Health eShop

Quick Guide

If you have any additional questions about Health eShop please
contact:

Regina Hull- Health eShop Administrator
X2986 or rhull@georgiahealth.edu
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The Shopper’s Guide to Health eShop

This Guide will allow you to:

NowvswN R

Shop from Hosted Catalogs

Shop from Punch Out Catalogs
Shop using the non-catalog function
Add items to Shopping carts

Assign shopping carts

View cart history

Change cart assignees

Upon logging into the system, your home screen will look like this:

TEST ENVIRONMENT

Welcome to
Health eShop

Updats mss

RIS R

Action Items iz
- My COrders

No current nor recently completed orders
+ View Approvals
+ View Administrative Items *




The Shopper’s Guide to Health eShop

Hosted Catalog Shopping

You can shop for items using the hosted catalogs in several ways:

1. Using the shop tab in the upper middle of the screen. This will allow you to search for one item
from all Hosted Suppliers.

2. Advanced Search in the shop tab. This will allow you to search for items type, sku,
manufacturer, supplier, etc.

3. Shopping with one supplier. This will allow you to search for an item with one supplier only.

Using the Shop Tab:

1. Type what you would like in the blank provided. For this example we used “bag”. If you want
to get more specific with the type of product choose a category in the drop down box on the
left. Press GO & :
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2. Alist of the available items containing the word “bag” will populate. You can filter the results
on the left hand tab to refine your search. Results can be filtered by manufacturer name,
supplier class, supplier, category, product flag and unit of measure.

| | Shop (Everyinea

‘ advarcad smarch ]

| GRAYBAR ELEC 00 {310} &
INVITROGEN CORP {33} Il

G} |

5mitvbmmxmﬂmwuxvm(asxﬂem)mt mfmmsuwier.ﬂ ‘

G0 101 fasdles | 3y K80 | Sk Gt : Categiens | UnDAT
e Sy Showing 1 - 200 of 3617 rasolts
- o e
;W‘EF‘ T TSortby: Bestsach  (a Woaw 1 ey T
H fre T MM ettt ARG, 185x123mm HEAT SHRINK feoar frni et motens fng Order from Suppher 3
s ey s - Fest Masnar e =7
M e i R S—
;‘._'"'“mu_ | el
Wy Stmtacrurer bmne L, :
R TR AR may ¥ BAGL3X15 POLY BYL from Anplled Eiosyskems Group Order from Supphier 2
| amproducts (ot i Part Humber e
| ARcEEM) i | Handtactrer o icocko N
| Ao ey
[ 2 o Ry CLIP,BAG 100T fron £ b it e s woup e ey VAPl
wreareg L e fl
| weun (1) 4 mn k P mandsches 3 WIS - iyt Brmpeiate
l 'Wim“m‘ “"m?-l" POLY BAG 16 X 14 X 37 1+ s £ 4ol bicnitmens G ge Order from Supplier
P tase. R — o i
l io-Rad Laborateres b (1) B | vzl O s
1
|
|

o .;:u/w b Mg
Paut Mot 4ECR A

L— T I—

ik o




The Shopper’s Guide to Health eShop

Hosted Catalog Shopping

Using the Advanced Search Tab:
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The Shopper’s Guide to Health eShop

Hosted Catalog Shopping

Shopping with one Supplier:

Welcome to
Health eshop

TEST ENVIRONMENT

 Action Items

- My Orders
| Mo cument nor recently completed orders
+ View Approvals

+ View Administrative Items *
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The Shopper’s Guide to Health eShop
Punch Out Catalog Shopping

Using Punch Out Catalogs will take you directly to a Supplier Website. Upon clicking on the link in
Health eShop, you will be taken directly to their site. The Shopping experience will be unique to each
punch out supplier as the websites are maintained exclusively by the supplier.

(Fa A

.

Click here to
return back to

Health eShop.




The Shopper’s Guide to Health eShop

Non-Catalog Shopping

You will use the non-catalog shopping function when an item is available from a vendor but not
located in the catalogs provided through Health eShop. You may have received a quote from
the vendor for a special order item, or it is vendor supported by Health eShop but does not
listed inside of Health eShop

Internet Explorer
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- My Orders
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+ View Administrative Items *




The Shopper’s Guide to Health eShop

Non-Catalog Shopping

Shop - Windows Internet Explorer

! stiguest.com ren b4 s

o B

Search catalogs prior to adding a non-catalog item.
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Non-Catalog Shopping

Cart - Draft Requl ition - Windows Internet Explorer
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Adding items to Shopping Carts

Hosted Catalogs:

Product Search - All - Windows internet Explorer
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Punch Out Catalogs may vary based on supplier. You will add the items to the
cart on the supplier webpage and return the cart back to the Health eShop
system.
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Assign your Shopping Cart

Cart - Draft Requisition - Windows

Internet Explorer
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Go to Carts, then draft carts

Shopping Cart -

&

Drafts - Windows Internet Explorer
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Change Cart Assignees
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PeopleSoft Access to Health eShop
Step #1: Define Requisition

1. Login to PeopleSoft—Click eProcurement—Click create requisition. Please note that the
Buyer will automatically populate. Your screen should look like this:

Create Requisition

Bpecity raguisiion name, raquester, and othar Informaton thal appiles la e enfre requisiion.
Dofeuskt Options Defaul

Oeorgla Health Sciences Univ
PRGN . h. o it TESTREQUESTERDONOTRECV  CHlirency: E‘f‘u‘!,
j Pricky.  (Morum

below will ba appilad la requisttion lines when there are no pradefined values for thase felds.
Vendos Location: |y

2. In the Line defaults section you will search for the vendor by clicking the B, When you click
on this you will type the name of the vendor that you want to buy from in the name section.

smneve_y
Create Requisitinn - Mozilla Firefox
STBOJEMPLOVEE/ERP/IPY_) 1.7

TR TEK. |

T e e T e e T =
)

E
=3
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i On the far right hand side of
Resiy the vendor deseription it will
let you know if the vendor is
in Health eShop. If the
vendor is not in Health
eShop, you must enter the req
using Special Request (refer
to Section 2 of this
document). When the vendor
comes up, you will click on
the vendor number to add it
to your req. Note: You must
select a vendor or the system
will not allow you to move to
the next step.

‘There are no lines onthis request.
Please add new line in order to save

Vecioer 10 Harng Lesdion Address
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PeopleSoft Access to Health eShop
Step #1: Define Requisition

3. Under the line defaults section, complete the due date and attention to fields. When entering
the attention the format must be OFFICE/NAME i.e. HSB300/HULL. Note: The attention to
format is mandatory and the system will give an error message if blank or not entered correctly.

Create Re i'uuhnn Mazilia Firelox

Xequisttion Summary

Thare ae no lines on this request.
Please add new line In orderio
save this requisillon.

Total Lines:
Total Amount (USD).

4. Enter Account String information in the accounting defaults section. Press Continue. If
everythmg is entered correctly you will be able to move to Step 2.
a *
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PeopleSoft Access to Health eShop
Step #2: Add items and Services/ Shopping in Health eShop

1. If the vendor selected is in Health eShop, the tab will automatically default to the web tab that
has the “Health eShop link”.

..‘..-‘ cLe ﬁ

You will receive a message about
unsaved data on the page press
cancel to continue to Health eShop.

Welcome to
Health eShop

| |TEST ENVIRONMENT |

Action Items

- My Orders
Requisitions
Recently Tompleted (5)
Purchase Ordars
Pending (5}
Recently Complated (14)

+ View Approvals *




PeopleSoft Access to Health eShop
Step #2: Add items and Services/ Shopping in Health eShop

3. You will shop for your items within Health eShop and add them to your cart. Note: A detailed

instruction on how to shop within Health eShop is in the Shopper’s Guide to Health eShop.
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4. Click the cart information in the upper right corner of the screen to view your cart. At this

screen you can chanﬁe the name of the cart and click Eroceed to checkout.
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PeopleSoft Access to Health eShop
Step #2: Add items and Services/ Shopping in Health eShop

5. At this point, you can review and return your cart to PeopleSoft.

a Health

Jn .ursiw Summary - Draft Requisition

e Al donel Tha regutired inforthation fins been completud and this request is raady to be submitted.
Once you have reviawad the detalls, you may Gontinue by cficking the button at the top of the page.

=t e noes oo i
request

Pisaae 650 n2w ki I order ip
88 s ceilsinon
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Totat Amgunt (USDH. Hide nendec thoa valie dersdptions|
Name DR. HEALTH -
Intarnal Note ]

Hide e datalls For seisciad fine hmms Add Ta Favontes

Bio-Rad Laboratories Inc "1 NI o e
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SWABS, BAG OF 25 more ivfo. .

7007264 wMIT
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URL ! redcomiBiE SoRna/a... B {dntamsl ote
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mare in H
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PeopleSoft Access to Health eShop
Step #3: Save and Submit

6. Your cart will be returned back to PeopleSoft. At this point you can edit any individual line
items or add comments.

ammmmwmwmmwmmuwwmimw

~ Business Unit e Georgla Health Sdencas Ul
B - —— S——

L A S

Click here to add
comments and
attachments at the
line level, This
includes computer
specs.

TR e

Add general comments for the req
here. This will include Computer
Specs that are copied from vendor
website,

7. Press Check Budget. When you receive a valid budget check, you will then press save and
submit.
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PeopleSoft Access to Health eShop
Assigned Cart Email

1. Click on the link in the email. This link will take you to PeopleSoft.

“support@sciquest.com»
Fie Ed Yiew Aciorg Tool Window Help X »
% Ciosa 3" Reoly Sefeoly &l “drowad - @ - 5 @ O ME
iMal  Properties Personalize | Message Source | Discussion Thiead s ‘ g
From: <Sryoriecount won > 4 5 e TS 5 SH8/H00L 300z e -
Torrbl, egrs ; £ F |
Subfact: A sheopiag cart higs boin sesgrec © ol ! ] )
'Re: A shoppling cart has been assigned to you
| Cart Name: 2011-03-03 RHULLADMIN 01
Prepared for: Regina Hull
\Prepared by: Test Requestor

{Dear Test Requestor

‘Qim?pm cart has been assigned ko you by Regina Hull (thull@gecrgishealth.edu). The shopplng cart can be accessed for review in "Draft Carts” or by salecting the LRL

!lf applicable, the user has submitted the followlng addiional comments:
{
L If you have any questions with regard to this shopping cart, please contact your SelectSite Support Team,

iﬁ.pport Team Contact Information:
| +1 (706) 721-2986




L = = = = E— - ] B = el e el



