Purchasing Manager

Approve, View and Search My Requests




My Requests

Need Help v 1-800-082-3400  Chat  Why Quil.com Track Order . e Click ‘My Requests' on the
C Reorcer Fast [ Oxcer by tem s s -5 My Account page to view the
Q"illcom. N T status of the requests you have
runder $257 See detals placed, approve requests or
PRODUCTS v  INK&TONER v  COFFEE|SNACKS v  CLEANING v  SERVICES v SHOP BY INDUSTRY v search for requests.
Purchasing Manager: My Requests e My Requests (3 | Manage Users | Manage Rules | Help |f yOU see a number next tO ‘My
(B Requests’ in the navigation or
; above the ‘Approve Requests’
button, this means you have
Check the approval status of an order Review, approve or dscline raquests Find and view specific requests by pending requests to act on.

searching on a variety of criteria



Approve Requests

Need Help »»  1-800-982-3400 Chat  Why Quilcom Track Order From this screen, you can approve
C Reorder Fast mml_m Order by ltem # :iLfggfﬁ:tEA\s,Es‘GNw -E 0 or deClIne mU|t|p|e I’equeStS
[ ]

Qu’ll""’"- % ot Mo @) Once you click the Approve
PRODUCTS v  INK&TONER v  COFFEE|SNACKS v  CLEANING v  SERVICES v  SHOP BY INDUSTRY v CheCkbOX, an ‘Add Comment’
link appears to the right of the
Purchasing Manager: My Requests My Requests'3 | Manage Users | Manage Rules | Help bOX. YOU may CIiCk that tO add

an optional comment to the

Approve Requests Quick Tips: requestor

IMPORTANT: A reguest will tisplay an ‘Approved' status after you submit your
approval but may still require further approval. Click on the Request #to view the

request status and the request detail view ] ) |f you ChOOSG to deCllne 3
To accept or decline a request, check the appropriate box and then click " Submit’ i .
Once you accept and hit sulmit, your order wil be processed for delivery requeSt, yOU WI” See a WlndOW
Reguests Submits for Asproval with a required comment field
gETEpttAH Decline Requestor Messages Request# getqueal \éVeh # PO# REBFU?T @ SO you may Send a message
elec ate - BCa; otal B .
to the requestor explaining the
f [ Lincoln, wigw REQ2Z30704  DBHB2014 Test! 23 $307.28 A
- - Wzther: Hessage reason for declining the order.
[] [ Edt - Lneon, REG2230705  08A 212014 $4,755.54 See “G” for examp|e.
0 v Edit ‘ ;mrclﬁlm ::I‘EW 0 REG2230708  09A 272014 Tast456 $756.70 @ |f th " h d t d
oo e - e requestor had create
¥ Approved m ;‘thlr?ler\lfv @\as;\;age REQ2Z30855 0022014 56525200 5388.99 a message for the approver,
X Declined ;mrclﬁlm ::I\ew REG2230822 0BINAS201 4 A Testa9g §978.54 yOU may VieW the Comment by
atthew essage

clicking the ‘View Message’

(EQW somt | link.

G Click on the request number to
view the request details. (The
request details view is on the
next page.)

Sort by column by clicking
on any of the blue titles in the
table.

Click the ‘Submit’ button when
you are ready to take action on
Optional Internal Comments @ the request(s). Note: you are
NG S 5 O ML not required to take action on
all requests at one time.

Also displayed are any regeusts
that you have approved and

Gancel “ declined.

Enter a comment to the
requestor for each request and
then click ‘OK’.

Once you'’ve approved a
request, the status will display
‘Approved’ but may still require
further approval. Click on the
Request # to view the request
status.




Need Help v 1-800-9

Quill .o,

PRODUCTS w INK & TONER

Purchasing Manager: My Requests

Request Status Details: Request # REQ2230706

Reguest Placed: 11/06/2013
Reguest # REQ2230704
PO# TEST123
Reqguest Status: Pending Approval
Submitted by, Matt Lincoln
Approval Group: ATTIAS

APPROVAL GROUP
Request Total.  $194.96 @

*AS 500N &5 Wwe process your arder you will
receive an email order confirmation that contains
your final delivery details

To ensure you receive your final order
confirmnation and other staus updates, please
add confirmation@ouill. com and info@ouill.com
ta your trusted sender list. Learn How™

ship Te:
iatt Lincoln
TEST_EC_TEST ACCT
4510 FRONTAGE RD Ny
AUBURNM, WA 98001

UsAa

Bill To:

Matt Lincoln

TEST_EC_TEST ACCT

4510 FRONTAGE RD Ny

AUBURNM, WA 98001

U3A

Payment Method: Invoice Quill Account

Order confirmation will be sentto:
Jjoan.holloway@acme.com

Requestor Comments: None

Approver Comments:

By Joan Holloway

Loremn ipsum dolor sit amet, consectetur
adipisicing elit, sed do eiusmod ternpaor

By Peter Smith
Lorem ipsum dolor sit amet, consectetur
adipisicing elit, sed do eiusmod termpar

C Reorder Fast

View all pending regquests

Note:
Item pricing, guantities, freight and tax are subject to final verification

Approve Request: Order Detail View

Why Quill.com

WELCOME, PLEASE SIGN IN

mml_m Order by ltem # My Account o

Fast Free Shipping. '?
Order under $257 See details My ealsene

COFFEE | SNACKS w CLEANING SERVICES v SHOP BY INDUSTRY

My Reguests (1 | Manage Users | Manage Rules | Help

Status: Pending Approval by ATTIAS APPROVAL GROUP

Federal Compliance Poster
Itern # 901-83800

$15.99 /1 Each

Qty: 2

Subtotal: $31.98

Estimated delivery: 11/21/2013 - 11/22/2013
Cost Center: Larem ipsum

ProLine™ wulti-Purpose Ory Chermical Fire Extinguishers, 195 psi
ltem # 901-423201

$110.99 / 1 Each

oty: 2

Subtotal: $221.98

Estimated delivery: 11/26/2013 - 11/27/2013
Cast Center. Inventore veritatis

Jahnson & Johnson® 152-Piece First Aid Kit
| tem# a0ia142
| $34.99 /1 Each
aty:1
Subtotal: $34.99
Estimated delivery: 11/21/2013 - 11/22/2013
Cost Center: Nemo enim ipsam

Subtotal: $177.96
Shipping: (detsils) Free
Handling: (details) Free
Tax (cletails) F17.00
Total: $194.96

ca Ths e

"Savings reflected in your merchandise total.

@ Are you sure you want to modify

request # REQ22307067

Edits/modifications may affect coupons that have heen previousty applied to this order
Once modified, you will need to checkout again; prices may be affected.

Q If you click on the request

number from the approval
screen, you will see the request
detail view. From here, you may
Approve, Decline or Edit This
Request.

View other details about

the order such as when the
request was placed, the ship-to
and bill-to information.

View all products in the
request.

If you click ‘Edit This Request’
you will see a window
confirming that you want to
edit the request. By doing

S0, edits/modifications may
affect coupons that have been
previously applied to this order.
Once modified, you will need to
checkout again and prices may
be affected.

By selecting ‘“Yes’ you will
be taken to the Cart for this
request.



Approve Request: Edit Request

Order

Need Help \

QUill.com

If you chose to edit the request,
you will be taken to the Cart
for that request. To cancel the

(A

WELCONE, ALISON
My Account oo

ﬂy Deals v

C Reorder Fast |\|~|M| Order by Item #

Fast Free Shipping.
Order under $257 See details

901-8142 Q

EPRODUICTS .

INK R TOKNER s,

COFEEEL

KNACKS s,

CLEANING s SERVICES »

9 You are editing Request REQ2230706 from MLincoln
Click to undo changes and exit.

My Shopping Cart

A

FREE shipping on this order.*

CONTINUE SHOPPING SAVE AS

Expected delivery (1 items): 1 to 2 Business Days FAST Delivery!

Plastic Case

T Addto MyList | Remove

ttem # 301-225AN
Model # FAQ225AN

First Aid Only™ First Aid Kits; ANSI
Compliant, For 50 People, Wall-Mountable

Recommended Items

BEGIN SECURE CHECKOUT

Expected delivery (1 items): 3 to 4 Business Days

Extinguishers; 195 psi

Add to My List | Remove

ltem # 801-423201

Model # 466112-01

ProLine™ Multi-Purpose Dry Chemical Fire

Recommended Items

Expected delivery (1 items): 5 to 6 Business Days

ComplyRig

Qtlf| 1 ‘ 3t $34.99 $34.99
Each
Update
™ Quill Brand® Letter Copy Sharpie® Black Fine
Permanent Markers >
$7.99 pozen
When you buy 5+ When you buy 5+
Qtyl 2 ‘ at $110.99 $221.08
Each
Update
Kidde 0915E Battery CRC 02105 Smoke
. Powered 3maoke Alarm Detector Tester, 6 0z >
W/ $16.99 eacn g e
Federal Labor Law Poster; le 2 ‘ 2t $15.99 $31.08

English Version

Add to My List | Remove

Each
Update

Recommended Items

ltem # S01-ERFED

Spanish Federal Labor
Law Poster
$17.99 Eacn i

2-1/2¢11" 32 Bright Copy
Paper >
$6.69 ream

When you buy 70+

Delivery Estimate based on the delivery 7ip code : 60063 . Your delivery dates will be verified at checkout.

If this is not carrect delivery zip code, please click above Zip code to change

*We waive the fees associated with shipping and handing on
all orders over $25.00. A $4.99 handiing fee may be appled

to orders under $25.00.

Quil.com charges tax in every state except the states that do

not have a Sales Tax - Alaska, Delaware, Montana, New

UPDATE TOTALS

Subtotal : $194.96
Shipping™: Free
Handling*: Free

SHOP BY INDUSTRY w

[Expand Deal] v

Time To Reorder?

-
Mr. Clean® Magic Eraser®

AkkAk (2)

$6.99 Pack
When you buy &+

Buy

Glad® 13-Gallon Drawstring
Trash Bags

oo W R o (158)

$14 69 Box
When you buy 3+

Buy

\ 4

Seagate® 2TB Deskiop Hard
Drive

RARARK (5)

$89.99 Each

Buy

Recently Viewed

QB® Print & Copy Paper Carton
8-1/2x11"
HRAAAS (350)

Was $52.99
You Save: $22.00

process of editing the cart,
click the red ‘x’. The box will
follow you throughout your
shopping experience as long
as you are still modifying that
request.

You may click through to a
product page and still be able
to add it to the request and the
box to exit the request will still
follow you.

The revised cart will not
update the request until you
click ‘Approve Order’ on the
Checkout page.

@ You are editing Request REQ2230706 from MLincoln

Click to undo changes and exit.

s>

B

/

s

Product Details | Product Specifications

(R oecicaons | Rovews | Accesores |

« Black
* Fine point

* Original pen-style permanent marker

~ Fastdninginkis permanent on most surfaces
= Fade- and water-resistant ink

Hem# 901-30008K Model # 30001

+Ink Color: Black - Tip Size: Fine - Retractable: No

ermanent Markers; Fine Point, Black, 1 Dozen

(72) Virte aReview  94% of

$7.99 0czen
When you buy 6+

$8.99 Total Price

12 EACH - 1D0ZEN

Addto Cart

Add to My List

More Buying Options:

oon

Buy more & save!

aty 1 3 [}
Price 5899 58.49 $7.99
save 5% "%

wecoor ] O O (O

This item qualifies for FREE Shipping*
Your delvery dates wil

ooty e [ zpcoe |

EnterZip Code FParcel

Customers also viewed

Sharpie® Black Ultra-Fine
Perm. Markers

$7.99 Dozen

When you buy 6+

~, Invoice My

@ CreditCard | © account

*Credit Card:
“Expiration Date:
[ i =

| = S5 Using a Prepaid Gift Carg?

8 You are editing Request REQ2230706 from MLincoln

Click to undo changes and exit.

“Cardholder Name
[Tiberius Tiberius |

[ setas defautt carg

[C] Use a different credit card address than billing address above.
Cardholders Billing Address as listed on the credit card statement

Attention to Individual or Department

Reference/P0 No:

Note: Special characters are not alowed n PO No. text box. Allspecial characters are replaced with a ™

Notes:

(C)

Order Total: §234.25

APPROVE ORDER

Coupons. Collapse —
Coupons Not all coupons can be combined
Coupont Coupon2 Coupon3
\ I I
Your Savings Summary $13.40 Expand +
Order Summary
Werchandise Total 521803
Shipping: Free
Handling Free
Estimated Tax: $15.32
Total: $234.25
You Saved s12.40

1 prices shown do not reflect your companys negatisted discount, actual
prioes will show on your e-mail ordr confirmtion.



Requests Status

Need Help v 1-800-982-3400 Chat Why Quill.com Track Order The Requests Status page
WELCOME, PLEASE SIGN IN - i

C Reorder Fast [I] ©reer oy tem My Account s diSplayS a” requeStS that yOU have
® .
Fast Free Shipping. submitted.
eul I lcom- @ ozzr unrdzf$25’.:psz<lendiwi\s ﬂy Dealssy
PRODUCTS w INK & TONER v COFFEE | SNACKS w CLEANING v SERVICES v SHOP BY INDUSTRY w e The request Status can be

found here as approved,
declined or pending approval.

Purchasing Manager: My Requests My Requests (31 | Manage Users | Manage Rules | Help

Requests Status Quick Tips:
To view request details, click on the request number.

@ View any request by clicking on

e Q @ Search for Requests the RequeSt #.

Request # Request Status Wieh Recap # PO# Request Date Order Ttoal
REQ2230704 X Declined NA TEST123 11411/2013 $307.23 @ You may View your Web ReCap
@ RECI2230703 v approved 56525209 TEST246 11/06/2013 $4,755.54 # by C“Cklng on the Web
Recap # link.
REQ2230706 1) Pencing Approval TESTS79 10/30/2013 $194.95
REC2230722 v Approved 56525209 06/3012013 $388.99
(®) Click here to Search for
REG2230721 ¥ Approved 56525208 TESTS59 06/3012013 $976.54

Requests if you don’t see it in
this list.



Search for Requests

Need Help oo cnat  wnyaul You may search for a request

WELCOME, PLEASE SIGN IN !
0

C Reorder Fast |||m| Order by Item # My Account v 3 from thls page elther by Searoh

H - Requests History, Requests
Fast Free Shipping. )
Q"I lcam_ @] G e Mo Created By, or by Request #.

PRODUCTS v INK & TONER COFFEE | SNACKS v CLEANING SERVICES v SHOP BY INDUSTRY

Make your selections, then
click ‘Go’ to see the list of
request(s) that match your
Search for Requests search criteria.

© scarcnrequests Histoy (L) Searcn Requests creaea sy () Search by Request # 0

Purchasing Manager: My Requests Wy Requests(3 | Manage Users | Manage Rules | Help

Search by:
Order Status All
PO#: TEST123

Ship To Location: Al

Order Date:
L1
From: MM /DD IOy i
——
To! ) /DD / Iaaa i
Purchasing Manager: My Requests Wy Requests (3 | Manage Users | Manage Rules | Help

Search for Requests

O Search Requests Histary o Search Requests Created By O Search by Request #

Search by:
First Name: Quick Tips:
Enter a name in the Last Name field to
pull up orders by a specific reguestar
*Last Name:
Order Status: All
PO#

Ship To Location: Al

From:

Order Date: L) /DD IOy
To:
M /DD IOy

Purchasing Manager: My Requests Wy Requests (3 | Manage Users | Manage Rules | Help
Search for Requests
O Search Requests Histary O Search Requests Created By o Search by Request #

Search by:

Reqjuest #




