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What'’s different in UD Exchange?

Commodity Codes Allocation

~ ~

Previously, UD employees would manually
select an account code and category code for
their purchases

" "

|| Previously, UD employees would allocate their Procurement
Card purchases after the fact.

~ ~

In UD Exchange, employees will select a commodity
code which will automatically generate the correct —
account code for the purchase.

" "

In UD Exchange, all purchases are allocated
prior to ordering.




Submitting a Non-Catalog Requisition

e (Catalog shopping in UD Exchange uses hosted or punch-out catalogs where UD-
specific items and prices are offered by UD-contracted suppliers. “Non-catalog”
shopping refers to purchases where hosted or punch-out catalogs are not used.

* A non-catalog requisition can be initiated by a Shopper or initiated and submitted
by a Requester in UD Exchange.

* A non-catalog requisition usually begins with a quote from a supplier.

e Asupplier must be registered in UD Exchange prior to completing a non-catalog
form.
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Cassidy Painting Inc.

Company: University of Delaware

Email/Fax: WO#1041012 ACCT# MAIN175336 .
While it’s not as

1
Project: Morris Library and Robinson Hall important to list out ALL

BID AMOUNT: See Below items if they are the
Remarks/Clarifications: same commodity (e.g.,
Robinson Hall: Power wash all sides of the building to remove dirt and building materials), it IS
mildew not including roof top windows $6,800.00 .

Morris Library: Power wash all sides of the building to remove dirt and IFA[pEAREIE 1) SEEEIEIE
mildew $17,850.00 goods from services.

The quoted amount reflects the project conditions as presentad at the time of pricing. Unforeseen field
conditions will require a review of the quoted amount and must be addressed prior to the work continuing.

Not included: Wage rates, bond cost, floor coating or sealers. painting of exposed floor, staining of
wood doors, p-lam finishes, caulking of cabinets and millwork, wall protection and accessories, wall
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View All Drafts
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5, 2018, By cloging this banner, you acknovdedge that when you use cur Solution, we process your personal information a3 described in owr Senvice Privacy Policy

My Hesburces

mmmmuﬁmﬂyi elfware Exchange!

—
AL

Here you'll find the goods and services you nelld. The greatly expanded University of g

Defaware Fi provides  familiar onli wpping experiente and negotiated pricing from Hon-Catalog Herm
* Ubs prefered suppiers. Site Map

Non-Catalag ltem X

Yous can search for llerns by keyworn #

_[|I_|_ 2 i i'nur ﬁmi cart, and ass-inur Enter Suppller TR
CAS { KATHERINE AMAND

N CASIDY

Catalog & Formi Showcase ([ oing Business 4x BRIAN CASSIDY BOCKSELLER 1y Price Packaging
PARTLER CAITLIMN CASSID!
~ Office/Misc Supplies 8 C Ea
(o]
amazon| Cawon | <
r-""_r 51| Non-Catalog E
Commodity Ceds
~ MRO/Facilities =
(i | Saveand Close | Save and Add Anather | Close

1. The Non-Catalog Item window will appear.

srenauson || TRId 0T |

2. Enter the name of the supplier into the Enter Supplier field.

- 3. Select the correct supplier from the list of results
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g b Shoppng tiome # Shoppmg Home Page

Shopping Home Page

Organization Message

Welcome to the University of Delaware Exchange!

Here you'll find {he goods amd semic - -
provides 4 fam Mon-Catalog ltem

UD's prefamed supplsrs.
CASSIDY PAINTING “*'=

HE=

Yeui epn search for llerng by keywar )
in your shopping cart, and assignog Fulfillment Address Cr
Catalog ltem link, complels the fom

SSI0Y [
MWEWPORT, DE

Catalog & Forms Showcase (R

e Supplier Item = p 2
~ Office/Misc Supplies 8 ¢ Descripticn Nishar Quantity  Price Packaging
| o Robinson Halk: Power wash all sides of the | Robinson 1 6800 a1

¢ including roof top windows

~ MRO/Facilities

i el
| | pl
#4FERGUSON TRIAE _I‘JI?.Tl

Mon Catalg

its Saonce Privacy Policy =ffective hMay 25, 2078, By closing this banner, you acknowledge that whan you use our

edit Card: (preferred)

Dd-2440 US

W bullding to remove dirt and mifdew not

Saveand Cloge | Save and Add Another | (lose

= Seencn AL

00, WE process your persoaad information 45 described in our Service Privacy Poboy

Quick Links My Resources

2 auled Biiying Cheakdiats My Resources
e lapse | ihrany 0®
5 Canmmindity Code-Ancount Crosswal Proguot Rekease Linrary, (4
= e | UDExhange@udelady

Site Map

i

a

ooouso W

G -

Enter the information for the first line item of your requisition in the Description, Supplier Item
Number, Quantity, Price, and Packaging fields.
Tip: copy and paste line item information directly from the quote you received from the supplier.
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o JAOGAER revized its Sanece Prvacy Policy effective May 25, 20718, By clnsing this hanner, you acknowledge thet whean you use o

aliitinn, we process your personal informiation as described in ouwr Service Privacy Fokcy

Shopping Home Page

0 2

Organization Message

Quick Links

ed Biying Checkdists My Resources
e Lifirary O8

Welcome to the University of Delaware Exchange!

s k Prod =
trrindity Code-Aocount Crosaswell Product Rels

Here you'll find {he goods and servic . = o ————— e |- UDExhar el i
Defaware provides 4 fam Mon-Catalog ltem 3K
UD's prefamed supplers.

Site Map
CASSIDY PAINTING
oy 0y search Tor llermns by keywar
in your shopping cart, and assignor  Fulfillment Address Credit Card: (preferred)
Cataleg tem link, complels the fom /!

F ¥ B

Catalog & Fon

~ Office/Misc Supplies & ¢ Description Suppliet tem  quantity  Price Packaging

Mumber
| = « Robinson Halk: Power wash all sides of the | |Robinson 1 £800
amazlm E':“_E“ W building to remove det and mildew not

=Sy ¢ including rocf top windows

Mz, Supghes

Féom-Cakalog

e MRQ,FFR“H’B odity Code J.

el f“’p
w\ TRIdL .{‘JI‘.T

Save and Cloge | Save and Add Another | (lose
Mon- Cataling

J

You will be required to enter a Commaodity Code for each line item.

Click the magnifying glass next to the Commodity Code field to search for codes.

~ 86/ Research SUppIies 7
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SNop. b Shopping. k e

Shopphg Home Page Description contains T — 3

Search
Organization Message \"] -

Welcome to the Universiy of Delaware Exchange!

v

Heme you'll find the goods amd serar almt - :
provides o far) Non-Catalog item

UD's prefamed supphers

CASSIDY PAINTING '
Vo a0 search for llerng by kaywaor . )
in your shopping cart, and assignos  Fulfillment Address Credit C.

Cataleg tem link. complels the fom 107 CAS
MEWROH

Catalog & Forms Showcase (R ut Tethad: H
|

~ Office/Misc Supplies & ¢ Description

- 1

e ¢ Robinson Halk Power wash all

amam Canon w bullding to remove dit and m)
e L e s

¢ inchuding rocof top windows
146 charact =

The Commodity Code Search box will appear.
Click the Search button to see all commodity code options in a list.

You can also type various criteria in the Code starts with or Description contains fields to narrow your
search.
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Robinson Halk Power wash all
building to remuoy

including roof top v

146 i

wmmodity Code

P

rles] soquest.com

|+ Click to filter search results

Results Per Page [

Resuits Per Page |20

riptsslectiislu

Results 78 [#]Pagel 3 ~|of4[x] 2
Description =

Cleaning Equipment & Supplies

Service idustry Machinery, Equipment & Supplies.
Sports, Recreational Equipment & Supphes
Food Beverage & Tobacco Products

Equipment & Supplies
Financial Instruments, Products, Contracts & Agreements
Financial Instruments [Digital Currency

ing, Forestry & wildlife Contracting Services

industrial Production & Manufactuning Services
industrial Cleaning Services

Environmental Services

ubD
Commodity
codes are
based on the
UNSPSC
Segment
level. A
crosswalk of
Commodity
Codes to
Account
codes is on
the home
page of UD
Exchange.
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wmemms L. The Commodity Code field will be filled with the code you
selected.

2. Click Save and Add Another to add the next line item.

Repeat the previous steps until you have added all of your line items.

in your shopping cart, and s gn or Fulfillment "-ddﬂ-‘ﬁs
Catalog ltem link, curnuiel.a the fom 102 v
BE04-2440 LS

Catalog & Forms Showcase (R

[ ¥}
]

Supplier Item = p S
Nisibat Quantity  Price Packaging
Rabinson
-~
MRO/Facilities e omancdlir o da ——— A— 1
5

and Add Another | Close
b

My Requisitions

W Viow as Graph () View o List
E




Catalog Siza /
Product Description o Packaging UnftPrice Quantity

Supplier Name
Robinsan EA 20000 UsD TEA

CASSIDY PAINTING  Robinson Hall: Power wash all sides of the
building 1o remave dirt and mildew not

mcluding roof top windows

deffersnt supphier

CASSIDY PAINTING

Commedily Cade

m Save and Add Another | Close |
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sfully added o cart

My Cart

s your personal infarmation as described i
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o JAOGAER revised its Service Privacy Policy effective May 25, 2018, By closing this banner, you acknowledge that when you use our Solution, we pro;

Shopping Home Page

Organization Message o1 Quick Links _l!nhinsnn Hall: Power wash all si
F 0

Welcome to the University of Delaware Exchange! B Gulded Wiying Chesidl s
Hers you'll i i By Gase htoouil Groosiv 24,650.00 USD
Defaware Ex . . .
we= 1, Click the Shopping Cart icon.
YOu CAn Se
in your shopy
Catalog ltemr Lr

2. Select View My Cart.

v Office/Misc Supplies & Copiers ? View All Drafts

o . L& s z o resulls found
amazon| canon | 3L | TRy | e xeroxgy| O
Misc. Supplie Non-Catalag v -”'"’ Mon-Catabag Men-Catalog || pyon-Carabeg
~ MRO/Facilities ?

(1]
£ FERGUSON TR

Mon- Catalog

~ Computer HW/SW 7

| @ .

I a 228 w0 View as Graph (3 Whew as List
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Snop b My Cars ang Crders b Open iy Active Shoprmg Cor b Car - Draft Regquistion

o JAGOAER revized ts Service Privecy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Sofution, we process your personal information a3 described in our Service Privacy Policy.

= Shopping Cart e ressoc requesier

Add Non-Catalog Hem | (=] Save
Cart Mame Cassidy Power Washing p— 1

Description

hulti-invoice/Fayment L
Supplier / Line Item Detalls
Show line details
CASSIDY PAINTING ore it
Credit Card edit |
102 CASSIDY DRVE, MEWPDRT, DE 19804-2445 LS
vdel non-catalog e for this suppher
Product Description

Robinsen Hall: Power wash all sides of the building 1o remove dift and mildew notl ncludng roef top windews g3 B¢

Muorris Library:Power wash all sides of the building to remove dirt and mildew gy 3

| 1. Enter a name for your Shopping Cart in the Cart Name field.

3. Click Proceed to Checkout to take the next steps on the form.

2. Enter your quote number into the Quote Number field if applicable.
Attachments and Shipping location can be accessed on the next page.

a za5000usD W P W .- @

1, Continue Shopping
7 tem{s) for atotal of 24,650.00

| Procesd to Checkout | or | Assign Cart

?
For selected line |terr-s§Add to Favontes | Ga
Contract 0 vl
PO Mumber To Be Azsigned
CQuole number I-0423181 — 2
Catalog No Size / Packaging Unit Price Quantity Ext. Price O
Robinsan EA 680000 1 EA 800,00 USD ]
Magrris Library EA 17.85000 [ EA 17,830.00 USD
Supplier subtotal 24.650.00 USD
Subtotal 24,650,00
Total 24,650.00 USD

:_rmuw| or | Assign Cart

w cart histon
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Crders b Search ¢ SearchDocumems ¢ Shippeng - Draft fequismon

e JAGOAER revized s Service Privecy Policy effective May 25, 2018. By closing this banner, you acknowledge that whan you use our Solution, we process your personal informiation 38 described in our Service Privacy Policy.

€ Return ta shapping car Shoppers may complete
® Almost rcady to gu The list below needs to be addressed before the request can be submitted. Piace Order | Assagn Cart some or a” Of thiS

* Rag d: Sh add

* Reguired fGid: SpordTyps information as desired —
e T T is the Bequester’s job to

i confirm accuracy and
51 vratt e completeness.
Ju ”_I::I'l. 1 shipping address l oddress J
© Requirsd fizld
Requisitions :\\-.’ . o . ags
. Choosing Proceed to Checkout turns the cart into a requisition.
shipping Expedite

Ship Via

= Y reuesedDatary Do There are a list of checkmarks on the left side of the page that must
M be completed before submission.

a

ol Once all required sections of the form have been completed, the
= El:(r)zdgfsasr:j[:-‘fﬂal\r&NE\HPDRT.DE 19804-2440 | Checkmarks W|I| turn green

Product Description

ea i 1 Rebinsen Hall: Power wash all sides of the building to remeove dirt and Robinsen EA €.800.00 1EA 6E00.00usD L]
e, mildew net including roof top windows gy Op o s

“omment Ship To [:ame as header) ot

Aftachment Overview Delivery Dptions (same as header) ..\-l;it
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Orders b Seorch ® Search Documerts » General - Droft Reguasiion

Requisilions

Dean

Jncument TOMEl  24,850.00 LS
i Cassidy Power Washing

Description
Pricnty
Reguisitions ‘ .
repared by
General v Prepared for
Purchasmg Businzss Unit

E ¥ B oo & o

eBuilder Process instance
Aulti-InvaicePayment,

Billny v

i

General section:

Most information will be pre-filled from the information the Shopper entered.
1. The eBuilder Process instance field is for Facilities use only.

2. Facilities employees can add information to that field by clicking edit.

3. The Multi-invoice/Payment field is for use when the requisition will be paid in parts, for example if UD is to pay the vendor
20% up front and then the remaining 80% upon completion of the work.

» This field does not need to be selected if each line item is to be paid in full as it is completed.

» The requisitioner can select this option, or it can be selected by a Procurement Services staff member once the requisition
reaches Procurement for review.
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! o JAOGAER revised its Service Privacy Policy effective May 25, 20168. By closing this banner, you acknowledge that when you use our Soiution, we process your personal information as described in our Service Privacy Policy.
H € Return ta shopping cart
© Almost ready to ga! The list below needs to be addressed before the request can be submitted, Piace Order | Assign Cart
ﬂ = Required field: Speedlype
- Requisitions Dnaument Ach » Hisory | &R | 7
Al 1 Powe
Status: Dwaft
& Document Tatal  p4.650.00 Lesh .
R A3 shipping address University of Delaware
Attr: Mark Golden
.|.|1L Room: PPD
Requisitions 222 SOUTH CHAPEL STREET
GEMERAL SERVICES BUILDING
v Mewark, DE 14718
United States
Shipping v
f |,£'-| o
Basyer i MaTon s
Shipping section:
.
L
v

Review the shipping address. If you have already saved a default shipping
address to your profile, it will be pre-filled.

i If you need to search for a campus address, you can click edit, and a
search box will appear for you.

Ship To (same as header) [ edit |
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s your personal information as described in our Sarace Privi

o shopping cark

6 Almost ready to go! The list below neods to be addressed before the request can be submitted.

Plare Order | Assign Cart
= Required fie pea . 3

o &

Requisitions

Status Dwaft

Document Tatel  za63000 Ush

Bty et Torme vides Billing address Accounts Payable
accountspayable@udel.edu D.
222 South Chape! Street

Requisitions Mewark, DE 15716
United States

FE & B

a

General v
f t
o Accounting, :
v Billing section:

Lines

Internal v

Eiemal Noes s Aot o There is only one central billing address for UD. It will be pre-filled.

:.I.r.;l.l \ bbb DRIVE, NEWPORT, DE 168042440 US

S Product Description Catalog No  Size / Packaging Unit Price Quantity Ext. Price [

1 Rebinsen Hall: Power wash all sides of the building to remeove dirt and Robinson EA 6.800.00 1EA seo0.00usp L
mildew not including roof top windows g B moneinic
Comments Eill To {(same as header) | et

Altachment Ove

Billing Cplrons (same as header)

PO Preview
2 Morris Library:Power wash all sides of the building to remove dirt and Marris EA 17,850.00 1EA 17,850.00 USD |

il o
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Orders b Search  SearchDocuments ¢ Buyer imformatian - Draft Requesinon

»

o JAGOAER revized s Sevice Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that whan you uze our Solution, we process your personal informiation a3 described in our Service Privacy Policy.

)]
ﬁ < Return b opir
e

© Almost ready to go! The list below needs to be addressed before the request can be submitted. Piace Order | Assign Cart
* Required field: £

Requisitions Socument Achons w  History | 50 | 7
- =]
piTy y Pow )
Dwaft Lines I} Sefedted Line item Actions w
* 24,650,00 USD
1y order
'l'll"' Requisitions T ink
Cradit Card
General v 102 CASSIDY DRIVE, NEWPORT, DE 19804-2440 US
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price |
shipping ,/
. 1 Rebinsen Hall: Power wash all sides of the building to remove dirt and Rehinsen EA 6.800.00 1EA 5,800.00 USD |
Billing 2 mildew net including roof tep windows g ¢ o mlon
Buyer inf n o 4 User does not have the necessary permissions to view the custom fields associated with this sedion.
2 Morris Library:Power wash all sides of the building to remeve dirt and Morris EA 17.850.00 1EA 17.850.00usp |
mildew g & o Library
Y User does not have the necessary permissions to view the custom fields associated with this sedion.
v Supplier subtotal 24.650.00 USD

supglier Information

Buyer Information section:

PR Approvals

comment Only Buyers in Procurement Services will see details of the requisition in this section.

Altachment Overview

The requisitioner will always see this section as complete with a green check mark.
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Orders b Seorch # SearchDocumerts » Accounting Codes - Draft Requission

JBBOAER revised s y effective May 25, 2018, is banner, you at when you use our ion, we process your personal informiation as de: ini our Service Privacy Policy.
/G ized rt= Service Privacy Policy effectivi 25, 20118, By closing this bamn acknowledge that whe Sokut! nal inf i described i 7 ficy.

o &

© Almost ready to go! The list below nceds to be addressod before the request can be submitted Piace Ordev | Assign Cort
» Required fisid: Speediype
PP Requisitions ment Acvans ¥ Hissony | @1 | 7
gty :
Dt Wionrk Order SpeedType PUrpose Fund Dept Program Source Project ID User Ref edit |
* Document Tatal  28,650,00 LrsD Murmber
M4 ; ]
Wy @ Requireg
liks =
<

Requisitions

Jenera v

Accounting Codes section:

Any accounting fields that need to be completed will be marked as a required field.

You will notice that there is not a field to manually enter a UD account code or category code. This information is
all tied into the commodity code that the Shopper selected.

Click on the blue Required field link to complete the required SpeedType information

Supplier subtotal 24 650.00 UsSD
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m* Accourmng Codes- Ot Regustion

€ Retim, te =hopping =it

@ Almost ready to gao! The list beldw needs to be addressed before tha request can be submitted, Fincs Cinder ﬁ’l‘ m:pﬂ |
» Peguared fiels: SpeedType . e Lkl

Rﬁqﬂisﬁiﬂﬂi Lide! Bonment Admris - Htord i | ?
e W]

Gassidy Sow

fealt Accounting Codes

HEs
Dacument Totel  Jassion (KD Work Crrder SpeedType Purpose Fund Dept Program Sowrce Project 1D Wser Ref
ST © 1T Far o rcienT Mumber

MyA
Rﬂqul!'ll0“3 B

Geneml

b
Efmaing 4
Billng o

b

Buyer infoemation

Accounting Codes

L ) "
102 CASSIY DRIVE. NEWPORT, DE 19804-2440 US
inimenal Motos and Attacte s

1. The Accounting Codes window will appear.

2. You can select the SpeedType you need from the Select from all values list.

3. Ifthereis a Work Order Number associated with the requisition, you can select it from the Select from
all values list.




Custom Field Search
‘alue w0112

Description

Search |

Aceounting Codes
Work Qrder 5 Purpose
Mumber

N
walues,

O Required
field
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Accounting Codes
Work Qrder 5 Purpose
Mumber

A

O Required
feld
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sEquest.oom

| Click to filter search results

Values Found 1

Description

Power wash exterior at all ele

22
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Aceounting Codes

‘Waork Order SpeedType
Number
WI01012 | pyaiN175336
Select from 2|l

value:
@ Required

field

Purpose

MAINITS326
afl

Program

Source Praject IT User Ref

T000000000  VOOOOMAINTTSIZE
5 frem all
values..

&

recaiculate

23

sdd 1plit




Accounting Codes
Work Order  SpeedType Purpose Fund Dept Program Source Project IO User Rel

amber | % of Frice

03801 7000000000 1000OMAINITS226

MAINTTI336

fromall 5

Split Total 0% add split

iclate
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Tl oceen in ready to b placed. Place Didar  Assign Cart
. Although you can edit line item
s s szt A accounting, the header will
Stafus: L Waork Crder Sopeedlype Purpose Fund Cept Program Source Project 1D Lzer Rel ﬂl appear the Same; 0n|y the Iine
::I'l:“‘“":'::l"'”:l'f}m - v::?::r MAINTTSE36  MAINITS226 CPBA 0801 OPMNT 7000000000  [00OOMAINITSI26  norvirile will indicate whether it is the
o ieeclin sdieselow comee oo souetinc s i same as header or not. The data
If you need to edit one of your line items to contain different accounting feeding PeopleSoft and
information than the rest of your requisition: UbataGlance will be what s on
y q : the line item.
1. Click the edit button on the line item
2. Select the blue link of the section that you need to change.
Z
Save any changes.

PR Approvals Aceounting Cades
; SpeedType Rurpose Fund Dept Frogram Source Project ID User Ref

Comments

Wina1o12 MAINITS336 MANITSI36 DFEA 05801 OPRNT 7000000000  100DDOMAINTTS336

Aftachimen| Overiew

PO Preview
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Orders b Seorch & Seacch Documerts b imternal Motes and Atsachments - Draft Reguismion

o JABOAER revized s Service Privecy Policy effective May 25, 20718. By closing this bannar, you acknowledge that whan you uze our Solution, we process your personal informiation a3 described in our Service Privacy Policy.

)|
ﬁ < t I
?

This-tedef is ready to be placed Place Drder  Assign Carl

- | =)
-
Pty
* Internal Mote o note b
Internal Attachments
I Requisitions Al AMACRMENG | —— Slze Date
T

Shipping Lines -

Billing

B

Internal Notes and Attachments section:

Click the Add Attachments button to attach any internal documentation such
as approval emails that will not be shared with the supplier.

LN S IAN S S 8 s

Add Attachments

YT 2 Morris Library:Power wash all sides of the building to remove dirt and Morris EA 1785000 1EA  17.850.00usD |
mildew g &3¢ moe i Library
Attachment Overview
Internal Mote no note ot
) Internal Attachmants
PO ‘W

A Attachments




Add Attachments

Attachmant Type o File 7 Link

External Notes and Attachments section:

Click the Add Attachments button to attach any documentation such as the quote that needs to be
shared with the supplier.

i . 0
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Documerts b Suppher info - Oraft Requisition

JAGOAER revized s Service Privacy Policy effective May 25, 2018, By closing this banner, you acknowledge that whan you uze our Solution, we process your personal informiation a3 described in our Service Privacy Policy.

Flace Order  Assign Cart

o &

Requisitions Bomment Acions = | Hstory &5 7
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1. Prior to submitting the requisition, you can click PR
Approvals to see all of the approval steps that the
requisition will go through.

2. Some approval steps offer the option to click View
approvers to see the name of the specific Approver that the
requisition will route to after it is submitted.

3. When you are ready, click Place Order.
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Resources

Procurement Services

procurement@udel.edu



http://www1.udel.edu/procurement
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