Shopping Experience

Search

In the search field, users enter key words for the items they want to purchase, then click the
search icon.

Simple and Advanced tabs along the top of the search field allows users to toggle between
simple and advanced search pages.

The Go to and Browse shortcut links provide quick access frequently used features such
as favorites or forms. The links are displayed as text above the field on a wide screen, and
collapse into a *** icon with a drop-down menu on narrower screens.

Toggle between searches Open Go to and Browse links

Welcome to iGuy - Shop At The Top

Enter Search criteria

Search Results
Items that match the search criteria are displayed on the search results page. Note that the
findings that display are based on Favorites a user has saved as well as search settings
established by the vendors for their catalogs within the Showcase.
On this page users can:

e Search for additional items using the search field at the top of the page.

e Show/Hide filter options A

e Apply multiple search filters in the left sidebar to narrow search results. Additional
information regarding the search filters below.

e Choose different sorting preferences from the BEST MATCH menu.

e Configure additional details visible in search results %



e Compare products v
e Add items to their Favorites '

e Adjust view of search results between Grid View 28 or List View =

Simple Advanced
highlighter, pen style, assorted b4 n Compare BESTMATCH w Y &
Search Results: 15 /
By Supplier >
By Supplier Class > . . X o e ¥
2 5 B s
e / ‘&aﬂ

e =z Z o
By Packaging UOM >

Exclaim! Pen-Style Chisel Tip Pen Style Highlighter, Chisel Tip, 6 Hi-Liter Pen Style Retractable
By Result Type > Highlighter, 5 Assorted Colors Assorted Fluorescent Colors/ST Highlighter, Chisel Tip, 10 Assorted

K. Colors/Set
By Manufacturer > CEBS1204 (3T) AVE23565 (ST) Part Number

—— —— AVES9402 (PK)
Corporate Express Brands Avery Mfg. Name
Avery
476 USD 5.19 USD 15.35 USD

o |~ SR e~ TN o

Multiple Item Filter Selection

The multiple filter selection on the search results page has been updated. Now, when, users
select the Select Multiple Items  option in the filter panel, a popup window displays the filter
options for the section and users can click the checkbox next to the filters they want to apply.
Each filter has its own overlay that displays the options for that filter category.

I:' Imternal Stockroom §

. The most preferred supplisr 8
I:' Evaluated Recsiving Settlement Enabled
¥y " Prime Supplier

I:' Receipt Based Invoices Enabled
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Add to Cart or Order from Supplier

Based on the search settings established by the vendors for their catalogs within the Showcase, the

user may see Add to Cart or Order from Supplier in the details box to use when selecting the item to
order.

Cart

The shopping cart contains items a user has selected to purchase. Users can add or remove items,
change commodity codes, indicate whether the item is taxable or is a capital expense, adjust
quantities and view an estimated total purchase amount.

Click to View Carts Continue with the order
& Cart History &
Shopping Cart * 3289942 ~ / = o8
Search to jump back to shopping
Simple Advanced / S Details v
i
2021-07-07 ahemming 01 Estimate (4.38 USD) ~
Subtotal 438
Shipping 0.00
Handling 0.00
v Total 438 USD
v
1 Item - | y
U " *— Click box & arrow to
Midwest Veterinary Supply Inc - 1 ftem - 4.38 USD ] «— open Actions menu
~ SUPPLIER DETAILS  Business-Purchases 1 : PO Box 946, Burnsville, -
no value 0 Numbe To Be Assigned . .
Click to open Actions menu
Item Catalog No. Size/Packagi Unit Price Quantity Ext. Price for indiVidUaI items
ng /
MARKING PEN BLACK EA TAG MARKER FOR EAR TAGS 802.90090.2 EA 438 1 EA 438 mey. D
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Checkout

Tabs at the top of the page contain additional information about the document. Items are listed in
the bottom section.

e Click tabs to view and edit information within them.

e Click the # icon to modify information in a section.

e Click the *** icon to see actions that can be performed for the area you are in. In the Items
section, on individual items, you will see actions that can be applied tothat item only. If you
select the icon near the top of the Items section, you will see actions that can be taken for
all selected items.

e Click the drop-down menus next to headings see a list of additional actions that can be
taken. For example, clicking the drop-down menu next to the Requisition heading displays
Continue Shopping or Add Comment actions. Select a line item and open the Actions menu
to see a list of actions that can be taken for the selected items.

e The right sidebar shows document totals, primary actions, and related documents. Users
can also view approval workflow information in the What's next for my order? section.

e Click the FILTER VIEW icon <® view or hide header and line item details, lineitems only, or
accounting codesonly.

Requisition * 3289942 ~ > @
<_| Click tabs to add or view information

General £ Shipping # Billing # W, “

Total (4,38 USD) v
2021-07-07 ahemming 0 gill To
e / alled to: upayvendorinvolces@uillingls.edu Subtotal 438
s Click edit icon to shisping 000
P — change information [ i i
2172007714 What's next for my order? v
i Gaia P o ext Departmental Approval
Delivery Options.
-]
Best Carrier-Best Way B Show skipped steps
value Click for details o~
Accounting Codes #o ) .
ation Program - Activity Purchasing Purchasing ?udg'th
Chart Code Fund - Account - Banner  Program Banner Activity Supervisor
Internal Notes and Attachments ¢ External Notes and Attachments # v =
no value no value / Finish
Open Actions menu
for selected items
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Submitted Requisitions

Submitted Requisitions are displayed in a document configuration that is similar to the Checkout

page.

Requisition ~ : 2571220

USA

Billing

Bill To

Contact Line 1 Brynn
Wilson

6501 Weston Parkway
Cary, NC 27313

United States

Credit Card Info

Me credit card has been
assigned.

f.‘f.} a 1 of 1 Results =

] (]

Completed
Total [24.00 USD)
Subtotal
Taxl
Taxl
Shipping

Handling

Related Documents

Click to open related
documents

________’.. Purchase Order 2171401

Summary Taxes/5EH Comments Artachments
General - Shipping -
Status Ship To
" Completed
G/14/2020 P Axtn: Brynn Wilson
Purhese e oot et il B
2171407 view | print <k L Emingran Wil B
Suite 100
Submitted Marriaville, NC 27560
671472020 1:11 PM United States
Cart Mame
2020-06-13 bwil o1
visan Delivery Options
Description
Shopping Cart Expedite
Mo
repared b
Erynn Wilson =nip Via
Best Carrier-Best Way
PO Clauses
e View details
Tax Code

Accounting Date

no value

What's next?

24.00
0.00
0.00
0.00
0.00

24.00

Budge: Date J ?Ubnjﬁfd 11 PM
3/8/2020 SR
V) G
Accounting Codes 3
o Completed

Internal Notes and ... «-. External Motes and... +.. Additional Notes ... %

2 ltems O -

Katak Products - 2 ltems - 24.00 USD mj
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Icons
You will see these icons in the shopping pages:

e *** (Click to display actions for items in a panel or page

e # Click to edit information

e M Collapse section

e % or # Expand section

e % Click to add an item to Favorites

e W Item is a user's personal Favorite

e < Item is a shared Favorite

e ™ The recommended item has been added to a requisition in the last 30 days
o comeare or Bl Click to add an item to the Compare list

o comeare ¥ or W] Item has been added to the Compare list

e Compare

o Click to generate a comparison

Compare

o No items have been selected for comparison
o mm Show shopping search results in a grid view
e I= Show shopping search results in a list view

« % Choose which item details to display on tiles in the grid view

o YW YHCE 56w or hide the filters on carts

e~ Show or hide the right sidebar on documents

e <® C(Click to apply viewing filters. For example, select an item from the drop-down to view
general information only or view line items only. The icon is blue @. if a filter is applied.

° ﬁ Print document or workflow information

o 9 Click to view help information
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