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The Home/Shop page 1s the starting point for creating a shopping cart. To get
to the Home/Shop page go to the Home/Shop tab or select the TBR Central
eSHOP logo.
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From the Home/Shop page the Shopper can click on one of the catalog
suppliers, commonly used forms or the non-catalog item tab.
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If the Shopper selected the Staples icon (or any one of the Punchout catalogs)
the User would be directed away from the TBR Central eShop and to the
suppliers web site.



[ Punch-out

€« C | B https://solutions.sciquest.com/apps/Router/PunchoutFrameSet?ReturnUri=%2. Router?2FHome&supplierld=4059364 &punchoutSessionld =&punchoutOperation=create&RequestContext=>5} {:’ @ ﬁ =
1 Mews [ Secial Media (] Misc [ Insurance (] Health &Diet (] TBR [ Traffic & Entertainm... (] Dictionary (] RECE (] Misc [ Weather [ Calculator (] SciQuest (] PDF Converter (] Restaurants (] Other bookmarks

SelectSite Punchout

Customer ID: 1033321ATL Home | Customer Service  Messages ()

@Advantage s B oomr ceoton

( ) XD
é Shop By Category - My Orders My Account Ink & Toner Finder

Ink & Taoner Finder Quick Order Qty. Your Shopping Lists

ol & Qrder -
Boards | Eassls | Ory-Erase b Quick Order tem # QN Add toCart I Please select a list [=]
Calendars | Planners »

Cleaning | Facilities | Medical »

R TT R Need to restock? Find
Custom: Imprint | Stamps ¥ YOUr Ink aﬂd tOner here.

Envelopes | Labels | Mailing »

i

Shop now »
Filing | Binders | Organizers »

Furniture | Chairs | Cabinets »

roducts listed wil reflect your co s assorment. = |
Paper | Notebooks | Cards »
PCs | Drives | Accessories » Featured Products h View All 3

Pens | Desk Supplies | Tape »

Printers | Machines | Cameras  » &a
W

|
Security | Banking | Cash » v

School | Awards | Art »

ﬁ Show Me Products

Post-it® Pop-Up Note Di

Earth by

with Hotes, 3" x 3", GlassiCork

Remanufactured Toner Cartridge,

BIC® ecolutions™ Round Stic
Ballpoint Pens, Medium Point, 1.0

$24.07 Brother TN-45... mm, Bla...
Eco-Conscious et $35.15 $7.76
Recycled aly T EAM PKI50
Women-Owned Business aty 1 aty 1
Enterprise Add to Cart

Add to Cart

Add to Cart
Minority-Owned Business @

Enterprise B S
Staples ftem 553 Staples 8
MFR ttem SO9BLK

Staples tem# 400229
MFR ftem # SEBTH450R

2 €W = B 'E'H 7 ET R noe T
At this point the Shopper 1s no longer in the TBR Central eSHOP. From the
Staples web site the Shopper can shop by category, shop by products, shop by
featured products or even create a shopping list. Add selected items to a
shopping cart, similar to the shopping experience at Amazon.
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If the Shopper selects the Paper category from the shop by category section, a
new pop up window will appear. From that window, 1f the shopper selected
copy paper, the next page will show a selection of copy paper choices.
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At this point the Shopper can select the desired paper product.

4/19/2012
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The shopper also selects the quantity of the order and the order is placed in the

shopping cart. At this point if the Shopper clicks the checkout button, the order
will be placed with Staples and the shopping cart will be created and returned to
the TBR Central eSHOP.
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Once the Shopper has been returned to the TBR Central eSHOP, the newly
created shopping cart can be retrieved by clicking on the Carts navigation tab
along the top middle or by clicking on the Carts window in the top right of the
Home/Shop screen.
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If you are a Shopper, you will assign the cart to the appropriate Requestor for

your department, by clicking on the Assign Cart link towards the top right of
the screen.
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As a Shopper, once you have clicked on the Assign Cart link, you will see the box that
appears in the top right portion of this screen. This box is where you will type the

name of the Requestor that you are assigning the cart to. Once you have selected the

Requestor that you are assigning the cart to, click on the Assign button.
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If you are both a Shopper and a Requestor you do not need to assign the cart to
yourself. As a Requestor you will select Proceed to Checkout, which will be
covered in the training for submitting a requisition.




Congratulations, you have just created a TBR Central eSHOP shopping
cart!

If you are also a Requestor, please see the TBR Central eSHOP training
presentation for submitting the requisition.

Thank You!



