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

Quick Reference Guide 

Welcome to your new TierOne site

� 

� 

LOGIN

Go to the e-procurement punchout link on your desktop.
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WAYS TO SHOP

In the Faison/Office Dept Site

1. Search by Keyword or Item#

2. Order by Item #

3. Category

4. My Shopping Lists

5. Ink & Toner

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

Once you are in the ordering site, you will search for your desired items, add the items to your cart and then 
transfer them back to the Dow Dupont eprocurement site.



MY SHOPPING LISTS 

To create a shopping list . . . 

� 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 

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. 

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



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.

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

6. Cart contents will punch back into Ariba. 



7. Name the ”Title” test number # and what type of PO you are sending. (e.g. Test #2: 1 
multiline catalog PO) 

8. Designate a ”Need By” date to continue and the add the correct ”Company Code” to continue. 

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



9. Highlight all line items then navigate to ”Actions”-> ”Edit”.  

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). 

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



11. After the test PO is fully configured, click ”Submit” to send the PO.

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

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.

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



14. A successful PO release will show ”PO# Successfully Sent to ERP” in the history tab as shown 
below. The status at top right will show ”Ordered”. 

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

RETURNS 

• Contact customer service at 888.664.3307
o provide PO# or Order number

• 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.
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