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This document provides a condensed overview of the order release process. It will demonstrate with short text
descriptions supported by screen shots for each step explained.

Entity Configuration: Who releases the Order?
The user responsible for releasing (and re-releasing) the order is determined by the Entity Settings.
Transaction Not

Requiring Approval
Released By: Onginating User

Credit Card Transaction
Requiring Approval
Released By: (s Originating User
Approver’/Manager

PO Transaction
Requiring Approwval
Released By: Originating User
= Approver/Manager

As a result, the order can be released from the Checkout Tab, Approve tab or Manage Tab based on

configuration.

Note: If the Originating User releases the order, an email notification is sent to prompt the requester to
release the approved order.

Release Methods
The Requester (originating user) determines the release method and payment form, which are confirmed by

the approver(s).

* Payment Form: | Credit Card (PO

Release Method: Elzctronic T
Electronic

Manusa
Confiming Request

attachments

External Note:
Internal Note:

Electronic: Email or XML (Punchout catalog)
Manual: email is sent to user containing the purchase order. The user must provide the order to the supplier.

Confirming Request: Optional method that prompts the supplier to confirm receipt.

|
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Releasing Orders
The user can release the order by selecting Prepare (Credit Card) or Release (Purchase Order).

selection : | Active ¥ | Transaction # : PO#: sort by : | Recently Added ¥ rows /pg: |10 7
1w Transaction #: 42880 * Payment Form: Credit Card Selection: Active
User Group: Unassigned Release Method: Electronic Status: CC Information Required
Requester: Shopper user External Mote: System Note: Mons m
Create Date: §/15/2018 Internal Note: 08/15/2018 12:58 EST
Supplier: GovConnaction Shopper user - A... view Next Step: | Prepars CC Order ¥
Total Value: 884.68 USD * Ship To - Attn: Shopper user

Purchase Order #: 15

e Transaction #: 41084 * Payment Form: PO Selection: Active
User Group: Unassigned Release Method: Electronic Status: Pending Release
Requester: Shopper usar External Hoke- System Mote: Mone m
Create Date: §/2/2013 Internal Note: 06/21/2016 10:04 EST
Preferred Supplier: Dell - Training System Admin - ... view Next Step: | Relesss PO i
Total Value: 2,367.00 USD * Ship To - Attn: Shopper user

Purchase Order#: 14

If the Next Step drop-down states “Prepare CC Order,” the user will be prompted to enter the credit card

information and select Continue.

-asm

GovConnection Date: §/22/2016

:I: . k. NH 03054 Purchase Order #: 15
rrimack, . .

United States Transaction #: 42338

Attn: Maureen Gallagher Requested By: Shopperuser
Phone: 800-800-0012 x33176 Requester Email: shoppan@esmsolutions.com
Fax:

Phone: B77-080-7245 axt. 3
Authorized By: System Admin

Ship To

ESM

Accounts Payable

2700 Kely Road Suite 100
Warrington, PA 18875
United States

Attn: Shopperuser

Phone: 877-080-7246 ext 3

Bill To
Entity Name: ESM

Confinue
*Mame on Card: |Shopper user El

* Gontact Phone Number: [577-338-7245 ext. 3 ﬂ
B —

* Card #:

* Expiration Date: |[Feb ¥ | (2018 v

|

Order Comments:

Line # Item # Description uon aTy Unit Price Line Total
1 34058 Printers - Input Trays/Faaders EA 1 242,83 USD 24283 UsSD

|
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If the Next Step drop-down states “Release PO,” the user will be prompted review the

Continue.

-asm

Dell - Training

One Dell Way

Round Rock, TX TEEE2
United States

Attn: Dell User

Phone: BEB-www-dell
Fax:

Ship To

ESM

Accounts Payable

2700 Kelly Road Suite 100
Warmington, PA 18878
United States

Attn: Shopper user

Phone: B77-D60-T246 ext 3

Bill To

ESM

Accounts Payable

2700 Kelly Road Suite 100
Warrington, PA 18878
United States

Attn: Accounts Payable
Phone: B77-D60-T248 ext 3

Order Comments:

Line # ltem # Description
1 EG520  Dell Latitude ES520
Ship To Attn: Shopper user
2 320-0700 Dell Professional P18135 19" Monitor with LCD

Ship To Attn: Shopper user

Select Place Order to confirm release.

PR A

Date: 8/22/2018
Purchase Order#: 14
Transaction # 41084
Requested By: Shopperusar
Requester Email: shoppen@esmsolutions.com
Phone: 877-080-T248 axt. 3
Authorized By: System Admin

uom aTy Unit Price Line Total
each 21,108.00 USD2,218.00 USD
each 1 14000 USD 14000 USD

HEeQUesTEr EMall: SNoppenEesmsaunons. com
Phone: E77-BG8-7245 ext. 3
Authorized By: System Admin

Submit Order - easyPurchase

tha
1 Suite 100
18076

zar
I-7245 ext 3

itity Mame: ESM

e on Card: [Shopper user 12]
e Mumber: |BTT7-868-7245 ext. 3
Card Type: | Visa r

This action will result in the order being transmitted to the supplier

Are you sure you wish to continue?

o | e
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When successfully submitted, the order will appear under the Selection filter “Submitted” with the Status of

“Submitted to Supplier.” The user may select the Next Step "View Order” to print the order.

shop v cart (0) m approve

itted v T fion & - PO#- sortby : | Recently Added ¥ | rows/pg: |10 ¥
Active
Waiting
Hold
e Archive p2 * Payment Form: Cradit Card Selection: Submitted
Submitted =zignad Release Method: Electranic Status: Submitted to Supplier
Fecened e External Note: System Note: History +
oc
All Last 30 days /2018 Internal Note:
Pre| 41l Last 90 days les (Dema) * Ship To - Attn: Transfer Cart Next Step: | View Order v
All
usp Purchase Order #: 17
A 2 Transaction #: 42650 * Payment Form: Credit Card Selection: Submitted
User Group: Unassignad Release Method: Electronic Status: Submitted to Supplier
Requester: Shopper user External Note: System Note: History
Create Date: 8/15/2018 Internal Note: 06/15/2016 12:58 EST
Supplier: GovConnection Shopper user- A... view Next Step: | L
Total Value: 884.5668 USD * Ship To - Attn: Shopper user

Purchase Order #: 15

The System Note History states the time the order was successfully released.

........ A EITa T T ur. L i S —
Requester: Shopper user External Hote: System Mote: History
Create Date: 6/21/2018 Internal Note:
Prafarred Supplier: Staples (Demo) * Ship To - Aftn: Transfer Cart Mext Step: | View Order r
Total Walua- 1 24 110 - - - - =
System Note - easyPurchase X
08/21/2018 10:18 EST
I = Successfully released to supplier
Us
:
Cre
To
USy s v g i wEmanT mmares. Cmouoiee s e v P—
Requester: Shopper user External Note- System Note: History m

Mroste Nate- AMDMIOAR - ___ L —

Release Failed
ESM Customer Support receives a notification when an order released failed. The team will work with the

supplier to resolve any issues.

|
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e Transaction #: 42822

User Group: Unsssigned

Requester: Shopper user

Create Date: 5/21/2018

* Payment Form: Credit Card
Release Method: Electronic

External Note:

Intermsl Mlovke -

Selection: Active
Status: Release Failed

System Mote: History

The user may be prompted to re-release the order if the supplier did not receive it or the credit card was

declined.

If the supplier confirms receipt, Support will mark the order as Submitted and notify the user.

Re-Releasing Orders
Select "Re-release Order” from the Next Step drop-down.

1e Transaction #: 42822

User Group: Unassigned

Requester: Shopper user
Create Date: 8/21/2018
Preferred Supplier: Staples (Dema)
Total Value: 1.36 USD

2Kk Transaction #: 42868

User Group: Unassigned

Requester: Shopper user
Create Date: /15/2018
Supplier: GovConnection
Total Value: 884 658 USD

* Payment Form: Credit Card
Release Method: Electronic
External Note:
Internal Note:
* Ship To - Attn: Transfer Cart
Purchase Order #: 17

* Payment Form: Credit Card
Release Method: Electronic
External Note:
Internal Mote: 06/15/2016 12:58 EST
Shopperuser- A_. view
* 5hip To - Attn: Shopper user
Furchase Order #: 15

Select Prepare (CC Order) or Release (PO).

e Transaction #:
User Group:

Requester:

Create Date:

Supplier:

Total Value:

ik Transaction #:
User Group:

Requester:

Create Date:

Preferred Supplier:

Total Value:

42668
Unassigned
Shopperuser
B8/15/2016
GovConnection
BB4.668 USD

41954
Unassigned
Shopperuser
6/2/2016
Dell - Training
2,387.00 USD

* Payment Form: Cradit Card
Release Method: Electronic
External Note:
Internal Note: 06/15/2016 12:58 EST
Shopperuser- A view
* Ship To - Attn: Shopper user
Purchase Order # 15

* Payment Form: PO
Release Method: Electronic
External Note:
Internal Note: 05/21/2016 10:04 EST
System Admin - ... view
* Ship To - Atin: Shopper user
Purchase Order #: 14

Selection: Active
Status: Release Faied
System Mote: History

Next Step: | View Order ¥
Request Approval
Wiew Workflow

Ad Hoo Review
Route to Back Office
Prepare CC Order

. Encumber
Selection: | pejease PO
Status: | Hold
System Mote: Deletz
Next Step: w Receipts

Archive
Fe-Relesze Order
Copy Transaction

Selection: Submitted
Status: Submitted to Supplier
System Note: History

Mext Step: | Re-Release Order v

Selection: Submitted
Status: Submitted to Supplier
System Note: History

Next Step: | Re-Release Order ¥
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Dell - Training

COne Dell Way

Round Rock, TX TBEE2
United States

Attn: Dell User

Fhone: 888-www-dell
Fax:

Ship To

ESM

Accounts Payable

2700 Kely Road Suite 100
Warmington, PA 18078
United States

Attn: Shopper user

Phone: B77-089-7246 ext 3

Bill To

ESM

Accounts Payable

2700 Kely Road Suite 100
Warmington, PA 18078
United States

nts Payable
-D8D-T246 ext 3

Order Comments:

Line #  ltem # Description

1 EG520  Dell Latitude ES520
Ship To Attn: Shopper user

2 320-0700 Dell Professional P18135 19" Monitor with LCD
Ship To Attn: Shopper user

Note: Re-released orders will state "“Duplicate Order.’

Date:

Purchase Order #:
Transaction #:
Requested By:
Requester Email:
Phone:
Authorized By:

122/2018
14
41084
Shopperuser
shopper@esmsolutions.com
TT-060-T248 ext. 3
System Admin

If the Payment Form is Credit card and it was declined, provide new card information. Select Continue and
Place Order.

-asm

Duplicate Order

1

uom aTy Line Total
each 21,108.00 USD2,218.00 USD
each 1 14009 USD 1498.90 USD
2,367.90 USD

0.00 UsD

:2,367.88 USD
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