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Creating a Requisition — Office Depot Punch-out

Quick Reference Guide

Defining the Requisition

Navigation: myAscension > My Links > Supporting Functions >
Ascension Apps > PeopleSoft FIN/SCM > NavBar > Menu >Main Menu
> eProcurement > Requisition

1. Enter the PO Business Unit in the Business Unit field.

2. Enter Requester ID in Requester field.

Favorites ~ Main Menu - » eProcurement ~ > Requisition

Look Up Business Unit

*Purchase Order Business Unit 26012 Q, FLPEN Sacred Heart Hosp Pens

I *Requester QL I

Click ‘OK.. oK

4. Enter a name for the requisition in Requisition Name field.
(Requisition name will assist when searching for a requisition in the
future. If left blank, the requisition name will become the requisition
10-digit ID.)

Favorites » Main Menu ~ > eProcurementw > Requisition

Requisition Settings

Business Unit 26012 FLPEN Sacred Hear Hosp Pens Requisition Name O7ce Depot Order 052111]
Requester (RGN Alanna.Johnson Priority |Medium v
*Currency USD Requisition Type

5. Verify Line Defaults including Ship To, Location ID and Department,
making changes if needed. (See Overwrite Requisition Header
Defaults QRG.)

6. Click OK.
7. Select eMarketplace Requisition Type Icon.

Create Requisition z

Welcome ~ Amy.Lamson *
¥ @ Home  MyPreferences {8 Requisition Setings | 2 g Lines Checkout
Request Options S Search Al v Search Advanced Search
Enter search criteria or select . .
from the mena on the right o :9 Punchouts ['!:j Capital Order ':j Special ltem
begin creating your requisition. Create a requisition from exteral Create Capital Order Requisition Create Non-Catalog Requisition
Punchout websftes/catalogs
Grainger
Amazon Business
Offica Depot
E‘I‘j Bill Only/Patient Use Fc.'rm K'!‘j Pay Only K'!‘j Standing Order
Create Bill Only Requisition Create Requisition for an invoice Create Standing Order Requisition
you recelved
E'I'j Amount Only Favorites
Create Requisition for recurring Browse Favorite ltems and
invoices for senvices Senvices

8. Click YOffice Depot’ punch-out catalog icon.
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For additional resources click here.
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9. Putin the Zip Code of your location and hit continue (This enables
the Office Depot site to give you the availability of the product you

are ordering at your distribution center. 13. Click "Add to Cart

14. A page will display confirmation that item was added to the cart.

15. If you want to continue shopping search for a new item (see step
10) or click ‘Continue Shopping’. If your order is complete, click
‘Shopping Cart’ to review your order or *Checkout’ to complete
the order.

Please enter your zipcode for accurate inventory availability.

16. Review order details and click the shopping cart ‘Checkout. You can

also view alternatives prior to checkout.
10. Enter search criteria for a specific item in the Search field.

11. Click Search icon. Important Note: The minimum Office Depot order amount is
$50.00. The Checkout button will not become active until
the minimum amount is met.

D Oders [ OuderBytem [ Shoppinglists 55 Propristary tems (. Bulletin Board

odp e EEIEE Y oo ©
12. Select desired item and enter ‘Qty". Note: there is a green flag for = e e e e

best value items. R —

S ——" subt s17s0
) Office Supplies - Sic Notes & Flags - Sy tem 7877664
Post-it Pop Up Notes, 3 in x , 12 Pads, 100 Sheets/Pad, Clean Removal, Poptimistic Shopping Cart
Collection B eest value
. R $8.95/pack l comtruesnapong | e Need Stamps?

C =~

™ Post-it Pop Up Note: 3 in, 12 Pads, 100 $17.90 -v!!{lli

) stic Collection 5095 o =
] I R B ||.;_ - e st o crcs o s

 teapor B Update  Empty  Addtolis
P -
ugm,‘:.’,’i“-f o
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17. The item(s) will display in the eMarketplace shopping cart.

Checkout - R

v and Submit

s.0500

18. Enter Comments if desired.
19. Save & Submit

Confidential = For Intermnal Use Only

Additional Information Regarding Office Depot Orders:

Office Depot orders should NEVER be STAT (High Priority)
requisitions. Deliveries to all major markets are scheduled once
per week. If your requisition is approved in PeopleSoft by 2:00
p.m. EST the day before your facility's delivery day, it will be
delivered the next business day, unless otherwise noted by
Office Depot. Additional Office Depot Resources can be found
here.

Minimum order value for Office Depot is $50

Verify that all items on the packing slip listed as shipped are in
your order. Any shortages or incorrect items should be reported
immediately to the Office Depot Customer Service at
1-844-674-9437. Items on backorder will be noted on the
packing slip.

Office Depot orders are automatically received in PeopleSoft and
do not require any action from the requester upon delivery.

If ordering for multiple locations, use the zip code for that
location during the punch-out so that you see accurate
availability for the shipping of the product you are ordering.
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