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U Market Quick Reference Guide: Buying Products from a Level II (Punchout) Supplier

Note: We will use Innovative Office Solutions as an example of a Level IT Supplier.

After logging into

U Market, look for the
Innovative tile under
Office, A/V, Furniture,
Uniforms & Apparel.

You will see that
Innovative's tile says
Level II Product.

You have two choices
to perform a search
for products from
Innovative, or any
Level Il Supplier.

The first is to use the
“shop at the top”
feature, which will do
a sitewide search.

A sitewide search
pulls results from all U
Market suppliers.

Select the Innovative
Office Solutions link
to display only those
products from
Innovative.

anchout U Market site! What

w il Dee 19, Qiagen =

g the & "
‘or pricing and to add tems 1 rs

« distributor of over 850
3d in Minnesota is now an U

ducls suppliors

firat car, wateh the
-

font

order it here
Tare menthly tips.

chout - Products | g masteat
ndaw on the lop b

i here
he ftam number.

Gina Lind Flak *

*

Action ftems 7]

W 0,00 US|

Notifications |2

| T v

& Supplies

TN

FasTEMA GRAINGER #
- = |~ | e
» Electronic C Computer & Supplies
= El A

L)

Shop | Everything X ,;rF’ensr

> oa|

Go to: advant:

1in the

augiites | forms | non-catalog item | quick grdag P EUPpliers | categories | contracts

v Office, A/V, Furniture, Uniforms & Apparel

One 2 One
Marketing, Inc.
One 2 One Marketing

Innovative - Free
Shipping

[Manzge Showeas|

Add Keywords

Firter Results

Where are my counts?

By Supplier Class

By Product Flag

Sort by: | Best Match
PROOF PERMANENT RED FINE POINT SARSTEDT #95-956

ER
et Stock
LT

$5.956 + (SARSTEIOT INC)

Manufacturer tnfo

Emo

PEN, LAB WATERPROOF PERMANENT GREEN FIME POINT SARSTEDT #95.955

PEN, LAB WATERPROOF PERMAMNENT BLUE FINE TIP SARSTEDT 095.953

rom Sock

‘?“I“;m PEN, LAE WATERPROOF PERMAMNENT BLACK FINE TIP SARSTEDT #95.954
3Ok from U Market Stock

alpages *|otzoal 2
1.58

Fres Shipping

EA - Each

|| e

1.58
Free Shipping
EA - Each

| g

1.58
Free Shipping
EA - Each

| g

1.58
Free Shipping

Pagelof4



U Market Quick Reference Guide: Buying Products from a Level II (Punchout) Supplier

To search by the
second method, click
directly on the
Innovative tile. Enter
your search term(s).
Click Search.

Note: Clicking Punchout
from here may take you to
a new page to enter your
search termy(s). See step 6
for an important note.

For both search
methods, the results
will populate a list.
Prices will not show
to the right side of the
product.

Select Order from
Supplier to see prices
and to add items to
your cart

Important!

For some suppliers,
such as Innovative
and Promega,

U Market identifies
that a new window
will open.

Your Pop Up Blocker
must be disabled for
this to work. (For
directions, see:
http://umarket.umn.edu

“ Office, A/V. Furniture, Uniforms & Apparel
U8 Welcome to U Market!

Inkloy Ballpaint Pen Refill, Lang, Black, 3/Pk from Innovative Office Salution

i
Inkloy Ballpoint Pen Refill, Long, Blue, 3/Pk from In

InkJoy Ballpoint Pen Refill, Long, Red, 3/Pk from Innovative Cffice Solutions

Order fram Supplier 2
Free Shipping

Order from Supplier 2

Fras Shipping

Order from Supplier 2
Froe Shipping

U Market Purchaut

/supplierchanges.html)

If you do not see this
message, skip ahead
to step 8.

@ This PunchQut will open in a new window!!!
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A new window will
open.

You will see the
product in a new

page.

Identify the
quantity needed.
Select Add to Cart.

A message will
appear telling you
that the item was
added to the cart.

The cart will show
that an item was
loaded.

Select the Cart in
the upper right
corner of the page:

To bring the cart
back into U Market
for final processing,
select Submit Order.
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The item then is
brought back into
U Market.

Assign your cart
to your requisition
preparer or, if you
have the authority
to do so, process it
in EFS yourself to
complete the
purchase.
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