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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER"
TechBuy

welcome

Purchase Steelcase furniture using Texas Tech’s TechBuy system and the
Steelcase punchout catalog.
This guide shows you how to:
retrieve eQuotes,
select products from an online catalog,
add eQuotes and products to your shopping cart,

submit the cart back to a TechBuy requisition.
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Shop in a Catalog

Step 1. Log into TechBuy

Step 2. Select | Steelcase

steelcaseinc

from the Punchout Catalog Suppliers list

Step 3. Select your location

On the Welcome page, identify
either your campus location, or, the
campus location you are buying for.

3.1 Click the Location Drop List ~_ ‘u i

3.2 Select the city closest to your campus.

This connects you to the Steelcase dealer
who serves that city / market area.

N

‘\Welcome

Please select from the following list to customize your shopping opticns.

o

Welcome Texas Tech
University

We are pleased to offer
you = vide selection of
office furniture and
accessories, aval lable for
secure purchase by

=mployess here on-line.

Use the icons at the right
to begin. Shop for office
=t help and
ion, search for a

item, or azk =

We
Then cfick on the "Ge Shopping™ button.

aaaaaa 3.1

here. .

question or suggestion, Location: | Select.. -

click on the "E-mail”

button =t the top of the

bage to send us & nots. [ set these choices as my default selection

Steelcase @ coswomems @ cancer

Software by Steelcase

Please select from the following fist to customize your shopping options.

Then click on the "Go Shopping” button.

City Steelcase Dealer _ 32

Abilene Abilene Printing & Stationary Locaten: ::::;t“' e

Amarillo General Office Supply ot these [Abilene elaction

El Paso Val Brown Interiors amarile

Lubbock Baker Office Products OREET Lubbock ANCEL

Midland West Supply A
Odessa West Supply

3.3 Optional: Set Default

If you are always located in, or
buying for, Lubbock, check the box.
This sets Lubbock as your default
selection. On future visits you by-
pass the Welcome screen and go

directly to the Baker page. T

3.4 Click the Go Shopping button
to continue. DEEE—

=

Please select from the following fist to customize vour 3
icts Then click on the "Go Shopping” button.
| Location: | Lubbock V| 33

;. Set these choices as my default EE@
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Shop in the Catalog

steelcaseinc

When you need simple, set-in-place, items like chairs or filing cabinets, shop in the on-line catalog

Step 4. Select Products

On the Shop page, scroll down or click
links in the left margin to access Catalogs.

Click images or underlined text to select
products.

4.1 Clicking on Leap chair takes you to the

next screen.

BakerOfficeProducts
Your Single Source Suppier

Cart: gbroene

Items: 0
Subtotal: $0.00 .
Task Seating

* Quotes Avaiting Approval

Steelcase Products
Task Seating

Lounge Sesting

Storage
Leap®

A proven technology...a
healthier way to sit.
Innevatiens include a "live
back” ™ back rest which
changes shape as the user's
spine changss shape.

Accessories Jersey™ Protégé®
lersey® offers performance,
comfort, and an award-

winning design.

Protégé® can function as the
standard chair for all
conference roems.

Step 5. Select Options
5.1 Select options by clicking radio buttons.

5.2 Click Preview to view your selections.

5.3 Enter a quantity in the Quantity field.

5.5 OPTIONS
Cart: gbrozne Seating

Product Cart

Subtotal: $331.71

* Quotes Awsiting Approval

To Cart” to complate yaur order.
Q, are 4 to 8 weeks from the time the order is received

............................. S

Stesltese Produtts Seating - Leap

Tank Smating upholstery

Chair-Leap, High Back,

Lewp &

Adjustable Seat and Arms,
Black Frame, Upholstered
Seat and Back, Hard Caste]

51

Price: §348.12
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Quantity [1

ADD TO CART

v

5.3

. 5.4 Click the “Add to Cart” button.

Stons

5.5 Click the “Go to Cart” button

5.2

5.4

=

Step 6. Review & Submit Cart

6.1 Click the | SRl button.
The cart is returned to your requisition.
All line detail in the cart populates
separate lines in your requisition.

6.2 End Session.
Return to TechBuy to finish the requisition.

Note: The order is not placed until
submitted and fully approved.
The PO will be sent to Baker electronically.

CHECKOUT
PROCESS

SHOPPING CART

1
Review Cart

2
Completa Ordar

3
\arify Order

4
View Racaipt

print view 33

If you make changes to the cart, click Update Cart to complete the change. Once you begin the checkout
process, you will be given opportunities to go back and change the order.
This cart is for Products Only. To shop for Services, please use another cart.
Products

Image

™ View Detail Description

Style Number
Description

Qty. From
Where

Your Pricat Extanded Price

4821410/
3821410-1

Q,

5391.71

h—Mzw

535171 (@) Delete Ttem

@ EditTeem

&

Chair-Amia, High
Back, Adjustable
Seat and Arms,
Blzck Frams, Stons
Uphalstary, Hard
Casters

[ Notes

*Included in Surcharge

Subtotal: £391.71




Retrieve eQuotes

steelcaseinc

When you need furniture planning expertise or prefer a product/color that isn’t in the on-line catalog, ask for a
furniture quote and retrieve it from the punchout catalog. We use Baker Office Products in this example.

Here’s how it works:
Step 1. Have a Quote Prepared

1.1 Request a furniture quote for a project or for
products that aren’t in the on-line catalog.

1.2 Baker creates a furniture quote and
publishes it to their punchout site.

1.3 Baker notifies you by e-Mail.

The email explains that your eQuote is ready to be
reviewed and how to load it to your requisition.

Step 2. Log into TechBuy

Step 3. Select | Steelcase

Sample e-Mail Notification 3
1.

To: Greg Broene (Texas Tech Requestor)
From: Katie Vander Veen (Baker Office Products)
Subject: Quote #265125

Quote #265125 is ready to retrieve from our punchout site and place
in your TechBuy requisition.

Follow these steps:

1) On the punchout supplier page, select “Steelcase”

2) On our site, select the “Quotes Awaiting Approval” link
3) Quotes Awaiting Approval page, select “Add to Cart”

4) Shopping Cart page, select “Checkout”

The cart will be returned to your requisition.

from the Punchout Catalog Suppliers list

Step 4. Select your location (see Page 2 for details)

. BakerOfficeProduct
Step 5. Find Your Quote oSS S a w m* EII
[l [ R
@Gurucart Shop

5.1 Select Quotes Awaiting Approval

link in the left margin. \

Bl

The system searches for all quotes
assigned to your email address in the
past 60 days.

Cart: gbroane
Items: 0
Subtotal:

$0.00

s Quotes Avmiting Approval

Steelcase Products
Task Seating
Lounge Seating
Storage

Accessories

They appear at the bottom of the Quotes
Awaiting Approval page.

5.2 To view your quote, click on the
Quote Number.

Note: If quote(s) do not appear on this

page, remove your email address from the
“Search By field, and enter the quote

52

number in the “Quote Number” field.

Task Seating

(3
QRurrrmnsininar s Rverarsrsssre e, Ruveraresssare e,
Lea Jersey™ Protégé®

Protégé® can function as the
standard chair for all
conference rooms.

Jersey® offers performance,
comfort, and an award-
winning design.

A proven technology...a
healthier way to sit.
Innovations include a "live
back" ™ back rest which
changes shape as the user's
spine changes shape.

QUOTES AWAITING APPROVAL

Slick tn vigw EngtrertianE..,
SearchBy: | gbroene @t edu Quista He,

) pmnil addears D oublishad e

e manse (10152000 | B b =
Al ¥ &

Search

Sebuct & Cusler = (™

t-2ef2

View

Quota NS fide Actions

Published 1 or qty Total Sell

Add Lo carl | Reguesl Revisions

Baker
Baker

333.00  $109.357.01

400 41548330 | Add te carl | Reguesl Revisions !

265125 | SEATH N AEESTIS2 N Grag Broene

MIZHIG
ﬁ}u“ﬁ LAB STOOLE 1 Greg Broene

4



Retrieve eQuotes

steelcaseinc

Step 6. Add the Quote to the Shopping Cart

QUOTE DETAILS
6_ 1 V| ew I | ne |tem d eta” . Grdarhis SEATING ABECTT/G23 N PO Wumbar i SEATIRG ABBOTY/623 N PO Dt s .
. Cuttomar Ws 1 { B I'.:‘i THWESTEAN UNIVERSITY Broject N« 1ms
If the quote is acceptable,
=t To ship T
add it to a shopping cart by NoxTESTION ATy
3
clicking Add to Cart. :
o
HIGH BACK CRITERION FOR MONIQUE
Show Detailed Description
Line No Catalog Na Description UNSPSC Qty Unit Sell  Ext. Sell
1 4535331DP Chair-Critarion, High 56112102 1.00 $538.15 $538.15
Back,
HZTth}WldthJ’Dwot
Arm, Seat D
Quote Total : $538.15
6.1 Misc. Charges Total : £0.00
Sales Tax £0.00
Grand Total : $528.15
< Add to Cart' | Request Revisions H Close ‘

Windows Internet Explorer

©)

6.2

el
The contents of this quate will be added ta cart For further action,

Click OFK to proceed,
Click Cancel ko return to the Quote Details page.

4/

Co ) coe |

Step 7. Submit Cart to TechBuy

Quote #265125 is sent to the Shopping Cart.

The Shopping Cart page displays.
S

7.1 Click the il button.

The cart returns to your requisition.

All line item detail in the cart populates

separate lines in your requisition.

7.2 End Punch-out Session.
Return to finish the requisition.

L —

6.2 Confirm Actions
Confirm the transfer to the Shopping Cart
by clicking OK.

If you do not want to continue, click Cancel.

CHECKOUT L 2 3 4

PROCESS Raview Cart Complete Order WVarify Order View Recsipt

SHOPPING CART print vew 23
e cal mplete the 0u begin the checkout

If you make changes to th
I

opportunities to go back and change the order.

This cart is for Products Only. To shop for Services, please use another cart.

Products [ View Detail Description

Image Style Number

Description

Qty. From Your Price** Extended Price

Whera

4821410 /
4821410-1
Chair-Amiz, High
Back, Adjustable
Seat and Arms,
Black Frame, Stone
Upholstary, Hard
Casters

[ notes

Q

1 New $391.71 535171 (@) Delete Item

©) edit rem

&

*Included in Surcharge

535171

Subtotal:

Note: The purchase order is not placed until submitted
and fully approved in TechBuy. The PO will be sent to the Baker electronically.
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