" WISBUY seio wance euace

Adding Attachments, Notes, and Comments
*Including by Line Item
In this lesson, you will learn how to add attachments, notes, and comments in WISBuy.

1. Attimes, it may be necessary to include additional information to support your purchase.
In this demonstration, you have put all the items that are needed in the cart and are ready
to proceed to checkout. Click the shopping cart icon in the upper right corner of the
page followed by Checkout.

2.
c braker ¥ %  ActioNNtems Notifications I A6 USD
My Cart 2014-02-27 cbraker 01

Ingighr Lenovo 4GB DDR3 1600 (PC3 12, View My Cart

ce. dad.da Usl e

1,036.46 USD
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3. You can add internal and external note here at the “Express Checkout” by clicking on
the “Notes” Link after the checkmark.

\ = | WISCONSIN’S
“---i.-‘---/r WISD\'I 2 _PCARD MARKETPLACE

™ view My Cart Shipping giling € Notes Order Review

i

Looks good!

We have all we need here, but additional infarmation is needed on Billing to complete your order.

Internal Information B ?
Internal Mote (Header)

Edit

Exterrial Information B 7
MNote to all Suppliers

Edit

Go To Advan@ed Checkout

Click on the Edit button to add an internal/external note. A box will appear for you to
add an internal/external note. Click the “Save Changes” Button to add your note to your
entire order. '

f
Internal Information ‘ External Infprmation

Note (Header - Note to all Suppliers

Save Changes Close Save Changes Close

Follow the next steps to get a detailed view of your order, where you will be able to add
attachments, comments, notes per line item, and also alter the shipping address per line
item.
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4. Click on Go to Advanced Checkout in the bottom left corner of the screen.

= view My Cart Shipping Billing Ng es Order Review
S /
Looks good!
Proceed to Order Review to review and fomplete your order. Order Summary
Subtotal 1,036.46
Billing Address B ?
Billing address 1,036.46 USD

123 Broad St
Madison, WI 12345
United States
Edit Address

Select An Address...

Credit Card B ?
Cardholder Name ¢ braker
Card Mumber X
Card Security Colle
Expiration Date 1/2020
Edit Credit Casfd

Select A Cred ¢ Card...

Go To Ad d Checkout
o To Advance: eckou

5. Let’s first start by adding an attachment to our active cart. You can use this feature to
include additional information such as a justification or document showing approval to
purchase. For example, you can include an email from your supervisor stating that you
have permission to purchase items that you don’t typically purchase.

™ Shop My Carts and Orders ~ Open My Active Shopping Cart =

ki

1) Go to Express Checkout ) Return to shopping cart 4/ Continue Shopping
& All done! The required information has been completed and your order is ready to be submitted.

Click Place Order once you have verified that everything is correct.

Requisition PR Approvals Comments  Attachments History

Summary Shipping Address [=RNER

Hide header Hide value descriptions
General ? Shipping Address ? Billing Address 2 Payment Information ?
Business  Bureau of ATTN: ¢ braker edit | | 123 Broad 5t Cardholder Name ¢ braker
Unit Procurement Division/Bureau & flr. to right Madison, WI 12345 card Number 0000000001111
(PROCURE) Room/Floor United States card s ity Cod
ard Security Code

Prepared c braker 1DOTY ST
by Madison, WI 12345 Expiration Date 1/2020

United States
Prepared c braker

manage your cards...
for

Internal Attachments, View/edit by line item...
add attachment...

Internal
MNote
(Header)

Supplier / Line Item Details

6. To add an attachment, click on the add attachment link in the general box on your
summary screen.
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7. Select the file type you wish to upload, file name, and browse your computer to for the
file. Click Save when finished adding all attachments.

Internal Attachments

. Attachment | File
Type File
Attachmeni-nK/YURL
File Mame
File

Cancel

Requisition | PR Approvals  Com

Summary Shipping Address

Hide header

General ?

Business  Bureau of
Unit Procurement
(PROCURE)

Prepared c braker
by
Prepared
far

¢ braker

Internal Attachments

Email FEMOVE..,

Supervisor

App... (12K)

add attachment...
Internal

Mote
(Header)

Browse...

You will see your attached document.
You can continue to add another
document or remove any unnecessary
documents.
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8. Next, I'd like to add a note about the order. Internal notes only will be seen by staff
within WISBuy, not by the suppliers, and also will show up as comments. In the Internal
Notes section of the general box, click edit. Add the note and then click Save.

Requisition PR Approvals Com

Summary Shipping Address

Hide header
General 2 General ?7 X
Business Bureau of edit | | Business Bureau of Procurement (PROCURE)
Unit Procurement Unit
(PROCURE) Prepared c braker
Prepared ¢ braker by
by }
Prepared ¢ braker Prepared c braker
for for Select a different user...
Internal Attachments Internal  |See Attachmend d
Email TEMOVE... Mote
Supervisor (Header) -
App... (12K) expand | clear

add attachment...

Internal
Mote

(Header) m Cancel

9. You can add comments to any requisitions or WISBuy orders. Comments are typically
used as a communication tool between users and other State of Wisconsin personnel. For
example, a purchaser without a pcard may assign a cart to a purchaser with a pcard to
complete the order, and comments can be used to explain the purchase. You can use the
Add Comment function to get the necessary information, which will then be included as
part of the requisition history. Click on the Comments tab.

Requisition PR Approvais Comments | Alw mments (1) History

Summary Shipping Address a8 B 2

Hide header Hide value descriptions
General 7 Shipping Address 7 Billing Address 7 Payment Information 7
Business  Bureau of ATTN: ¢ braker 123 Broad St Cardholder Name ¢ braker
Unit Procurement Division/Bureau & flr. to right Madison, WI 12345 Card Number SOO0O0000000( 111
(PROCURE) Room/Floor United States card s ity Cod
ard Security Code

Prepared c braker 1DOTY ST .
by Madison, WI 12345 Expiration Date 1/2020

United States "
Prepared c braker manage your cards...

for

Internal Attachments View/edit by line item...
Email FEMOVE...
Supervisor
App.. (12k)
add attachment...
Internal  See
Note Attachment
(Header)
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10. Notice that if comments have already been made against this document, you will see
them listed here. Click on the Add Comment button.

Requisition PR Approvals Comments  Attachmanisiis) | History

= a ez
Records found: 0 B ?
& No comments have been added
11. Enter the comment text. You also can attach files in the comments area. When you have
finished, click Add Comment.
Requisition PR Approvas Comments Attachments (1)  History
Add Comment B 7?7 X
This will add a comment to the document.
Please make sure to look atithe attachment. if you have any questions, contact me. =+
018 characters remaining expand | clear
Attach file to this document (optional):
Attachment Type ‘file |E|
File Name -
il |
Cance
12. The system sends the selected user an e-mail with a link that directs them to the draft
shopping cart where they can view the carts items.
Requisition PR Approvals Comments (1) Attachments (1) History
(= e

Records found: 1 B ?
« braker [Remave]
Applies To: Requisition - 1101702

Comment it Added - 2/27/2014 128 PM

Please make sure to look at the attachment. If you have any questions, contact me.
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13. The selected user simply clicks on the notification link in the top right corner to open the
cart details to view any attachments and comments added to the cart.

c braker ¥

Notifications
Shopping, Carts & Requisitions
» » A Cart Has Been Assigned

Administration & Integration

Req

uested Export Has Been Completed

W Actesdéessd Notification W 000USD | Q

Click here to see all notifications

14. After you open the cart, look in the General box for any attachments or notes, and also
look at the Comments tab, prior to proceeding with review of the WISBuy Order. Here
you can add additional attachments and comments if needed.

Available Actions: | Add Comment E m
Requisition PR Approvals  Comments (1) | Attachments (1) History
Summary Shipping Address = B 2
Hide header Hide value descriptions’
General ? Shipping Address ? Billing Address ? Payment Information ?
Business  Bureau of ATTN: ¢ braker 123 Broad 5t Cardhalder Name ¢ braker
Unit Procurement Division/Bureau 6 flr. to right Madison, WI 12345 Card Mumber OO000000000(1111
(PROCURE) Room/Floor United States
| DOTY 5T Card Security Code
Prepared Chica Bonita 1
by Madison, WI 12345 Expiration Date 1/2020
United States ,
Prepared ¢ braker manage your cards...
for
Internal Attachments View/edit by line item...
Email remove...
p Supervisor
1 App.. (12k)
add attachment...
Internal  See
| Note Attachment
(Header)
Supplier / Line [tem Details B 7

15. Note: All of the comments and attachments become part of the document history.
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16. To add an internal note per line item, scroll down on your “Advanced Checkout” screen
to view all products in your cart. On the right-hand side you’ll see an “edit” button. Click

on the edit button to the item you
Supplier / Line Item Details

Fastenal moreinfo..

The item(s) in this group was retrieved from the supplier's website. W

MNeed to make changes?
Line(s): 1

MODIFY ITEMS | VIEW ITEMS

Product Description

would like to add a note to:

& o |

For selected line item=),Add To Favorites

hat does this mean?

Ttem(s) was retrieved on: 5/27/2014 8:39:39 AM

Catalog No

Size / Packaging Unit Price  Quantity Ext. Price
400 Watt Metal Halide Replacement Bulb & morzinfo... 0716888 EA 53.97 4EA 215.88UsD |
Manufacturer Name PROBUILT PROFESSIOMAL Commodity Code 28550 Internal MNote (Ling)
LIGHTING LLC Lamps: Fluorescent,
Manufacturer Part 111903 Incandescent, Mercury Vapor,
Number Quartz, and Sodium Vapor
Supplier Part Auxiliary 111903
D
more info..
Supplier subtotal 215.88UsD
Graybar Electric Company moreinfo..
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
Marking Pen, Color Red, Permanent Ink, Fast Drying, Environment Indoor  moreinfo.. 88200882 EA 10.86 1EA 10.86uUsp |
Manufacturer Name Panduit Electrical Commodity Code 28075 Internal MNote (Ling)
Manufacturer Part Mumber pX-2 ;“’95 and Anchors, Cable and
UNSPSC 39-12-1703 g
more info...
Supplier subtotal 10.86USD
H H 13 bR}
17. A box will appear for you to add a note. When completed click on the “save” button.
Edit Line B 2?2 X
Product Description Catalog No Sizal Packaging Unit Price  Quantity Ext. Price
400 Watt Metal Halide Replacement Bulb {}  more info... 0716888 EA 53.97 4EA 215.88 USD

Manufacturer Name PROBUILT PROFESSIOMNAL LIGHTING

LLC

Manufacturer Part 111903
Number
Supplier Part Auxiliary 1D 111903

more info...

Commodity Code 28550

Lamps: Fluorescent, Infandescent,
Mercury Vapor, @lartz, and
Sodium VYapa

Internal Mote (Ling)

-

expand | clear

m Cancel

18. You will see your internal _note for the specific item added to that specific line item.

Supplier / Line Item Details
Hide line details

Fastenal moreinio
The item(s) in this group was retrieved from the supplier's website. Vhat does this m
Need to make changes? MODIFY [TEMS | VIEW TTEMS
Line(s): 1
Product Description
400 Watt Metal Halide Replacement Bulb §-  more info...

Manufacturer Name PROBUILT PROFESSIONAL

LIGHTING LLC
Manufacturer Part 111903
Number

Supplier Part Auxiliary 111903

D
more info...

Graybar Electric Company morinfo..
Product Description
Marking Pen, Color Red, Permanent Ink, Fast Drying, Environment Indoor

Manufacturer Name Panduit Electrical

Manufacturer Part Number PX-2
UNSPSC 39-12-17-03
more infe.

commaodity Code

Commodity Code

B

=

2

For selected line items | Add To Favorites

ean?

Ttem(s) was retrieved on: 5/27/2014 8:39:39 AM

Size / Packaghiiy
EA

Catalog No
0716888

28550

Lamps: Fluorescent,

Incandescent, Mercury Vapor,

Quartz, and Sodium Vapor

Unit Price  Quantity
2397 4EA

Ext. Price [

215.88usp [

When delivered, make sure that
Celia receives 2 bulbs.
copy to other lines

Internal Note (Lin&y

Supplier subtotal 215.88USD
Catalog No Size / Packaging  Unit Price Quantity  Ext. Price [
more infe.. 88200882 EA 10.86 1EA w0s6usp
28075 Internal Note (Line)
Ties and Anchors, Cable and
Wiring

Supplier subtotal 10.86USD
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19. To alter a line items address, scroll up to view your “Requisition.” In the “Shipping
Address” box located in the middle of the page, click on “view/edit by line item...”

Requisition PR Processing Comments  Attachments History

Summary Shipping Address [=INER

Hide header Hide value descriptions
General ? Shipping Address 4 Payment Information ?

Business Unit Bureau of Procurement ATTN: ¢ braker r dit || Cardholder Name Celia 2
(PROCURE) Division/Bureau 6 flr. to right card Number OOO00OC00MKL 111

Prepared by c braker Room/Floor "

P ¥ 1 DOTY ST Card Security Code
Prepared for ¢ braker Madison, W1 12345 Expiration Date 1/2017

Internal Attachments United States manage your cards...
add attachment...

Internal Mote (Header)

View/edit by line item...
MNote to all Suppliers

Supplier / Line [tem Details B 2

20. You will be prompted to a new screen where you have the option to “edit” the shipping
address of each item in your cart. This is a nice feature for when you are ordering for

another location/office. Click on the “edit” button on the item you would like shipped to
an alternative address.

Requisition PR Processing  Comments | Attachments History

Summary Shipping Address (==

Hide value descriptions
Ship,iing Address ?
These values apply to alllines unless specified by line item
Shipping address ATV ¢ braker
Divisian/Bureau & fIr. to right
Roomy loor
1DOTY T

Madison, W1 12345
United Stat s

For selected line items | Add To Favorites |z| m
Fastenal rmoreinfo..

Product Description Catalog | o Size / Packaging Unit Price  Quantity Ext. Price [
400 Watt Metal Halide Replacement Bulb £ moreinfo... 0716888 EA 53.97 4EA 215.88usD [
Shipping Address (same as header)
Supplier subtotal 215.88UsSD
Graybar Electric Company moreinfo...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
Marking Pen, Color Red, Permanent Ink, Fast Drying, Environment Indoor  more info... 88200882 EA 1086 1EA 10.86UsD |
Shipping Address (same as header)
Supplier subtotal 10.86USD
MSC Industrial Supply Company MR(Q moreinfo..
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
Combination Wrenches; Tocl Type: Combination Wrench NonRatcheti Number of Points: 00153718 EA 1112 1EA 12usp

12; System of Measurement: Metric; Size: 1700 mm; Overall Length Inch: 83/4;
Finish/Coating: Satin {  moreinfo...
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21. You will be prompted to edit the current address (i.e. alter the attention line/change the
floor number) or choose another address.

Edit current shipping address...

Fields in bold are required for chechout.

AT  brased

Division/Bureau |6 fir. to right

Ry Fhor

Address Line1 1 DOTYET

City Madison
GSrate Wi

Zip Code 12345
Country nited States

" Save this address for future use

b

Or choose from your addresses...

Default

¢ braker

& fir. to right
[Raxom,Foor]

1 DOTY 5T
Madison, WI 12345
United States

Your current default address

Or select a different address...

Fields in bold are required for checkout.

E Ad and Fin LAX E

[ATTM]

ST OF Wi-DEPT ADMIN & AMAMCE
[ROCM/FLOOR]

B55 EAST AVEN

LA CROSSE, WI 54601

United States

Always make sure to click on the
“Save Changes” Button after you
made changes.

! You will also have the option to “Use” a

saved address or to select a different

address. Click on the “Use” button if you

want to use that particular address.

Default

[ATTM]

[Ditvision, Bureau]
[Rzmy/Floor]

1 DOTY 5T
Madison, WI 12345
United States

Page 10 of 11
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[ATTN]

[Difvicion, Bureau]
[Resrny Fhmor]

bbb Main 5t
Madison, WI 55662
United States
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22. After you select the appropriate address, you will be returned to your “Advanced
Checkout” screen, where you will see that for the one line item, it is going to be shipped
to an alternative address than the rest of your order.

Requisition PR Processing Comments | Attachments | History

Summayy | Shipping Address

For selected fine ftems| Add ToFavorites || Rl

Product Description Size / Packaging UnitPrice  Quantity ExtPrice I
400 Watt Metal Halide Replacement Bulb ). mzrs mé= EA 5397 4EA ausggusp T
Supplier subtotal 21588USD
Graybar Electric Company -
Product Description Catalog No Size / Packaging UnitPrice  Quantity ExtPricc I
Marking Pen, Calor Red, Permanent Ink, Fast Drying, Environment Indaor  m=ra iz 28200882 EA 1086 1EA wesusp
Shioping Address (same as hesder
Supplier subtotal 10.86USD
MSC Industrial Supply Company MRO m=rs iz
Product Description Catalog No Size / Packaging UnitPrice  Quantity ExtPrice [
Combination Wrenches; Tool Type: Cambination Wrench NonRatcheting; Number 0T ints T2 Syst T Méasiiemelit Metric Size: 00153718 EA 1112 1EA muzuso
1700 mm; Overall Length Inch: £3/4; Finish/Coating: Satin € m=ra iz
Shipping Address (zame as header)
Supplier subtotal 1112UsD

This concludes the lesson on Adding Attachments, Notes, and Comments in WISBuy. For
further assistance, please contact WisBuy@Wisconsin.gov or visit the website.
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