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ePurchase: The HTH Enterprise Procurement Tool

When you use ePurchase to order office and breakroom supplies, you are:

v/ Maximizing Hilltop’s purchasing power for reduced prices and higher discounts

v Supporting procurement preferred suppliers

v Maintaining efficiencies in process

v’ Reinforcing Hilltop internal controls and reducing financial and fraud risk to our company and,
v Championing visibility into Hilltop spend for improved discounts and processes in the future

Let’s Get Started!
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Basics of ePurchase — Landing Page Navigation

Notifications

Home — Return to Landing Page Search Box

Notifications
] [ - = Find goods and services
EPurchase Gu Id Ed B uying . . I - Approve request TSK1913840294 from. ..

@ Receive order SBO10147

Guided Buying

Find goods and services Q ..

Shop Your Favorites

Your Requests Your Approvals

Your Request

< Your Requests

AlL{104)  Quotes (0} Tareceive (D)  Cusiom farms (1)

_ Office Supplies
Requested 6111120 mourd. 345,82 L

You have 1 item in your cart
Rocky Mount Paper Order

Your Name

Boise(R) X-3(R) Multi-Use Copy...
Baise(R) X-9(R) Multi-Use Copy Paper, Lett...

$31.99 USD x 1

Delete

Total: $31.99 USD m

Your Approvals

€ Your Approvals
S

oapprove () Towatch (0)  Recent approvals (2)  Custom fomms (0)

ilter by

o8 Beckie Hoyt .
Apprave Contract Docuamants 2 S = | e
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Navigating to Office Depot Catalog

Landing Page — Two Options Option 2 — Step 1 - Enter “Office

Supplies” in Search Box

Company catalog

Showing 1 of 1 results

Option 1 — Step 1 - Click
on Office Supplies Tile

Office Depot Punchout Link
OFFICE DEPOT INC

Option 1 or 2 — Step 2 —
Click on Buy from Supplier
This will open the

Office Depot Catalog

Office Supplies

¥ Buy from Supplier
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Office Depot Catalog

Guided Buying

Close Session

Account 31314334 Hi, PUNCHOUTUSER  Logout ~
Order By Item | My Lists

stz [ a) 8.8 O =%

My Account~ Orders~ QuickOrder~ MyLists~ Cart ~ 53199

@)
MY OFFICE DEPOT =

Hi, Punchout User

P Logout

Office Supplies %r Ink & Toner Breakroom Cleaning Electronics Furniture School Supplies Computers & Accessories Print & Copy

Account 31314334
1. Search using key words
Services
P 1,807
R @ ®
= 1T
Z §EF 3 V om
Estimated Total $31.99

Checkout

BICS Round Ballpoint Pens
Medium Point, 1.0 mm, Translucent

Recently Viewed
Barrel, Black Ink. Pack Of 60 Pens b

= S )

Order By Item

ge from Gerry Smith, CEQ, Office Depot, Inc. Steps we are taking to help our customers Learn more,

E: Due to unprecedented demand for certain products and work/travel restrictions imposed yrarious
overnmental agencies in an effortig.raiect ggainst the spread of the COVID-19 Coronaviryd delivery
“€Qe.

Recent Seaj

3. View Cart — List of items in Shopping Cart 5. Opens Shopping Cart in ePurchase

i Need Help? menet @ rics
Shopplng Cart Sortinue Shoveing eed Hop? et @ | You have 1 item in your cart
Price aty. Total

Order summary

) . ) BIC(R) Round Stic(R) Ballpoint P...
= BIC® Round Stic® Ballpoint Pens, Medium $699 1 $6.99 armn =D BIC(R) Round Stic(R) Batlpoint Pens, Mediu
Point, 1.0 mm, Translucent Barrel, Black Ink, / box -
& Pack Of 60 Pens. Update
Item # 664011 Entered ftem # 664011

Estimate Shipping & Taxes $6.99 USD » 1

Delete

Remove
Total (1 item) $6.90
Save for Later Total: $6.99 USD
NS 8  Checkout
Update Cart | Emoty Cart | SmvecCatTolit () Order byitem #

6. Check out again to Submit for approval
4. Continue Shopping or Check Out
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Submit Order for Approval

= o 7. Click on Send Request to submit for Approval

You have 1 item in your cart x

BIC(R) Round Stic(R) Ballpoint P...
BIC(R) Round Stic(R) Ballpoint Pens, Mediu

Guided Buying
$6.99 USD » 1 Delete
var} ? <, Office Depot Punchout Link l s

/ PR1

Total: $6.99 USD m

Ship to Manage locations Charge to Menage details Total Cost $6.99 USD

325 N Saint Paul Street Department (Procurement)

1. Click on Check Out e i
Button

2. Change the Title

3. Check the Ship to Information BIC(R) Round Stic(R) Ballpoint Pens, Medium .. 1 nax 369 USC 8699 UsC

OFFICE DEPOT INC

4. Check Charge to Information e

Share with supplier

5. Check the items for accuracy N

6. Check the Approval Flow ————  #ewrotfor
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