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How to access the Today’s Business Solutions punch-out 

 Type Go/ipro on your Humana intranet browser 

 Click Office Supplies  
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• Select General Office Supplies-Hum Inc to access the Today’s Business Solutions site. 

• Puerto Rico associates should select General Office Supplies PUERTO RICO ONLY 
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• This is what your landing page will look like. 
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How to Search the Punch-out and Customer Shopping Tool 

• You can search by: 

1.  Keyword or item # search 

Type a keyword or item number in the search field and click the magnifying glass icon. 

2.  Item #  

Click the link Order by Item, then list the item number and quantity of the item(s) you wish to add to your 
cart.  

3. Category 

Hover over the category headings and narrow your search by selecting an item category. 

4.  Shopping lists 

Create a shopping list to locate frequently purchased items.   

5.  Quick Order 

If you have multiple items to order, use Quick Order to simplify your  
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1. Keyword or item number  
a. Type a keyword or item number in the search field and click the magnifying glass 

icon. 

 

 

2. Item # 
a. Click the link Order by Item, then list the item number and quantity of the 

item(s) you wish to add to your cart.  
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b.  On this form, you will be able to list the Item# and Quantity that you wish to 
order.  Once you have placed all of the items on the list, click Add to Cart.  You 
may also create a personal Shopping List for repeat purchases, if so, click Add to 
List.   
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3. Category 
a. Hover over the category headings and narrow your search by selecting an item 

category. 
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4. Shopping lists 
a. Create a shopping list to locate frequently purchased items.  Select My Lists on 

the home page to create a new list or view those previously created.  
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b.  You may also view, shop, and create a shopping list of the Best Value Items.  
These are the top 25 SKUs for various categories created to simplify your 
shopping experience.   

c. Select the category name and a list of items at Best Value will populate available 
within that specific category.  
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5.  Quick Order 
a.  If you have multiple items to order, use Quick Order to simplify your shopping 
b. Enter the 6 or 9 digit item # and quantity, select Add to Cart or Add to List, the 

item(s) entered will add to your shopping list.   
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Setting Preferences in iProcurement  

• All Humana associates (including WAH’s) are encouraged to set their Preferences 
within iProcurement before creating any requisitions.    

• This will ensure proper and timely delivery of your requisition order.  All Humana 
locations should be loaded in the system by HR to show your exact location address 
with floor or suite number.   

• If you do not see your full location address within iProcurement when creating a 
requisition please contact Humana Systems Support and use the following email 
verbiage: 
 
To:  HRSystemsSupport@humana.com 
Subject:  Deliver-To Location Code for (Enter Your Site Location) 
 
RE:  HR Systems Support, 

The following Deliver-To Location Address is not listed within Oracle.  Please load the following location address within Oracle 

so that I use it as my correct Deliver-To Location for requisitions.   

 

 

 

 

mailto:HR%20Systems%20Support%20%3cHRSystemsSupport@humana.com%3e
mailto:HR%20Systems%20Support%20%3cHRSystemsSupport@humana.com%3e
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• Select Preferences in the upper right-hand corner from the iProcurement landing 
page 

 

 
 
 

• Select iProcurement Preferences on the left-hand side of the following page 
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• Select Main Store as your Favorite Store, as this will ensure any searches you 
perform will look at all catalogs. 

• Leave the Search Results per Page and Shopping Search Results Per Page to their 
respective defaults of 50 and 25 
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• Ensure that you are listed as the Requester 

• If you are not, clear the text box and search for your name by entering 
%lastname%firstname% and click the magnifying glass icon.  The percent sign acts as 
a wildcard when searching nearly any field in iProcurement. 

• If you are unable to locate your name, try searching for a portion of your first and 
last name. 
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• Use the magnifying glass icon next to the Deliver-To-Location field.  If your correct 
delivery address and suite/floor number are not already shown, search for your 
building or street name, again using the percent sign.   

• Select the location with the correction information by clicking the Quick Select 
button.   

• You may also reference the formal Hi! Communication in simplifying purchases for 
Work At Home Associates here 
WAH Automation_Hi! and LM Communicating Quick Reference Guide 
 

 
 

http://connect.humana.com/sites/humanresources/procurement/Shared%20Documents/EPVS%20FAQs%20-%20aSSIST%20and%20iProcurement/Documents/WAH%20Automation_Hi%20and%20LM%20Communications_05162016.pdf
http://connect.humana.com/sites/humanresources/procurement/Shared%20Documents/EPVS%20FAQs%20-%20aSSIST%20and%20iProcurement/Documents/WAH%20Automation_Hi%20and%20LM%20Communications_05162016.pdf
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• Click Select icon to save your changes 
 

 
 

 

 

 

 

 

 



Humana / Office Supplies FAQ 

Humana Internal – updated August 8, 2018                           Return to Table of Contents   Page 18 of 32 

Adding a Floor or Suite Number 

• Add Requester name 

• Click the magnifying glass under Deliver-To Location 
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• Enter the Building Name with % sign at the beginning and end Quick select the 
address with floor number 

• Click Select 
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• Click Apply 

• You’re Preferences are now set as your default Deliver-To Location within 
iProcurement.  Remember to update your Preferences using these instructions, 
anytime your physical location address changes.   

•  
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Ordering for a Different Location 

• If you need to order for a different location other than your own location address, 
please refer to the Ordering for a Different Deliver-To Location Quick Reference Guide 

• Examples of when associates may need to order for a different location other than 
their own: 

1.  An associate working temporarily at a different Humana location and may need to 
order office supplies while at that location.   

2. A coordinator is placing a departmental order for office supplies for associates at 
another location. 

 

 

 

 

 

 

 

http://connect.humana.com/sites/humanresources/procurement/Shared%20Documents/EPVS%20FAQs%20-%20aSSIST%20and%20iProcurement/Documents/Ordering%20for%20a%20Different%20Location%20Quick%20Reference%20Guide.pdf
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How to Create an Order 

Search results can be filtered in a variety of ways using: 

• The dropdown menu directly above them  

• The specifications lists on the left 

• Filter by the Best Value items, which have been specifically contracted by Humana at 
the best price 
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• Once you have located the item you wish to purchase, enter the quantity and click 

Add to Cart 

• Be sure to pay attention to the unit of measure when adding items to your cart 

• You may also click the name of the item for a detailed description and to see related 

items 

  

 



Humana / Office Supplies FAQ 

Humana Internal – updated August 8, 2018                           Return to Table of Contents   Page 24 of 32 

• The Shopping Cart will show all items to be included in your order, quantities and 
the total cost 

• You can update quantities or remove items as needed by selecting Shopping Cart 

• Click Check Out to proceed 
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• You will now proceed to the Humana iProcurement site. 

• The data from your purchase will automatically populate the requisition information.   

• Refer to the following document How to Edit Fields within your iPro Requisition Order 

Quick Reference Guide to update any of the following: 

1. Accounting String 

2. Deliver To Location/Address 

3. Requestor 

4. Changing the Need By Date for Delivery 

 

 

 

http://connect.humana.com/sites/humanresources/procurement/Shared%20Documents/EPVS%20FAQs%20-%20aSSIST%20and%20iProcurement/Documents/How%20to%20Edit%20Fields%20within%20your%20iPro%20Requisition%20Order%20Quick%20Reference%20Guide.pdf
http://connect.humana.com/sites/humanresources/procurement/Shared%20Documents/EPVS%20FAQs%20-%20aSSIST%20and%20iProcurement/Documents/How%20to%20Edit%20Fields%20within%20your%20iPro%20Requisition%20Order%20Quick%20Reference%20Guide.pdf
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• You will not be able to add any additional items to your cart after submitting 

• Final requisition review. If everything looks acceptable, click Submit. 
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• With the requisition submitted, it will automatically go to the appropriate approver. 

• Once the requisition is fully approved, a PO will be created.  
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Today’s Business Solutions/Humana account team 

• Customer Service please contact 

1-877-895-6532 = Monday -Friday 7am - 6pm CST 

Email = info@tbstx.com 

 

• Humana’s account team 

Diana Prado = Customer Service Representative 

1-877-895-6532 | diana@todaysbusinesssolutions.com  

Sofia Longoria = Customer Service Manager 

1-877-895-6532 ext. 207 | sofia@todaysbusinesssolutions.com 

Jo James = Account Manager and Director of Strategic Partnerships 

713.861.8508 | jo@tbstx.com 

Melissa Parsons = Strategic Account Manager 

859.509.7988 | melissa.parsons@officedepot.com 

 

 

 

 

mailto:info@tbstx.com
mailto:diana@todaysbusinesssolutions.com
mailto:sofia@todaysbusinesssolutions.com
mailto:jo@tbstx.com
mailto:melissa.parsons@officedepot.com
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How to track an order 

• Order tracking with Today’s Business Solutions 

1. Click Orders, search by PO#, date, and dollar range, under the Showing All Orders 

tab you will find your detailed order tracking information 

2. You may call customer service TBS Customer Service at 1-877-895-6532  

Monday - Friday 8am - 5pm CST.  Be sure to provide the purchase order number 

and the rep will give you details.   
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How to process a return 

• Requirements for the return of office supplies: 

1.  Merchandise must be returned within 30 days of the original delivery date 

2. Items should be in their original packaging 

3. Locate your Humana Purchase Order number before contacting TBS for returns 

4. Returns may be requested via the Office Supplies Catalog or by contacting TBS 

customer service at 1-877-895-6532 or  info@tbstx.com 

 

 

 

 

 

 

 

 

mailto:info@tbstx.com
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Headsets 

• Mallory Headsets is the vendor to purchase headsets for office and WAH associate 

phones 

• Please refer to the Mallory Headsets FAQ for detailed information on customer 

service, ordering, returns, repairs, trouble shooting, device compatibility, and more. 

• All program FAQ’s are located in the iProcurement Assistance store 

• The Mallory Headsets punch out is located in iProcurement within the Headsets 

store 

  

http://connect.humana.com/sites/humanresources/procurement/Shared%20Documents/EPVS%20FAQs%20-%20aSSIST%20and%20iProcurement/Documents/Mallory%20Headsets%20FAQ.pdf
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Lexmark Toner 

• Pendl is the vendor to purchase toner for Lexmark office and WAH printers  

• Please refer to the Pendl FAQ for detailed information on customer service, ordering, 
returns, device compatibility, and more. 

• The Pendl punch out is located in iProcurement within the Printer, Toner, Ink 
Cartridges Supplies Store.   

 

  
 

http://connect.humana.com/sites/humanresources/procurement/Shared%20Documents/EPVS%20FAQs%20-%20aSSIST%20and%20iProcurement/Documents/Pendl%20Program%20FAQ.pdf

