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Login
There are several ways to access e-SHOP.
1. Bookmark the e-SHOP url: https://kfs-

prod.adminapps.cornell.edu/kfs/portal.do?channelTitle=e-
SHOP&channelUrl=b2b.do?methodToCall=shopCatalogs

2. Use the login link from the Procurement website: www.procurement.cornell.edu
N ? Procurement

ABOUT - E-SHOP ~ SUPPLIER LIST FOR BUYERS -~ TOOLS & FORMS FOR SUPPLIERS ~

forms

CU policies

training
KFS Support

e-SHOP

Procurement Services Home

Welcome Mary Lourdes Flaherty My Procurement Options ?
Questions? Contact your primary FTC/BSC: University & Small You are an [ \Want Doc User
Academic Finance Service Center or You are an 2-5HOFP User

4. Use the link from the e-SHOP web page: www.dfa.cornell.edu/procurement/e-shop

In this section e-SHOP

Training

FAQ 2-SHOP gives Cornell purchasers a one-stop, web-based Log in to e-SHOP
"shopping cart” for ordering a full range of goods and services.
e-SHOP makes it easy to shop with preferred and diverse EBT'SJ!—'-‘?;P

suppliers, is integrated with Cornell's financial system, and routes
orders to approvers and financial transaction and business service Help Line: (507) 254-5200

O ol e O Note: This application is secure

All e-SHOP users are required to take the "Using e-SHOP" and can be accessed by authorized
tutorial. See the training library for instructions on enrolling to users only. Please contact your
take this and other Purchasing tutorials. FTC/BSC to determine whether you

are eligible to obtain access.


https://kfs-prod.adminapps.cornell.edu/kfs/portal.do?channelTitle=e-SHOP&channelUrl=b2b.do?methodToCall=shopCatalogs
https://kfs-prod.adminapps.cornell.edu/kfs/portal.do?channelTitle=e-SHOP&channelUrl=b2b.do?methodToCall=shopCatalogs
https://kfs-prod.adminapps.cornell.edu/kfs/portal.do?channelTitle=e-SHOP&channelUrl=b2b.do?methodToCall=shopCatalogs
http://www.procurement.cornell.edu/
http://www.gateway.procurement.cornell.edu/
http://www.dfa.cornell.edu/procurement/e-shop
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5. Use the e-SHOP login link from the KFS Main Menu.

ACCOUNTING
BUDGET
CONTRACTS & GRANTS BILLING

ORDERS ORDERS

ACTIVITIES

Contract Manager Assignment
Requisition.
e-5HOP

1'Want

e-SHOP Home Page

The suppliers on the e-SHOP home page are arranged by showcase or product grouping with three
exceptions. The first three showcases features Local, Diverse, and On Campus suppliers. The showcases
then are sorted by most frequently used items, such as Office Supplies, General lab supplies, Lab
equipment and instruments, Life science supply, etc.

Understanding the Icons

Menu options are grouped by related task, i.e., shopping tasks, document related task.

Home

Shop — contains the options related to shopping tasks including product quick search, access to the
shopping page, forms, favorites, and access to carts and orders.

e Shopping — This quick search allows you to do a simple item search by keyword, catalog number
or CAS number.

e My Carts and Orders — You can access your active cart, draft carts, or view recent orders from
this sub-menu.

e Admin — The sub-menu contains options to manage carts assigned to you or that you have
assigned to others.

Shopping 4 Shopping
]
My Carts and Orders By Keyword M
. Go To
P A Admin
5 Shopping Home | Advanced Search  Wiew Favorites  View Forms
Nan-Catalog Form = Quick Order
a Browse By
Suppliers = Categories Contracts
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Orders and Documents — items related to Document Search and Approvals are located here

Orders and Documents

Dl Sl Document Search

Search Documents
View Saved Searches

Download Export Files

Tips for Navigating the Home Page

1.

@'ﬁce Supplies, Equipment, Furniture & Books

L]
Sedg?ﬁ?qls_.

Sedgwick Business
Interiors

CompleteBook. com

,§aglo

Eagle Envelope
Company, Inc.

Close showcases that you don’t use. To close a showcase, simply click on the chevron.

BN

Eastern Managed

=

S&B Computer &
Office Products

Search for a supplier by name using the <Control> “F”.

v Computer Peripherals and Software

ANIXGER

Anixter

w9

CDW Government
LLC.

: FedEx
Print Metworks
f Y Versatite
Insight e Vorsatle
e Wersatile
Insight

The @i T
Centel

Communications

+ Audio Visual, Photo, & Consumer Electronics

Audio Video
Corporation

Computing Cented

|~ v Highiight Al

Match Case

B & H Foto &
Electronics Corp

2 of 2 matches

v

il presentation source
North American The Presentation
Best Buy

Theatrix Source Inc




PROCUREMENT AND PAYMENT SERVICES

3. Use the alphabetical supplier listing
a. Select “Browse: suppliers” from top of the Home page

Mary Flaherty ¥ %  Action Items  Notifi

'! ™ Shop Shopping © Shopping Home = Heme/Shop

Shop Everything " |E ’

Go to: advanced search | favarites | nan-catalog form | quick @fder Browse: suppliers | Wtegories | contracts

b. From the drop down menu, select “Sort by: Alphabetical”

™ Shap © Shopping © Bromse By O Suppliers =

! Click to expand Search for Supplier Filter 7 Back 1o $hop-.

Showing L - 58 of 103 Results

Sartby: Alphabercal |7 2lPage 1 = ot3e] legemd 2

Best Maich

Results Per Page 50 =

Supplier Hame Type Preference

Supplier Name Type
ADrinders & WERL | Arerica ¢ B5
-

Amierican Radiolsbeled Chemicsis [ne m S B | anbter & S

4. Change your home page to the alphabetical supplier listing

a. Select the drop down arrow next to your name and then select “Set My Home Page”
File Edit View Higtory Bookmarks Tools Help
Kuah Portal Inclex
€ a
18 Most Visited @ Gmnq Started

financial systems s m Maintenance  Administration _‘

0ps comedl edu i

Action liems  Motifications (1| W poousp

W Shap - Sheppeg - Browse By Supplers e Mary Flaherty

Wiew My Profie

Set My Home Page

%) Click to expand Search for Supplier Filter 7

Showing 1 - 50 of 103 Results

My Recently Completed Carts

My Recantly Camplated Purchase Orsers

Aesults Per Page 50 =~ Sorthy: Alphabetical =
Supplier Name Type Preference Supplier Name Type Preference
ADrminders & ﬂm CampleteBook com & B s
£ -~ =
Afymtris I, m 5 Cocley Group, Ine. w B s
Qo 5l o || |

Computing Center # | ¥ | Highlight 31 MatchCase 2 of 2 maiches
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b. Click “Current Page” and then click “Save”

Set My Home Page

) Default Home Page
Shopping Home

@ Current Page
Suppliers

You can also access your home page by pressing Alt + 1

Using the Search Feature in e-SHOP

The e-SHOP search engine exams all of the supplier hosted catalogs within e-SHOP for a potential match.
You can refine your search and compare items using the e-SHOP search engine.

‘! ¥ Shop Shopping Shopping Home = Home/Shop

Shop Everything - ” |E ’

Go to: advanced search | favorites | non-catalog form | quick order  Browse: suppliers | categories | contracts

Basic Search
The basic search allows you to type in an item and click “Go” or to refine your search by limiting the
categories explored.

Elie Edn iew Higiorr Bockmars Tock Heip

Kuali Porad Ingex.
immwm.mmsm_u

" B ey
| Zuali
financial systemss m Maintenznce | Admisiztration W 3,0 LM £ e (e

] sction st ||y doc search |

W Shop - Shoppng  Shapgeng Ho

G Lah Supplies
Meadical/Clinical

Buport feedback, and iy OiifieeComputor
e-5HOP Messagegind Tips MR Facilition
Haw Punchout Catalollin +-SHOP Pt

ne fin - i
Wt J Lesier Co. 1 v
3 punthout cataleeg in s4di o fo thess Manafactuting
eistieg hested catabep. Todgen Seate Boia
the new catisleg in the o Electronics
Ultra High Wacsm progucts. Specislty

Computing Center ] okt 48 | poodsFood Equipment,
= . Suppies Ma
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1. Use the simple search to find a specific item, such as Bic gel pens”

Shop Office/Computer - ||Bicge| pens ‘m ’

Go to: advanced search | favorites | non-catalog form | quick order  Browse: suppliers | categories | contracts
Results for: Office/Computer : Bic gel pens

Showing 1 - 20 of 40 Results

14 Results Per Page 20 Sort by: Best Match - \E| Py

2. You can refine your search results using the “Sort by:” drop down menu (red circle below)

e e ihee Hose Bioida Todhtio
" _:Qh;_:'i'””' ey

(_-i-- 2 g oL , = || Q sem a0 + P =
& et vanes @ Gotig St

| Fuali _ =

financlal systemss

Shop  UtticesComouter - B gel pens

Shonng L. 8t 43 Senuy
sitegn 3 = t2l8l t
1519

3. You can also refine your search results by using the Filter Results options (green circle above).
These filter options include supplier, supplier diversity classification, product category, package
size, and manufacturer.

[T Foner s T
Ty Supplier L

Advanced Search
The advanced search feature allows you to begin narrowing your results by using more precise search
criteria initially. You will still have the ability to further refine the search results with the Filter functions.

1. Select “advanced search” from the Shopping home page

™ shop Shopping Shopping Home =

Go to: advanced search | faygites | non-catalog form | quick order Browse: suppliers | categories | contracts

2. Enter your search criteria. Be specific when entering criteria. For example:
Entering “pipette”, returns 4,000+ results
Entering “pipette tip”, returns 2,410 results
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Entering “clear pipette tip”, returns 201 results
Entering “clear pipette tip” and “Beckman”, returns 7 results

Advanced Search  Lab Supphes - simpse searen

Find Results That Have:
Al of These Words Supplier
Bact Bumber (SKL) Manudncturs Marne
CAS Nusmber
Product Class -
Product Size -

Other Options.
Eanet Phemse clear pipette g Texhude Words
Ay of These Words |Beckrnan

Bl tde Advanced Search on seasch resuity
i bon 5l s | favoeins | o Catweg fom | guick order e uppien | ceposn | commen

Raesults for: Labr Supplies : Beckman + clear pipette tip
Shawing 1 - 7 61 7 Resutts

3. Refine your search results, using the “Filter Results” or “Sort bi” options available

Saar Fipet Tigs

Rorpgyen 40 Claar Pifuet Tipabir flackrms P X Robatinn

‘Astygen 250ul Clews Fige Tigs Sor Backman - X e

Comparison Feature
You may use the Comparison feature to review the search results by lead time, shipping method,
manufacturer, image url, part numbers, product size, etc.

1. Inthe search results, select “compare” next to the items that interest you

" Manufacturer Info FX-384-R - [Axygen Scientific)
=
larger image
Axygen 50ul MaxyMum Recovery Clear Pipet Tips for Beckman FX Robotics System - X 297.74 uso
from Meta Scientific, Inc. S0micreL, C5
Part Number FX-50-L-R
Manufacturer Info FX¥-50-L-R - [Axygen Scientific) add favorite | remove

largerimage [

Axygen 50ul Clear Pipet Tips for Beckman FX Robotics System - X from Neta Scientific, Inc. 258.12 uso
larger image Part Mumber FX-50-R S0micrel, CS
Manufacturer Info FX-50-R - [Axygen Scientific)
] add favorite | remove +
Axygen 250ul Clear Pipet Tips for Beckman - X from MNeta Scientific, Inc. 300.00 uso
Part Number FX-250-RMF cs
Manufacturer Info FX-250-RMF - [Corning Axygen)
-} add favorite | compare

2. Then click “Compare Selected”
Results for: Everything : Beckman + clear pipette tip

Showing1-7 of 7 Re.q '

'sults Per Page 20 w Sort by: Best Match - El Pagelofl|» 7

EEEEmm Axygen 250ul Clear Pipet Tips for Beckman FX Robotics System - X from Neta Scientific, Inc. 258.12 uso |
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3. From the comparison screen, you can add items to your shopping cart or return to search
results.

82 To Acta Cart

—
roroi
° _ pol .. :

Catsing No. PrsoLa Aesa
prics = muum
Supplir 0 [ M Seiantiic, Ine B [ s S, Tne
Coagory sipar Tigs peeTigs
uom — —
Price per UOM 2778080 funt 2017USD fune
Product Size Sl Sl
Prics per Produt Sis Unit il
S9RUSD /el S1634USD fmicrat
Sssctuntz W
Attzmate Part Mursbers w2108 1222110
Catogory UNSPSC 12100 ERiSt
Color
Image URL nitpfucimaga fanarssicomy A1 itpefacimaga Faharscicom/i A
Lesd Time 25 Daya Standars 12 Rush srds MBS 2+ Dapa Standars 13 Rush orde SREELLE

Search your order history
You may use the Search Documents to find old orders or check order status.

1. From Orders and Documents, select “Search Documents”
File Edit View Higioy Sockmats T
Wsiime

~ Ty
5 Mon Visited @ Getting Staned

| Fuali

financial systemsa

<vc { Dotument Search
Search Doourents

i Sarved Searchis

Miste Kuftex

revtet o SHOP vallity warvey we hive * Diverse Supplicrs (Minority, Women, & Veteran Owned)

2. From the drop down menu, you may search “all documents or narrow the results by selecting
“shopping cart” or “purchase orders”.

Mary Flaherty > ¢ ™ &

W Documents Dodumens Jaaih Jearch Documerns ™

All Dacuments ™ All Dates v m
'MI DEKI.JI'“E'H"’- arch terms swuch &8 document rumbers, supplien, and product information

Reguisitions
Purchase Crders
Form Requests

p: achanced search | my requsaions | my purchase coders | my forms
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3. The screen contains numerous filters to narrow results, such as date range, requestor, supplier,
product description or SKU, product flags (recycled, green, energy star, etc.), workflow status,
supplier status, and more. You may also sort your search results.

File Edit View History Bookmarks Tools  Help s

' Kuali Portal Index x\-l- n

(' @ https;//kfs-prod.adminapps.comell.edu/kfs/portal.do?channelTitle=e-SHOP&channelUrl=b2b.do?methodT || Q Search ﬁ E 3 #H 9
p——

@ Most Visited @ Getting Started

| Fuali e

financial systemss m Haintenance | Adminisisotion KFS 5.3 12/14/2014 12:58 PM (Oracledi)
[=] action list | [g) doc search Logged in User: mls398 ‘
a E
?
'! #) Orders and Documents ~ Document Search ~ Search Documents = Decument Search
< Back to Edit Search Start New Search
-JJ Showing 1 - 7 of 7 Results
4
2
E‘ Search Details 2 Results Per Page 20 ~ E Page 1 of 1 E ?
Cart No. Supplier(s) Requisition Date/Time Requisition Total
Search Terms 3 5 N
‘ 71736062 "X W.B. Mason 2Q6-02-24 MLS3 submit date oldest first /24/2016 2:43 PM 28,98 UsD
a Participant(s) 3 Total high to low
71653112 =%, W.B. Mason 201902-23 MLS3 N 2/23/2016 9:47 AM 64.30 USD
mls398 Total low to high
O 71652002 5 CDW Government LLC, 2016-02" Mg 3 2/23/2016 932 AM 20.31UsD
Filtered by 71651669 <% Dell 2016-02-23 MLS398 0 Mary Flaherty 2/23/2016 9:26 AM 2699 USD
Type: Shopping Cart 70340560 4 W.B. Mason 2016-01-19 MLS398 01 Mary Flaherty 1/19/2016 7:47 AM 8295 USD
Date Type: Submit Date 69979918 1% W.B. Mason 2016-01-07 ML5398 02 Mary Flaherty 1/7/2016 1:13 PM 35.14 USD
Date Range: Year-To-Date 3 =
69977340 5 'W.B. Mason 2016-01-07 MLS398 01 Mary Flaherty 1/7/2016 1.09 PM 35.14 USD
EiporSeard Results Per Page 20 ¥ [<]page 1 of 1¥] -
—k _ =

107 PM

B &0

Ordering in e-SHOP

You may use e-SHOP to create a shopping cart using a supplier’s punch-out site or hosted catalog or by
submitting a non-catalog order form.

Ordering from a punch-out site
Find the vendor on the e-SHOP home page and click on the vendor’s logo. From the drop down menu,
select “PunchOut.”

e o o B

Euall Partal Inciex ®

| B hoipe i proctactminagps comelLedu iy portal da eha

& Mostvisited @ Getting Staned
e-SHOP Frature |

You can mow welec U which spplier
groapings yeu vee on youw e SHOP
Home Page.

iy licking the chewran W in a grovg.
e i it oo enpared the mambes
o suppliers pou vee.

Surpies and re.usable Aems
availabite 1o the Comell communty
Hrgarse mnd pant Bethngs for svalable WL Mason @
surphes e o the Comel Capital

Auiet Framster Syaterm “LAS" lat. a
CATS Surphn

Prablic bickding fox moa-sagital Comel
o oo Ve RS sy Systomm for
Trade & Auttion of Cormed Surphn
STALS suction e

jivaseriptinvoiePunchout A0S, Home, Note: This suppier PunchOut is eumently nuneing siowsy, Ci.ntty unavail =
— T

3 Fs M3 e

10
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Select items and add to your shopping cart

View cart and edit or update, if needed

Follow supplier’s instructions to check-out or submit cart
Continue with Completing the Order in e-SHOP below

PwnN e

Ordering from a hosted catalog
A hosted catalog is a listing of suppliers goods in a spreadsheet type format.

1. Select your supplier.
2. Alisting of the supplier’s goods will be presented. You may search by keyword (blue circle), filter
the results (red circle), or re-order the sort (green circle).

'™ Shop ~ Shopping ~ Shopping Home = Product Search - All
Results for: Everything : Management and Business Professionals and Administrative Services + PSP Unlimited
Showing 1 - 20 of 63 Results ~ Compare Selected: 0
E Page 1_v uf4E ?

Leed's Renaissance Padfolio, black, Italian alea io, zipp With interior 19,75 usD
organizer, gusseted file pocket and front pocket, writing pad black, size

Results Per Page 20 ¥ Sort by: Best Match

m

S EA
10" x 13 1/2" x 17, 1-color imprint from PSP Unlimited

add favorite | compare

Part Mumber 1000-10

=]

Showing only results matching: Hand Sanitizer, "Z" Collection, unscented sanitizer in pen sprayer bottle, with lanyard 0.95 usp
psp return to hook cap, waterless, 10 mil, 1-color/1-location imprint from PSP Unlimited

Unlimited (63) (=2 L 5 browse... Part Number CPU, CleanZPen, 10 ml
By Category T @ add favorite | compare
Showing only results matching:

i Perfect Line, Plastic Luggage Tag - white. 2.25" x 4.25" x 40 mil. Printed Red 0.63 UsD

Management and Business from PSP Unlimited

Professionals and show al b EA
. ddministrative Services Part Number LT 20

=] add favorite | compare

3. Update the quantity and click the “Add to Cart” button (purple circle)
4. When you have finished adding items to your cart, click the active cart button at the top of the
page (green circle below) and select View My Cart (green arrow)

flie Edit View History Bookmarks Tools Help _‘m
w R |+

(-_ & hitps//ds-prod adminapps comell edu/ids/portal doZchannel Title=e-SHOPEchannel 2bdo7method] ¥ C || O serch T8 &+ A @ =
&_meuu;d @ Getting Staned

| Fuali B

financial systems s m Maintenance || Administralion

Kuali Portal index

| acuion isx | [} doc search Logged in User: misign
W Shep  Shoppang © Shoppeng Home
@ Perfect Line, Plastic Luggage Ta...
Shop  Everything - e
Gt avanced seaech | avenites | nom-cataleg feem | quick order  Bre @ Leed's Renaissance Padfalia, bl...
Bepart feedback, ond istues ~ Local liers (Tompkins 8 Adj Price; 19.7 =

e-SHOP Messages and Tips

New Punchout Catalog in e-SHOP m m

Nt Lisiar Cou will nrw b providing Alminder DM Ceetrals
a punchout eataleg in addition ta these
existing hosted catalog. You can locate

the new catalog in the showase for m‘
Ultra High Vacuue produsts. i 5
Changes to ¢-SHOP's Home Page

In response to multiple requests from our

ID Bocthing

5. Continue with Completlng theOrder in e-SHOP below

11
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Ordering with the non-catalog order form

1. Select the form from the bottom of the shopping home page.

+ Non-Catalog/Special Services Order Forms @ ?
N E E E E
| g | e
Non-Catalog Form NC - Baker-Miller - oeATE
Mon-Cataleg Form Lumber NC - Culligan NC - Interstate All NC - Morthern Safety NC - ProCarpet
Battery Company
E E
NC - Red Barn NC - Reberts Office
Computers Interiors
2. Complete the form and select “Add and go to Cart” and click “Go”.
Non-Catalog Form - Mozilla Firefox .‘Li ‘l
@ https://solutions.sciquest.com/apps/Router/FavoritesFormEdit?&FavoriteProductld=11790048wapiReloadOnCloze =1179004& FavPageContext=
Nun-Catang Form Available Actions: Add and go to Cart hd m Close | = ﬁ g E 2 # 9 | =
Supplie = o o
Enter Supplier
or
Supplier Search
General Item Info
@z
General Description (if you have a quote # please B B
include it here) = PROCARPET
NC - Northern Safety NC - ProCarpet
) Company
254 characters remaining expand | clear
Catalog No. ‘ |
uaniy
Unit of Measure EA - Each hd
Estimated Price 1 113
Total 0.00
See configuration for this form
P I M — ey =
Mg M PN € fs e - 548 S
3/18/2

3. Continue with Completing the Order in e-SHOP below

Completing the order in e-SHOP

1. Review the items in your cart

2. Remove items if necessary by selecting the check box (red arrow). Select the appropriate action
(red circle), and click “Go”. Please note a few suppliers may require you that you return to

punch-out site to modify items.

12
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File Edit View History Bookmarks Tools Help

ﬂali Portal Index x

(- ﬂhrtps:/;’kfs-prodadrmnapps.cmnelledu;’kfs/portaldokhanne\Tme:e-SHOP&[hanne\Ur\:b2bdo%netho[ﬂ - D\Stearth * Q ‘ ’ﬁ 9 | E

Most Visited @ Getting Started

VOIS G STET Ul Uy |

purpose.
Supplier / Line Item Details
Show line details For selected lingfems Add to Favorites
Add to Favorites
WCEMason Remove Selected Ttems
The item(s) in this group was retrieved from the supplier's website. What does this mean? Remove All terns.
Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 3/18/2016 1:55:28 PM Move to Ancther Cart
Line(s): 1 add to Draft Cart or Pending PR/PO
Product Description Catalog No Size / Packaging Unit Price
Great White Recycled Copy Paper, 92 Brightness, 20lb, 8-1/2 x 11, 5000 Shts/Ctn € more info... HAMBE700 cT 2895 1CT 28.95 USD
Supplier subtotal 28.95UsD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and ~ Subtotal 28.95
workflow approvals. shipping 0.00 =
Handling 0.00
Total 28.95 USD
Em -

view cart history

1:57 PM
3/18/2016

al 5

3. Enter business purpose by clicking “add note”

U CONTINUE SNOpRIng

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.

® Required field. Please click "add note" and enter your business purpose.: Business Purpose

2 Item(s) for atotal of 86.91 o

£ - e

-.% Shopplng qu‘ for Mary Flaherty

Cart Name 12016-03-02 MLS398 01 Business Purpose add note...
- Q Required fidld. Please click "add
Description l:l F i
note" and enter your business.

purpose. 3

Supplier / Line Item Details

Show line details For selected line items Add to Favorites - E

W.B. Mason moreinfo..

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 3/18/2016 1:55:28 PM

Line(s): 1
MNeed to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 3/18/2016 2:58:33 PM
Line(s): 2
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price | |

4. Depending on the e-SHOP user role assigned by your FTC/BSC, you may either Submit or Assign
the Cart (green arrow above).
a. Assigning the Cart
i. Click Assign Cart

13
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ii. Select “Search for an assignee”

Assign Cart

Selected Assignee: -

Assign Cart To: Search for an assignee _

Mote To Assignee:

Close

iii. Enter the NetID and click the “Search” button
| - https://solutions.sciquestcom/apps/Router/GenericUserSearch?Tmstmp:145832???23?268&returnFunction:setN|

Close

User Search ?

Last Name

First Name

|
|
|

Email

Department i

Results Per Page 10 -

iv. From the search results, click “[select]”

Results Per Page . L.
0 ~ Users meeting the search criteria: 1 (2] Page 1of1 [»] =2

Name 4  User Name = Email o Phone Action

Aumick, Natasha NLG6O nlgé@cornell.edu +1 (607) 255-5039 [select]

v. If you will always assign the cart to the same person, click the box next to “Add
to Profile. Otherwise, click the “Assign” button.

Assign Cart

Selected Assignee: Natasha Aumick

Assign Cart To: Search for an assignee

Add to Profile

Note To Assignee:

14
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vi. You will receive confirmation that your cart was assigned

@ Cart Assigned
Next Steps

it via the Document Search page

* Search for another item
# Check the status of an order
* Return to your home page

® Create new draft cart

Requisition Summary

Cart number 72000497

Cart name 2016-03-02 MLS398 01
Cart total 57.86 USD

Number of line items 1

b. Submitting the cart

™ Shop © My Carts and Orders » Open My Active Shopping Cart » » Assigned - Draft Cart

You can view the cart in your draft carts list and can unassign it, if needed, until submitted by the assignee. After a cart is submitted by the assignee, you can view

i. After completing steps 1 — 3 above, click “Submit”
ii. Your shopping cart will be transmitted into a KFS requisition for completion

£ - 230 dam

Completing the KFS Requisition
1. Confirm the delivery address is correct

DELIVERY &l
FINAL DELIVERY
CZE“L‘;E;V IT-Ithaca @ * Delivery To- | Flaherty, Mary Lourdes [
e EastHlHOfﬁceBul-ldmg @ _Building Not Found_ N pr
Set as Default Building. Number:
“Address1: 395 Pine TreeRd *Email: | mis398@cornell.edu
Address 2
*Room: | 330 ]
*City: Ithaca
State: NY
Postal Code: 14850
*Country: Urited States
2. Add the billing account information
ITEMS
Setup Distribution Remaove Accounts From All Items Remove Commeodity Codes From All ltems
Expand All Accounts Collapse All Accounts
COMMODITY EXTENDED
ITEM TYPE QUANTITY ucMm CATALOG # CODE DESCRIPTICN UNIT COST COST ACTIONS
Qty 100 cT HAMB6780 | 14114y GreatWhite 50 Recycled 2898 %% & on
CARTON ~ CopyPaper, 20-Ib 8-1/2
Printer or cop. i
x 11, White,
1 5000/Carton
e Shop MNone
Flags

15
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a. Ifthereis only one line item or you are billing line items to multiple accounts, you can

click “Show” Accounting Lines (blue arrow above) and enter the information here.
CURRENT ITEMS

ITEMTYPE QUANTITY uoM CATALOC S DESCRIPTION UNITCOST  EXTENDEDCOST ACTIONS
Oy 100 T HAMEBSTE0 14111507 Great Whitz 50 Recycled Copy 28.98 28.78
CARTON Frinier o copierps, 02P=0 20-10. 8-1/2x 11, White, [ <
o " 5000/Carton
e-Shop Flags MNane
Favorite Account .
*CHART * ACCOUNT NUMEER LIE-ACCOUNT " OBJECT SUB-ORJECT PROJECT ‘ORG REFID PERCENT AMOUNT ACTIONS
T - @ =] e =] 10000 n
Hhaca Campus

i. Enter the Account Number and Object Code
ii. To search for an object code, click the magnifying glass icon (green arrow above)

Object Code Lookup e

* Fiscal Year: Chart Code
2017 (] IT-Ithaca Campus e
Object Code:
*supplies”
Obgect Code Short Mame: Level Code:
@
LG Reporting Code: Object Type Code
@ @
Object Sub-Type Code: SUNY Object Code:
@
Fimancial Object Code Description Historical Financial Object Code:
Budget Aggregation Code Active fndicator:

[ ® Yez @ No © Bath

r Cancel

1. Enter search criteria using wildcard (*) before and after, hit the “search”
button. Or you may just hit the “search” button.
2. Click “return value” to update the KFS requisition with the object code

Search Results 170117
Return Fiscal Chart Object . Lavel CG Reporting Object Type SUNY Object . - Active
Object Code Name Financial Object Code Description’
Value Year  Code Code : Code  Code ode Code . " Indicate
S (N . R [T T = Acurert et whee i e st the sty |,
i e teriale U= Includes
returnvalve | 2017 T 8500 Susplies - Classraom SMAT  DasM EX ::::* e = Yes

i« - terdept Sapfies & s - - :n interdepartments| suppies and materials nct codedta 4545, Use: |,

o . S —— or  |oame = Exvemiiures for e arien s el 1
return value | 2017 jig £520 Supplies - Hozpital and Clinical SMAT DasM EX Expenditures for hospital and clinicsl suppiies and materialz, includi.. | Yes
e 217 [T 8530 5 ustodial and Housekeeping | SMAT  D4SM B i:;:"1 Dy S R Yes

s . AT | pasM - Exgenditures for labaratary sugplies and materials, includinganimals |,

T £550 SMAT D45M EX = £ staplers, pe_ Yes

m £555 Supplie: SMAT D45M EX Yes

jig £560 Supplie: urable SMAT Da5M EX Expenditures for supplies with 3 usaful life of two ormore yezrs and .. Yas.

sl jig £561 Supplies - Eguip L'T Cap Threshald SMAT DasM EX Equipment purchasad that casts less than the capitslthreshaold butis .| Yas.
iii. Click the “add” button (blue arrow below)
1 Favarite Ao ]
*CHURT *ACCOUNTNUMBER  SUB-SCCOUNT ORECT SUE-DRIECT PROECT ORGREFID PERCENT AMCIUNT acTioNs
mos G2547008) e |[sne o =] 10000 n _
Fac Canpus PROCUREMENT SERV. Soppies- OfFce

16
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b. If there are multiple line items being billed to the same account, you can select “setup
distribution”.

ITEMS
o Remaove Accounits From Al ltems Remave Commeodity Codes From All ftems Expand All Accounts Coliapse All Accounts

Commadity Code: o
Favorite Account . B
HIDE DETAILS IMPORTLINES
* CHART SUE-ACCOUNT ORJECT SUB-RUECT PRDECT ORGREFID FERCENT AT P
T o

@ e Q ] 10000 n

i. Enter the Account Number
ii. Enter the Object Code

jii. Click the “add” button =
iv. Click the “distribute to items” button

3. Click the “calculate” button

Submit Save Reload Cloze Cancel Copy

4. Click the “submit” button

Calcislat Save Reload Close Cancel Copy

Checking order status
You can check your order status in the Procurement Gateway, KFS, or e-SHOP.

Checking order status — Procurement Gateway
1. Login to the Procurement Gateway at www.gateway.procurement.cornell.edu

2. Scroll down to view “My Orders”
R L P

Cornell Procurement
Gateway
Procurement Services Home s
M Welcome Mary Lourdes Flahe My Procurement Options 2
A EesHoP e y v P
Arishity e Questions? Contact your primary FTC/BSC: University & Small You are an L Want Doc User
Academic Finance Service Center or You are an = 5HOP User
PCARD RECEIPTS Select FTC/BSC to send email:
Submit and Review Select FTC/BSC e
I WANT DOC Dhjocers
Request Goods and Services eDoc#: Vendor: From Date: 12/22/2015 To Date: 03/21/2016
Item Description: Get Orders :X_‘I
PROCUREMENT WIZARD

[ Howto Buy?

Date

eDoc# Type Description Vendor Status  Amount Copy Log
HOW TO FAST TRAC

Your e-Shop Purchases

3/17/16 12517286 I Want I Want Document  Dan Biechele Final 1109.2
Document - IT-6102 Dan

You can view your orders (blue circle) or search tor a particular order (green arrow).

17
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Checking Order Status — KFS
1. Login to KFS at https://kfs-prod.adminapps.cornell.edu/kfs/portal.isp
2. Click the “doc search” button at the top of the screen

’E Kua” ‘ Financials © Action Rgt Q, Doc Search Mary = = Menu ~

3. Enter search criteria and click the “search” button

Document Type: || |

f\’;l f\’;l

Initiator: |mis252

el
el

Document Id: | 7]

Date Created From: |E1m1rz{:|1? E 7]

|
Date Created To: 02142017 | | 7
Mame this seaw]: | 7]

[ cancel |

4. The search results will include document type (I Want Doc or Requisition), Status, Create Date,
and Route Log. Click on the “Route Log” icon for more information.

Document figHoaimenE Title Status Initiator Date Created | Boute
Id Type Log
. N o Flzherty, Mary 02/14/2017 01:26 |,
16621136 Requisition Requisition - 2017-02-14 ML5398 02 SAVED Lourdes Bl |_;1
16621133  Reguisition | |Requisition - 2017-02-14 MLS398 01 canceLen Haherty. Ma 02/14/2017 12:45 | §
Lourdes PM
. —— o Flaherty, Mary 02/03/2017 03:28 |
16602368 Requisition Requisition - 2017-02-03 ML5398 01 FIMAL Lourdes Bl La'
16537905 | \Vendor Edit VendorDetail - Add contract for testing FnaL  |Hleherty. Ma 01/31/2017 10:37 | §
Lourdes AM
16489144 | |Requisition | |Requisition - 2017-01-26 MLS398 01 FnaL  |Flaherty, Mary 01/26/2017 03:54 | &
Lourdes PI
16301309 | [Vendor Edit VendorDetail - Correct APO limit FinaL  (Elzherty, Ma 01/11/201711:23 | §
Lourdes AM
I Want I Want Document - IT-6135 Werizon Wireless Services Flaherty, Mary 01/10/2017 04:38 [
16231705 Document LLC FINAL Lourdes P |—a-
5. From the Route Log, you can view the order status
ID: 16621136 Y
Title Requisition - 2017-02-14 MLS398 02
Type Requisition Created 01:26 PM 02/14/2017
Initiator Flaherty, Mary Lourdes Last Modified 01:26 PM 02/14/2017
Route Status SAVED Last Approved
Document Status In Process Document Status Modified 01:26 PM 02/14/2017
| Node(s) AdHoo Finalized
Actions Taken \ N
| | Action | Taken By | For Del or Time/Date | Annotation |
s, 01:26 PM 02/14/2017 | |
Pending Action Requests N\ N
Action Requested Of Time/Date Annotation
;':,:gg_?: LIST Flaherty, Mary Lourdes 01:26 PM 02/14/2017
Fu i uests
N
i
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Checking Order Status — e-SHOP
1. Login to e-SHOP
2. From Orders and Documents, select “Search Documents”

fie Eot Yiew Moy Sockmads L

Kuali Fortal nde

T T —————
8 westviotes @ Geting Ststes

| Furali _ —
Paind, 3 ADIS 1 -

financial systerms «

N —— -
o et s s 5 -

sty o ey, B kbt I i

thee s Cataing i e doease for -4 ==

e o K | e ‘ e 3 ‘ ‘
Changed W 8- SHOF s Hame Page

e B e eT A

at bottom of screen.
Edt View_Higiony _fockmaris Toos tiein |

Kuall Portal Index
€ | @ niipsyd-pod adminaposcomelledu/i partal dochannel Title =e- SHOP&channelU =t dotmethodt € || Q Seavch e s AP =
B Most Visited @ Getting Stared
Sk R IS _
L]
smple search
&
@
o =
Partipantly) Flabenty, Mary x )
Prepared For - L

Peepared By £
i (=)
Total Amount -

Toem/Produat Information
Carslag MumbeeTSELy
Froduct Desription

Search Tips:
Use “Search Shopping Cart” if you are looking for an item that you ordered previously.
Use “Search Purchase Orders” if you want to check the status of an order.

4. View the “Search Shopping Carts” results. You may select the “Cart No.” to view the order
details. You may also use this feature to “Copy a shopping cart” to begin a new order.

Showing 1 - 9 of 9 Results Year-To-Date (1,/1,/2016-3/21/2016)
Results Per Page 207' Sort by: m [a] Page 1 of 1 (&) 2
Cart No. Supplier(s) Cart Name Requisitioner Requisition Date/Time Requisition Total

‘ 72000497&?\ W.B. Mason 2016-03-02 ML5398 01 Mary Flaherty 3/21/2016 1:48 PM 57.96 USD

72613711 D}. 'W.B. Mason 2016-03-18 MLS398 01 Mary Flaherty 3/18/2016 3:14 PM 57.96 USD

71736062 W.B. Masan 2016-02-24 MLS398 01 Mary Flaherty 2/24/2016 2:43 PM 2898 USD

71653112 E}\ W.B. Mason 2016-02-23 ML5398 03 Mary Flaherty 2/23/2016 9:47 AM 64.30 USD

71652002 D}. CDW Government LLC. 2016-02-23 ML5398 02 Mary Flaherty 2/23/2016 9:32 AM 2031 UsD

5. View the “Search Purchase Order” results to check status of your order.
Click on the “PO No.”
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Showing 1 - 2 of 2 Results Year-To-Date (1,/1,/2016-3/21,/2016)
Results Per Page 20 ~ Sort by: Best match - (2] Page 1 of 1 2
PO No Supplier Creation Date/Time Cart No. Requisitioner Supplier Status PO Total [T
‘ v 518974 5% W.B. Mason 2/23/2016 9:48 AM Mary Flaherty Sent g430usD ||
v 506061 5 W.B. Mason 1/19/2016 7:48 AM Mary Flaherty Sent g2o5usp [

Click on the “PO Approvals” tab to view your order status.

1) Back to Search Results |4] 1 of 2Results |*|

PO/Reference Mo. 518974 Revision 0
Supplier W.B. Mason

Status | Purchase Qrder Revisfgns PO Approvals Cglhments Attachments History

= Revise PO Send PO to Supplier v
Submitted Completed
Marv Flahe Completed v Completed v P
ry rty 2/23/2016 9:49 AM

272372016 9:48 AM

Ordering from more than one vendor at a time
You may do all of your shopping using multiple vendors and submit only one shopping cart. A KFS
requisition will be created for each vendor.

For example, you may order office supplies from W.B. Mason, return you cart to e-SHOP, and save it.
Then you may continue shopping and order ink and toner from The Computing Center, return your cart
to e-SHOP, and save it.

1.
2.
3.

Select vendor, create shopping cart, submit cart and save cart

Repeat as needed
When you have completed your shopping, enter the business purpose and submit the shopping

cart
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W 5o | Wy Com wnairen ) Cpe -
* Conthre Shigping
] 0 ged The lisnn be
o The felowing Seld riquast 80 sty a6 the Bevew Page Butesis Purpsse
p = sl of 11681
W Shopping Cart ooy reey
3 Y
2 =
Cart Nt 20L7+32-18 MLS398 03 Buny
Diserpsion
'
T el i s e et o the supler's web -
[Thee folirwing it can not be difeted, only renoved. Wit des
Lnefsk 1
Paodot Description CaslogNo  Siae/Psckaging ™ Quassiny Ean Price
Canon 91 T Back Tonar Cartrge §f e =5 P M H& 10A B0
Sepplier subitotal A2 HUSD
37 LA P
[y — Citdoglo  Soe/Packagieg U™ Quantity st Price
i =] o 1cT AMusd
L3 2 18k 1w
Spplier subtatai preses
Stupgng, Mandung, and Tax charges woe cascubiied and charged by each supgier. The valses shawn hereane for Sublotal 168
it pursies budget heckng. and ko s Snipping )
Hanging om0
Tousl 11681 USD
[ suome JOY soion on |

4. AKEFS requisition will be created for each vendor and will be in your Action list. You will see a
reminder note at the top of the first KFS requisition after you click submit in e-SHOP

R Doc Search A Mary - = Menu ~

P2 Kuali | Financials

s is a test environment

DocNbr: 16621138 Status: SAVED
T Initiator : mls398 Created: 01:52 PM 02/14/2017
ReCIU IS |t|0n L Requisition #: 683479 Requisition Doc Status: In Process

= The contents of your shopping cart are not fully listed on this requisition. This occurs when shopping carts contain products from more than one
vendor. The other requisitions that were created from this shopping session can be accessed from the action list.

EXPAND ALL COLLAPSE ALL

DOCUMENT OVERVIEW ~
OVERVIEW

* Description 2017-02-14 MLS398 03 Explanation office supplies

Organization
Document
Number ;

5. Check the delivery address, add the billing account, click calculate, click submit
6. Then click the action list button (blue circle above)

Route Action _ Group
| Id | Type | Title ‘ Status | R uated| Initiator ‘Delﬂor Date Created|E west Notes

. |Requisition - 2017-02-14 SAVED, In Flzherty, Mary 01:26 PM ‘
16621136 Requisition|y; 5395 g2 Process | COMPLETE i ourdes 02/14/2017

. .. |Requisition - 2017-02-14 SAVED, In Flaherty, Mary 01:52 PM ‘
16621140 Bgghuisition |y 5395 3 process | COMPLETE |l oirdes 02/14/2017

7. Click on the “Id” number of the requisition you need to complete (red circle above).
8. Check the delivery address, add the billing account, click calculate, click submit.
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Creating Favorite Shopping Lists

You may create personal shopping lists for frequently purchased items or for those items that you
purchase once or twice a year. This tool allows you the flexibility to organize your shopping lists.

1. Create a shopping cart or copy from a previous cart
2. Select the items that you’d like to save in a shopping list by clicking the checkbox to the right of
the price. Then select “Add to Favorites” and click “Go”.

Supplier / Line Item Details _g— ?
Show line details For selected line itemff” Add to Favorites )
W.B. Mason more info..

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEWITEMS Item(s) was retrieved on: 3/21/2016 2:54:42 PM
Line(s): 1,2, 3,4,5

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Pri
Round Stic Ballpoint Stick Pen, Blue Ink, Medium, Dozen € more info... BICGSM11BE DZ 127 1DZ 1.27 @D
Great White 50 Recycled Copy Paper, 20-Ib, 8-1/2 x 11, White, 5000/Carton £ more HAMB86780 cT 2898 1CT 2898 g§SD

info...

Glue Top Writing Pads, Legal Rule, Letter, White, 50-Sheet Pads/Pack, Dozen €y more  UNV11000 DZ 433 1DZ 433 @sSD
info...

Original Pads in Canary Yellow, 5 x 8, Lined, 50/Pad, 2 Pads/Pack € more info... MMMB663YW PK 191 1PK 191
Self-Stick Pop-Up Notes, 3 x 3, Yellow, 100 Sheets, 12/PK €  more info... MMME549PUY PK 237 1PK 237U

3. You may edit the description or add a note or reminder
Add Favorite

Itemn Nickname *

Round Stic Bellpaint Stick Pen, Blue
Quantity * 1

Description Card Programs preferred pen

473 characters ramaining

W.B. Mason, Catalog No. HAMBG720

m

Ttem Nickname * Grest White 50 Recycled Capy Pape

Quantity * 1

Description

For HP mult-function piinter] ‘

[ p———

W.B. Mason, Cataleg No. UNV11000

Ttem Nickname * Glue Top Writing Pads. Legzl Rule, |

Quantity * 1

4. Select an existing shopping list and Save changes or Create a new list

Step 2: Select Destination Folder
Add New =

“ Personal
Office supplies

“ Cornell Fast Tracks

You have no shared favorites. v
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5. To create a new list, click “Add New”

Tap level gervonal Nodder
TP Pvd! LN A TR P

Siep & Seler Dheviinatiinn Subladder o 1rin®ed 1 side

* Personal
| oe enn

* Comell Fast Tracis

Vs B g,y me g dgomrmy e

6. Name your shopping list and “Save Changes”

Create Personal Folder

Name * ||

Description

254 characters remaining

Viewing your Favorite Shopping List

1. From the shopping home page, select “favorites”

W Shop © Shopping © Shopping Home™  Home/Shop

Shop  Everything - ‘l |m J
Go to: advanced (ﬁh \favnnlas\np:atalog form | quick order  Browse: suppliers | categories | contracts
Re lback, and issues ~ Local Suppliers (Tompkins & Adj C " —

e-SHOP Messages and Tips

New Punchout Catalog in e-SHOP =
Kurt J Lesker Co. will now be providing ADminders

DBM Contrals Esgle Envelope D Boath Inc Kelley Bros, LLC
a punchout catalog in addition to their

Kellog Auto Supply

m 'E'agla ‘ 1.D. Booth| @

Company, Inc.
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2. Click on the list that you want to view. Use the checkbox to select an item (red circle) and then

use the drop down menu to add the item to your shopping cart (purple circle).
ittt b LB
Kuali Portal Index x

4 | B hiips//da-prod adminapps.comelLedu/k

hannelTitle=e-SHOP&channellUrl=b2bdoTmethod] ¥ @ || Q, Search THE +$ 0 =
B Most visited @ Getting Started

| Fuali _

financial systémss e L

Faverites d Office supplies
Ciaws | Ao tinm F] By s ot e o g e
Cotapme b

17647 Rasts

50°% Recycled Capy Paper foen WOE Meon
AT

Ghse Top Writing Facs, Legal Kuse, Letter, Wiite, 30-Sheet Pads/Fack, Dozen 43
from W.E. Misen

[
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KFS Tips
Setting default delivery address
1. Inthe KFS requisition Delivery tab, you will see the following:

DELIVERY s
FINAL DELIVERY

* Delivery Campus: IT-Ithaca &3 " Delivery To: | Flaherty, Mary Lourdes (o)
Building: EastHill Office Buiidiuilding Not Found Set as Default Bullding “Phone Number: | 607-255-5645
*Address 1: 395 Pine Tree Rd “Email:  mils398@carnell.edu
Address 2:

*Room: | 330 (o)
*City: Ithaca
State: NY
Postal Code: 14850
*Country: United States

2. To change a building, click the @ to the right of the Building listed (green circle).
3. Inthe Building Lookup screen, the campus will default to “IT” for Ithaca. Use wildcards (*) when
searching, i.e. *east hill*. Click the “search” button.

Building Lookup e

Campus Code: Building Code:

IT [c]

Building Name: Active Indicator:

*aast hill* @ Yes © No © Both

Clear Cancel

4. Click “return value” next to the building needed.

Return Campus Building - Active
Building Name .
Value Code Code Building Name Indicator
return value |IT 2583 EAST HILL PLAZA COMPLEX |Yes
East Hill Pl Pine T
return value |IT 25830 =3l ey Hes = Yes
353
East Hill Pl Pine T
return value |IT 2583E asthull Flaza, mine Tree Yes
361
return value | IT 2583F East Hill Flaza, Fine Tree -
— 349
return value |IT 2583G East Hill Flaza, Pine Tree Yes
— 365
return value |IT 2583H East Hill Flaza, Fine Tree -
- 369
return value |IT 25833 East Hill Plaza, Pine Tree Yes
- — 345
East Hill Pl Pine T
return value |IT 2583K ast hill Flaza, Fine Tree Yes
373
East Hill Pl Pine T
return value |IT 2583L a it Flaza, Fine Tree Yes
341
East Hill Pl Pine T
return value |IT 2583M =3l ey Hes = Yes
377
ratirn walia e hel=g=2=1 M) East HI” Plaza' Pine Tree Vac

@

5. You may enter the room number manually or click the to look it up

*Room: | 330 (0]
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6. Click the “set as default building” button to make the address your default (red circle below).

FINAL DELIVERY

* Delivery Campus: |T-Ithaca €

Building: EastHill Office Building &% Building Not Fou@ Default Building >

“Address1: 395 Pine Tree Rd

Address 2:
*Room: | 330 0
*City: Ithaca
State: NY

Postal Code: 14850
*Country: United States

7. The “Delivery To” field defaults to the person creating the KFS requisition and may be changed.

* Delivery To: | Flaherty, Mary Lourdes @
* Phone Number: | &407-255-5645

"Email: | mis398@cornell.edu

Creating frequently used (favorite) account list
You may email e-SHOP@cornell.edu with your NetID, account number, object code (optional) and we
will create the default account list for you. Or you may follow the steps below to create it yourself.

1. From the KFS Main Menu, type “User Favorite” in the search box

CHART OF ACCOUNTS

User Favorites Profile

es M Reference M Administration

ACCOUNTING

BUDGET

CONTRACTS & GRANTS BILLING

ORDERS

2. Initially, you will need to setup your profile. Click the “create new” button in the top right corner
(blue circle). If you have already created a profile, you can look up your existing favorites by
entering your NetlD in the “User Principal Name” field (green circle).
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]

3. To create your favorite account, you will need to enter data in the following fields:
a. Document Overview (blue circle below)
i. Description: Creating account favorites (required)
b. New Favorite Account — Optional (red circle below)
i. Account Nickname
ii. Account Number
iii. Object Code - You may enter multiple favorites using the same account but
different object codes, such as, Professor Jones’ travel, Professor Jones’ office
supplies, Research project ABC.
iv. Primary - Only one account can be designated as primary. KFS will automatically
populate all account lines with this account number. It is not necessary to select
a primary account.
c. Click the “add” button (green arrow below)

Do il : 16621109 Status
Il : mls39E Created

EXPAND AL COUAPSE ML

DOCUMENT OVERVIEW &

User Favorites Profile e

Submit Save Closs Cancel
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4. You may continue to add accounts by repeating the steps above. Once you are finished, click the
“submit” button.

Submit Save Close Cancel

5. You should receive the following message at the top of the page

—

User Favorites Profile 7l

= Document was successfully submitted,

6. Click “close” button at the bottom of the screen

Subrmit Save Close Cancel

Now when you complete a requisition in KFS, you will see a Favorite Accounts drop-down menu. The
drop-down listing will display the nickname, account number, and object code information that you
provided.

< Favorite Account T >

CHART * ACCOUNT NUMBER  SUB-ACCOUNT OBJECT SUB-OBJECT PROJECT ORG REF ID PERCENT AMOUNT ACTIONS

T o) o) o] @ o) 100,00 n

Ithaca Campus

Updating your phone number
To correct your phone number in the KFS requisition, you must enter your phone number in Workday.

1. Login to Workday at www.workday.cornell.edu
2. Select “Personal Information”

Personal
Infarmation
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3. Select “Contact Information”

Change View

(Guntaci Informatian) About Me

Personal Information Addresses
Emergency Contacts Email Addresses
Legal Name Address Changes

Preferred Name Name
Phone Numbers
4. Select Edit

My Contact Information

5. Scroll down to the Work Contact Information

Work Contact Information

Business Location
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6. Select the pencil icon to edit

Alternate Work Location

Address
Suite 330, East Hill Office Building, 395 Pine Tree Rd, lthaca, NY 14850-2820

Usage

Visibility
Public

Primary Phone

Phone
+1 (607) 255-5645 (Telephone)

7. Enter the area code and phone number

Phane
+1 (607) 255-5645 (Telephone)

Phone Device %

Telephone ~

Country Phone Code

X United States of America =
(+1)

Area Code
607

Phone Number %

255-5645

> Details

8. This will update in KFS the next business day
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Training Resources

For additional training material, including tutorials and brief webinars (2 — 5 minutes), please visit the
Procurement and Payment Services website at https://www.dfa.cornell.edu/procurement/e-

shop/training.

The e-SHOP FAQs may be found at https://www.dfa.cornell.edu/procurement/e-shop/faq.

In this section Training
Training
EAQ It is recommended that all e-SHOP users review tha "Using e-SHOR" tutorizal (KFSPUR-400eSHORP-

Tutorial (Using e-SHOR]].

Below are several recorded WebEx training and PowerPoint tutorials to help you stay up to date on

the e-SHOP's features.

For additional assistance, please e-mail us at e-shopi@cornell.edu, or call the Procurement Services

helpline at (607) 254-5300.
@ Note: To view some of these tutorials, you must disable your browser's pop-up blocker.

Generzal Topics | Managing Your Profile | Shopping

General Topies
s &-5HOP User Quick Guide (PDF, 238 KB)

Explanation of UNSPS codes

Recurring Order Matrix (PDF, 145 KB)

Mavigation Guide for Users (PDF, 592 KB)

KFS Requisition (REQS) Tips (PFD, 585 KB)

Finding the Right Supplier in e-SHOF (WebEx)
= Finding a Diverse Supplier in e-SHOP (WebEx)
= Overview of the e-SHOP Home Page (WebEx)
= Assigning Carts (Sciguest Demao)

Managing Your Profile
= Adding Your Address (WebEx)

» Managing Favorite Accounts as the Favorite Account Manager (PDF, 284 KB)

Building and Managing Your Favorite Accounts in KFS (PDF, 302 KB)

Shonnine

Procurement Services Contact Information

Procurement and Payment Services
395 Pine Tree Road, Suite 330
Ithaca, NY 14850

Telephone: (607) 255-3804
Help Line: (607) 254-5300
Email: procurement@cornell.edu or e-SHOP@cornell.edu
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