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Using the Commerce Network
Purchase Management

Purchase Management consists of three parts:

1) View Supplier Catalogue / Create Order
2) View Shopping Cart
3) View Order Status

Purchase Management Menu

View Supplier Catalogue / Create Order will provide a vendor with a listing of the supplier
catalogues they have access to. From there the vendor can access a catalogue, shop for items
and submit orders.
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Supplier Catalogue List

Select the Catalogue button at the right hand side of the screen to access the products available
from the supplier. In the catalogue the buyer can search for items by catalogue and product
number, or by keyword.

The Supplier Catalogue
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Add an item to the “shopping cart” by changing the quantity field from zero, to the desired number
of items for purchase. Then scroll to the bottom of the page and select the Add Items to Cart
button.

Add Items to the “Cart”

The items in the “Cart” will remain in the cart until they are removed or a purchase order is
created for those items. The buyer can exit the catalogue without losing the items placed in their
cart. To return to the items in the cart the buyer can select the View Shopping Cart button from
the Purchase Management menu.

Purchase Management Menu

Select View
Shopping Cart
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View Shopping Cart will show a vendor the products they have selected and added to their cart
but have not yet purchased. The vendor can proceed to the checkout part of the program, or they
can continue to shop the supplier catalogues for more items. From the View Shopping Cart page
select Confirm These Quantities to continue to the checkout.

Items in the shopping cart.

If the quantities are correct select Create Order to view purchase order form.

Select Create Order
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Purchase Order Form

Complete the purchase order form and select the Add Selected Items to This Order button. On
the following page review the purchase order and select the Submit Order button to complete the
order and send it to the supplier.

View Order Status is a tracking function that follows a purchase order from submission to
receipt. It displays a chart that lists a vendor’s purchase orders and shows whether the order has
been submitted, approved, received by the supplier, shipped, received by the customer or if the
purchase order is on back order.

Order Status Listing

The order status chart is color-coded. The green check mark indicates the successful completion
of part of the order process, The red R means that the order has been rejected. This will
sometimes happen if an order has incorrect information, or the buyer may not be approved to
create that order. The gold P indicated a pending step in the order process. These are steps that
may require correction, approval, or the step that is pending may not be complete yet. As soon as
a pending step is completed or corrected the gold P will be replaced with a green check mark.


