENT
901348

4450

Office Supplies

© 1294 - 2018 Ariba Inc. Al Rights Reserved

Search Techniques

1. Search for items on Standards items using the search text box

List items which are part of a CCSD standard school configuration.. You can display the list by searching for

ccsdstandard.

W cesdstandard

Catalog

Catalog Home [ Purchasing Qrganization : (no value)

928 item(s) found

"cosdstandard”
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2. Search for items using the search text box

The search text box allows you to enter specific text strings to search. You can search by keyword, supplier, part
number, and so on.

jol

All Categories A Search by part #, supplier name, or keyword

All Categories hd Q,

If you type in a word or number, the search results will return items that match and items that are close. For
example, if you type in product ID 110702, the results will include items with product IDs 110702,110722,
110709, etc.

Catalog N 110702
Catalog Home / Purchasing Organization - (no valug) / "110702"
20 item(s) found View. = I

If you want an exact match for a single word or number, put a character, such as an asterisk (*), after the item
you are searching for, for example, 110702*.

Catalog A 110702*
Catalog Home |/ Purchasing Organization : (no value) / "110702™"
1 item(s) found View: (=

If you search for multiple words, the results will include items with all the words anywhere in the item. The
words do not have to be next to each other. For example, search for pen gel.

Catalog W pen gel
Catalog Home / Purchasing Organization : (no value) / Keywords {And): "pen gel'
149 item(s) found View i= 1%

] SHARPIE GEL 0.5MM 1205 BLACK

Supplier: Office Depot Inc
Supplier Part # 8012436
Available in: 1 Day(s)

CETw

Sharpie 5-Gel, Gel Pens, Fine Point (0.5mm), Black Ink Gel
Pen, 12 Count
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If you search for words with quotes, the results will only include items with the exact match.
Catalog W "pen gel"

Catalog Home [/ Purchasing Organization : (no value) / Keywords (And): ""pen gel

98 item(s) found

Punctuation in search strings is treated as white space. This includes punctuation marks such as commas,
dashes, and parentheses, as well as special characters such as asterisks and percent signs. There is no wildcard
character for searches.

3. Refine the Search

If the catalog search has results, use the Filter By section to the left of the results. You can filter by clicking a link,
or entering text in the Filter By text box.

Shop By Category Catalog v apple
Filter By Catalog Home / Purchasing Organization : (no value) / "apple”
Q 176 item(s) found View: 1= ii
Keyword Add to Cart ‘ | Compare ltems
products (109)
supplies (92)

miscellaneous (88)
consumer (74)

ccsD® Digital Media Player Apple TV 32GB

appliance (70) ; e Supplier: Mot A Vendor(CCSD-System)
See More Supplier Part # MGY52LL/A
Available in: 0 Day(s)
Category
Appliance & Fs Equip (7) Digital Media Player. Apple TV, 32GB, Includes Remote

Miscellaneous ... (10)

L ETatat =Y

4. Using Breadcrumbs

When you search for items and refine the results, your catalog search navigation path is displayed as a
breadcrumb trail. Click a link in the breadcrumb trail to return to the search results from an earlier point in the
path. Click Catalog Home to start your search over.

Catalog N apple* Q,
Catalog Home / Purchasing Organization : (no value) / "apple™ / "air"
. — [ 111
17 item(s) found View. (= 1518 Sort by

8/19/2020 Page 9 of 25



Catalog Help Guide

5. Saved Searches

Click the search pull-down menu to display or manage saved searches. Search Options is not used.

Catalog v

Catalog Hon  gaye this search
7 item(s) |

A apple cable search

paper blue search
battery search

vl View All

Search Options

My Saved Searches

apple cable

Manage

6. Search by Supplier Name. The Supplier is who we buy the product from.

Hover over Supplier then select from the Supplier menu.

SAP Ariba

Shop By Category

Communication Equip

Computersitechnology

Distribution and Conditioning Syst...
Domestic Appliances and Supplie. ..
Food Beverage and Tobacco Pro...
Material Handling and Conditionin...
Musical Instruments and Games ...

Office Equipment and Accessorie...

Paper Material/prod

Paper Materials and Products

Printing and Photographic and Au...

View All Categories

1851 2118

Catalog v

Catalog Home

Recently Viewed Items

CCSDN

Supplier

HP Inc

Mot A Vendor{CCSD-System)

Office Depot Inc

Presentation Products

Delta Education] LC

Warehouse {CC@—System Vendor)

West Music Company

Shop By
View All Suppliers
Supplier
Purchasing Organization N = o
Information Technolo... Arts and Cr

8/19/2020
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7. Sort

Sort by relevance, price, item name, or best selling items.

Catalog Home / Purchasing Organization : (no value) / "laptop”

19 item(s) found View:

‘ Add to Cart | | Compare ltems

Supplier: HP Inc
Supplier Part #: B900524
Available in: 0 Day(s)

Computer Laptop Maobile Waorkstation/Dockk

Computer, Laptop, Mobile Workstation, ProBook 650 G3,
LltraSlim Dinrking Statinn_18in Seraan_Intal Cara i7 7RAAL

ort by:

Relevance ~

Relevance

Price - Azcending
Price - Descending
Eest selling

Mame - Ascending

MName - Descending

8. Compare Feature

Select up to 3 items to compare, then click Compare Items:

19 item(s) found View: (=

Add to Cart | | Compare Items

v CCSD% Computer Laptop Mobile Workstation/Dockk

CLARK LU

Supglier: HP Inc
Supplier Part #: B900524
Available in: 0 Day(s)

Computer, Laptop, Mobile Workstation, ProBook 650 G3,

UltraSlim Docking Station, 15in Screen, Intel Core i7 7600U
Processor 2.80GHz, 32GB DDR4 SDRAM, Intel HD Graphics,
256GB SSD, Camera, Windows Professional OS, Warranty 5

‘Year on Laptop 1 Year on Dock

Computer Laptop Standard

Supglier: HP Inc
Supplier Part # B901278
Available in: 0 Day(s)

Computer, Laptop, Standard, ProBook 440 G5, 14in LED

Result of Compare:

Compare
Catalog Home / Purchasing Organization - (no value) / “laptop” / Compare
Computer Laptop Mobile Workstation/Dockk
CLARK COUNTY
SCHOOL DISTRICT
Purchasing Department
Enlarge.
$1,416.58 USD / each
Qy: 1 Add to Cart
Price §1.416.58 USD
Product Description Computer, Laptep, Mobile Workstation, ProBook 650 G3, UltraSlim
Docking Station, 15in Screen, Intel Core i7 7600U Processor 2. 80GHz,
32GB DDR4 SDRAM, Intel HD Graphics, 256GBE SSD, Camera, Windows
Professional OS, Warranty 5 Year on Laptop 1 Year on Dock
Supplier HP Inc

Continue Shopping

Computer Laptop Standard

CCSDY

CLARK COUN
SCHOOL DISTRICT
Purchasing Department

Enlarge

$593.00 USD / each

$593.00 USD

Computer, Laptop, Standard, ProBook 440 G5, 14in LED Display, Intel
Core i3 7100U 2 4GHz. 8GB DDR4 SDRAM, Intel HD Graphics, 12868
SSD, WiFi, Bluetooth, Camera, Windows Professional 08, 5 Year
Warranty

HP Inc

8/19/2020
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9. Select All

Check the checkbox above the list to select all items on the current page. If there are multiple pages of items,

only the items on the current page will be selected.

Catalog Home / Purchasing Organization : (no value) / Favorite : Pictures

4 item(s) found View: (= i
E | Add to Cart ‘ ‘ Compare Items
v ﬂ Computer Laptop MacBook Air 13

—_— Sunnliar- Annla Ine

Uncheck the checkbox to deselect the items on the current page.

Catalog Home / Purchasing Organization : (no value) / Favorite : Pictures

4 item(s) found View: =

I:]I ‘ Add to Cart ‘ | Compare Items

ﬂ Computer Laptop MacBook Air 13

Sunnlier:_Annle Inc

10. Add to Cart
a. Add all selected items to the Cart

Catalog Home / Purchagng Organization : (no value) / “"stand scanner”

3 item(s) found View: i= &3
L4
| Add to Cart | ‘ Compare Items
v Stand Scanner Hands-free Adjustable
Supplier: American Barcode
Supplier Part # HFSTANDTE

Awvailable in: 14 Day(s)

Stand Scanner Hands-free Adjustable Flex Neck. Use with
Scanner 108379

*

E Scanner Bar Code Library
Supplier: American Barcode
Supplier Part # 1300G-2USB
Available in: 14 Day(s)

Scanner Bar Code Library Hand Held Linear Imager. Use with
Stand 108382

*

Sort by: Relevance ~

$14.89 USD / each

o

Add to Favorites

$123.98 USD / each

a

Add to Favorites

8/19/2020
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b. Add only this item to the Cart. (Ignore select checkboxes)

Catalog Home / Purchasing Organiz

3 item(s) found View:

Add to Cart | ‘ Comgp

SH1260 ZOFFICEMGR : April 11, 2018

' This item has been recently added

‘: Stand Scanner Hands- free Adjustable

Stand Scanner Hands-free Adjustable

Supplier: American Barcode
Supplier Part # HFSTANDTE
Available in: 14 Day(s)

Stand Scanner Hands-free Adjustable Flex Neck. Use with
Scanner 108379

*x

v Scanner Bar Code Library
Supplier: American Barcode
Supplier Part # 1300G-2USB
Available in: 14 Day(s)

elevance

1 x $14.89 USD

$14.89 USD / eqdl

Qty: 1 Add to Cart
Add to Favorites
$123.98 USD / each

11. View Options
a. List View

Catalog Home / Purchasing Organiz

82 flemis) found View

‘Sharpsner, Panci, Deskiop. Electrc, 6 Hole. Ant-microbial
Protection, Smart Stop Feature liuminates Vihen Pencil s
Sharp, Safe Start Feature Prevents Sharpening il Receptacle is
Removed. Manufacturer & Year Linited Warranty on Cutters

Gray

Sharpener. Penci, Desktop. Electic, 6 Hole. Auto Stop Faature
Stops When Pencilis Sharp, wil not Sharpen i Raceptacle &

ic 6 Hole Gray

0Dayis)

‘Sharpener Pench Desktop Electic 6 Hose Anti-microbial
Protection Smart Stop Featurs ikiminates Whan Penct s

Sharp Safe Start Feature Provents Sh

arpening i Rec
Removed Manufacturer 8 Year Limited Warranty o C:

Gaay

G Sharpener Pencil Electic § Hole Blue

utters

b. Grid View

Sortby.

Viwing: | 100 zems

ay 82 item(s) found
PO [raawcen | [Compuetioms
$17.40 USD / oas
-
$46.80 USD
o

$46.80 USD S il Electric 6 Hole
‘ \\ :
1H 295940
s
$46.80 USD
Qy:
$17.40 USD

Add o Favorhas.

Office Dispot Inc:

Supplier Part # 595671
Avaiatie in. 0 Dayfs)

$17.40 USD

ay A.1n 1o Cart

c. Choose how many items to display on a page. Click the page number to move from page to page.

20 items
Sha 5pitems 2ctric 6 Hole
Blue
Supy 100 items Inc
Supy

3

8/19/2020
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Search Limitations

The catalog will only display a maximum of 500 items, even if the search returns more items. For example, select
Shop By Supplier and choose Office Depot. Although 4,552 items are found, only 500 will be displayed.

The dots after page 4 indicate there is another page of items to be displayed.

Catalog Home / Purchasing Organization : (no value) { Supplier : "Office Depot Inc”

4,552 item(s) found View. i= i

Sort by: Relevance

‘ Add to Cart ‘ ‘ Compare ltems ‘ Viewing: | 100 items ~ | | 1 2 3 4

There are no dots and no more pages to display after page 5.

Sort by: Relevance ~

Viewing: | 100 items ~~ 1 : 4 5

Narrow the search by using Filter By on the left or by adding additional search criteria in the search box.

Catalog v pen black —el—""

Catalog Home / Purchasing Organization : (no valug) [ Supplier - "Office Depot Inc” / Keywaords (And) : "pen black”
246 item(s) found View: = Hi 5

Review Catalog Cart

In the catalog, a cart is a holding area for the items you have selected for purchase. When you checkout a cart,
you transfer the items to the SAP shopping cart, and that catalog cart goes away.

To view the contents of the current cart, click the Carticon ‘51: and then click Review Cart.

= O *
SH3054 ZOFFICEMGR : September 28, 2018
~" This item has been recenily added
Catalog Home Help = ZOFFICEGR « < - MNote Adhesive 3inx3in Ruled 6/pk Yellow 1x $4.31 D
Q, = ¥ Review Cart
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Review Cart
1 b
Shop By Category All Categories Q, B B
Shopping Carts, 1 7 = 8 Close Cart, 9 Continue Shopping | 10 Checkout
1 Iltem Total 6 Show Details Cart Summary
No. T Type Description Qty Unit Price Amount Office Depot Inc (1) $4.31USD
1 & Note Adhesive 3inx3in Ruled 6/pk Yellow 4 pack $4.31USD $4.31UsSD Subtotal (1 item) $4.31 USD

Nou s wNR

10.

Edit ( 3 Delete | 5 Update Total

Change the catalog cart name (will not change the SAP shopping cart name)
Select and Edit an item, changing Quantity only

Select and Delete an item

Change the Quantity (Qty)

Update Total after you have made changes

Show Details, more information for each item

Print*. This only prints the items in the current catalog cart. It does not show items that have already been
transferred to the SAP Shopping Cart.

Close Cart, with additional options

a. Return to the current cart without closing it

b. Delete the current cart and go to the Catalog Home page

Continue Shopping

Checkout, transfer items to the SAP Shopping Cart

* Result of Print:

The print only shows items in the current catalog cart. It does not show items that have already been
transferred to the SAP Shopping Cart. It only shows items you might transfer to the SAP Shopping Cart.

ZOFFICEMGR : JUNE 5, 2018
REQUISITION NO. SH2393 COMPOSING
Issued: Tuesday, June 5, 2018 PDT, Created: Tuesday, June 5, 2018 PDT by ZOFFICEMGR

LINE ITEMS

SUPPLIER: TOTAL AMOUNT
Kelly Paper Company $1 0.69 USD

PLANT: BILL TO:
Ariba Ariba

GL Account:
Cost Center:
Project/WBS:
Asset Number:
Internal Order:

LINE ITEM DETAILS (1 LINE ITEM )

NO.  DESCRIPTION PART NUMBER ary NEED-BY DATE UNIT PRICE AMOUNT
1 Paper 11x17 Offset 60lb White 220544 1 ream - $10.69 USD $10.69 USD
Full Description: Paper, 11in x 17in, Offset. 601b, 250 sheets/ream, White

NOT VALID PO: *#* NOT VALID PO *#* NOT VALID PO *** NOT VALID PO *** NOT VALID PO *** NOT VALID PO

TOTAL AMOUNT
$10.69 USD
Preview of Approvals \
[No Approval Requests. |
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Tips and Tricks

1. 15 minute rule

If SAP is idle for 15 minutes, it times out. When you are working in the catalog, SAP is idle. If you are in the
catalog more than 15 minutes, SAP will time out underneath. To avoid this:

a. When working in the catalog, be sure to Review Cart and Checkout (transfer items) every 5 minutes. Save
the SAP shopping cart, then Edit it and go back to the catalog for more items. This will help keep the
system active and avoid sessions timing out. Checkout and Save your work if you are interrupted.

b. Select items and Add to Cart.

Shop By Category All Categories

log H: /
Filter By Catalog Home
Search within results Q, 3 item(s) found
Keyword

Purchasin

stand scanner

rganization : (no value) / “stand scanner”

rechargeable (1)
pack (1)
See More

wireless (1)

ush (1)

system (1) i‘
-

Supplier
American Barcode (2)
Follett School ... (1)

Price

Stand Scanner Hands-free Adjustable

Supplier: American Barcode
Supplier Part # HFSTANDTE
Available in: 14 Day(s)

Stand Scanner Hands-free Adjustable Flex Neck. Use with
Scanner 108379

*

Sort by: Relevance

$14.89 USD

Add to Faverites

c. Review Cart

SH1260 ZOFFICEMGR : April 11, 2018
+ This item has been recently added

R\, Stand Scanner Hands- free Adjustable
-

1 x $14.89 YSD

Review Cart

d. Checkout (Transfer items) from Catalog Cart every 5 minutes

[ZOFFICEMGR : April 10, 2018

Shopping Cart SH1238 :

1 Item Total

No. t Type Description

1 [E Stand Scanner Hands-free Adjustable

Edit | | Delete

= Print Close Cart
Show Details
Qty Unit Price Amount

each $14.89 USD $14.89 USD

Update Total

‘ Continue Shopping

Cart Summary
American Barcode (1) $14.89 USD
Subtotal (1 item) $14.89 USD

= print ‘ Close Cart

‘ Continue Shopping ‘ Checkout

8/19/2020
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e. Checkout (transferring items) allows you to Order, Save, or continue shopping from the catalog.
Always 1) check your shopping cart before you 2) place your order.

Edi%pping Cart /
Order’ Read Only Close || Print Preview || Save || Check || Delete

Number 3910438 Document Name ZOFFICEMGR 06/25/2020 15:24 Status Saved Created On  06/25/2020 15:24:53 Created By Tester Office Manager

w General Data

Buy on Behalf of: 104743 Tester Office Manager Delivery Instruction: Approval Note
Name of shopping cart: | zoFFICEMGR 06/25/2020 1524 Use Delivery Date for all ltems:

Default Settings: Set Values

Approval Process: Display / Edit Agents

Document Changes: Display

Delivery date: m

w ltem Overview

Details || Add Item ,|| Copy Paste Duplicate Delete Process All ltems
5 Line Number ltem Type Product ID  Description Product Category =~ Product Category Description = Quantity  Unit  NetPrice / Limit ~ Currenc
. 1 Material Stand Scanner Hands-free Adjustable 4300 Computers/Technology 1 EA 14.89 USD
Lindafinad Itam Tunc DEFALILT DEFAINT CATEGORY. 4. 000 nnn_Lien

f. Save the SAP shopping cart, then Edit it and go back to the catalog for more items. You can edit a
shopping cart Awaiting Approval until it receives the first approval.

New Features

The following applies for most users.

Favorites Folders or Saved Searches can be viewed, no matter which catalog you are working with. However, the

items in the folders or searches are associated with specific catalogs and can only be used when you are working
with that catalog.

For example, the name of a favorites folder of items from the Custodial catalog can be seen when you are
working in the General catalog, but the custodial items in it cannot be used. You can only use those items when

you are working in the Custodial catalog. Note: you can see all folders and items when you manage favorites
folders.

Favorites Folders

You can use catalog favorite folders to organize favorite items in up to 12 different folders. For example, you
might have a favorites folder for office supplies that you order frequently.

When working with favorite folders, you can:

e Add items directly to a folder
e Add the contents of a folder to the cart
e Manage favorites folders

Note: You do not have permissions to share your favorites folders with other users.
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Add items to a folder
On the catalog search results page, click the Add to Favorites link for the item.

Click Default Folder to add the item to the default favorites folder, or click the name of the folder to which you
want to add the item or click Other Folders to add item to a new folder.

= Pen Ballpoint 1.0mm 12/pk Black Ink $4.14 USD
ﬁ Supplier: Office Depot Inc
'E: Supplier Part #: 120675 Qty:| 1 Addto ™ ot

Available in: 0 Day(s) Addto F it
0 Favornes

Pen Ballpeint 1.0mm Medium Point Clear Barrel Rubberized Grip 12/pk Black Default Folder
Ink
Misc Supplies
3 Other Folders ...
= Pen Ballpoint 1.0mm 12/pk Blue Ink e rolders
;@E Supplier: Office Depot Inc
- e P ATV Cihe | B

Click Other Folders, and then click New Folder, name the folder, and click OK.

Add New Favorites Folders w

Favorite Folder
Name 1 Created By Public Public To Groups Public Add Public Delete
» OMisc Suppl/ ZOFFICEMGR (na value)
Orffipg urp ies ZOFFICEMGR (no value)

New Folder

Click Add.

Add Favorites To Folders

Select an existing folder to add items to, or create new folders and then add items. You can make a Favorites folder public only if you have the permission to manage public faverites.
Add favorite item(s) "Pen Ballpoint 1.0mm 12/pk Black Ink" to selected folders.

Favorite Folder

Name t Created By Public Public To Groups Public Add Public Delete
» [ Misc Supplies ZOFFICEMGR (no value)
v [0 Office Supplies ZOFFICEMGR (no value)

New Folder

After an item has been added to a favorites folder, it will have a star # below the description.

Pen Ballpoint 1.0mm 12/pk Black Ink
Supplier: Office Depot Inc

Supplier Part #: 120675

Awvailable in: 0 Day(s)

Pen Ballpoint 1.0mm Medium Point Clear Barrel Rubberized Grip 12/pk Black

<,
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Add the contents of a folder to the cart

Click the Favorites icon !'EI in the upper right corner and select a folder.

— O *
atalog Home Helpr  ZOFFICPMGR~+ ™
§ 5]
2 %
Manage
Office Supplies A
View All
gl 3

Office Supplies Misc Supplies

Select the items you want and click Add to Cart.

]

Catalog Home [ Purchagifg Organization : (no value) / Favorite : Office Supplies
B i mEE
4 item(s) found View: = mz= Sort by:
Add to Cart | | Compare ltems
v Note Adhesive 3inx3in Ruled 6/pk Yellow
] Supplier: Office Depot Inc
Supplier Part #: 193259 Qty: 1
Available in: 0 Day(s)
Note, Adhesive, 3in x 3in, Ruled, 100 Sheets per Pad, 6/pk, Canary Yellow
*
v - Pen Ballpoint 1.0mm 12/pk Black Ink
ﬁ Supplier: Office Depot Inc
.I'E! Supplier Part #: 120675 Qty: 1

Available in: 0 Day(s)

Pen Ballpoint 1.0mm Medium Point Clear Barrel Rubberized Grip 12/pk Black
Ink

*

Name - Ascending

$4.31 USD / pack

Add to Favorites

il

$4.14 USD / d

Add to Favorites

Managing Favorites Folders

1. Inthe catalog, click the favorites icon fEI on the toolbar.
2. Click Manage.
The Organize Favorites page opens.

8/19/2020

Page 19 of 25




Catalog Help Guide

3. Perform any of the following actions:

e To edit a folder, select its check box, click Edit Folders, make the changes, and click OK.

e To delete a folder, select its check box and click Delete.

e To delete an item from a folder, select its check box and click Delete.

e To create a new folder, click New Folder, enter a name for the folder, select the desired options, and

click OK.

e To move an item from one folder to another, drag the item from its current location to its new folder.

4. To close the Organize Favorites page and return to the catalog, click Done.

Note: If an item’s description or price has changed since it was added as a favorite, it is updated with current
information when you add it to the cart.

Organize Favorites m

Create, modify, or delete Favorites folders. Delete items from Favorite folders, or move items among folders by dragging the items. You can make a folder public only if you have the permission to manage public favorites

Favorite Folder

Name t Created By Public Public To Groups Public Add Public Delete
> CMisc Supplies ZOFFICEMGR (no value)
» [ Office Supplies ZOFFICEMGR (no value)
Edit Folders Delete | | New Folder
Save Searches

You can save catalog search criteria in order to repeat the same search later.
Search for an item

In this example, Shop by Category > Office Products > Miscellaneous Office Products, then enter battery in the
search bar. The search returned 62 items.

Office Products battery
Catalog Home [ Purchasing Organization : (no value) / Office Products Miscellaneous Office Products / "battery”
62 item(s) found View: mas
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Save the search

Click the search pull-down menu, then click Save this search

Office Products N ij a,
atalog Home / Purchasing Organization : (no value) / Of  Save this search
62t found View: = & S
ftem(s) foun e * My Saved Searches Manage
Add to Cart | | Compare ltems apple cable search Viewing
paper blue search
Battery Lithium AA 4/pk View All
Supplier: Office Depot Inc Search Options
Supplier Part #: 164621
Available in: 0 Day(s)
Apply
Battery, Lithium, AA, 4/pk
You can rename the search or use the default name.
Click Save Search.
|
| battery search| |
My Saved Searches Manage
apple cable search
paper blue search
View All
Search Options
Apply
Using a Saved Search
Click the search pull-down menu, then click the desired search name
All Categories v wvQ
Catalog Home My Savgd Searches Manage
battery search
Recently Viewed ltems apple cable_anarch
paper blue search
View All
Search Options E'
Apply
Cable Power Synch 30 pin to R er 8-1/2x11
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Manage Saved Searches
Click the search pull-down box menu

Click Manage or View All. Both go to the same view.

All Categories Search by part #, supplier name, or keyword

Save this search

My Saved Searches Mariage

apple cabje search
paper bjfle search

Search Options

'@Q

ar White
Apply
You can use a saved search, rename it, or delete it.
. ) i 0
Shop By Category All Categories v Search by part #, supplier nam -~ Q, \: "|’3|
These are your saved searches. You can run, rename, or delete a saved search.
&« Back
View All
Name t
+/  apple cable search | Search ‘ | Rename ‘
battery search | Search ‘ | Rename ‘
paper blue search | Search ‘ | Rename ‘

Select a search then click .
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Click to use the saved search.

All Categories N Search by part #, supplier name, or keyword

:atalog Home [ Purchasing Organization : (no value) / “paper blue"

8 item(s) found View:

Click to rename the saved search.

Change the name, then click Save.

Rename Catalog Search

Cancel

You are renaming the existing saved sgarch. Enter the new search name.

Search Name:

Search for Recycled or Recyclable Items

You will find many items if you only search for the word “recycle”.

Catalog % recycle

Catalog Home / Purchasing Organization : {no value) /[ "recycle”

899 item(s) found View: =

Narrow your search by combining the name of an item with the word “recycle”, for example, search for “paper
recycle” or “board recycle”.
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Three (3) items were found in this example.

——

Shop By Category ~ Catalog v l board recycle 4/_ vl Q
Filter By Catalog Home / Purchasing Organization : (no valug) / “board recycls ~
Search within results Q, 3 item(s) found (l’\.ﬁ:;: = Sortby:  Name
Keyword | Add to Cart l | Compare ltems l
find (1)
Binh (1)
i:m‘; (:1}] ODP 72% Recycled Tri-Fold Corrugate Display Board $
ac
dry-erase (1) Supplier: Office Depot Inc
Sea More Supplier Part # 434415 Qty: 1
Available in: 2 Day(s)
Category Type
Ars and Crafts .. (2) !
Office Supplies - (1) Office Depot Brand 72% Recycled Tri-Fold Corrugate Display Board, 36in x
48in, White
Contract Line Item E P
1(1)
17 (2)
ODP 72% Recycled Tri-Fold Corrugate Display Board H
Product Category - Supplier: Office Depot Inc
4450 (1) Supplier Part # 533905 Qty: 1
6012 2) Available in- 2 Day(s)
Product Category Description Type
art equipment & su 2)
ﬂi P . PP (2) Office Depot Brand 72% Recycled Tri-Fold Corrugate Display Board, 36in x
office supplies (1) 48in. Black
® =
Click on the description or image to see more details.
Keyword | Add to Cart ‘ ‘ Compare Items ‘
tind (1)
8inh (1) / /
i:;:( ((% ODP 72% Recycled Tri-Fold Corrugate Display Board $2
dry-erase (1) | Supplier: Office Depot Inc
Sae More Supplier Part # 434415 Qty: 1
Available in: 2 Day(s)
Category Type 4
Arts and Crafts ... (2)
Office Supplies - (1) Office Depot Brand 72% Recycled Tri-Fold Corrugate Display Board. 36in x
48in, White
Contract Line ltem B #
101
17 (2)
ODP 72% Recycled Tri-Fold Corrugate Display Board $2
Product Category - upplier: Ofice Depot lnc
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The Product Description will provide more details on the amount of post-consumer content. Some suppliers
provide additional information through a link identified by Information from Supplier.

a
Shop By Category Catalog ~ board recycled v Q H i'EI
Catalog Home / Purchasing Organization : (no value) / Musical Instruments and Games and Toys and Arts and Crafts and Educational
« Back | Equipment and Materials and Accessories and Supplies Developmental and Professional Teaching Aids and Materials and Accessories and

Supplies Arts and Crafts Equipment and Accessories and Supplies

ODP 72% Recycled Tri-Fold Corrugate Display Board

Supplier ~ Office Depot Inc $2.50 USD ¢
Supplier Part# 434415

Manufacturer:  Office Depot

Enlarge Manufacturer Part # 434415 Qty: El Add to Cart

Available inn 2 Day(s) Add to Favorites

Product Description

Office Depot Brand 72% Recyclad Tri-Fold Corrugate Display Board. 36in x 48in, White

Product Specifications

Price: $2.50 USD

Supplier: Office Depot Inc
Supplier Part #: 434415

Manufacturer: Office Depot
Manufacturer Part #: 434415

Available in: 2 Day(s)

Green:

Contract ID: 4600000974

Contract Line ltem: 17

Grouping: DEVPROCUREMENT
Price Per: 1

Product Category: 6012

Product Category Description: Art Equipment & Supp
Recycle:

Supplier 1D: 10001799

Supplier Name: Office Depot
Information from Supplier: https://b2b.officedepot.com/rest/ODServices/apiproduct/display ?sku=434415

Some suppliers have added these logos to items.
#  Items with 20% or more Post-Consumer Recycled content
Items that are Recyclable

E # Items that are both 20% or more Post-Consumer Recycled content and Recyclable
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