eShop How-To Sheets
fact -

FINANCIAL ADMINISTRATION SearChlng for PrOdUCtS &
Saving your Favourites

This how-to sheet outlines the steps required to:
e Conduct a general search for products (e.g. a ‘standard image’ laptop) (Step 2).
e Search a specific vendor’s products (e.g. a Dell laptop) (Steps 3 and 4).

e Saving favourite products so you don’t have search for them every time you want to add them to a cart
(step 5).

THESE INSTRUCTIONS ASSUME YOU ARE WORKING FROM A DESKTOP COMPUTER/ LAPTOP

©:hor AllOrders ~

1.  Once logged into eShop, there
are multiple ways to conduct a
search for prodcuts.

Shop * Shopping Dashboard

News and Updates
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Using COVID Activity Code: In order to keep track of all the expenses associated with the COVID-19 crisis, please enter COVID in the activity code field in the Expense Funding section when checking out

If you don’t have a specific

vendor in mind, use the ‘Shop _

Search’ (See Step 2). ma | N atangtem -
(o]

1 youhave a spactfic vendor in

mind, you can shop the

’Showcases' (See Steps 3& 4) Safe Return To Campus

Working from Home Ergo llems COVID-19 Controls Return to Campus Purchasing Guide

Let’s begin with one of the most — :
common product searches, a

‘standard image laptop’ (i.e.

standard configurations have ITS

software images adapted to them

and receive full support from

ITS).

Type ‘carleton image’ in the
‘Shop Search’ field and click the
red search button.




2b. A General Search ... S et | s e
There are a number of ways to PO m—
refine the search results. v

Oe
o
You can use the ‘BEST MATCH’ o
e
feature to sort the results by o
. . . . o
criteria (e.g. ‘Price: Low to High’). o-
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You can also use ‘Filter Results’ to .
refine your search ‘By Vender’ g g . 1k i
e «° 2 2" 1 a
(e.g. only laptops sold by Hyper o
Tec Systems Inc.) or ‘By Category’ R oeur &
(e.g. only notebooks).
To add one of these laptops to
your cart, click on ared ‘Add to
Cart’ button.
In this example, we are searching
fOF a DeII Iaptop Safe Return To Campus
Working from Home COVID-19 Controls Return to Campus
! PROCUREBMENT hasi idk
In the vendor ‘Showcases’ (Eibtr Fnding) Signs and Brrirs L= RIC Fucnasing Guie
section find and click on the ‘Dell’
button.
New and Noteworthy
Canadawide p.@ﬂ.'f i CEDARLANER
Science Stores - Research Hosted Hosled Hosted Funchout
Office Supplies & Promotional Merchandise
$ cranosrov %wc . [smieees (R mecabe/
Live Price Hosted Live Price Hosted S osted
Electronics & Audio Visual
03
# Hypertec R o I Insight
Hosted (CU Configured PCs) Faste(\TCU Cc-n;’;ure(\ PCs) Hosted Funenout
3b. A Specific Vendor Search ... — b

On the new webpage, enter
‘laptop’ in the search field.

DAL

B—

Standard Configurations

Carlelon University

Tacreate a




3c.

A Specific Vendor Search ...

Choose a laptop and click the
green ‘Add to Cart’ button and

follow prompts.

Tip: Each vendor’s page will look

slightly different.

Tip: On a screen like this, if you
want to return to the eShop
landing page without adding
anything to your cart, click the red
‘Cancel PunchOut’ button in the
upper right-hand corner of the

screen.

Carleton eShop PunchOut connection

Cancel PunchQut

Contact Us 1-800-387-5757-7582273

Carleton University « Logout

Quotes Recent Online Orders

$990.00 $987.10

= 11th Generation Intel® Core™ i5-1135G7
Processor (8MB Cache, up to 4.2 GHz)

= Windows 10 Pro English, French, Spanish

= 8GB, 8GBx1, DDR4, 2666MHz

* 512GB M.2 PCle NVMe Solid State Drive

14-inch laptop featuring a 2-sided narrow border,

ExpressCharge™ battery, and 11th Gen Intel® Core™

processors.

Starting Price’ $999.00
Instant Savings $11.90
Price $987.10
Ship Date 9/28/2021

Order Status

$630.00 $627.10

+ 11th Generation Intel® Core™ i3-1115G4
Processor (6MB Cache, up to 4.1 GHz)

= Windows 10 Pro English, French, Spanish

* 4GB, 4Gx1, DDR4, 2666MHz

+ 1TB 5400 rpm 2.5" SATA Hard Drive

14-inch laptop featuring a 2-sided narrow border,

ExpressCharge™ battery, and 11th Gen Intel® Core™

processors.
Starting Price $639.00
Instant Savings $11.90
Price $627.10

Ship Date 9/28/2021

Add to Cart Add to Cart

- oo -
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A Specific Vendor Search ...

Another way to search a specific
vendor, is to click on the vendor’s
sticker in the ‘Showcases’ section.

In the window that opens, you can
search that specific vendor’s

catalogue (i.e. products).

m Advantage

Live Price

Staples Advantage Canada

PunchOut




5a. Saving Favourites ... \IEE
Simple Advanced @ Go to:
Save products that you purchase
. R ' ¥ o fnechanical pencil
often as a favourites. Favourites ©
can easily be added to future carts [ Search Results: 36
WITHOUT having to search for -
gITy
t h em. By Vendor v [ J v
v u & Staples Advantage Canada (36) Lﬁ S
From an existing search, click on By Category v
the lWhite heart' iCOf‘I. |:| Mechanical pencils (28)
I Tim's Favourite Mechanical Pencil Pencil, Mechanical, 7mm, Economy, Pel
O Leadrefils (5) from Staples Advantage Canada Black, 12/box/ 12 12
. . from Staples Advantage Canada fro
Tip: A dark grey heart icon By Commodity Code v partNumber ‘
. . . . PENS0HB Part Number -
indicates that an item is already 4400 (36) peMP s
1.90CAD Ty, 8.62 CAD Dy,
one of your favorites. By Packaging UOM v il - vocor - | .
[ eaqo)
0 Tee) < 4
O e " "
O ex@
By Result Type v
Pencil, Mechanical, Velocity, .5mm Pencil, Mechanical, Velocity, .7mm Me
Products (36) from Staples Advantage Canada from Staples Advantage Canada 5n
Part Number Part Number fro
5b. Saving Favourites ...

In the window that opens, you can
give the product an ‘Item
Nickname’, the ‘Quantity’
typically ordered, and a
description (optional).

You must either add the favourite
to an existing ‘Personal’ folder by
clicking on the blue text OR by
creating a new folder by clicking
on the blue ‘Create New’ text and
following the prompts.

When you have finished, click the
red ‘Save Changes’ button.

Add Favorite

Edit Item Details

Staples Advantage Canada, Catalog No. BICMP11

Item Nickname * Pencwl, Mechanical, .7mm, Economy, Black, 12/t

Quantity *

Description

500 characters remaining

Select Destination Folder Creaetien
Personal
Cern chew reqs
Exams
Insurance Office Supplies
office supplies
Print Jobs
test
Shared

You have no shared favorites.

# Required Save Changes Close




5c. Finding Saved Favourites ...

On the eShop homepage, click on —
the blue ‘Favourites’ text above
the ‘Shop Search’.

5d. Finding Saved Favourites ... Ll ©

Click on the folder that you saved
the favourite product in.

Click on the red ‘Add to Cart’
button to add the item to your
cart.

Tip: You can click on the blue
‘check availability’ text to
determine if the product is still
available.

Tip: To add multiple items to the
cart, click on the radio boxes.

Shop » Shopping »

Favorites office supplies

Baalo Display items that are no longer available

s v Mecha cal P cil from S
+ Personal l‘.’mr’) Fav Hr‘rhrﬁnvlt:n’l Pencil from
Paper Mate ComfortMate Ultra Ballpoint Pens Ink colour: black.Barrel ~
black. from Grand And Toy Limited

+ Shared Faxt Numbe

facturer Info 01 ANFORD CORP

d Toy Limited

Tim's Favourite Mechanical Pencil from Staples Advantage Canadz

Is in vendor site A1

NSOHB

ge Canada

ip Markers Ink colour: black.36 per package

What next?

e Visit carleton.ca/facts/eshop to find more how-to sheets.
e Questions about the system? Email eshop@carleton.ca or call 613-520-2600 ext.3311.



mailto:eshop@carleton.ca

