Quick Reference Guide E__EEISON
Welcome to your new TierOne site Office

Products
LOGIN
Go to the e-procurement punchout link on your desktop.
SAP Ariba R e e e
!
1. Navigate to "Shop By”->"All Suppliers”, and select the supplier.
4 » FAISON OFFICE PRODUCTS INC (1) o
E G %

lalog Home [ Punchasng Cvganizaton - GO00 (External Procurément Suppher - FASON OFFICE PRODUCTS INC™

1 item(s) found View, (= Sort by

Select “Buy from Supplier”.

n - 04 Office Depot Punchout Catalog
r. FAISON OFFICE PRODUCTS INC Busy from Suppber
[ ]

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com
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Once you are in the ordering site, you will search for your desired items, add the items to your cart and then DfﬁﬂE
transfer them back to the Dow Dupont eprocurement site. Products

Home - Logout ™
Office S . .
WAYS TO SHOP Products Diversity, Expertise & Innovation
In the Faison/Office Dept Site —
9 Account 80554828  Hi, Trigg Delahunty  Logout ~

Faison Jrder By Item | My Lists

Office o ] 8 $ ® = -Q 0 ltems
1. Search by Keyword or ltem# IPrcc\ucts, { Eearch by Keyword or ltem# Q My Account - Orders~ Quick Order+ My Llists+ Cart~ 0
2' Order by Item # Office Supplies Paper Ink & Toner Breakroom Cleaning Technology & Services Furniture School Supplies Print & Copy
3. Category

. . Home / Ink & Toner
4. My Shopping Lists
5. Ink & Toner
Select a Printer Search by Printer or Cartridge

Search by Keyword or Item#
The search field allows you to shop for items by simply entering in a keyword or Part ID in the SEARCH field and selecting the search icon.

Order by Item Number

Located at the top of the screen is the “Order by Item #” feature which allows you to simply list the part ID and quantity of the item(s) you
wish to add to your cart.

Category
By moving your mouse over the category headings, you can narrow your search by selecting your desired item category.

Shopping / Favorites List

You may create a shopping list to locate items you purchase frequently in one easy to find place. Selecting My Shopping Lists on the home
page will allow you to create a new list or view previously created shopping lists.

Ink & Toner
This is where you can easily filter through various printing supplies to find the appropriate ink or toner for your machine.

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com




MY SHOPPING LISTS

To create a shopping list . . .

=FAISON
Office

= Locate the item that you would like to add to the shopping list

= Select “Add to Shopping List”

= A window will pop up. This window gives you the ability to create
a new list or add the selected item to an existing shopping list.

To add an item to an existing shopping list

=  Select the Shopping list name of where you want to add the item
You will receive a pop up window that indicates your item was

added successfully

Create a new shopping list
= Select “Create List”
=  Enter the name of your new shopping list and select SAVE

Account 80554828  Hi, Tricia Delahunty  Logout
Order By ltem | My Lists

& @ ) =R Oltems
Q My Account~ Orders~ Quick Order~ MylLlsts~ Cart~ $0

lices Furniture School Suppl

Manage Lists No Default Selected

Create New List SELECT DEFAULT

Create’ List Name Date

manage & Save For Later 20170214
save your MONTHLY ORDER  2017-02-10
ShOppiI’]g list BREAKROOM 2017-02-07

VIEW ALL LISTS

lanners » Binders & A

* Dividers & T

¢+ Laminating (

LEARN MORE »

Is & Bases (28)

essories (49) * Binder Accessories (149)

» View All

e

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com
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Uni-ball Please use Advanced Sorting options below to sort products by Best Value Item, Contract Item, price and mare

o o
O check Fraud Prevention &

tten 281285
/ Uni-Ball Vision Fine Rollerball
Counterfeit Detector Pens (2) g
4
B Brand

$27% / dozen
Pens - Fine Point Type - 0.7 mm
Uni-ball

See Proprietary Items

[€ua=1"]
S Categories

Gel Pens. Recently Viewed

O rollerball Pens s) Quick Order

Recent Searches

Point Size - Purple Pigment-based A

4 Ink - 1 Dozen Add tolist
' Sold Online
Orilots) A

Oentel 9

Select a List|
Oc2e
¢ %4 | Recently Used Lists

B Pack Size y

O

On2q /
&

Create New List

For best results, please limit your list to a
maximum of 200 different items. Exceeding this
limit will adversely affect the Shopping List's
response time.

Test List
Persanal Shopping List

$279 /acr

Save For Later
Save for Later

Add to list

Create New List

SHOW ALL LISTS

CREATE LIST
MANAGE LIST

List Name:

Comment:

[0 vYes, set to default

You can access your shopping lists from the Navigation Bar under My
Lists. Click on the appropriate Shopping Lists.

Select the item(s) to add to your cart and adjust the quantity.

Select “Add to Cart” to add the items into your shopping cart.

Gel Pens Account 80554828

06 © 0




CHECKING OUT

To complete your order you can VIEW CART - All items added into the shopping cart will be displayed and
CHECK OUT or Select CHECK OUT for the MY TOOLS Menu. Your items will be transferred from the
online ordering site to the Dow Dupont e-procurement punchout site.

e
Diversity, Expertise & Innovation
= 0w
Search by Keyword or Item## Q MyA«gwn(v ﬂirh oulzk?merv Myl cart- we
The item listed below was added to your shopping cart.
Descrtpion e
/ Unl-Ball Type - 0.7 mm $27.89 f0ozen 1
6. Cart contents will punch back into Ariba.
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Hi, Tricia

T Delahunty
Logout

Account 80554828

See Proprietary ltems

(art'\.:‘ro Q

Add $18.54 more for FREE shipping

Estimated Total $31.46
Recently Viewed (~]
Quick Order (V]
Recent Searches [\

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com
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7. Name the "Title” test number # and what type of PO you are sending. (e.g. Test #2: 1 Office
multiline catalog PO) Prnd ucts
SAP Ariba  GoTobabtmus  T0OLEI 1 =
Tatad |1 iness) FIETAUED
8. Designate a "Need By” date to continue and the add the correct "Company Code” to continue.
On Behalf Of Justin Miller

Delay Purchase Unti =)
Company Code (no value)
Rush Category Mo Choice ~
Header Note
My Labels: Apply Label
Deliver To Person: * Miller, Justin (J)
Need-t =z

Visible to Supplier

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com
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9. Highlight all line items then navigate to "Actions”-> "Edit”.
Office
Products

* Line [tems

1 em Totad

10.  Configure the "Bill To”, "GL Account”, "Cost Center”, "Plant”, and "Purchase Group” fields. For "Bill to”/ "Ship to” fields,
reference the file atttatched below that has valid "Bill to”/ "Ship to” pairs. Reference the Taxfree column (Column A) for taxable/
non-taxable plant pairs. Yes denotes Non Taxable, while No denotes taxable. If the fields are flagged as red, a different
configuration will have to be used, work with the specfic supplier to confirm the "Bill to”/ "Ship to” pairs that are configured in
their test environment. Note that the company code used in step 8 has to match the Bill to value used. The "Unloading Point” field
is a text field that needs to be populated, however in the test environment any value can be input (e.g. Back of Building).

Accounting - by Line Item

Account Assignment: * | K (Cost center)
tem Category: ™ | Material
* [ A
{no value) |
count 0000630075 (MATLS CONSUMED-PR

* [ \
ost Center (no value)

Shipping - by Line Item

t* | (no value)
Deliver To Person: * Miller, Justin (J)
oo y Date s
Alternate Delivery Address {no value)
19 Poi
Purchase Group: * | (no value) |

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com
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11. After the test PO is fully configured, click "Submit” to send the PO. OﬁlﬂE
Products

4 e Total S et i

12.  After submitting, you will be navigated back to the home screen. Select "View Requisition”, to ensure the PO released properly.

SAP Ariba + Tt Site L -

Catalog Home (3 At 1

13. Select the "History” tab, review the status of the PO. If the PO status shows "Set Back to Composing for ERP Push Errors”,
then click on the PO, and repeat steps 7-11 with correct information. The top right status of “"Composing” is a second check that
shows the PO has not been sent. If this problem persists, contact tech support to review the error log.

PRE5291 - tast Statug; Composing

Histary

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com




14.  Asuccessful PO release will show "PO# Successfully Sent to ERP” in the history tab as shown =;EEISO N
below. The status at top right will show "Ordered”. Office

Products

PRSETS - TESTS: 1 multi-line Catalog Purchase Order Status: Ordered

E
-

RETURNS

e Contact customer service at 888.664.3307
o provide PO# or Order number
e Customer service will process the return and provide you with a return
number and instructions on what to do with the package(s) being
retruned.

For order questions or product info please contact Faison Office Products Customer Service at dow@faisonopc.com or dupont@faisonopc.com
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