Quick Reference Guide HilltopHoldings TP

ePURCHASE

Ordering Office Supplies in ePurchase

. Log in Using ePurchase ICON on Desktop or HTH shortcut folder. ﬂ

PURCHASE

2. Click on Office and Breakroom Supplies Tile owmsmm e e e
e

Showing 1 of 1 results

3. Click on Office Depot Catalog -

Buy From Supplier

4. Search for Items in the Office Depot Catalog

Account 31314324 Hi, PUNCHOUT USER  Logout

Order By ltem | My Lists
sizs: [P x 8 8@ O = T
My Account~ Orders~  Quick Order+ Mylists~ Cart - 50

Office Supplies Paper Ink& Toner Breakroom Cleaning Electronies Furniture School Supplies Computers & Accessories Print & Copy MY OFFICE DEPOT +

5. Find Item
B G Shamen
Availability: 99 Add to list
7. Add to Cart ¢ s
8. Follow (Steps 4 to 7) again or Click on Continue Shopping continue snosping
. . q q o 5iems
9. Click on Shopping Cart to view items ordered Bl Or o s13275

10. Click on Check Out when done shopping

11. Returns to ePurchase Guided Buying and adds items to ePurchase Cart L¥ .

Sharpie(R) S Gel Pens, Medium...
Sharpie(R) S Gel Pens, Medium Poin, 1.0,

.99 USD x 1 Delete ?
Total: $16.99 USD
i Check out . .
12. Click on Check Out [\ < Office Depot Punchout Link

Checkout / PR11326

13. Change the Title Name from “Office Depot Punchout Link” to a
more informative title. Example: June Office Supply Order” ¢ |June Office Supply Order

Checkout / PR11326
14. Click on Send request

15. Routes for Approval to your immediate supervisor

Approval Flow Click on the line to add approvers




