. WISBUY s Varceriace
Express and Advanced Checkout and Completing a WISBuy Order

Express Checkout
1. When shopping in WISBuy is finished and all of the desired items have been added to the cart,
click on the cart icon area in the top right-hand corner of the screen.

\ i / WISBUYW|5CONSIN S
-

PCARD MARKETPLACE ?
W Shop > Shopping > Shopping Home & Home/Shop

2. The active shopping cart window opens. If no other items will be added to the cart, click the
Checkout button.

i ( ../ WISBUY rciid Marsereince

™ Shop > Shopping ~ Shopping Home v Home/Shop

GeorgeTesterv Y ™ A W4704UsD [HEURrS) Q

— 2016-01-13 gtester 01

—

& P SPUBMRRAGE MARKERS BRT 1... View My Cart

Shop & Compare |Everything hd =

B rrice: 6.68 USD
Go to: advanced search | favorites | quick order Browse: su| \%\\\X\ 7520012074167 MARKER AST
Price: 30.84 USC i

(TEST SITE) ¥ 505ENT-M14-OFFSUPPLY-01 Generalofd

= Burnish Pad (Soft Finish) Aqua...
Welcome to WISBuy @ RERNEYC
The State of Wisconsin's PCard Runciou e B
Marketplace

for the Department of Adminstration 47.04 USD

3. Review the order one more time in the Final Review screen and then continue through the
checkout process.

4. Confirm your shipping information on the WISBuy shipping information screen by clicking
on Select An Address if needed. After you select the desired address or edit it, click on the Next
Button.

Wait!
Some items sjill need your attention before you move to the next step.

Shipping Address
Shipping atldress

Billy Boy

566 Main Bt

Madison, W1 55662
United Stites

Edit Addrzss

@ Address is incomplete

Select An Address...

Go To Advanced Checkout
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5. Confirm your Credit Card on the WISBuy shipping information screen by clicking on “Select
A Credit Card” or “Add a Credit Card to This Order.” After you select the desired Credit Card or
add it, click on the Next Button.

Credit Card

Please provide your credit card information by clicking theadit button.
@ Required field

Add A Credit Card To This Order
Select A Credit Card...

Go To Advanced Checkout

6. Add an Internal Note if desired by clicking on the Edit Button. This note would be only those
who are able to see this WISBuy order-not the vendor. Click the Next Button when completed.

Internal Information
Internal Mote

Edit

Go Te Advanced Checkout

7. The “Looks Good!” screen indicates that the order is being processed and displays order
numbers for the items that were purchased. Click on the Place order button to place your order.

WISCONSIN'S
N / WI S BUYPCARD MARKETPLACE

= view My Cart @ shipping @ 8illing € Notes € Order Review

S \—
Looks good! Ord
A Order Summa

You can review your order details below and, when you are ready, use the Assign Cart or Place Order button to y
complete your purchase.

Sublgtal 36.08
Order Review ?

36.08 USD
+ @ Shipping
Place Order

Assign Cart
-] ONotes — )

What's next for my order?
- @Lines

Office Supplies Vendor 1

Zebra Sarasa Gel Retractable Pens Bold Point 1.0 mm Black Ink / Clear Barr... 19.68 USD
Unit Price 68
Quantity
[ PSS | Zebra Sarasa Gel Retractable Pens Medium Point 0.7 mm Assorted Ink / Cle... 16.40 USD
W Unit Price 6.40
i Quantity
JA
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8. You will receive an order confirmation.

I‘ ) WISCONSIN'S
\~] WISBUY :cieo warereuace
W Shop > My Carts and Orders > Open My Active Shopping Cart >

GeorgeTestery Y ™ A WoooUSD [EEgRCIEe)]

i
i
&
3

@ Requisition Submitted

Next Steps

You can view or print this at: Requisition 1432471, or via the Document Search page
* View Approval Status
* Search for another item
* View order history

* Return to your home page
* Create new draft cart

Requisition Summary

Shopping Cart name 2016-01-13 gtester 01
Order date 3/21/2016

Order total 47.04 USD

Number of line items 3

Advanced Checkout
1. When shopping in WISBuy is finished and all of the desired items have been added to the cart,
click on the cart icon area in the top right-

LS | | S S Sy e e | T MUY S I i G S A ST g

Lugy = . e
) WISCONSIN'S
e ARKETPLACE ?

™ Shop > Shopping » Shopping Homew » Home/Shop

Shop & Compare |Everything M ‘ m

Go to: advanced search | favorites | quick order Browse: suppliers | categories | contracts

2. The active shopping cart window opens. If no other items will be added to the cart, click the
Checkout button.

. WISBUY reaio warcerpuace

NAMEX erv % W & W3078UsD

2016-03-21 gtester 01

A\

™ Shop » Shopping  Shopping Home = > Home/Shop

4 R S ble Gel-Ink Pe... | Ve Calt
Shop & Compare |Everything v Price ' s

Go to: advanced search | favorites | quick order Browse: suf Postlt asst flag highlighter 3
Quantity: 1

(TEST SITE) ¥ 505ENT-M14-OFFSUPPLY-01 General Off

a) "
i J444 POSTIT 3IN1 HIGHLIGHTER 3PK

Welcome to WISBuy @ ’g’g Quantity
The State of Wisconsin's PCard Punchout 15

Marketplace
for the Department of Adminstration 30.78 USD
Nnn't see a sinnlier hera? (Gn tn VendarNat + Wark Cantarc .
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3. Scroll down to the Go ToAdvanced Checkout link and click on the link.

4. Here you can review your order in detail:

Click on

tabs to view

PR
Processing,
Comments,

Attachment

s, and
History

Requi:

add attachment...

P Shipping Address | @ Payment Information | @ Final Review

Summary

Internal Attachments

George Tester v % Action ltems Notif
(.’ WISBUY:5its
m PCARD MARKETPLACE
= view My Cart @ shipping @ illing @ Notes € Order Revi
Looks good! 0
rder Summai
You can review your order details below and, when you arefeady, use the Assign Cart or Place Order button to 5,
complete your purchase.
Subtotal 29.48
Order Review ?
29.48 USD
+ @ Shipping
Place Order
. Gsiting ———
Assign Cart
- ONotes
What's next for my order?
- OLines
Office Supplies Vendor 1
Zebra Sarasa Ggl Retractable Pens Medium Point 0.7 mm Assorted Ink / Cle... 16.40 USD
Unit Price A6.40
| | Quantity 1PK
13.08 USD
Go To Advanced Checkout

Click on the edit box in any section to
make edits to that particular section
(i.e. View/edit by line item-separate
delivery address for individual items)

& All done! The required information has been completed and your order is ready to & : submitted.
Click Place Order once you have verified that everything is correct.

ion | PR Processing Comments | Attachments  History

(“Piace Order |

Continue shopping

shipping Address [=NER ]

Hide header Hide value descriptions

General ? Shipping Address ? Payment Information ?
Business Unit Bureau of Procurement ATTN: ¢ braker et | Ider Name Celia Braker

(PROCURE) Division/Bureau & flr. to right ca HO000000000M 11T
Prepared by ¢ braker RoomyFloor -

1 DOTY ST d Security Code

Prepared for ¢ braker Madison, WI 12345 piration Date 1042021

United States manage your cards...

Internal Note (Header)

View/edit by line item...

Supplier / Line Item Details

Hide line details

B ?

&) o |

For selected line items | Add To Favarites

Insight moreinfo..

Product Description

Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
Lenove ThinkCentre M73 Mini Tower - Core i3 4130 3.4 GHz - Monitor : none. more  10B1S00G00 EA 489.25 1EA as9.25UsD I
info... Contract: Insight_12345 more info...
Manufacturer Name  Lenovo commaodity Code 20453 Internal Note (Line)

Manufacturer Part
Number

10B1500G00 Microcomputers, Desktop or

Tower based
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5. If you scroll down, you will be able to view, edit, and alter each item (Add to Favorites,
Remove Selected Items, Remove All Items, Move to Another Cart, or Add to Shopping Cart)
you have in your cart prior to completing your order.

For selected line iterns | Add To Favorites

Add To Favorites

Remove Selected tems
Remove &ll Items
Unit Price Quanti Move to Another Cart

489.25 1EA (Addto Shopping Cart =

6. After you review and make any desired changes you may place your order or assign your cart.

v Shipping Address > Payment Information P Final Review  JREEEREEEE

7. You will then receive an order confirmation.

\ ] WISCONSIN’S

o WI S BUYPCARD MARKETPLACE
= view My Cart @ shipping @ Billing @ Notes € Order Review
_

Looks good!
You can review your order details below and, when you are ready, use the Assign Cart or Place Order button to
complete your purchase.

Order Review
+ @ Shipping
+ @Billing
+ @ Notes
- | @Lines
Office Supplies Vendor 1

Zebra Sarasa Gel Retractable Pens Medium Point 0.7 mm Assorted Ink / Cle...

Unit Price
j | Quantity

Zebra Z-Grip Retractable Gel Ballpoint Pens Medium Point 0.7 mm Blue Ink...

Unit Price 13.08

Quantity 1

Go To Advanced Checkout

16.40 USD

13.08 USD

George Tester ¥ Y ActionItems Noti

Order Summary

Subtotal 29.48

29.48 USD

Place Order
Assign Cart

What's next for my order?

This concludes the lesson on “Checkout and Completing a WISBuy Order” in WISBuy. For
further assistance, please contact doawispro@Wisconsin.gov or visit the website

at wisbuy.wi.gov.
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