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ARIBA: Hosted Catalog—General Navigation
This document will review tips for effectively using the hosted catalogs. Click the blue links to navigate to different
sections of the document.

e Back to Top—Return here

e Access the Catalogs—Locate and enter the hosted catalog(s)

e Part Numbers and Descriptions—Review hosted catalog part number and description formatting

e Search for Items—Locate the item(s) to be ordered

e Search for Requisitions—Search for previously entered requisitions

e Favorites—Add, organize, and order favorite items

e Add Items to Cart—Add single or multiple items to the Ariba requisition cart

e Edit—Adjust your cart to update quantity or make other needed changes

o  Copy—Copy requisitions for repeat orders

e Check Out—Complete and submit an order for approval
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Access the Catalog(s)

1. Loginto Ariba at https://ariba.nova.edu and click ‘Create’ = ‘Requisition’ at the top of the page, or through
Common Actions.

Home Sourcing Procurement T&E Suppliers

Preferences

Create Search Manage Recent

Check Request

Travel Authorization

»
]

LT W B X% P | [ S S

1. Catalog Home page
a. Click on a category to view all catalogs in that category.
i. Example—Clicking ‘Binding and Lamination Supplies’ navigates to Atlantic Binding and
Laminating catalog.

ARIB A" Home | Help ™ | Logout

A 5 Home  Sourcing [EEIWNINIPNIE TR&E  Suppliers Welcome Wright, Tina M

Create  Search ~ Manage  Recent  Preferences

e PR159158: NI rtems:o Total: $0.00 USD

Ablantic Binding & ... (353)
CITY MAINTENANCE .

Paramount Coffee ...
Printing Connection ... Catalog Home Browse By: Categories | Suppliers

Pure Air Filter ... (169) All Categories Options Create Non-Catalog [tem

Show Al ..
Language a Punchout Catalog (16) . Other Technolo
s &
S

Add items to your requisition from the catalog, and optionally select catalog items you've identified as your favorites. You can also enter details for nen-catalog items.

English (29136) Punchout Catalogs (16) IT Accessories (1)
£ Printers and Scanners (1)
Software (1)

Favorites

- Recent Choices - ¥ /t’ Office Supplies (453) Audio Visual Supplies and Equipment (1)

i
=) General Office Supplies (1)
. ) ﬁ Bulk Printer and Copy Paper (58)

Customized Rubber Stamps (1)

Scientific and Research (3)
Laboratory & Scientific Equipment (1)
X General laboratory supplies (2)

Binding and Lamination Supplies (393)

SU Stationery-Letterhead and Envelopes §25004) Promotional Ttems (4)
----- ) f;ﬂ Promotional Items (4)

m Coffee, Tea, and Cutlery l Kitchen Appliances (15)

2. Catalog view—From this view you can
a. Enter information into the search box
b. Click ‘All Categories’ to return to Catalog Home
c. Scroll down the page to locate items manually
i. Select a page from the drop down menu, or go to the next page by clicking the arrow

Add items to your from the catalog, and optionally select catalog items you've identified as your favorites. You can also enter details for non-catalog items.

Catalog Home

e Supplies ¥

| s«:amﬂ Options Create Non-Catalog Item

pat] Office Supplies > Binding and Lamination Supplies
303 items found Show: 20/50/100 results per page  Sort By: Relevance | Price + | Best selling | Neme  View: Details | Thumbnails
Add to Cart Add to Favorites page[1 V| )

Clear View Round Ring Binders, 1/2" ( 1/2" Sp Supplier: Atlantic Binding & | aminating Inc, n

$2.69 USD Supplier Part #: 11012BLKWP
Available in: 1 Day(s)

et | ! ) :
Clear View Round Ring Binders, 1/2” ( 1/2" Spine Width) Black Round Ring View Binder with

Add to Cart] Add o Favaritss Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Individual Price, Iteg

11012BLKWP

Clear View Round Ring Binders, 1/2" ( 1/2" Sp Supplier: Atlantic Binding & | aminating Inc,

$2.69 USD Supplier Part #: 11012CLRWP

Oty: |1 Available in: 1 Day(s)

Back to Top
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Part Numbers and Descriptions

1. Part numbers in each catalog are standardized when possible.
a. Example—Printing Connection Too part numbers
i. Product type: BC=business card, ENV=envelope, LET=Letterhead
ii. Color: 1C=one-color, 2C=two-color, ATH=Athletics, UNS=University School
iii. Printed surfaces: FO=front only/one-sided imprint, TS=front and back/two-sided imprint
iv. Quantity: 500=# of cards in the example; other quantities include 1,000, 1,500, 2,500, and 5,000

ard - Thisisa b
$23.00 USD

Supplier: Printing Connection Too Inc,

Supplier Part #: BC-1C-FO-500
Qi 1 Available ig

Add to Cart| Add to Favorites

d - This is a customized business card - be sure to fill in the form completely.
> Front only (Blue ink) - 500 ct

Supplier Part #: BC-1C-FO-500

Voo

i i il v,

2. Description layout is also standardized.
a. An abbreviated, bold, purple description displays on the left side.

b. The full description—including brand name, description, and size—displays on the right-hand side.
i. The full description is available when searching.

d.
l Clear View Round Ring Binders, 1/2" ( 1/2" Sp I Supplier: Atlantic Binding & | aminating Inc,
2.65 UsD Supplier Part £: 11012CLRWP b
PRI = .
0 e m—— — —E——
Clear View Round Ring Binders, 1/2" ( 1/2" Spine Width) White Round Ring View Binder with
Add to Favorites Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Individual Price, Item #
11012CLRWP
Clear View Round Ring Binders, 1" (1" Spine W Supplier: Atlantic Binding & Laminating Inc,
$2.79 USD Supplier Part £: 11100BLKWP
| Qty: Available in: 1 Day(s)
y: -
Clear View Round Ring Binders, 1" (1" Spine Width) Black Round Ring View Binder with
Add to Cart| #dd to Favorites Concealed Rivet and Sheet Lifters (200 Sheet Capacity) Individual Price, Item =
11100BLKWP

Back to Top
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Search for Items

Use a combination of category, part number, and description for effective searches.
1. Select a category from Catalog Home before searching to limit search results to that category.
2. Once in the needed category, use the search box to locate products.
a. Refine search results by description and/or part numbers.
i. Example—Search only “binders” to list all products containing the term.

Catalog Home

Office Supplies ™ lbinders Search 'Qgtmns

Your search path: All Categories > Office Supplies > Binding and Lamination Supplies > "binders”

Create Non-Catalog Item

: 20|50]100 results per page  Sort By: Relevance | Price & | Best selling | Name  View: Details | Thumbnails
~ [Add to cart Add to Favorites

Clear View Round Ring Binders, 1/2" ( 1/2" Sp Supplier: Atlantic Binding & | aminating Inc,

$2.69 USD Supplier Part #: 11012BLKWP

| Available in: 1 Day(s)
Clear View Round Ring Binders, 1/2" ( 1/2" Spine Width) Black Round Ring View Binder with
Add to Favorites Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Individual Price, Ttem #
11012BLKWP
Clear View Round Ring Binders, 1/2" ( 1/2" Sp Supplier: Atlantic Binding & | aminating Ing,
$2.69 USD Supplier Part #: 11012CLRWP
O Available in: 1 Day(s)

Clear View Round Ring Binders, 1/2" ( 1/2" Spine Width) White Round Ring View Binder with
Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Individual Price, Item #
11012CLRWP

Add to Cart| Add to Favorites

Clear View Round Ring Binders, 1" (1" Spine W
$2.79 USD

Supplier: Atlantic Binding & | aminating Ine,

ii. Example—Add more terms to a search to limit results.

Catalog Home

Office Supplies 'I ‘bmders “D" Ring 3" X |[Search ]lggtions

Your search path: All Categories > Office Supplies > Binding and Lamination Supplies > "binders "I Ring 2""

Create Non-Catalog Item

Sort By: Relevance | Price + | Bestselling | Name  View: Details | Thumbnails

Add to Favorites

" (iwod

Clear View Angle "D" Ring Binders, 2 1/2" (3"

Supplier: Atlantic Binding & Laminating Inc
$5.45 USD Supplier Part #: 112125LNBK
L1 Qty: Available in: 1 Day(s)

Clear Wiew Angle "D" Ring Binders, 2 1/2' (3" Spine Width) Black ANGLE D Ring View Binder
Add to Cart| Add to Favorites with Exposed Rivet and Sheet Lifters (500 Sheet Capacity) Individual Price, Item #

1121251 NBK
Clear View Angle "D" Ring Binders, 3" (4" Spi Supplier: Atlantic Binding & laminating Inc,
$6.20 USD Supplier Part #: 113005LNBK

01 Qty: Available in: 1 Day(s)

with Exposed Rivet and Sheet Lifters (600 Sheet Capacity) Individual Price, Item #

Clear View Angle "D" Ring Binders, 3" (4 Spine Width) Black ANGLE D Ring View Binder
Add to Cart| #dd to Favorites

Clear View Angle "D" Ring Binders, 2 1/2" (3"
$56.64 USD

113005LNBK

Supplier: Atlantic Binding & Laminating Inc,
Sunnlier Part #: 1121251 NRK-17

. Example—Search by part number to limit results to the item(s) with that exact part number.

Catalog Home
Office Supplies ¥ I [t13005LNBK-12 x |[ search | ontions

Your search path: All Categories > Office Supplies > Binding and Lamination Supplies > "11300SLNBK-12"

Create Non-Catalog Item

Srt By: Relevance | Price » | Bestselling | Mame  View: Details | Thumbnails

Clear View Angle "D" Ring Binders, 3" (4" Spi
$64.68 USD

Add to Cart| o : Clear View Angle "D" Ring Binders, 3" (4" Spine Width) Black ANGLE D Ring View Binder with
Exposed Rivet and Sheet Lifters (600 Sheet Capacity) Carten of 12 Price, Item # 113005LNEBK

Back to Top
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Search for Requisitions

Previous requisitions can be searched for in Ariba at any time.
1. Click ‘Search’ then ‘Requisition’ to start a document search.
a. Most Ariba users have permission to view only documents that they create or are an approver for.

[ Procurement  T&E Welcome Garden, Wy

Preferences

Search _ Manage  Recent

Catalog

)@ Check Request 7 configure Tabs ~ {) Refresh Conts]
Expense Report

e iwers_______________________________ o
arf = - = HWELCOME TO ARIBA PPRD!!
eng NEW CATALOG ANNOUNCEMENT: The Office of Procurement Management is pleased to announce the Home Depot catalog is now available.

**IMPORTANT FISCAL YEAR END DATES**

2. Set your search options the first time you search for a document.
a. Click ‘Search Options’ to view the available search filters.

Search Filters

| Facity:
D+ I:' Index/Org:

]

(select a value) [ select ]

Enter Requisition Name:

b. Scroll to the bottom of the ‘Search Options’ drop down and click ‘Select All.

+ Account
¥ Activity Code
+ Approved By

Search Filters

+ Approver
1Dt | Index/Org: (el a ey selerr] ¥ Commadity Code:
= + Date Approved
Account: (select a value) [ select ] Meed-by Date {any line item): v Date Crested
; e + Date Ordersd
Activity Code: (select a value) [ select ] Mon-Catalog Item (any line item): (JYes (UNo (8 Either
+ Date Received
Approved By: (select a valug) [ select ] Order ID (any line item): | + Date Submitted
« Dept./Pr
Approver: (select a valug) [ select ] Originating System: | ept./Program
# Description (any line item)
Collaboration: No Choica v Originating Systsm Ref. ID: | « Enter Requisition Name

Commadity Code:

Date Approved:
Date Created:
Dats Orderad:
Dats Recsivad:

Date Submitted:

Dept./Program:

(select a valug) [ select ]

No Choice W

To:

No Choice A
No Choice A

(select a value) [ select ]

Today, 11:59 PM

Praparer:
Price (any line item):
Purchasing Unit:
Reguester:

Status:

Supplier (any line item}):
Supplier Part Numbar:

Total Cost:

Gorden,Wendy [ select ]

L 1w [ ]

(select a value) [ select ]

GordenWendy [ sslsct ]

(select a value) [ select ]

s

us|

=

¥ Facility

1

« Index/Org

« Nead-by Date (any line item)
# Nen-Catalog Ttem (any line item}
¥ Order ID (any line itam)

# Originating System

¥ Originating System Ref. ID

« Preparer

¥ Price (any line item)

« Burchasing Unit

# Requester

 Status

« Supglier (any line item)

¥ Supglier Part Number

# Total Cost

Hide All

3. Click ‘Select’ next to ‘Preparer’ and click ‘Clear’ each time you search, to remove the defaulted information.
a. Repeat these steps under ‘Requester.’
i. Clear defaults to insure inclusive search results. If ‘Preparer’ and ‘Requester are not cleared,
only documents repaired and requested by the listed user will display in search results.

Gorden, Wendy

Gorden, Wendy [

To:

(select 2 value) [

Preparer:

Price (any line item):
Select from list ...

Purchasing Unit:

I

Status:

Gorden Wendy [ select ]

Mo Chaice e
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4. Type the PR number in to the ‘ID:’ field.
a. Enter the DO number into the ‘Order ID’ field if the PR is not available.

Search Filters

Accounts

Activity Code:
Approved By:
Approver:
Collaboration:
Commodity Code:

Date Approved:

Enter Requisition Name:

Enter the exact Ariba DO number, without the additional 0 added in Banner.

1) Example: Search for DO12345 not DO012345
5. Note the ‘Date Created’ field is now defaulted to the previous two weeks.

(select a value) [ select]
(select = valuz) [ select ]
(select = valuz) [ select ]
(sslect = valuz) [ sshect]

No Chaice e

(sslect = valuz) [ sshect]

No Choice V'

Date Created:

[cusom V[ From:

Mon, 15 Jun, 2015
Today, 11:59 PM
——

Date Ordered:
Date Received:
Date Submitted:

Dept./Program:

To:
No Chaice hd

(select a value) [ select]

e |

Facility:
Index/Org:
Need-by Date (any line item):

Non-Catalog Ttem (any line item)

Order ID (any line item):

L 1

(select 2 value) [ select ]

Originating System:
Originating System Ref. ID:
Preparer:

Price (any line item):
Purchasing Unit:
Requester:

Status:

Supplier (any line item):
Supplier Part Number:

Total Cost:

(select = valus) [ sslect ]
(select 2 value) [ select ]

{select 2 valuz) [ select ]

(select a value) [ select ]

Search Options

- Raset| [Save Search

a. Click the ‘Date Created:’ drop down to select a predetermined date range
b. ORclick on the calendar icons to select a specific date range.

Search Filters

Enter Requisition Name:

1D:
Account:
Activity Code:
Approved By:
Approver:

Collaboration:

Commadity Cade:

Date Approved:
Date Created:
Date Orderad:
Date Received:

Date Submitted:

Dept./Program:

PR150500

No Chaica
Today
Yestarday
This Week
Last Week
This Month
Last Month
This Quarter
Last Quarter  flciect ]
This Year
Last Year

From:

To:

No Choice %
No Choice
No Choice %

(salect 2 valuz) [ slect ]

Descrption (any neems [ |

6. Click ‘Search.’

Mon, 15 Jun, 2015
Today, 11:59 PM

Facility:
Index/Org:

Nesd-by Dats (any line item):

Non-Catalog Ttam (any line item):

Order 1D (any lina itam):
Originating System:
Originating System Ref. ID:
Preparer:

Price {any line itam}):

Purchasing Unit:

Requester:
Status:

Supplier (any line item):
Supplier Part Number:

Total Cost:

(select a valus) [ select ]
O¥es O Mo ® Either
(select a valug) [ select ]
L Jel lm

(select 2 valug) [ select ]

{select = valuz) [ zelact ]

(select 2 valug) [ select ]

I

Search Options

Search [l Res=t| [Save Search

7. Click the document number or name to open the located document(s.)

Search Results

Found 1 item

11}

O Type I Enter Requisition Name Status Activity Code Date Created 4  Total

D u‘l PR150501 HPD Ostenaath'\c Medicine/Clinical Immunb\cli'i Statinner“ June 2015 '
Delete| |

Compasing 0 Tue, 23 Jun, 2015 $315.62 USD

Back to Top
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Favorites

Add hosted catalog items to ‘Favorites’ to create a shopping list and speed order entry.
1. Favorite items will be automatically marked with a purple asterisk for visibility.
2. Click ‘Add to Favorites’ to view the three options.

Clear View Angle "D" Ring Binders, 3" (4" Spi
$6.20USD 3t

Clear View Angle "D" Ring Binders, 3" (4" Spi Qty:

$64.68 USD

i dd To Folders...

Add to Cart] L fae to Faveritas Clear View Angle "D|
‘Organize Favorites...,
$64 68 USD -

a. Click ‘Add’ to include favorites in ‘My Default Folder.’
i. ‘My Default Folder’ contains any favorites not added to a specific folder.

ii. Items added to ‘My Default Folder’ are also visible on the ‘Organize Favorites’ screen.

These items are from favorite folder I My Default Folder”| ‘n

2 items found Sort By: Relevance | Price + | Best selling | Name  View: Details | Thumbnails
Add to Cart Add to Favorites
Clear View Round Ring Binders, 1" (1" Spine W Supplier: Atlantic Binding & Laminating Inc,
$2.79USD ¥ Supplier Part #: 11100BLKWP

Available in: 1 Day(s)
Qe

Clear View Round Ring Binders, 1" (1" Spine Width) Black Round Ring View Binder with

Add to Cart| Add te Favorites Concealed Rivet and Sheet Lifters (200 Sheet Capacity) Individual Price, Item # 11100BLKWP
Clear View Angle "D" Ring Binders, 1" (1" Spi Supplier: Atlantic Binding & | aminating Ing,
$3.70UusD Ik Supplier Part #: 11100SLNBK
bl : 1 Day(s)

aty: .

B T P S PYT I AL  FR Y Pt i Y r S T ST

b. Click ‘Add to Folders’ to select which folder the new favorite will be added to.
i. Select the folder you would like the favorite to be added to.
ii. Click ‘Add.’

Add favorite item(s) "Clear View Round Ring Binders, 1/2" ( 1/2" Sp" to selected folders.

[ Name + Created By Public Public To Groups  Public Add  Public Delete

» [ Binding Favorites Wright, Tina M {no value)
n/ DO Clear View Angle "D" Ring Binders, 1" (1" Spine ..

O Clear view Round Ring Binders, 1" (1" Spine width

m} B Printing Connection Too Favorites Wright, Tina M {no value)

New Folder

=0) esreer

iii. A new folder can also be created from the ‘Add Favorites to Folders’ area.

c. Click ‘Organize Favorites’ to i. create, ii. delete, or iii. edit favorites folders.
lOrganize Favorites l =

Greate, modify, or delete favorite folders. You can also delete tams from favorite folders or move tems amang folders by dragaing them over. You can make a folder public only if you have the .
[ Name + Created By Public Public To Groups  Public Add  Public Delete

] » i Coffee Favorites Wright, Tina M (no valus)

[ Creamer-International Delight Hazelnut 192 count ...

[ NSU 50th Anniversa ry/BSV-Business Sarvices ...

] i Printing Connection Too Favorites Wright, Tina M (na value)

[} B ULINE Favorites Wright,Tina M (no value)

[[] s ULINE Favorites 2 wrightTina M (no valus)
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i. Click ‘New Folder’ to create a new folder.
1) Type over the default name to name the New Folder and click ‘OK.’

Add New Favorites Folders

[0 Name 1

[0 » &u Binding Favorites

[} [ Clear View Angle "D" Ring Binders, 1" (1" Spine ...
] [ Clear View Round Ring Binders, 1" (1" Spine Widjgp
]

[} B4 Printing Connection Too Favorites

New Folder

ii. Check the box next to the line and click ‘Delete’ to delete a favorites folder or line item.

[1 name *

[] » B Binding Favorites

[ Clear View Angle "D” Ring Binders, 1" (1" Spine ...
O Clear View Round Ring Binders, 1" (1" Spine Width ...

B Printing Connection Too Favorites

[1 name +

[] » i Binding Faverites
O Clear view Angle "D” Ring Binders, 1° (1" Spine ...

m| [ Clear View Round Ring Binders, 1" (1" Spine Width ...

[ Printing Connection Too Favorites

Ere) o) | i)

Created By Public Public To Groups  Public Add  Public Delete

Wright, Tina M {no value}

wright, Tina M O {no value)

Wright, Tina M (no value}

Created By Public Public To Groups ~ Public Add  Public Delete
Wright, Tina M (no value)
Wright, Tina M (no value)

Created By Public  Public To Groups Public Add  Public Delete
Wright, Tina M (no value)
Wright, Tina M (no value)

1) Type over the existing folder name and click ‘OK’ to complete this action.

Edit Favorites Folders

[0 mMame 1

[J » B Binding Faverites

[ Clear View Angle "D” Ring Binders, 1" (1" Spine ...
[}

[ Clear View Round Ring Binders, 1" (1" Spine Width

! [Printing Connection Too Favorites] ]

-C)cm

Created By Public Public To Groups  Public Add  Public Delete

Wright, Tina M (no value)

Wright, Tina M O {no value)

3. Access ‘Favorites’ for order creation from ‘Catalog Home.’
a. Create a requisition or click ‘Add from Catalog’ to access ‘Catalog Home.’

b. Click the drop down arrow under ‘Favorites’ to view options.

I Items:0 Total: $0.00 USD

Supplier PR159158:
Atlantic Binding & ... (393)
CITY MAINTENANCE ... (226

Paramount Coffee .

Add items to your requisition from the catalog, and optionally select catalog items you've identified as your faverites. You can alse enter details for non-catalog items.

Catalog Home

All Categories ¥ Options

Printing Connection ... (28004
Pure Air Filter ... (169

Erowse By: Categories | Suppliers

Show All

Punchout Catalog (15)
Punchout Catalogs (16

)
Office Supplies (453)
. General Office Supplies (1)

Language
English (22136)

Favorites

- Recent Choices - V|

Create Non-Catalog Item
— Other Technaloay
A IT Accessories (1)
N9  Printers and Scanners (1)
Software (1)

Audio Visual Supplies and Equipment (1
BRI . iontific and Recearch (31
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c. Click ‘Other’ to view all favorites folders.

Supplier

Atlantic Binding & ... (393)
CITY MAINTENANCE ... (226)
Paramount Coffee ... (1)
Printing Connection ... (28004}
Pure Air Filter ... {169)

Show All ...

Language
English {291386)

Favorites

My Default Folder

Binding Favorites

Other...l

d. Click ‘Select’ next to the needed folder to view favorites for that folder.

Choose Favorites Folder

Click Select to display the favorite items in a folder.

Name T

B Binding Favorites

B8 Printing Connection Too Favorites

B My Default Folder

Created By

wright, Tina M

Wright, Tina M

Wright, Tina M

i. All favorites in the selected folder will be displayed.
1) Add single items or add multiple lines to cart.

| Thesc items arc from favorite folder "Binding Favoritesf

2 items found
* (Addtocart dd o Favortes

Clear View Angle "D" Ring Binders, 3" (4" Spi
$6.20USD 3

T oawli ]
£dd to Favorites

Clear View Angle "D" Ring Binders, 3" (4" Spi
$64.68USD 3¢

T oawi ]

Add to Cart| #dd to Faverites
L | Add to Cart Add to Favorites

These items are from favorite folder "Binding Favorites™.

Sort By: Relevance | Price + | Best selling | Name

Supplier: Atlantic Binding & Laminating Inc,

Supplier Part #: 11300SLNBK
Available in: 1 Day(s)

Clear View Angle "D" Ring Binders, 3" (4" Spine Width) Black ANGLE D Ring View Binder with Exposed

Rivet and Sheet Lifters (600 Sheet Capacity) Individual Price, Item # 11300SLNBK

Supplier: Atlantic Binding & Laminating Ing,

Supplier Part #: 11300SLNBK-12
Available in: 1 Day(s)

Clear View Angle "

" Ring Binders, 3" (4" Spine Width) Black ANGLE D Ring View Binder with Exposed
Rivet and Sheet Lifters (600 Sheet Capacity) Carton of 12 Price, Item # 11300SLNBK

Back to Top
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Add Items to Cart

Once the needed items are located, click the check box next to the item(s) and click ‘Add to Cart.’
Different ‘Add to Cart’ buttons are used to add single items or multiple items to a cart.

1.

a.

Click ‘Add to Cart’ directly under an item’s quantity to add a single item to the cart.

Your search path: All Categories » Office Supplies > Binding and Lamination Supplies = ""11012blkwp"

2 items found Sort By: Relevance | Price » | Best selling | Name

View: Details | Thumbn:

- [Add to cart Add to Favorites

Clear View Round Ring Binders, 1/2" ( 1/2" Sp
$2.69 USD

¥
ory:
Add to Favorites

Clear View Round Ring Binders, 1/2"
$27.84 USD

Qty:
(i o]

L [Add to Cart L.d:l:c Favorites

Add to Favorites

Add one item to cart

Supplier: Atlantic Binding & Laminating Inc,

Supplier Part #: 11012BLEKWP

Available in: 1 Day(s)

Clear View Round Ring Binders, 1/2" ( 1/2" Spine Width) Black Round Ring View Binder wi
Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Individual Price, Item % 11012BLK

Supplier: Atlantic Binding & Laminating Inc,

Supplier Part #: 11012BLKWP-12

Available in: 1 Day(s)

Clear View Round Ring Binders, 1/2" ( 1/2" Spine width) Black Round Ring View Binder wit
Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Carton of 12 Price, Item #
11012BLKWP

i. This action will return you to your Ariba requisition.

1) Click ‘Add from Catalog’ to add additional items to your requisition.
a) This will take you to the Catalog Home page.
2) Go to Check Out to complete the order.

val Flow

*

Enter Requisition Name:

On Behalf OF:
Is this Purchase
Order for the
next Fiscal Year:
Related Projects:
My Labels:

Line Items (1)

No. Type Description Qty Unit Price

1 B

Supplier: Printing Connection Too Inc,
Contact: Printing Connection Too Inc

HPD-Business Services Letterhead 2 Colors ( 1

=}

Create Project  Add To Project

Apply Label...

Hide Details [0 ¥

Amount

box  $89.45 USD  $89.45 USD

| »

HPD-Business Services Letterhead 2 Colors (Blue and
Gray ink) QTY 1000 - Customized Product No Returns

Accounting: =
8ill To: Accounts Payable- East Campus
Activity Code: 66-Business Servicas

Dept./Program:

Index/Org:

(620 (o) (3] |

66005-BUS SVS

160100-Off of Procurement Managmnt (OPM)

Add Nen-Cataleg Item...

Add from Catalog...
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b. Select the items and click ‘Add to Cart’ at the top or bottom of the page to add multiple items to a cart.
i. Business cards must be added to the cart one at a time or an error will display.

Your search path: All Categories > Office Supplies > Binding and Lamination Supplies > ""11012blkwp™

2 items found
r m

Clear View Round Ring Binders, 1/2" ( 1/2" Sp

Add to Favorites

$2.69 USD
&
Add to Cart| Add to Favorites
==
Clear View Round Ring Binders, 1/2" ( 1/2" Sp
$27.84 USD
[

Add to Cart| Add to Favorites

[b. Add all checked items to cart.]

Sort By: Relevance | Price « | Best salling | Name View: Details | Thumbns

Supplier: Atlantic Binding & | aminating Ine,
Supplier Part #: 11012BLKWP
Available in: 1 Day(s)

Clear View Round Ring Binders, 1/2" { 1/2" Spine Width) Black Round Ring View Binder wi
Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Individual Price, Item # 11012BLK

Supplier: Atlantic Binding & Laminating Ing,

Supplier Part #: 11012BLKWP-12

Available in: 1 Day(s)

Clear View Round Ring Binders, 1/2" { 1/2" Spine width) Black Round Ring View Binder wit
Concealed Rivet and Sheet Lifters (100 Sheet Capacity) Carton of 12 Price, Item #
11012BLKWP

ii. This action will return you to your Ariba requisition.
1) Click ‘Add from Catalog’ to add additional items to your requisition.
a) This will take you to the Catalog Home page.
2) Go to Check Out to complete the order.

Enter Requisition Name: *
Wright,Tina M
Is this Purchase
Order for the (=]
next Fiscal Year:

On Behalf Of:

Related Projects: Creste Project  Add To Project

My Labels: Apply Label...

Line Items (1)

No. Type Description

1 B HPD-Business Services Letterhead 2 Colors (

Supplier: Printing Connection Too Inc,
Contact: Printing Connection Too Inc

Hide Details [0 ¥

Qty Unit Price Amount
1 box  $89.45 USD  $89.45 USD

HPD-Business Services Letterhead 2 Colors (Blue and
Gray ink) QTY 1000 - Customized Product No Returns

Accounting:
8ill To: Accounts Payable- East Campus
Activity Code: 66-Business Services

Dept./Program: 66005-BUS SVS

Index/Org: 160100-Off of Procurement Managmnt (OPM)

| fAdd from catalog...

Add Non-Catalog Item...|

1

Back to Top
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Requisition Edit Tools
Once returned to the Ariba cart, hosted catalog lines still allow for adjustments.
1. Quantities can be edited from the Ariba cart.
a. Click in the quantity area and type the desired quantity.
b. Click ‘Update Total’ to recalculate the requisition total.

Line Items (2}

[] Mo. Type Description t Qty Unit
O 1 [B]  Clear view Round Ring Binders, 1/2" ( 1/2" 5p each
O 2 [E]  Clear view Round Ring Binders, 1/2" ( 1/2" Sp case

| (Add from Catalog... ] (Add Non-Catalog Ttem...]

Starting quantity and requisition total

Line Ttems (2)

[0 No. Type Description * Qty Unit
1 1 B  ClearView Round Ring Binders, 1/2" { 1/2 Sp I each
O 2 [E]  clear view Round Ring Binders, 1/2" ( 1/2" Sp case

| (Add from Catalog...] (Add Non-Catalog Item.

Line Ttems (2)

[] No. Type Description * Qty Unit
O 1 [E]  Clear View Round Ring Binders, 1/2" ( 1/2" Sp each
O 2 [E]  clear view Round Ring Binders, 1/2" ( 1/2" Sp D case

| [Add from Catalog... ) (Add Non-Catalog Ttem...)

M |«

Show Details

Price Amount
$2.69 USD  $2.6% USD

$27.84 USD $27.84 USD

Total Cost: $30.53 USCH

Update Total
Show Details [ &
Price Amount

$2.69 USD  $2.65 USD

$27.84 USD $27.84 USD

Total Cost: _$30.53 USD m
Update Total

M |«

Show Details

Price Amount
$2.69 USD  $5.38 USD

§27.84 USD $27.84 USD

lEdited quantity and requisition total

2. Unwanted items can be removed from the Ariba cart.
a. Click the check box to the left of the item.
b. Click ‘Delete’ under line items.

Line Items (2]

[] Mo. Type Description Qty Unit
[J 1 El clear view Round Ring Binders, 1/2" ( 12" Sp each
2 [E  Clear view Round Ring Binders, 1/2" { 1/2" Sp case

[Add from Catalog... ] [Add Non-Catalog Item...|

lTotaI Cost: £33.22 usg

R |~

Show Details
Price Amount

$2.69USD  $5.38 USD

$27.84 USD §$27.84 USD

Back to Top



Copy

8.
a.

Previous hosted catalog requisitions can be copied to speed order entry.
Locate the previous requisition through one of two options.
Scroll down to ‘My Documents.’

b. OR click ‘Search’ then ‘Requisition.’
9. Click on the PR number or title to open the document.

T Procurement

<asrh Manage
Catalog
Check Request

Expense Repor

uisition

ke Request

e

nage

' Viewed

50500 HPD...nery May
5
50501 HPD...ery June 2015

50489

50482 DEL..L
APPROVED

50478 DEL... BY
AMODITY

10. Click ‘Copy.’

T&E

Prafarances

UWELCOME TO ARIBA PPRD!!
NEW CATALOG ANNOUNCEMENT: The Office of Procurement Management is pleased to announce the Home Depot catalog is now available.

**IMPORTANT FISCAL YEAR END DATES**
APRIL 1: The Next Fiscal Year Check Box option is only to be used for payment or encumbrance in fiscal year 2016

« For Check Requests (CRs): Use this option for an amount of $500 or greater and is for goods & services that will be received after June 30th
» For Purchase Requisitions (PRs): Use this option for orders with extended lead times that will be received after June 30th

{7 configure Tabs ) Refresh Content;

Welcame Gerden, Wene

~

caal L —
Travel Authorization "\ My Labels
Archive Items (53)
Requisition
Receipt

Check Raquest

i3 Date +

Status Title Required Action

No itams

Date +

6/23/2015
BR150500  HPD Osteopathic Medicine/Clinical Immunology Statianery May 2015 6/23/2015
6/23/2015
¥| prisossz DELL PREAPPROVED TESTING - RE-TEST #14 >S5k PARPER CAT/DELL PREAPRROVED 6/6/2015
¥ PR1S0481 _ DELL PREAPPROVED TESTING - RE-TEST #13 DELL PREAPPCAT OTY 6/6/2015

Status
Composing
Ordering
Composing
Ordarad

Ordered

a. The view and options will differ for submitted requisitions and approved and ordered requisitions.
(o B

m Approval Flow | Orders | Receipts | History

HPD O linical Stationery May 2015

Is this Purchase . . oie .

O Submitted requisition view

Related Projects:  Create Project Add To Project

My Labels: B Apply Label...

Line Ttems (5) Hide Details [I1] | ¥

MNo. Type Description Qty Unit Price Amount

1 [E]  HPD-College of Osteopathic Medicine/Clinical 1 box $33.33 USD $33.39 USD ~

Accounting:

Bill To:

Supplier: Printing Connection Too Inc,
Contact: Printing Connection Too Inc

Praduct No Returns

Accounts Payable- East Campus

Activity Code: 6
Dept./Program: B
Index/Ora;

02M-HPD-College of Osteopathic Medicine
2214-Clinical Education
111371-P,G.Ed - CE,M.E, OPTI

HPD-College of Osteopathic Medicine/Clinical Immunclogy Letterhead (Blue ink) QTY 500 - Customized




[ € Back

m Approval Flow | Orders | Receipts | History

HPD Osteopathic Medicine/Clinical Immunslogy Stationery May 2015

Is this Purchase
Order for the
next Fiscal Year:

My Labels: & Apply Label...

Approved requisition/DO

Line Items (5}

Hide Details [T |

No. Type Order Description

Dept./Program: B 2214-Clinical Education

Index/Org: £ 111371-P.G.Ed - C.E.M.E. OPTI

arcannt: inn-nutside Fvn

Qty Unit Price Amount
1 B posaosz HPD-College of Osteopathic Medicine/Clinical 1 bax $33.39 USD $33.39 USD
Supplier: Printing Connection Too Inc, HPD-College of linical Letterhead (Blue ink) QTY 500 - Customized
Aecounting: Product No Returns
Bill To: Accounts Payable- East Campus
Activity Code: 0 02M-HPD-College of Osteopathic Medicine

v

Total Cost:  $315.62 USD

b. The new requisition will retain the items listed below.

i. line items with quantity
ii. accounting details

iii. ship to and delivery details

iv. requisition title with ‘Copy of’ added to the front

The new requisition will clear all comments and attachments.
11. Update the title as needed and click ‘Submit.’

C.

a.

PR150501: Copy of HPD Osteopathic Medicine/Clinical Immunolo...

OR Continue to ‘Requisition Editing Tools’ to delete line items or adjust quantities.

Sack to Cataloa || X |

Review your requisition, make changes as necessary, and submit the reguest for approval.

m Approval Flow

Enter Requisition Name:

logy Stationery May 2015 |f&

On Behalf Of:

opy of HPD O hic Medicine/Clinical
Is this Purchase

Order for the O
next Fiscal Year:

My Labels: £ Apply Label...

—y

Line Ttems (s)

Hide Details [0 ¢

[] No. Type Description *

aty Unit Price Amount
O 1 El HPD-College of Osteopathic Medicine/Clinical box $33.39 USD $33.39 USD A
Supplier: Printing Connection Teo Inc, HPD-College of Osteopathic Medicine/Clinical Immunslogy Letterhead (Blue ink) QTY 500 - Customized
Accounting: Product No Returns
Bill To: Accounts Payable- East Campus
Activity Code: 02M-HPD-College of Osteopathic Medicine
Dept./Program: & 2214-Clinical Education
Index/Org: £ 111371-P.G.Ed - C.E.M.E. OPTT v
Account: [] 3551-Printing-Outside Exp
rom Catalog... jon-Catalog Item...
L Add from Catal Add Non-Catalog I
Total Cost:  $315.62 USD
SHIPPING - ENTIRE REQUISITION
Ship To: * [Cllg of Osteo Med- Terd @]
Deliver To:

* [Gorden, Wendy

II

Back to Top



-&-’&AHIEA‘

Check Out

Proceed to check out when your cart is complete.

1. Resolve any errors by editing the line item with errors and completing missing information.
a. Inthe example below, clearing the error requires the listed steps.
i. Check the box to the left of line one to select the line, and then click ‘Edit.’
ii. Search for the missing index information or select it from the drop down menu.

iii. Add a Requisition Name and click ‘Submit.’

PR144385: Back to Catalog |
Review your requisition, make changes as necessary, and submit the request for approval.

m Approval Flow

Enter Requisition Name'i

On Behalf OF: Wright Tina M

Is this Purchase

order for the O

next Fiscal Year:

Related Projects: Create Project Add To Project

My Labels: Apply Label...

Line Items (1) Hide Details [I[]] | ¥

Mo. Type Description

[El  esv-office of Procurement Management Letterhe

supplier: Printing Connection Too Inc,
Contact: Printing Connection Too Inc
Accounting:

Bill To: Accounts Payable- East Campus
Activity Code: 66-Business Services
Dept./Program: 66005-BUS SVS
| [Add from Catalog... | [Add Non-Catalog Item...

2. Ifthere are no errors, click ‘Submit.’

Please contact aribahelp@nova.edu if you have any questions or need assistance with hosted catalogs or any of their

features.

Qty Unit Price Amount

BSV-Office of Procurement Management Letterhead 2 Colors (Blue and Gray ink) QTY 1000 -
Customized Product No Returns

Back to Top
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