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Manage Your Profile Information

Create a Cart

Assign a Cart

Unassign a Cart




ﬁ’ | PENN Create Default Profile Information
" o MARKETPLACE

Task Definition: Select and save a default person who will be getting your
cart and completing the order process — known as the Assignee.

In this task — Add assignees and set the  Steps — Go to the ‘User Info’ tab and select

default assignee by: the ‘Purchasing’ sub-tab:

* Assignee first/last name e Search for your default Assignee

* Email address  Click [Add Assignee]

e PennKey * Search by Name or Email address

e Select your default Assignee
¢ From the list of results click the button in the
column marked ‘Preferred’

F‘{I The Assignee must have access to BEN Buys as either a Requisitioner or
Purchase Order Manager.

Simulate the action by clicking the gold oval
‘ when you see the ‘arrow and oval’

To see this in Shopper...click here -
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Step 1: Setting up the Default Assignee
PENN P g up g

MARKETPLACE

My Profile I Rl Catalog No. (SKU) w

farms user info

Add Comment |

User Settings || Purchasing | Permissions || Histary |

Customn Fields | Purchasing/&pproval Limits | Addresses | Produck Wiews | Punch-out Access | Cart Assignees | 24

Search for and add new .

) . . " Add Assignees | Select a default assignee to

dssIgnees 1o your profrie. S .

g your p f make assigning your carts easier. l
My Cart Assignees
Mame Profore / Delete
»

KAREN M 10012640 HIGGINS ® Delate
BRIAM 10149957 CAPUTO O Delete

htkps: ffusertest, sciquesk, com)apps)R. . 638337 RLefthay=&tmstmp=13104956657 14




’m PENN Manage Your Profile Information
'ﬁ\m MARKETPLACE s

Task Definition: Keep your preferences and default Assignee up to date.

In this task — You maintain the data that Steps — Go to the user info tab and select the
makes your shopping experience more Purchasing sub-tab

efficient. e Click [Add Assignees] to add additional Assignees

« Add Assignees to your stored list of to your profile, and [Delete] to remove Assignees
assignee names e Click the ‘Preferred’ button to set your default

e Select/change your default assignee approver

fY "~ Remember to save your changes after editing your Profile information.

Simulate the action by clicking the gold oval
‘ when you see the ‘arrow and oval’

To see this in Shopper...click here -




o MARKETPLACE

ser Settings

Custormn Fields |

https: ffusertest sciquest.comfapps/R .. 6383878 eftMav=8&tmstmp=1 3104956657 16

Step 1: Add Assignhees

PENN

Purchasing || fermissions || History |

Go to ‘user info’ Tab and select the
‘Purchasing’ sub-tab and ‘Cart Assignees’

Catalog Mo, (SkL) w

Add Comment

Search for and add new

assignees to your profile. Jr"'

urchasing/dpproval Limits | Addresses | Product Wiews | Punch-out Access

1 Add Assignees _

,/_\‘
Cart Assignees |

Name

KAREN M 10012640 HIGGINS

BRIAM 10149957 CAPUTO

My Cart Assignees

Preferred

O]
o

Delete

Delete
Delete

Click [Add Assignees] to add new Assignees, and
[Delete] to remove existing Assignees




Step 2: Set/Change Default Assignee

PENN

A 5—a MARKETPLACE

Go to ‘user info’ Tab and select the
‘Purchasing’ sub-tab and ‘Cart Assignees’

Mv Profile SRl —atalog Mo, (SkU) w

horne/shop favorite lists forrns user info

Add Comment |

User Settings || Purchasing | FPermissions ” History |

Customn Fields | Purchasingddpprowval Limits | Addresses | Product Wiews | Punch-out Access | Cart Assignees |

Add Assignees | Select a default assignee

My Cart Assignees /

Mame Preferr‘f Delete
KAREM M 10012640 HIGGINS ‘ @ Delete
BRIAMN 10149957 CAPUTO {:} Delete

Click the ‘Preferred’ button to select and/or change
your default Assignee




<$:W PENN
AW MARKETPLACE Create a Shopper Cart

Task Definition: Search for and select items from the Penn Marketplace.

In this task — Find items and add them  Steps — After logging on to the Penn

in your shopping cart, such as: Marketplace as a Shopper:
« Office supplies » Search for item(s) by:
* Lab supplies * Description
. i * Part#
Computer supplies .« Supplier

e Supplier punch out ordering site
e Use filters to narrow your search, for example:

(\{I  Supplier
i * Category
e Unit of measure (UOM)

You may repeat the steps in
yrep P e Add the item(s) to your cart

this task as necessary.
Simulate the action by clicking the gold oval
‘ when you see the ‘arrow and oval’

To see this in Shopper...click here -




AN PENN Step 1: Search for items(s)
T MARKETPLACE

user info | Cancel Cart 2 cSelect Draft Cart or Add Item to Cart

Home /Shop Seorch for TP TNETOTIE I E0Y
I

homefshop favarite lists farms [ carts

user info B
shop | 2

‘ Shop |Everything ] |Kir‘n Wipes *1 Go | advanced search
! Go to: favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | chemicals
Punch-out ?

Search by a variety of methods, for example: product description,
part number, supplier name or Penn specific ordering sites.

LITE marrmaatr
Technologies |

Lab Supplies Technalogies RMA Sequences

Medical fClinical

- C
p | e | MK gy,

BEMCO Dental Athletic Supp Mckassan
Medical Surgical

OfficefTechnology
B0 | enowe | musoss e
Cormputer Office Custorm
Computer . ) Photo Cormputer :
Hardr:.‘-.-are Hardware Office Supplies Supplies Supplies&Periphearals Imprinted

Apparel 8
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PENN

MARKETP

Filter Results 4

By Custom Attribute
Sreen (S

By Product Flag
Recycled {213

By Suplier e
Fisher

Scientific (2 . o Ee
Sffice Dendt (99
Test=upplier_Content (5)

By Supplier Class e
Contract Supplier (2) EN
Free Ground
Shipping (2) 28
CATYI Small Business
Enterprise (23

By Category Ve
Chart Faper (2]
Zorrection fluid (13
Mirmmeograph paper (1)
Multipurpose paper (193
Printer or copier
paper (721 mors..
By Packaging UOM &
SSBR (10
104B= (2]
SO0/ (10
cs 1)
1525 (22 more...

By Result Type
Products {1063

By Manufacturer T
Mame

Ability One (7

Boise {1070

Zorporate Express (1)
Cormtar (53

Ciormtar

Paper (10} ars..

Other Matches

"

Office Depot

Alpha Office .
Supplies, Inc. [sme |

LACE

=

—
L ]

larger image

larger image

=

larger image

larger image

Step 2: Use filters to narrow your search

Manufacturer Info

o O

STP135555 - (Zorporate Express)

Hammermill Color Copy Paper, 11in. % 17in., 28 Lb.,
96 Brightness, Ream Of 500 Sheets from Office Depot
Fart NMumber 343427
Manufacturer Info 10254-1 - (Ibrands/Hamrmermill Paper)

Hammermill Color Copy Paper, 8 1/2in. x 11in., 28

Lb., 96 Brightness, Ream Of 500 Sheets

from Office Depot
Fart NMumber
Manufacturer Info

34353454
10246-7 - {Ibrands/Hammermill Paper)

Xerox High-Speed Copy Paper, 8 1/2in. » 11in., 20
Lb., 84 Brightness, Case Of 10 Reams

from Office Depot
Fart Mumber
Manufacturer Info

275474
IRZ047 - (®erox Zarpl

X*erox High-Speed Copy Paper, 8 1/2in. % 11in., 20

Lb., 84 Brightness, Ream Of 500 Sheets

from Office Depot
Fart NMumber
Manufacturer Info

3456035
SIRZ0O4TFRM - (=erox Corpl

Xerox High-Speed Copy Paper, 8 1/2in. ®x 1<+in., 20

Lb., 84 Brightness, Ream Of 500 Sheets

from Office Depot
Fart NMumber
Manufacturer Info

345611
FRZ051 - (®erox Corpl

X*erox High-Speed Copy Paper, 11in. x 17in., 20 Lb.,
24 Brightness, Ream Of 500 Sheets from Office Depot
Fart NMumber 345629
Manufacturer Info SR3IFE1L - (Merox Coarpl

Hammermill CopyPlus{R)} Copy Paper, 8 1/2in. x

11lin., 20 Lb., 84 Brightness, Case Of 10 Reams

from Office Depot
Fart Mumber
Manufacturer Info

347005
105007 - (Ibrands/Hammermill Paper)

Filters help narrow vour search results

e

ER

add favorite | compare

Add to cart | ¥ |

Order from Supplier 23
E
add favorite | compare

Order from Supplier 73
Ea

add favorite | compare

Order from Supplier 23
E&
add favorite | compare

Order from Supplier 23
E
add favorite | compare

Order from Supplier A3
E&
add favorite | compare

Order from Supplier 23
Ea&,
add favorite | compare

Order from Supplier A3
E
add favorite | compare

You may use several filters in combination if necessary.




AN PENN Step 3: Add the item(s) to your cart
~ o MARKETPLACE

)] |E'-.ferﬁ,fthir‘|g V||Kim Wipes | Go | advanced search |

Go to: favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | chemicals

( YItS |
Products per page | 200 (] Enter the quantity for each item selected. J q Page[1 v[of1 [ 2

Kim wipEs LEnS clEaning LikJ l'-!!-r-'lr Eob e i b TTTTT =L =T e et T Tt TE T C O D TTIT T T s WITRTT 5-1? LISD

Part Murnber 23675 2

Manufacturer Info 34155 - (Kimberly Clark Profession) 1 Add to Cart | = |

= add favorite | compare

Yial, Autosampler; National Scientific; Target; Lo¥ial; Crimp Top; Wide 0.99 uso

LA -”-'_-4‘. Opening; Amber with ID; 2mL; 12 x 32mm; Glass; Kim-Sheild; 100/PK PEK

ﬂ ' fram Fisher Scientific |1—| PP | . |
Part Murnber 03375350 dd ite |

larger image Manufacturer Info C4011-k2w - (Mational Scientific) : Avorite I eampars

o4 7

Click [Add to Cart] to add the product into your shopping cart.

10



= PENN Assign the Cart
~ & MARKETPLACE

Task Definition: Name and assign your cart to the person who will complete
the order process.

In this task — Describe the need of the Steps — Select your cart from ‘Carts’ tab
requirement and if applicable how the e Name the cart
purchase will be funded and send your * The cart name should help the Assignee know who

. the cart is from and what it is for
cart to an Assignee. e Enter Cart comments

For example:

e Why the product(s) is need and for whom
* How the purchase will be funded

e Unit of measure (UOM)

e Select the Assignee
e Confirm the cart assignment

f\(l You may assign your cart to your default Assignee or select a different
Assignee as needed.

Simulate the action by clicking the gold oval
‘ when you see the ‘arrow and oval’

To see this in Shopper...click (here -

11



A PENN Step 1: Name the Cart
- o MARKETPLACE

user info | Cancel Cart ¥ 2011-07-12 bcaputo 02 | 1 item(s), 9.99 USD

Rl —atalog Mo, (SKUY _F

forms user info

ETu (LT (ol draft carts | favorites

¢/ Continue Shopping 1 Item(s) for atotal of 9,99 Uso

59 Shopping Cart o srisn CAPUTO - shopper On

Cart
Marne this carty |2011-07-12 bcaputo 02 | a ’
F [ Enter a cart name in ‘Name this cart
|
Hawe you made changes? @ | " Help | | Add Non-Catalog Ttem | | | Empty Cart | |F'er'F|:|rrn an action on {0 tems selecteu:l]l...|v| Select all []
Fisher Scientific*ﬁﬂ mare Info... | Add Non-Catalog Item |
Scinntific
Product Description Unit Price Oty fUOM Total [ ]
ITTEEHESFT ” Yial, Autosampler; National Scientific; Target; LoYial; Crimp 2,99 UsD 1 9.99 uso [
u g (5L . . .
: LY Top; Wide Opening; Amber with ID; 2ml; 12 ® 32mm; Glass; 100/PK, PK
| Add to Favorites | m . Kim-Sheild: 100/PK
| _ Part Mumber 03378350
mrvremrwrrrers vy Bkt Manufacturer Info  C4011-K2W - (Mational Scientific)

Provide a useful cart name when forwarding to the Assignee.

12



ﬁ PENN Step 2: Select the Assignee
- g MARKETPLACE

Your default Assignee will be

Ascign art

i FAREM M 10012640 HIGGINS
showing as the current Assignee.

Select from saved assignees
Search for an assignee

omment To Assignee: rhis 15 CormTeTl

expand | clear
Mote; After a cart is submitted, it can be wiewed via History, Prior to

being subritted, the cart can be viewed in Draft Carts and can be
unassigned (withdrawn) if needed.

Assign Cancel

You can search for and select a different Assignee by clicking the
link ‘Search for an assignee’.

13



PENN
AW MARKETPLACE

Step 3: Enter Cart Comments

Assign Cart
Assign Cart To:

KAREN M 10012640 HIGGINS

Select frorm saved assignees
After clicking [Assign Cart], the

Searck{Gr an assignee
ment To Assiglee: ‘VThis is a cornment
comment box opens. i

o~

expand | clear
Mote; After a cart is submitted, it can be wiewed via History, Prior to

being subritted, the cart can be viewed in Draft Carts and can be
unassigned (withdrawn) if needed.

Assign Cancel

Enter a comment for the Assignee that will help them complete the order.

14
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PENN Step 4: Notification of Cart Assighnment

MARKETPLACE

Shopping Cart Information 7

Congratulations! Your cart was successfully assigned for further

' roviow. Review the confirmation and verify that the cart
items, total, and comments are correct.

At this point, you can view the Ser—rr—eor—ro T TS T
needed, until submitted by the assignee. after a cart is submitted by the assignee,
YwOu can view it via requisition history search.

You included the following note for the assignee:

This is a comment

You have assigned the shopping cart to another user, At this time, you may close this
frame or the browser,

Cart numher AO2E76

Cart name 2011-07-12 bcaputo 02
Cart total Q.99 USD

Mumber of line items 1

What would woulibe to do next? Here are links to some common actions,

& Search for another item

« Return to your home page [ Choose the next action ]

e Create new draft cart

15




Unassign Carts

PENN
o MARKETPLACE

Task Definition: Withdraw a cart(s) that has not been picked up yet by an
Assignee.

In this task — Unassign a cart so you can  Steps — Go to the Carts tab and select the

edit the cart contents and/or the cart Draft Carts sub-tab
comments. e Click [Unassign] to remove the cart from the
e The unassigned cart becomes your active Assignee and make it your active cart

cart

: You can reassign the cart back to the original Assignee or select a different Assignee
F-YI when reassigning the cart after editing.

Simulate the action by clicking the gold
» oval when you see the ‘arrow and oval’

To see this in Shopper...click here -

16



PENN
MARKETPLACE

Step 1: Unassign the Cart(s)

carts’ sub-tab

[ Go to ‘carts’ Tab and select the ‘draft J

= Select Draft Cart or Add Item to Cart

homefshop
El N1l draft carts favorites
Create Cart
My Draft Carts legend | ?
Active Cart Shopping Cart Mame Date Created Cart Description Total Delete
= TEST Shopping cart for RETURN & 7i6/2011 2.99 UsD Delete
My Carts Assigned to Others legend | ?
Yiew Cart Shopping Cart HName Date Created Assigned To Tota Unassign
LE:] 2z 2010-1Z-02 braputo 01 12/2/2010 VIRA O 10154420 HOMICK [ Unassign i i
S g 2011-03-22 beaputo 01 3/22/2011 YIRA O 10154420 HOMICK 1,045.60 USD Unassign
= S Centrifuge tubes for the new lab, 1/12/2011 RAVI 41949391 AVVARI 19.98 USD  ynassign

Click [Unassign] to remove the cart from the
Assignee and make it your active cart.
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