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GoProcure is a B2B e-commerce platform that
enables an ecosystem of suppliers, retailers,
wholesalers, financial institutions and shippers to
provide a frictionless buying experience to any
enterprise.

@

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com



For corporate buyers looking for a frictionless
purchasing experience, GoProcure provides an
extensive e-commerce platform that gives real time
access to over 2 billion competitively priced SKUs
ensuring best-in-class pricing and cost savings.

®

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




This guide provides detailed instructions on how to
utilize the GoProcure web application. It contains
step-by-step instructions on making purchases,
managing your account, approving and awarding bids
from suppliers, and getting help from the GoProcure
team.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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To start, this section will provide instructions on how
to log in to the GoProcure web application. This
section will also provide an overview of the main
GoProcure navigation panel.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com



M Login to GoProcure

Q.
? i ® Navigate to the GoProcure Login Portal at
Login to GoProcure https://my.goprocure.com

e Enter User Name and Password
e Click Login

User Name

user@company.com

Password

LOGIN

Forgot password?

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




M Forgot Password

N
8 * Click “Forgot Password?” on the GoProcure

Lewgin o GoProcure
login page

® Enter your username and Click 'Forgot Password'

User Mame

® You will be sent an Email to your registered email

Password

address with instructions on how to reset your

GoProcure password

Forgot password?

Forgot Password x

Enter your user name, instructions for how to reset your password will be emailed to you

* User Name |

FORGOT PASSWORD

‘ Close

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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Online Buy e
Product Search a

Known Suppliere

Subscriptions @

Supplier Bids 0
Your Orders @

Your Subscriptions @
Notifications @
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B Menu

1.Business Unit-The business account you will be purchasing from (for single-BU
users, there will not be adropdown)

2.Requester Name -If you are a designated Gatekeeper, you will have the option to
change the name of the requester you are ordering on behalfof

3. Online Buy —Submit orders using aknown URL

4. Product Search -Search the GoProcure marketplace

5. Known Supplier —Place order with aknown supplier

6. Product RFQ -Solicit bids for products from suppliers

7. Service RFQ -Solicit bids for services from suppliers

8. Existing Invoice ~Submit an existing invoice

9. Gift Card —~Submit an order for gift cards

10. Subscriptions-Submit an order for a product/service subscription
11. Supplier Bids -View/Accept bidsfrom suppliers

12. Your Orders -Check the status of your orders

13. Your Subscriptions —Check the status of your subscriptions
14. Notifications -Check FYland Action notifications

15. Log Out -Log out of the GoProcure app

16.Manage Account -Make Changes to your GoProcure
Profile

17. Help & Support -Get help from the GoProcure Team @




If you want to buy a specific product that you have
found online, use our Online Buy functionality.
Simply provide the URL to your desired product,
indicate any product attributes/specifications and
delivery instructions, and submit your order.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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JOHN ¢ Click "Online Buy" from the main GoProcure
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Online Buyy <€“———
Product Search

Known Supplier

Product RFQ

Service RFQ

Existing Invoice

Gift Card

Subscriptions

Supplier Bids
Your Orders
Your Subscriptions

Notifications
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B Submit Orders using a URL

® To submit a new online buy order, start by entering
the product URL into the designated field,
then click “Find Item”.
Please be sure that the URL you enter directs to
an item - a website URL alone (such as “Amazon.com”)
is not sufficient.

e Click “Find Item”.

ONLINE BUY

FIND ITEM % Clear Al

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



B Submit Orders using a URL

* |f the product is found in the GoProcure marketplace,
the details will appear based on what was fetched from

. the supplier website.
. e Click “Add to Cart” to proceed with ordering.
|
e ® |f the product is not found, you will need to manuall
- P 4 4

enter the category, UOM, quantity, and price.

R g e P i 8 e PSR T s g L S

R

S e Click “Add to Cart” to proceed with ordering.

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



B Submit Orders using a URL

e To add additional orders to your cart,
click “Continue Shopping”. Repeat this process
(using pages 12-14) until all orders have been added

Iltem added to cart successfully. Would you like to
Continue Shopping or Checkout? to the cart.

® After adding the final item to your cart,
click “Checkout” to move to your cart and place

your order.

e Once proceeding to the cart, you will be able to

cEmem U UL | | . |
[T R —— [ - review the details of your items and change quantity,
T T s need-by date, accounting segments, approver,
or notes as necessary.
[ ® Click “Place Order” to complete your submission.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




If you want to search and compare prices for different
products, use our Product Search functionality to
browse through a marketplace of 1 billion SKUs. Use
filters such as keyword, category, brand, etc. to find
the exact product and supplier that best suits your

needs.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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Search by Keyword and/or Supplier

Search for
in All Categories
Sold by All Suppliers

Search By UPC

UPC

Search By MPN

BRAND
MPN

Search By URL

URL

M Search the GoProcure Marketplace

eSearch the GoProcure Marketplace for an item using:
o Keyword Search, Category, and/or Supplier
o (including Contracted suppliers)
o Universal Product Code
o Brand & Manufacturer Part Number
©URL
e Click 'Clear All" to remove all selected search filters
e Click ‘Search’ to submit once the filters are complete

Note: If no category is selected, a pop-up will appear
to remind you that you may want to narrow the
results to a particular category

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



B Search the GoProcure Marketplace

e Search results will be displayed based on the
keywords/attributes you have chosen

e To change details of the search Click “Modify Search”
Search results will automatically be sorted by relevance.

= WOOIFY SERRH SORT B Relevance FREVICHE HEXT More than 500 resubs found

B

Btaplies Cleas Eheet Profecioes

iz s > ¢ To alter this search results order, click the “Sort By”

EL 8]

dropdown field

Note: items from contracted suppliers will be indicated

=3 [ xomo |
=
==
e # “ by a square “C" icon

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




smptes B Add Item to Cart

medium weight

e oo ® Quickly add an item to your cart by clicking the
“Add to Cart” button directly from the search
results page

e A pop-up will then appear confirming that the item

U was added to your cart. Click “Continue Shopping

cT to return to your search results, or click “Checkout”
By GOPROCURE, INC. . .
S:”er. if you have completed shopping and want to move

$3.59 to your cart

ADD TO CART

Itemn added to cart successfully. Would you
like to Continue Shopping or Checkout?

COMTINUE SHOPPIMNG m

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




B Add Item to Cart

X =3 e To view more details about an item before adding it
to your cart, click on the item image from the search
ATRFLEE ATH R FRET 188 Haples 1raed Pesinrines. 10 L Hanles 1 Foihndl e Foptoritrn Wiplen Cwer (el Frstiocinn reSUItS page

: N Chaar Latsar s
B DOPROCLBE, W 2 y

* A pop-up will appear outlining all details of the item

443 1743 grn

— — — — that could be gathered from the vendor
i F'] “ ﬂ Note: Contracted items may not contain as many
product details as items located on an online
mm Rt - I marketplace
Inlpmlz?:z?};fr;;ﬁuw e Click “Add to Cart” to add the item to your shopping
£ ”iwu:“ . cart. A pop-up will then appear confirming that the
—> [ item was added to your cart
:w:mnmm e Click “Continue Shopping” to return to your search
o results, or click “Checkout” if you have completed
e shopping and want to move to your cart

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




M Shopping Cart
e All items that you have added will be viewable in the
shopping cart

® On this page you can change the quantity and
need-by date

e Users must enter mandatory delivery/accounting
information in the appropriate fields

CHECKOUT
. == B oeth
Dalats  Imsage Titla Quankity Dralivar Ta Lacation Naad Ry Data Accounting Sagments Supnlier Prica | LIOM At REF® Nofa ko Appeosar
&E‘l Staples Heawy GoProcure H) =
Weight Sheet 1 19,2019 L0 202, 1G4 sapkes. ¥ 16,19/ Each 51619
IE] Hg Pkt B 41 3460 Summit Ridge pia, "/ 192019 B S e "
B Duluth GA 30006

* Appraver: JHAMVAR, AMIT
Toal Amoent: $18.19

PLAMT DRDER

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




B Shopping Cart

e Enter Mandatory Information:

Accounting Codes o ltem Quantity

* Class Code 107:GP Demo
* Cost Center 202:GP- Administrative

*6L Account; 1005 Mesccllancous o Accounting Codes: Click the concatenated

“ accounting value, then change the different

segments as necessary.

o Delivery Location

e You can also enter optional information:
o Need-by date (defaults to one week for order date)
© Reference Number
© Note to Approver

Quantity Deliver To Location Meed By Date Accounting Segments Supplier Price / UOM Amount REF# Mote to Approver

GoProcure HQ v

1 09/19/2019 107.202.10034 taples. 16.19 / Each 16.19
3460 Summit Ridge Pk il B staples.com 3 / Eac $

Duluth GA 30096

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




B Shopping Cart

View - CLEAR CART e To delete an item from the shopping cart,
BACK click the red trashcan item next to the item
Delete Image Title to be deleted

® You can also delete all items in the shopping

STAPLES STD SHEET cart by clicking Clear Cart
PROT 100 CT

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



B Shopping Cart

e Your direct supervisor will automatically default as

* Approver: JHAMVAR, AMIT the designated approver

Total Amount: $1 6.19 ® To change the approver, click on the approver's name

and select a different available option from the list
PLACE ORDER e Double-check all order information, then click

“Place Order”. A pop-up window will appear to

indicate your order number

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



If you know exactly which supplier you would like to
purchase a product or service from, use our Known
Supplier functionality. Select the supplier of your
choice, provide information about what you would like
to purchase, and your order will be sent directly to
that supplier.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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ITEM / SERVICE

= TITLE
= TYPE Select Type v

* CAT Select Category v

DESCRIPTION

ITEM

SUPPLIER

= NAME E
SITE Supplier Site v E

PART

ATTACHMENTS FOR SUPPLIERS

ATTACHMENT | Choose File |MNo file chosen

ATTACHMENTS FOR APPROVER
ATTACHMENT | Choose File | Mo file chosen

B Place Order with a Known Supplier

® Enter Mandatory Information
o Item Title - Name of the desired product/service
O |tem Type - Select either ‘Product’ or ‘Service’
Category - Select the item category that best matches
your chosen product
O Description - Provide as detailed of information as you
can about the desired item to ensure the correct item
is purchased
o Supplier Name - Click the search icon to find your desired
supplier, or start typing the supplier name in the field to run
a dynamic search
Note: If the supplier does not exist in the system,
please reference the next page for instructions to
add them into the supplier network
o Supplier Site
® Enter Optional Information
o Iltem Number
o Part Number
O Attachments for Supplier - This can be a picture of the
desired item, a screenshot from the supplier's website
about the desired item, or detailed information of
product specifications
o Attachments for Approver

e Click “Next”

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



Sappier Contac Detats -] W Add New Supplier
I IO T SR A SO T S A o T e e e e |f the supplier you would like to order from is not in
+ supplier| | the system, simply provide us with a contact from
o Name' | the vendor and we will onboard them into GoPro-
cure and place your order!
e ®Enter the mandatory information:
Contact Number o Supplier - Enter the full name of the company
Email 1d o First/Last Name - Enter the name of an individual
ok | from the company who you have been in con
tact with

o Method of contact - Enter a phone number
and/or email address that can be used to reach
this individual

e Click “OK”, then proceed with your Known Supplier
order

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




B Place Order with a Known Supplier

® Enter Mandatory Information:

* LOM Each

© Unit of measure (defaults to ‘each’)
o o Quantity

S o " © Price per Unit: please enter the maximum that you

W _ would be willing to pay in order to ensure approval
e s 30t o has been set high enough to account for price
sa01 =R fluctuations
Duith G s © Delivered-By Date

© Delivery Location
ORMATION o Accounting Codes: Click on the concatenated
accounting value, then change the different

ADCOUNTING SEGMENTS : L0V, 2021003

REF=

MUOTE 10 APFROVER

segments as necessary
¢ OApprover
Accounting Codes Note: Your direct supervisor will default as the
* Class Code 107:GP Demo selected approver. To select a different approver,

* Cost Center 202:GP- Administrative
= (GL Account 10034:Miscellaneous

click on the approver’'s name and select a different
available option from the list.

® You can also enter optional information:
o Reference number
o Note to Buyer
o Note to Approver

e Click Submit. A pop-up box will appear indicating your

order number

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



If you want a group of suppliers to competitively bid
on a product you are interested in, use our Product
RFQ functionality to send out RFQs to suppliers,
receive bids, and award a supplier with your order. If
you have a supplier in mind, make sure to provide
their details so they can be included in the bidding
process.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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ITEM M Solicit Bids for Products from Suppliers

= TITLE e Enter mandatory information about the product you
are looking to purchase:
* CAT Select Category v O Title: descriptive name of the product
DESCRIPTION N o Category: Select the category that most accurately
reflects the type of product you are requesting bids for
p o Description: Provide detailed information about the
product you are searching for. Do keep in mind that the
POTENTIAL SUPPLIER(S) more detailed your description, the easier it will be for
m potential suppliers to prepare a quote that matches

your needs
e Enter optional information:

ATTACHMENTS FOR SUPPLIERS o Potential suppliers: If you would like to ensure that a
ATTACHMENT | Choose File | No file chosen particular supplier is included in the bidding process,
specify those suppliers here. If your desired supplier is
not available in the system, please reference page 27 of
this manual for how to get the supplier added into
GoProcure

NAME

ATTACHMENTS FOR APPROVER
ATTACHMENT | Choose File | No file chosen

O Attachments for Suppliers

m O Attachments for Approver

® Click ‘Next’

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




= 1M | Each

- Y

BASELINE PRICE

- BY 09/19/2019 -

- AT

ACCOUNTING SEGMENTS : 207,202, 10034

REF&

MOTE T BUWER

TE TO APFROVIR

GoProoae M)
3460 Summi Ridge Sowy
2401

Duhith GhA TG

= fpprover: HAMUAR, AMIT
T Arveart DN
E=20

v

Accounting Codes

* Class Code 107:GP Demo
* Cost Center 202:GP- Administrative
= (GL Account 10034:Miscellaneous

B Solicit Bids for Products from Suppliers

e Enter Mandatory Information:

O Unit of Measure (defaults to ‘each’)

o Quantity

O Price per Unit: Please enter the maximum that you would

be willing to pay in order to ensure approval has been set
high enough to account for price fluctuations

o Delivery-by Date

© Delivery Location

o Accounting Codes: Click on the concatenated
accounting value, then change the different segments
as necessary

oApprover
Note: Your direct supervisor will default as the selected
approver. To select a different approver, click on the
approver’s name and select a different available option
from the list.

e You can also enter optional information:

o Baseline Price: If you have a price in mind that you would

o like suppliers to aim for or beat, enter that number here
Reference number
Note to Buyer
Note to Approver

e Click Submit. A pop-up box will appear indicating your
order number @

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com




Similar to the Product RFQ functionality, you can use
the Service RFQ functionality to initiate a bidding
process for a service you are interested in. If you
have a supplier in mind, make sure to provide their
details so they can be included in the bidding
process.

Service REQ
m} V) Services can be ordered in the following formats:

o o One Time with a Fixed Price
f o o One Time with Time and Material pricing
© Recurring with a Fixed Price
© Recurring with Time and Material pricing

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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SERVICE

= TITLE

* CAT Category r

* DESCRIPTION

POTENTIAL PREFERENCES

|-!| |_|
MNAME E

ATTACHMENTS FOR SUPPLIERS
ATTACHMENT No file chosen

ATTACHMENTS FOR APPROVER
ATTACHMENT No file chosen

M Solicit Bids for Services from Suppliers

e Enter mandatory information about the service you are
looking to purchase:

O Title: descriptive name of the service

O Category: Select the category that most accurately
reflects the type of service you are requesting bids for

o Description: Provide detailed information about the
service you are searching for. Do keep in mind that the
more detailed your description, the easier it will be for
potential suppliers to prepare a quote that matches
your needs

o Local Suppliers: The system will default to only request
bids from applicable local suppliers. If you would like to
submit bids regardless of location, please select “All”
instead of “Local”

® Enter optional information:

o Potential suppliers: If you would like to ensure that a
particular supplier is included in the bidding process,
specify those suppliers here. If your desired supplier is
not available in the system, please reference page 27 of
this manual for how to get the supplier added into GoProcure

o Attachments for Suppliers

O Attachments for Approver

® Click ‘Next’

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



L g— :  Solicit Bids for Services from Suppliers

* FRECUENCY Friquency of Senvioe L

e Enter Mandatory Information:
o Type: Select ‘Fixed Price” or ‘Time and Material’
o Frequency of service
o Delivery-by Date
o Delivery Location

DELIVERY

* BY 00/19/2019 i

= AT GoProouwre HQ b
3460 Surnmit, Ridge Plowy

2401

R e " Appover: MAMVAR, AMIT © Accounting Codes: Click on the concatenated
P =a accounting value, then change the different segments
ACCOUNTIMNG SEGMENTS @ 1072021
: — as necessary
REF e o Approver
ROTE TO BLWER . . .
Note: Your direct supervisor will default as the selected
NOTE TO APPROVER approver. To select a different approver, click on the
approver’s name and select a different available option
BASELINE PRICE from the list.

® You can also enter optional information:
Accounting Codes o Baseline Price: If you have a price in mind that you would

» Class Code 107:GP Demo like suppliers to aim for or beat, enter that number here

+ Cost Center 202:GP- Administrative oR f b
= GL Account 10034:Miscellaneous ererence numiper

x| Note o A
O Note to Approver
e Click Submit. A pop-up box will appear indicating your
order number

&)

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



If you already have an invoice from a supplier (elec-
tronic or paper), use our Existing Invoice functionality
to submit the invoice for payment. Simply input the
invoice information, attach the invoice, and your
invoice will be sent for processing.

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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ITEM

# TITLE
* TYPE Select Type

* CAT Select Cateqory

DESCRIPTION

ITEM

SUPPLIER

* NAME
SITE Supplier Site

PART

ATTACHMENTS

+ ATTACHMENT No file chosen

B Submit an Existing Invoice

® Enter mandatory information:

o Title: Title of invoice

o Type: Select ‘Items’ or ‘Services’

o Category: Select the category that most accurately

reflects this invoice

o Supplier Name

o Supplier Site

o Attachment: Attach a PDF, JPG, or PNG of the invoice
® Enter optional information:

O Description

Oltem Number

o Part Number
® Click ‘Next’

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




B Submit an Existing Invoice

e Enter Mandatory Information:
© Unit of Measure (defaults to ‘each’)

: o Quantity
T st FREGHT oW o Price per Unit: Please enter the maximum that you
<o i s would be willing to pay in order to ensure approval
g S has been set high enough to account for price
o i fluctuations

o Delivery-by Date

o Delivery Location
o Accounting Codes: Click on the concatenated
accounting value, then change the different segments
as necessary

AL OO TR SRS -

NATE TO APRIVIR

o Approver
Note: Your direct supervisor will default as the selected
Accounting Codes approver. To select a different approver, click on the
* Class Code 107:GP Demo approver's name and select a different available option
+= Cost Center 202:GP- Administrative from the |iSt.

= GL Account 10034:Miscellaneous
® You can also enter optional information
— o Reference number
© Note to Buyer
© Note to Approver

O Tax amount
o Freight charges

e Click Submit

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



-*...

Use the Supplier Bids page to view bids submitted by

S u p p I I e r suppliers during the RFQ process. Once you have

decided which supplier you would like to do
B I d business with, simply award the bid to the supplier

from this page.

For more information about GoProcure, please contact us at info@goprocure.com

or visit our website at www.goprocure.com



o ; GoProcure B View/Accept Bids from Suppliers

JOHN e Click ‘Supplier Bids’ from the main GoProcure
BUSINESS UNIT: GoProcure v navigation panel
REQUESTER :
@ Online Buy
Q Product Search

Known Supplier
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Service RFQ
Existing Invoice
Gift Card

Subscriptions

Supplier Bids €——
Your Orders
Your Subscriptions
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VIEW BIDS
RFQ Mumber [ Description

B View/Accept Bids from Suppliers

ipad mini large

e Search for a particular RFQ using the search box.
You can search either by RFQ Number or by a
description of the product/service

RFQ Mo: 1032100098 Created: 05/24/2017
Status: RFQ - Bids Received Closing: 05/29/2017

ipad mini

e Click on the desired RFQ to view supplier bids

RFQ Mo: 1032100057 Created: 05/24/2017
Status: RFQ - Bids Received Closing: 05/29/2017

Ipad large

RFQ Mo: 1032100096 Created: 05/24/2017
Status: RFQ - Bids Received Closing: 05/29/2017

Ipad small

RFQ Mo: 1032100095 Created: 05/24/2017
Status: RFQ - Bids Received Closing: 05/29/2017

ipad

RFQ Mo: 1032100094 Created: 05/24/2017
Status: RFQ - Bids Received Cosing: 05/29/2017

Logitech Wireless Keyboard

RFQ Mo: 1032100089 Created: 05/24/2017
Status: RFQ - Processing Cosing: 05/29/2017

For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com




ACCEPT BIDS

Ty Baargpe
Oy 1

Palui; RFD -« Bels Regenomd
Dedver Bnr Do Yoak

Crealed: 05/2472017
Coving:  05/2072017
Heed By 0572072017

COW Tz

Supphe By B8, 7017
il Links 400

Cost Cantral INT
Supphy bz 0%/29/2017
djuni; =00

Jodhin Hammis Consulting L

Supphy Dy U529/ 2017
B Unie: 510

Total: <10

Onverstock Dnc

Supphy Byr 05112017
e Uitz 217

Mac Conmaction

Supply By DS/ 28{2017
Bl jLink: 470

Supphy By: O510,7017
BiclLink: 433

Marketing Resources International Inc

Tatak 471

B View/Accept Bids from Suppliers
e Click the green ‘Award’ icon next to the bid you would
like to accept

® A pop-up will appear to confirm that you would like to
award the bid to the chosen supplier - click ‘Yes’

- For more information about GoProcure, please contact us at info@goprocure.com
or visit our website at www.goprocure.com
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B Submit an Order for Gift Cards

JOHN
BUSINESS UNIT: | GoProcure v ® Click “Gift Card” from the main GoProcure
REQUESTER : navigation panel
Online Buy
Product Search
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Known Supplier
Product RFQ
Service RFQ
Existing Invoice

Gift Card €———

Subscriptions

Supplier Bids
Your Orders
Your Subscriptions

Motifications

(S ©
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B Submit an Order for Gift Cards

GIFTCARDS * To search through the GoProcure gift card
- Search for Lems X Clar A catalog, enter the type/brand of gift card
e e e you're looking for into the search bar. You

can also refine your search to specifically
virtual or physical cards.

Search top Giftcard brands

amazon Walmart ® Popular gift card brands are also listed for

Save money. Live better. quick access. You can click on the icon for
one of these brands to automatically
search for all corresponding available
options.
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B Submit an Order for Gift Cards

GIFTCARDS
= Search for Ttems  amazon m X clear All . . . .
Rt e (Wl Gl ) i i * After entering your search criteria, click
“Add to Cart” under your item of choice.
Amazon $10 Gift Card Amazon $25 Gift Card Amazon $10 Virtual
in a Min... ina Min... Card
%10 %25 %10
Item Details x

* A pop-up will appear listing the details of
R N R your selected gift card option.
ey R Card ® Please note that quantity can be adjusted
after adding to your cart.
e Under “Additional Information”, use the
radio buttons to indicate if this order is for

—— employee rewards and/or for multiple
SR gy g T recipients. If either of these options are
lultiple Recipients O Yes @ No

“Yes”, the GoProcure Gift Card Form must
be completed and attached.
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https://www.goprocure.com/hubfs/GoProcure - Gift Card Request Template.xlsx

Custom Giftcard Entry

@ Add Giftcara

Custom Gift Card

Enter Giftcard Information

= Uom | Each

“ Custon [N

GIFT CARD

* Price 0.00

* Brand

Additional Information

Employee Rewards . Yes @ No

Multiple Recipients . Ves @ No

ADD TO CART

B Submit an Order for Gift Cards

* |f you are unable to locate your required
brand/type using the search functionality,
you can submit a custom request by
clicking “Add Giftcard” in the ‘Custom
Giftcard Entry’ section.

® |n the pop-up that appears, enter in the
corresponding information.

® Please note that ‘Price’ indicates the price
per card (Unit Price), not the total order
amount.

® Once finished, select the “Add to Cart”
button.
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o B Submit an Order for a Product/Service

JOHN Subscription

BLSINESS UNIT: | GoProcure v ® Click “Subscriptions” from the main GoProcure
REQUESTER : navigation panel
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B Submit an Order for a Product/Service
Subscription

SUBSCRIPTION ® To search through the GoProcure subscription
" search for tems X Clear A1 catalog, enter the keywords/title/brand of the
subscription you're looking for into the search bar.

Most Popular Subscriptions

: ® Popular subscriptions are also listed for quick
& OneDrive salesforce access. You can click on the icon for one of these
brands to automatically search for all
corresponding available options.



mailto:info@goprocure.com
http://www.goprocure.com/
mailto:info@goprocure.com
http://www.goprocure.com/
mailto:info@goprocure.com
http://www.goprocure.com/
mailto:info@goprocure.com
http://www.goprocure.com/

B Submit an Order for a Product/Service
Subscription

SORTEY
salesforce

Sales Cloud Unlimited
By SALESFORCE.COM

$ 3600

(vearly Subscription)

ADD TO CART

= Search for Items  salesforce

salesforce

Sales Cloud Essentials
By SALESFORCE.COM
$ 300

(Yearly Subscription)

ADD TO CART

SUBSCRIPTION

salesforce

X cleardl

Sales Cloud Enterprise
By SALESFORCE.COM
$ 1800

(Yearly Subscription)

ADD TO CART

* After entering your search criteria, click “Add to
Cart” under your subscription of choice.

Subscription details

salesforce

Sales Cloud Unlimited

By SALESFORCE.COM
$ 3600 per user per Yearly Subscription
Billed in 12 installments of $ 300 each

SUBSCRIPTION ITEM INFORMATION

= Quantity 10

= Desired Start Date 07/07/2020

&

ADD TO CART

* A pop-up will appear listing the details of your
selected subscription option, including the price
per user. If the subscription includes multiple
installments, the number and amount per
installment will also be shown.

re information abol
2 al
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Use the Your Orders page to review details about any
order you have already placed. This will include
product/service info, supplier info, delivery location
and date, and accounting details. You can cancel or
edit orders that have not yet been approved or have
been rejected. Most importantly, you can view the
status of each of your orders all in one location.
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B Check the Status of your Orders

e Click the blue arrow next to the desired order to view
all line items in the order and their details

® Click the comments icon next to an order to view any
comments for your approver, from your approver, or
for the buyers desk

® Click the cancel button next to an order to cancel it

} ORDER NUMBER: 10031100596 AMOUNT: $1 CREATION DATE: 04/24/2019 Q
’ ORDER NUMBER: 10031100595 AMOUNT: $435.97 CREATION DATE: 04/24/2019 Q @
’ ORDER NUMBER: 10031100594 AMOUNT: §19 CREATION DATE: 04/23/2019 Q € cancer @
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W Order Number: 20021100145

B Check the Status of Your Orders - Reorder

® To reorder an item from a previous purchase, click
the green “Reorder” button next to the item to be
reordered.

Amount: $17.49 Creation Date: 06/04/2020

REQ NUMBER: 20024100085

SUPPLIER: Staples.com

ITEM QTY/UCM PRICE ACCOUNTING
TRURED™ 85 x 11
REORDER Printer Paper, 20 Ibs., 1Each $17.49 107.201.10034

92 Brightness,




Item Details

TRU RED™ 8.5 x 11 Printer Paper, 20

Ibs., 92 Brightness, 500Ream, 3

Reams...

By staples.com

Seller: Staples
https://www._staples.comy/tru-red-8-5-x-11-printer-paper-
20-Ibs-92-brightness-500-ream-3-reams-carton-
tr56959/product_243595527akamai-feo=off

$17.49

x

ADD TO CART

ONLINE BUY
ITEM INFORMATION

* Product URLIMZIIMW

= UOM Each v

=QTY 1

= PRICE 1.00

ATTACHMENTS FOR APPROVER

ATTACHMENT | Choose File | No file chosen

ADD TO CART

(@ Information x

Sorry, the item you attempted to reorder is
no longer available from the supplier.
Please conduct a Product Search to find
items.

B Check the Status of Your Orders - Reorder

* |f the item is found in the GoProcure catalog, you
will be given the option to add it directly to your
cart. Click “Add to Cart” to continue.

® For a previous online buy, a popup showing the
details of the previous order will be displayed. You
can change the quantity and “Add to Cart”.

® |f the item is no longer available in the GoProcure
catalog, a pop-up message will appear. You can
start a new ‘Product Search’ order to re-locate
your item.




Accounting Codes x

* Class Code 107:GP Demo
* Cost Center 202:GP- Admunistrative
* GL Account  10034: Miscellaneous

M Check the Status of your Orders

e Click the pencil icon next to a line item to edit the
details of that item. You can adjust the quantity,
need-by date, or accounting code segments

e Click the red 'x’ button next to a line item to remove
that item from the order

-
A
EDIT ORDER x
REQ NUMBER: 20024100094
MARK FOR DELIVERY 7O HOTE TO
soaiprlen ITEM QUANTITY  NEED BY DATE LoCATION  MCCOUNTING SEGMENTS PRICE oo B8
Dell Inspiron i5... 1 07/24/2019 @y GP Duluth * {07, 202.10034 $325
Microsoft Arc M... 1 07/31/2019 B  GP Duluth * 107.202.10034 $59.99

Total Amount | $384.99
Approver: SHYAM, SUDHAKAR
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B Check the Status of Your Subscriptions

® Details regarding your subscriptions can be found
on the new “Your Subscriptions” page in the
navigation panel.

® You can view the subscription amount, installment
information, and start and end dates for each of
your purchased subscriptions.

Subscription Item Information

Amount Per Instaliment $ 330
Billing Installements 1
Desired Start Date 07/01/2020
Subscription End Date 07/01/2021




You will be able to receive updates about your orders
on the Notifications page. Examples of these
notifications may include PO generation, supplier bid
submission, requests to approve one of your
colleague’s orders, etc. Use this page, along with the
Your Orders page, to stay up-to-date on your
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oo GoProcure B Check FYI and FYA Notifications

JOHN e Click “Notifications” on the main GoProcure
BUSINESS UNIT: GoProcure v navigation panel
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B Check FYI and FYA Notifications

e Some notifications you receive are just to inform you
on updates to your orders. These notifications will have
titles beginning with “FYI”, or “For Your Information”

e Other notifications require you to perform an action
and will have titles beginning with “ACTION REQUIRED",
“FYA’", or "For Your Action”

» Click on a notification to open it
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B Check FYI and FYA Notifications

e A pop-up will appear outlining the details about the
notification

e Click the grey ‘x’ in the corner to close the notification
but keep it in your notifications list.

® Click ‘Clear’ to delete the notification

FYI: PO# 1035100070 Created for LUXOTTICA

To : Chand, Mr. Raghav
Sent : 05/24/2017 16:26:04

Greetings,
As per your request, a Purchase Order has been created for your submitted requisition as per below details.
The order has been transmitted to the Supplier and no further action Is required on your part.

If you have any questions, please feel free to reach out to our Support team.

1. Requisition Number : 1034100092
2, Item Description : Adobe CS5

3. Supplier Name : 3M Health Care
4. PO Number : 1035100070




B FYA Notifications for Requisitions

* These notifications are to inform you that you have
received bids on an RFQ. Navigate to the ‘Supplier Bids'
page to view and award bids to suppliers

ACTION REQUIRED: Quotations for Item ipad mini large for LUXOTTICA are available for you to view.

e B w_a_ Tl

Uraer Lewans:

RFQ Number: 1032100098

Item Description: ipad mini large
Number of Bids: 3

End Date: 05/29/2017




Bbaan AL 1L Sy R DY PP Uees Wi =ll & IE-HIU [ = T e e e T ] . FYA Notifications for ReqUiSitiGnS
o Vg e These notifications are to inform you that you have
e received an approval request from one of your
M ot BCCOUNTIG BT wier rn DELIVIRY COHEEQUBS
INIOEMATIO N
Gimed L Priee S Queetey e s """""_ - Viame  Type  Lecesce  Date
T g [ R s e N ) 3 A ¢ Click ‘Approve’ to approve or ‘Reject’ to reject
e *|f an order is rejected, a pop-up will appear requesting
0 B i you to give a reason for rejection
Bloowse il bty b Moo Hyved




Use the Manage Account page to keep your user
profile updated. You can change your default delivery
and accounting preferences, add custom delivery
locations, and change your account password from
this page.
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B Manage User Profile: Defaults

o i e Click 'Business Unit' to set a default business unit
= Code 107:GP Demo . o |
; *Cr::t5 S:Cﬁnter 202:GP- Administrative ® For each business unit in the dropdown list, you can
* GL Account  10034:Miscelianeous EEIECt Corresponding dEfaL.Il[ accounting

® Check the “Set as default for all orders” box to set the
_—_— - current business unit as your default

» Click the ‘Update Defaults” button to save your changes

DELIVERY & ACCOUNTING PREFERENCES
* BUSINESS UNIT GoProcure v * DELIVERY LOCATION | GoProcure HQ v ACCOUNTING CODES 107.202.10034

¥ Set as default for all orders (can be overndden)

UPDATE DEFAULTS




B Manage User Profile: Custom Locations
e Click “"Add New Location”

® Type in the address information, being sure to type
a ‘Location Name’ that you will recognize

* Click “Add”

Location Nams  Address Lins | Addrass Lins 2 City Slats Tip

Add Hew Location

* Location Mame |

* Address Ling |

'

Address Ling 2

*City

= State

“ 2ip
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B Manage User Profile: Custom Locations

®Your newly created location will now be listed under
“Your Locations’. You can edit or delete it here as
necessary

*The location will also be available to set as your
default delivery location. It is available in the dropdown
field under the blue “Your Locations” separator




CHANGE PASSWORD

* Existing Password

* New Password

* Confirm Password

UPDATE PASSWORD

B Manage User Profile: Password

e To change your password, first enter your existing
password

e Enter your new password, then confirm the new
password. Do note that passwords are case-sensitive

e Click “Update Password” to save your changes




Use the Help & Support page to access more
information about GoProcure, view user manuals, and
contact the GoProcure team for additional assistance.
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B Get Help from the GoProcure Team

e Click on the Guide icons to open the
corresponding manual

® Click on the Contact Us icons to send an email to the
corresponding support email address

uick He

I'._.r (=1alm

o = 1

Guides




