Procurement
M-marketsite

ayS Step-By-Step Procedure

CONNECTING PEOPLE AND INFORMATION

M-marketsite Browse Only: Assigned Cart History

Overview

Search Document allows you to access and view details on all your M-marketsite orders/carts. You can
also use Search Document to look up items you've ordered previously from hosted catalogs and add them to

your current shopping cart.

Navigation

https://wolverineaccess.umich.edu/

Wolverine Access > University Business > M-Marketsite Browse Only

Wolverine Access — University Business Page
ety 1. Click the M-Marketsite Browse Only link.

M Wolverme Access

GATEWAY TO ADMINISTRATIVE SYSTEMS AT THE UNIVERSITY OF MICHIGAN

Students Faculty & Staff Parents & Family Alumni

Faculty & Staff Announcements

with ITS systems or

764-HELP; or

Note: A system message displays to remind
users that the M-MARKETSITE BROWSE
ONLY site does not allow browsers the
ability to place orders.

2. Click m

Wolverine Access

©2013 Regents of the University of Michigan | U-M Gi ne | ITS | Service Center: 734-764-4357 (764-HELP)
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https://wolverineaccess.umich.edu/

M-Pathways

M-marketsite Home Page

3 yi | PR EPRO MARKETSITE USER ™
VY Warketsile

™ Shop / Shopping / Dashboard: / Shopping Home /

Orders & Documents

[Document Search

search Documents

View Saved Searches

W | Action Items | Notifications | W 4.50 USD | Q

Download Export Files
— vV — g EMD e
The new version 12.3 will inclucles Lab & Medical | CoffeeService | Life Science . Dentel
some new features and functionality. Gases, Dewers { & Supplies { Supplies tobSupplies | Lab Suppies Supplies
Click here for more information on —
the new version enhancements. AIKAN=C- | sasse -
p— L i

Reman Toner | _Ofiges& Life Science Kenica
New Punch-out Catalog HP Lab Supplies o o Custom DNA i Contract Order
(Hewlett-Packard) 9 Synthesis PP From

The HP catalog is for monitors

Document Search Page

& Orders & Documents / Document Search / Search Documents > /

Search All Documents ~

o n 1 m
Enter search terr MBI cument numbers, suppliers, and product infermatios

Go to: advanced search | my requisitions | my purchase orders

Document Search Page

% Orders & Documents / Document Search / Search Documents = /

Go to: simple search | my requisitions | my purchase orders

Search All Documents ~

General Document Identification

H Daocument Mumber(s)

Document Information
Participant(s)
Owner
Date All Dates -
Total Amount -

Supplier

Item/Product Information
Catalog Number(SKU)
Product Description

Product Flags [C1 €8 controlled substance | B Energy star

T & Green [T # Hazardous material
& Rad Minor O & Radioactive

[T £% Recycled [Tl & select Agent

[ & Tosin

-

simple search

Go to: simple search | my requisitions | my purchase orders
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3. Click on the Orders & Documents menu.

4. Click Search Documents.

Document Search

5. Enter the user name, cart number, or
supplier name in the Search field.

6. Select a date option from the drop-down
field.

7. Click m

Or,
8. Click advanced search.
Advanced Search

9. Type the appropriate information in the
search fields.

10. Click m
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M-Pathways

Document Search Results Page

W Orders & Documents / Document Search / Search Documents v /
Showing 1 - 5 of 5 results All Dates
Search Terms ¢ Results perpage 20 <~ Sort by: Best match - </ Pagelofllr ?
Keyword Document  Document  Document Document Supplier Document
Arbor Mitchellfa Division of Number Type Ouwner Date/Time Total
paramount Coffee /103218714 Requisition PR EPRO 9/12/2013 350 PM  Arbor Mitchell/a 4670 USD
- MARKETSITE Division of Paramount
Filtered By 11 USER Coffee
Type: All Documents A Requisiton PR EPRO 9/12/2013 3:58 PM  Arbor Mitchell/a 4670 USD
Date Range: All Dates MARKETSITE Division of Paramount
USER Coffee
Save Search | Export Search
1026785 |54 Requisition PR EPRO 8/20/20133:47 PM  Arbor Mitchell/a 4670 USD
MARKETSITE Division of Paramount
Refine Search Results 2 USER Coffee
T 1018639 54 Requisition PR EPRO 8/29/20133:07 PM  Arbor Mitchell/a 467 USD
MARKETSITE Division of Paramount
All Documents USER Coffee
Date Range /596889 [ Requisition EPRO & NONPO  10/18/2012 1008 AM  Arbor Mitchell/a 27470 USD
"VCHR USER Division of Paramount
All Dates -
Coffee
Owner T Bio-Rad Laboratories
PR EPRO MARKETSITE USER (4)
EPRO & NONPO VCHR USER (1)
Supplier Yo
Arbar Mitchell/a Divisin of
Paramount Coffee (5)
Bio-Rad Laboratories (1)

Requisition Summary Page — Requisition Tab

Available Actions: Add Comment -
Requisition Comments Aftachments History 13
Summary (S 4
Hide header Hide value descriptions
General 2 Codes 2 Ship To H
Cart Name 2013-09-12 maisinbj02 ~ Codes Ship To
Prepared by PREPRO MARKETSITE | Shertcode 418035 Attention to (30 characters) RM 7071 Joe Jetta
USER PURCHASING Email prps@umich.edu
PhoneNumber 734-555-1212
Dept Ref # WOLVERINE TOWER Address Line 1
3003 S STATE STREET Address Line 2
ANN ARBOR City, MI State 48108 1658 Zip Code
US COUNTRY
Supplier / Line Item Details H
Hide line deteils For selected line items Add To Favorites M co |
Arbor Mitchell/a Division of Paramount Coffee |25 ]=)
more info.
Fulfilment Address 1
844 Highland Drive, Ann Arbor, MI 48108 US
Size / Unit Ext.
Product Descripti Catalog N ti
reduct Description °8™°  Packaging Price LMY g,
1 Bigelow Green Tea with Lemon Bags 28ct  morcinfo 3171 28t 467 10EA 46.70USD
EA
Manufacturer Name Bigelow Commadity Code
UNSPSC 50-20-17-00
more nfo..
Supplier subtotal 46.70USD
shipping, Handling, and Tax charges are caleulated and charged by each supplier. The values shown here  Subtotal 46.70
are for estimation purposes, budget checking, and workdlow approvals Total 46.70 USD

Requisition Summary Page — History Tab

Requisition Comments Attachments History|

14

[+ Click to filter history 2
Results per page 20 ~ Records found: 3
Line . "
= Date/Time~ User - Action
No
9/12/2013 PR EPRO MARKETSITE USER Requisition submitted
3:59 PM
9/12/2013 PR EPRO MARKETSITE USER Requisition modified
3:59 PM
Line 1 9/12/2013 PR EPRO MARKETSITE USER New Line added
3:58 PM

(=T
Export CSV

4page1of1[r] 2

Field Name = From To Note
sShortcode empty 418035
3171 favorites
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11. Click on the Document Number to view
the requisition summary.

12. The Requisition tab displays the Req
number, Date, Subtotal, Cart Name, Order
Status, and the PO number if the order has
been sent to the supplier.

13. Click the History tab.

14. The History tab displays when items were
added, when the cart was assigned, and
when it was submitted or returned to
M-Pathways.
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