~
AURORA .
Finance EPIC — Creating a Catalog Request

This guide has been prepared for you to provide step-by-step instruction on the Catalog request process in EPIC.

Creating a Catalog Request

1) Select Requisition to create a Catalog Requistion. This can be accessed either in the Common Actions box
or the Create drop down menu.

HOME CONTRACTS PROCUREMENT INVOICING MORE... v Recent v Manage > Create
— Analytical Report Requisition
Requisition ‘ Title ID ‘V n Compound Report Supplier Request Form
. Contract Request (Procurement) Supplier Research Posting
Common Actions v My Tasks v Expiring Contracts v 1 Invoice
Create

Quick Quote Posting
Requisition

Supplier Research Posting

Contract Request (Procurement)
0 0 0 0

Mare v Completed Tasks Expiring Contracts Items Total Submitted

2) You will be re-directed to the Catalog Home tab. Here you can search for items or suppliers.

HOME CONTRACTS PROCUREMENT INVOICING MORE... v Recent v Manage v Create ™

Shop By Category |@ Search by part #, supplier name, or keyword zn ¥ G5 x @

Books, Forms and Printed Media

’ Catalog Home B Note (% Add Non-Catalog ltem
Computers and IT equipment >
Machinery and Tools N Recently Viewed Items >
Maintenance, Repair and Operations
Miscellaneous N -
— : r r B
Promotional Items N
Raw Materials N
=4 (ream) 8.5X11 CLASSIC LINEN {carton) 11x17 EARTHCHOICE Dell P2219H 21.5" Display Panel
Services > Grand and Toy Punchout Catalog ~ WRITING BS 48M/24 LB (HUSKY) RECYCLED size: 21.5
for University of Veritiv Canada Inc Veritiv Canada Inc University of Manitoba - Bookstore
Grand & Toy Ltd
$63.95 CAD $54.21 CAD $213.00 CAD
Shop By
Supplier N
Recently Viewed Suppliers >
Veritiv Canada Inc University of Manitoba - Bookstore [l Grand & Toy Ltd Pratts Wholesale Limited
Industrial Use Papers Adding Machines Miscellaneous Office. Apple Juice
Machinery and Tools Audio and Visual Equ... Office Products Baking Mixes and Sup...
Marketing and Print ... Batteries and Cells ... View All Baking Supplies
View All View All View All

3) Some Suppliers have a Punchout Catalog. These types of catalogs are hosted on the supplier's own website
where you may select items to purchase. To enter their catalog, select Buy from Supplier.
Note: Each Punchout Catalog is unique therefore the following steps may vary between websites.

7 Grand and Toy Punchout Catalog for University of

Supplier: Grand & Taoy Ltd
Buy from Supplier

Add to Favorites
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Search by Keyword or Product

Products Ink & Toner

Rebate Centre ' " Big Deals Clearance
Shop Now : { Check out the Iatest Big Deals Whie quantities last

D Io \Alith Cimmilar 1o e Alen \liouiad

Cart Returns

Edit My Profile

You can perform searches in the Supplier's website
and be provided with detailed information on the

products. i

14 Paper Mate InkJoy 300 Safco Stow Away Folding Vaultz Mobile Letter/Legal Paper Mate InkJoy 100 RT Storex Portable File Box
Retractable Ballpoint Pens, Caddy Chest Pen For letter- or legak-size
Medium, 1.0...
Ink colour. biue. Barre! Your Price Your Price Your Price Sale Price
$70.62 $235.38 $4.96 $14.49 | 3370
Your Price

$12.01

& cranpztoY. e

PEUD PRy [ — p— Click Add To Cart to add an

Homa > Ofie Suppiss > Pens, Marker & Pencas > Pons > Balookt Pane > Bakt Retractabl Pens item in your requisition_

PuporiMate Paper Mate Profile Retractable Ballpoint
Pens, Bold 1.4 mm

Produe 89466 | Catalogue page 199

Unites #
in

3 quick-drying ink. Barrel and grp colour maiches

46150 e al § reviews

‘ Your Price Quantity Price
$1 .04 .. " o

This product ships within 1-2 days or as per your reguiar delivery schedule.
3 wsos

anman

My Messages | Live | lzlp “our Locaton: | Canced Session  rangaiz

@ GRANDATQY. B — A confirmation that you have added
Sewrch by Keywenel or Froh ﬂ . .
an item to your cart will appear.

Praducts Cart Returns. Fdit My Profile Ink & Toner Senvices I Wy Gart
Home 3 Cifiee Supplles > Pens, Markers & Fencls > Pen: > BalipointPens > Balpoiit Retrastable Peng E;‘,’,m}t{:?eﬁ'f_:ﬁg,;’1‘?1‘1‘1?° When you haVe added a” the Items
| ou desire, click the cart icon and
PaperiMats Paper Mate Profi e y
Pens, Bold 1.4 mm select Checkout.

Product code: 9468 | Catalogur par Tilalilens 1
Unites the smosth fesing ofa gal pa| wiil Subtotal: §1.01

ink colour. Rubber grip for comfort. 7.5
[:] Review Cart

AGISN Resubonl § nvichles
["3LC shippirg on erders with subtotal over 250

Your Price
Quantity Frice

¢1 nd. - 1 104
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Shopping Cart

Quick Product Entry (v

Product Code Quantity Unit Product Description
Add To Order
Order Details
Paper Mate Profile Retractable SLO4EA i Your Price
Ballpoint Pens, Bold 1.4 mm $1.04
lue for visile
Remove

This product ships within 1-2 days or as per your regular delivery schedule.

20466

Print Preview | Addto list | CapgfOrder

You will be able to review your items
once more before you leave the Catalog.
Click Proceed to Checkout when
satisfied.

Share Your Cart ‘
Checkout
Final Inventory Check
[ checkout Click Check Out to return to EPIC with
O e vt cot it st the items you have selected.
Print Preview
Paper Mate Profile Retractable S1OD4EA 1EA Your Price
. ?fl!!n‘u(‘:-‘\rn;‘;en.s.aold 1.4 mm $1.04
This product ships within 1-2 days o as per your regular delivery schedule
Subtotal 1.04
” = You will be returned to the catalog homepage
with confirmation that your requisition has been
PR55619 .
created and you have added items.
Paper Mate Profile Retractable Ballpoint Pens... 1x $1.0700 CAD |
_ _ | Click on Proceed to Checkout to begin entering
|_ Review Cart details of your request.

4) You will be brought to the Summary page of your requisition to

finalize the request.

Note: If you are purchasing any items containing
radioistopes, there are specific approvals required to meet
regulatory requirements. Please refer to the guide prepared
by EHSO for further information on this process.

The following fields are required to be filled:
Title

Ship to

Need-by Date

to another person)

a) Optional fields:

Select Visible to Supplier if you wish for the
see the comments.
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Deliver To (this defaults as yourself but may be changed

Comments — You may choose to add comments for
internal purposes or to relay information to the supplier.

PR55619.

Summary

Title: *

Purchasing Unit:  umanitoba

On Behalf Of: ‘ Natasha Ann Martin |

Buyer ‘ (no value) |

F.0.B Shipping Insfructions: ‘ (no value) |

shipping instructions:

My Labels:  Apply Label... v (©

Ship To: * ‘ (no value)

Deliver To: *‘ Natasha Ann Martin ‘

Need-by Date: * ‘

Comments:

‘_‘ Visible to Supplier

supplier to

Aftachments: & Add Attachment
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https://umanitoba.ca/admin/vp_admin/risk_management/ehso/media/EPIC_Radioactive_Materials_Purchase_EHS_version_Aug_2020.pdf

Attach ts:
e Add Attachment: A ments: & Add Attachment

o Click Add Attachment.

o In the following page, click Browse.

o Search and select your document in the window Add Attachment
provided then click Open.

o Your document will appear in the field beside Browse Fio Brovise..
to indiciate it has been selected to be added to your Visible 1o supplir on the purchase ardsr
request.

o You can choose to click on the checkbox for Visible

to supplier on the purchase order.

o Click OK to be returned to the Summary Page.

¥ Line ltems

1 Item Total

|7\ No. 1 Type Description

b) Entel‘ing accounting information: \i\ 1 R Paper Mate Profile Retractable Ballpoint Pens..
i. To enter the FOP for your items, scroll down to the Line Items [a] S R Bgiﬁﬁ
- . . . . Commodity Code: Ball point pens
section, select the item and click on Actions then Edit. e
Contact Grand & Toy Ltd
Payment Terms: Net 30 Days
Research Related?
Commodity Justification:  Yes
I Justification Required? No
‘. Actions » ‘ | Update Total
Copy
Edit
Delete
ii. The Line ltem Details page will open. Scroll down to the Accounting - By Line [tem
Accounting — by Line Item section to enter the FOP. Accout Type: | Expense
Bill To: "| Supplier Payment Services
iii. Click on OK at the bottom or top of the page once the Func: * [ (no value)
|nf0rmat|0n |S Complete Organization: "| (no value)

Program "| (no value)

Activity | (no value)

|
|
|
Account: | 706003-Office Consumables |
|
|
|

Location: | (no value)

| Split Accounting

5) You will be returned to the Summary page of your requisition. Review your request once more to ensure all
information is accurate. When satisfied, click on Submit to submit your purchase request for approval.

Active signifies that no one
Kristine Ward
Paul Duga has approved the request.
NOTE: Check the approval flow of your Colin Nicolson
requisition. If you appear as the final e
approver, you will need to approve the Subsitied Y| Jonathan Hyman ¥ Approved
. . . . “anessa Ryplanski

request after the signing authority in a2 sk
order for a PO to generate. You must 'Th;mg_ Sﬂe
send the PO directly to the supplier. Gordon Pasieka

Carleigh Collier
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