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Access and Make Purchases within the Advanced Catalogue

1. Access

1. Loginto ClIAnywhere and select My
Requisitions.

o

My Requisitions

2. Select
3. Select Browse a supplier website
4. Select Advanced Marketplace -I

Create a blank requisition

Browse the internal catalogue

@ Erovses supplier websi:el ¢
@ Advanced Marketplace
Requisition Amou e

5. Once logged into Advanced you can undertake the following tasks.
e Search for a product
e Search for a product by a supplier
e Search for a product by a category
e Free text ordering
e Request a quote
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2. Search for a Product using the Search Bar

1. Clickin the ‘search product’ field.

2. Enter a short description of what
you are looking for e.g. gloves and
select ‘search’

Search

0

— P .
) JAMES COOK
e UNIVERSITY

—— —
— - AUSTRALLA

== JAMES COOK
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Q, gloves

Erowse by Category

Browse by Suppller

3. Search results will show:

e Picture (if available
( ) Pu Palm Glove 2 Exira Large - Stock on Demand
. e —————

[ ] SU ppl | er Product Type: Protective gloves -

[ Catalogue number Supplier: Winc Australia Pty Limited $ 5'10

Catalogue No: 25048214 srse

e Price M. Part No: A1208KRXXL Pack sizs: Pair 1

° Pack S|Ze & No delivery charges MEECY

e Min Qty, you need to order

4. When you find the item you Want' Pu Palm Glove 2 Extra Large - Stock on Demand

‘ou pay

. Product Type. Protective gloves
enter your quantity and select $5.10

‘Add to Basket’

Supplier: Winc Australia Pty Limited
Catalogue No: 25048214
Mir. Part No: A120BKRXXL

# No delivery charges

5x5102

Pack size: Pair 1

5 Add to basket

5. Either continue shopping or select
‘View Basket’

(i) Resource Centre ® Admin ~

Your services:

2 MyAccount ~

8 Settings

iy View Basket (1)

Enable multi-select

6. Click on ‘Checkout’

Checkout

Subtotal: 5.10

| |
&% Add this basket to a saved basket
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7. Your shopping cart will return all
your items back in the ‘My
Requisition’ screen in CIAnywhere.

8. Enter delivery point and account
details for each item.

9. Select ‘save’

HINT: switch your view

. togrid view. This s
helpful if you have

multiple line items.

Delivery Point Comment MNumber of Ledger
Dissections

CNS CITY 1 00

Account

1000.11101.0001.7656

10. Enter your User Details on the
‘Settings’ tab and select ‘save’

~ End User Details

Mame of End User *
Liza James

Phone / Email *
lisa.james3@jcu.edu.au

11. Submit your Requisition.

Submit Requisition B

Requisition (0200180324) & =,
1 item, Total (Inclusive) AUD 5.61

™ Requested Items Settings

T itemn
1 iterm is not fully costed

~ General

Comment
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Submit Requisition

12- Enter any Comments for ;hlsml! compRl:':eId'-‘emrrem task Create Requisition. The nexxtask is:
. rocuremens Review
Procurement and then Click "OK" e

test anly
Your requisition has now been

created and will workflow for
approval.
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3. Search for a Product by a Supplier
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1. Select ‘Browse by Supplier’

JAMES COOK
UNIVERSITY
AUSTRALIA

Rt

i

Browse by Category

Browse by Suppller

2. Select your supplier from the list

Supplier index

JB Hi-Fi Solutions Group Pty Ltd i

Eppendorf South Pacific PTY Lrd
Genesearch

JB Hi-Fi Solutions Group Poy Ltd

Miltenyi Biotec Australia
Miltenyi Biotec Australia (local)

Tharmn FEichar Sriantificr (Aonctralial

3. Select ‘Search catalogue for ‘your
chosen supplier’.

In this example JB Hi-Fi Solutions Group
was selected.

Search catalogue for JB Hi-Fi Solutions Group Pty Ltd
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Standard (492)
Dealivery Charges (4)
Hard Disk Drives (1)
Hzadphones (1)

Keyboards (1)

, Refine
4. The selected catalogue will open )
where you can select to search by O+ Preferred
keywords, using filters to refine ] Eal With image
your search results. [ O Contracted
[0 Hide POA prices |
Contains Excludes
» Price
5. You can also search by categor
Y gory » Category

6. Search results will show:
e Picture (if available)

e Supplier
e (Catalogue number
e Price

e Pack Size
e Min Qty, you need to order

Logitech H570F Headset

Supplier: JB Hi-Fi Solutions Group Pty Ltd
Catalogue No: 703000
Mfr. Part No: 981-000574

M Delivery charges may_apply

Pack size: 1

Min qty: 1

Add to basket

7. When you find what you need to
buy enter your QTY and select ‘add
to basket’

Logitech H570E Headset
Supplier: JB Hi-Fi Solutions Group Pty Ltd
Catalogue No: 703000
Mfr. Part No: 981-000574

@ _Delivery charges may apply

Unit price

$ 66.07

Pack size: 1

Min gty: 1
Add to basket
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8. Either continue shopping or select
‘View Basket’

Your services:

(D Resource Centre @ Admin ~ S My Account - 8  Settings iy View Basket (1) ‘

. Search

Enable multi-select

9. Click on ‘Checkout’

Checkout

Subtotal: 5.10

| |
W Add this basket to a saved basket

13. Your shopping cart will return all
your items back in the ‘My

Requisition’ screen in CIAnywhere.

14. Enter delivery point and account
details for each item.

15. Select ‘save’
HINT: switch your view

»  togrid view.. This is
helpful if you have

multiple line items.

Delivery Point Comment Mumber of Ledger Account
Dissections

CMS CITY 1 00 1000.11101.0001.7656

16. Enter your User Details on the
‘Settings’ tab and select ‘save’

~ End User Details

Mame of End User =
Liza James

Phone / Email *
lisa.james3@jcu.edu.au
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17. Submit your Requisition.

Submit Requisition E

18. Enter any comments for
Procurement and then Click "OK"

19. Your requisition has now been
created and will workflow for
approval.

Requisition (0200180324) & =
1 item, Tatal (Inclusive) AUD 5.61

E Requested Items Settingg

1 item

1 iterm is not fully costed -~ General
= | Comment

Submit Requisition

This will complete the current task Create Requisition, The next task is:
Procurement Review

Comments
test only
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1. Select ‘Browse by Category’

— o .
D JAMES COOLK
() vt UNIVERSITY
—_ AUSTRALIA

i

K -

Browse by Category

Erowse by Suppller

2. You can either enter a category to
search or select a letter to show
categories by letter.

Search for categories

Enter search parameters DI'JUS: press the Search
putton to view all categories

Show categories by letter

A B C D
£ F H K
L M N 0
P R S T
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In the search results select the
category you want to review.
All materials that fit within that
category will show in the search

results.

Show categories starting with C - 5 results found

Calibration Standard Solutions -(2)
Centrifuge Tubes -(1)

Chemical Reagents -(256)

Clinical Services Consumables -(2)
Cryogenic Preservation Kits -(1)

4. Search results will show:

Picture (if available)
Supplier

Catalogue number

Price

Pack Size

Min Qty, you need to order

Logitech H570F Headset

Supplier: JB Hi-Fi Solutions Group Pty Ltd
Catalogue No: 703000
Mfr. Part No: 981-000574

Pack size: 1

M Delivery charges may_apply Min qty: 1

Add to basket

5. When you find what you need to
buy enter your QTY and select ‘add
to basket’

Logitech H570E Headset
Unit price
Supplier: JB Hi-Fi Solutions Group Pty Ltd $ 66.07
Catalogue No: 703000
Mfr. Part No: 951-000574 Erescom |

@ _Delivery charges may apply. Min gty: 1
Add to basket

6.

Either continue shopping or select
‘View Basket’

Your serv

() Resource Centre @ Admin ~ 2 My Account ~ )] Settings ﬂ\fiew Basket (1) ‘

. Search

Enable muiti-select
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7. Click on ‘Checkout’

Checkout

Subtotal: 5.10

| |
¥ Add this basket to a saved basket

8. Your shopping cart will return all
your items back in the ‘My

Requisition’ screen in CIAnywhere.

9. Enter delivery point and account
details for each item.

10. Select ‘save’

HINT: switch your view

»  togrid view. This is
helpful if you have

multiple line items.

Delivery Point Comment Mumber of Ledger Account
Dissections

CMS CITY 1 00 1000.11101.0001.7656

11. Enter your User Details on the
‘Settings’ tab and select ‘save’

~ End User Details

Mame of End User =
Liza James

Phone / Email *
lisa.james3@jcu.edu.au

12. Submit your Requisition.

Submit Requisition a

Requisition (0200180324) & <
1 item, Total (Inclusive) AUD 5.61

1™ Requested Items Settings

1 item

1 iterm is not fully costed . General
[ = RS S — Comment
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submit Requisition

13 Entel’ any Comments fOI’ Emwmmpﬁﬁgf current task Create Requisition, The next task is:
Procurement and then Click ‘OK’ ———

test only

14. Your requisition has now been
created and will workflow for
approval.
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