PROCUREMENT ORDERING – ONLINE HELP SHEET

· Access the Internet

· Log on to www.suffolkcc.gov.uk/procurement 

· Click on to Online Catalogue Orders (bottom of page)
· Click on Log IN/OUT

· Enter Account number (Customer Code) and Enter Password:

· Click Log On

· Click Here

Ordering – Green Tab 

· Order Management – List of current & pass orders

· Check status of orders  - Green Tick = Orders gone through fine. 

! = Message waiting 

· To view order and print a copy – click to view order

· Use order enquiry/delivery note enquiry to search for credits, delivery notes, spend on expenditure codes.

Ordering:

1. When item numbers known: Rapid Order

· Click on Rapid Order

· Enter product numbers / quantities 

· Click on Verify…product titles will appear (If not available it will be annotated “Invalid Stock Code”. Please make an alternative selection)

· When all boxes full or order completed click on Add To Order (Once you have entered 11 items you can add to order then continue, there is not a minimum order)

· Order Lines box at top of screen will display number of items ordered

· Repeat process if necessary

· See paragraph 3

2. When item numbers not known: Search

· Either click Search to search by Keyword or click Browse to search by Subject headings or on selected product sections.

· Click on stock codes for more product information

· Type in quantity required

· Click Add To Order

· Repeat as necessary until order complete

· See paragraph 3.

3. When all items have been entered: Shopping Trolley – Blue Tab
· Click on Shopping Trolley

· Check that all items are correct

· To remove an item change the amount to 0 or you can increase the quantity

· Enter your next available customer order number 

· Enter expenditure codes (using box at bottom if all the same)

· Click Update Order

· When correctly completed click Confirm Order.

· This will then confirm your order to print a copy

· Check your order has gone through in Ordering - Green Tab
4. Save incomplete order

· Pick products required 

· Click on Shopping Basket

· Look in left hand column

· Save incomplete order

· Your order will now be saved until you are ready to load your order into your shopping basket and confirm

· To find your order after you have logged out just go back into save incomplete order.

5. Favorites

· You can select products for your favorites basket as you go along selecting products or from your shopping basket.

· The favorites list can be found under ordering

· Just type in quantities and add to order

· You can print a list of your favorites and use it to do a stock check

6. Order of Special Items:

· Please refer to the Procurement Directory in the front of the catalogue for direct delivery supplier.  If you cannot see what you’re looking for please contact us.

7. What’s New

· Special Offers – Click on Stock Code to view offer

· New Products 

· Catalogue News

Order Enquiry 

This allows you to look through your orders place

Delivery Note Enquiry

This allows you to look at the amount of each order, see if credit have been done and see which delivery note relates to the order.
Schools Only

To link up with SIMS
· Select order Online

· Go into shopping basket Online to find out total amount

· Minimize Online

· Open SIMS

· Commit X order as a free text (not standard) “Please see attached order” Send

· Open Online type in X order number and user code. Click on confirm order. This will then print you a copy.

· You can then turn it over and print a copy of the SIMS orders.

CONTACTS
Customer Liaison Team Tel 01473 264463/4462/4470

For Free Online Training Contact Debbie Green Tel 01473 264471 or email debbie.green@pss.suffolkcc.gov.uk. Training takes 1 hour and can be done at your desk.

