[bookmark: _GoBack]UR Procure to Pay – Marketplace Checkout

	Instructions
	Details and Screenshots

	Access the Marketplace:
· Connect supplier website (“conn supp”)
· Click OK to confirm your credentials, add your ship-to address, and your FAO number (Worktag). Call the P2P Center if you need help finding your ship-to address. 275-2012
· Choose Connect
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	Rules
	· Requisition for non-catalog (in Workday) and catalog goods (Marketplace) separately
· Shop & checkout for each Supplier


	The Marketplace (Jaggaer)
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	Process a Punchout Cart
· View Cart Details
· Send to Workday
· In Workday, Checkout
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	Process a Hosted Cart
· Click on Cart and Checkout
· Send to Workday
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	· In Workday, Checkout
· Confirm each line has a spend category.  If not, add one at checkout.
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	· Information
· Some Suppliers (with automated data interchange) will not process the memo from catalog orders.
· Internal memo is provided in the approval workflow.
· Estimated Freight Amount can be added if known.
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	· Attachments
	Catalog goods > $50,000 require a business justification.

	· Spend Categories can be added to each line as needed.  You can change a company number on one line for a Multi-Company Requisition.   Change the FAO or enter splits to the far right of the line.
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	· Review and Submit
· The Order Type will be: Punchout or Catalog (for Hosted)
· The Item Tags may be: Green, Hazardous, Radioactive
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	· Once the requisition has been approved and a purchase order created, review the document in the Marketplace (Jaggaer) by entering the number (PURxxxxxxxx) in the search window or looking at the My Purchase Orders list.
	[image: ]

[image: ]



QRG Procure to Pay – Marketplace Process Cart v1               	Visit www.rochester.edu/adminfinance/urprocurement/				2

image4.png
()

]

8

Home

Shop

Documents

[¢

Reporting

UNIVERSITY of

& ROCHESTER

W Shop > Shopping > Shopping Home &

Shopping Dashboard

Navigation Bar Shop

Showcases

Search Everything

Supplier
Catalogs

v Punchout Catalogs

Lab Products

Gupli illumina

IDT

Integrated
DNA
Technologies

Breadcrumbs for current
location

v || Product Keywords, Description, Supplier, Manufacturer

Koo

Lab Products

Q

Frousieiss,
McMaster-Carr

@ vwRe S

Scientific

atalogs

My Draft Carts
View: All Drafts

No results found

My Purchase Orders

Viewas Graph @ View as List
Number Supplier
/ PUR00000195  Dupli Graphics
v/ PUR00000183  Staples
v/ PUR00000182  Staples

v/ PUR00000176  QIAGEN, Inc.

v % » A& WooousD [EEENGISIe)

Shopping Cart

8 Cancel and Return to Workday

Search field (search for
task type or number)

Advanced Search

Cart

2429863

2428195

2428192

2428142

Date
10/17/2018 1211 PM
10/16/2018 10:39 AM
10/16/2018 10:20 AM

10/16/2018 9:38 AM

z 2

Total

16250 USD

3096 USD

109.00 USD

139.00 USD

Powered by JAGGAER | Privacy Policy




image5.png
Estimate (USD) v

Sutotal 1011
Shipping 000
Handiing 000

10.11

VIEW CART DETAILS

ASSIGN CART





image6.png
Draft

Total (USD) v
Sutotal 1011
Shipping 000
Handiing 000
1011

SEND TO WORKDAY

ASSIGN CART

Preview faled,please try again





image7.png
Solutions knor

664.70 USD





image8.png
Draft

Total (USD) v
Sutotal 66470
Shipping 000
Handiing 000
664.70
SEND TO WORKDAY
ASSIGN CART

Preview faled,please try again





image9.png
View Cart

1iem

New Acron, Work Chas B Size Std-.. 1
$66470

| cotme st «

‘Supplier tem Igentifier

‘Spend Category (empry) ]

Suppler
Suppier Conract
Quantiy

Unitof Measure:
UnitCost
Extended Amount

tem Identifers

temTags

CartDerails

New Aeron, Work Char B Size, St +igt Range, Adj it Lim and Seat Angle, Fully Ad] &
PostureFt SL (SacralsLumbar), Graphite Finishes, carpe casters

AER1B23DW/ALPG1G1618B8K23103

Sedguick Business Iteriors
(emety)

1

Excn

65470

65470

Manufacturer Name : Herman Millr
Manufacturer PartID: AER1B23DW/ALPG1G1G1888K23103
UNSPSC: 56101700

Green Product

(Contract Number : ContractNumber.
Freight: Freight0.0

Jaggae: Cart RequisiionlD 2831246:

Jaggaer Cart Line  RequisitonLinelD 8618036:
Jaggasr Supplier Number : SuppiieiD-1000824015:
Order Type: ProductType:Catalog:





image10.png
**P2P Should NOT be used for ordering Clinical Supplies or Internal transfers (i.e. IT Tech Store); continue to use current methods**
For Tips and Tricks, videos and P2P help see the P2P SeffHelp section under Resources/Contact ot his: /vy ochestes edy/adminfinance/uprocurement
For Commodity Leveldetals see the P2P Seff Help Section under Resources/ Contact. Go 1o General P2P Help Tools General Documents Section at s/ wwi rochester edu/adminfinance/urprocurement

v Shipping Address

StipTo Address 44 Celebration Dr
Ste2200
Rochester, Y 14620
United Sates of America

v Requisition Information

RequestDate % 02/12/2020 f5]

Corrency * xusp -
High Priorty

Submittedby i Brock
FreghtAmount 000
Memo o Supplers

Internal Memo




image11.png
v Goods

2tems
@ image  company tem tem Description “Spend Category.
e < 010 Cerrl = em et  Samlesotice -
— 5§ e
Puchase tem
@ » 010 Cental em = X SupplesOffce
e (scs1000)





image12.png
Request Date %
‘ 10/17/2018 E‘

v Goods
2items _—_— /B
" " Item .
Deliver-To Item Identifiers Tags Cart Details Memo *Worktags

Rochester - NY

Rochester - NY

Manufacturer Name :
unlisted

Manufacturer Part ID :

11725A47
UNSPSC : 31000000

Manufacturer Name :
unlisted

Manufacturer Part ID :

Jaggaer Cart : 2429962

Jaggaer Cart Line :
7339101

Jaggaer Supplier Number :
4061989

Jaggaer Cart : 2429962

Jaggaer Cart Line :
7339100

Company for FAO: 040

Cost Center: CC11400-000
Microbiology

Fund: Current Fund -
Unrestricted

UR Operating Program: 0P211400
Microbiology

Company for FAO: 040

Cost Center: CC11400-000
Microbiology

I ’





image13.png
Sandb

Al ~ |pur00000195
fan

[Contract.

[Document

Invoice Number

[Change Request Number
[Form Request Number
[Cart Number

Supplier Invoice Number

2

8 cancel and Retum to Workday

2




image14.png
Showcases

v Punchout Catalogs

Airgas | Gupli

illumina

Lab Products

o 2

?

Integrated m'ﬂf— 'lﬂmﬂﬂ,
DNA Lab Products || McMaster-Carr

Technologies

==

vYWReL

v Hosted Catalogs

QIAGEN
Scientific

~

My Draft Carts
View: All Drafts v

No results found

My Purchase Orders

View as Graph
Number Supplier Cart
2429863
/ PUR00000183  Staples 2428195
/ PUR00000182  Staples 2428192
/ PUR00000176  QIAGEN, Inc. 2428142
Displaying 4 of 4

<2
<2

Date Total
10/17/2018 12:11 PM 162.50 USD
10/16/2018 10:39 AM 30.96 USD
10/16/2018 10:20 AM 109.00 USD
10/16/2018 9:38 AM 139.00 USD

Search My Purchase Orders




image1.png
wR(SEfVl—ilK}‘E’;‘FEK Q connect supplier




image2.png
Supplier Websites 1 item

Logo Supplier Link Name Multi-Supplier Supplier Description

The Marketplace Yes Shop The Marketplace! @





image3.png




