Purchasing Manager

Create and Manage Users




Create / Manage Users

Need Help w 1-800-082-3400  Chat Why Quill.com Track Order From thIS screen, you can create
c Reorder Fast ||M|m Order by ltem # e .! 0 new AdmInIStratorSJ ApproverS,

My Account .e

Quill P Ny, . Rquestors, or \{iew, delete or
‘ ’ Crder under $257 See defals modify any existing users.

PRODUCTS v INK & TONER COFFEE | SNACKS w CLEANING w SERVICES v SHOP BY INDUSTRY

Create a new user by selecting
Purchasing Manager: Manage Users My Requests (3 | Wiew Reports | Manage Users | Manage Rules | Help from one of ‘these buttons.

Create New User

Search for a user profile using

Administrator

_ the fields on the left. The found
Administrators have top level access Approvers can approve orders and Requestors can place orders and . .
10 all administrative functions and access selected admistration view their order status. users WI” appear N the bOX on
reparts and can approve orders functions and reports th . ht

e right.
Search for a User Profile (Results Appear on Right) Edit User Profiles @ From thIS screen yOU may view
E\?:Er‘g;'%ugggpﬁmatmn as you know about a particular user then Select any user from the list below, then click an action a users |nforma‘t|on, mOdlfy
@ e o their Purchasing Manager
it Last ame i 2 Mody profile or delete the user.
Erickson, Mancy - Requestor (PENMDING)

EntErName:or Enter Mame ar User Name O Delete
User Name:

User Info

By User Role Ay

Create Purchasing Manager Account

Need Help v 1-800-082-3400 Chat  Why Quill.com Track Order e [f your business does not
i bl -, have a Purchasing Manager

C Reorder Fast ”MM Order by ltem # My Account

e - account set up yet, the first
Fast Free Shipping.
Qlﬂllcom. % e i e W0 step will be to set up yourself

PRODUCTS v INK & TONER v COFFEE | SNACKS v CLEANING v SERVICES v SHOP BY INDUSTRY v as the Administrator. You will
only see the option to set up
Purchasing Manager: Manage Users Wy Requests @) | iew Reparts | Manage Users | Manage Rules | Help an Administrator (yourself) at
first. You can go back to this
Create New Administrator .
Clear Previous Next screen to create Approvers,
ABC Corporale e Requestors and more

Administrators.



View User Information

From this screen, you can create
new Administrators, Approvers,
Requestors, or view, delete or
modify any existing users.

User Details

First Mame Matt

Last Mame Lincoln . .
Usertiame LINCOLNG? () View user detalils.
Email mattlincolnB7@guill.com View Order History

Phones: B47-046-5555 Wiewing order histary will take
Create Date 20131118 you out of Purchasing Manager.

N @ View all authorized billing
Authorized Billing Address{es) .
HORTHBRODK addresses assigned to user.

Quill Account # BET472

KOEMIG & STREY REAL LIVING R E
1370 MEADOW RD
NORTHBROOK, IL BODB2

Member of Approval Groupis) @ @ View all Approval Groups this
FOREWER 21 STORES-TIER 1 user is a member Of_

ATTIAS APPROVAL GROUP

Ordering Rules
v Requires approval by limit{s): Mazimum purchase amount: $200.00

@ All Ordering Rules will appear

Requestors 8
The following requestors are routed through one ofthe approval groups displayed above. To reassign the group they are here. |f yOU have JUSt made

routed through, 0o 1o Ordering Rules.

BARBARA DERSCH ALLISON ROTH KAREN DANNER: a Change to your Ordering

MNICOLE RIZZO CORRINE CARAHER KATIE ECK
WARY ELLEN SURNE DEBEIE TAPFER FAT FERRIS e rules (or approval groups) for
S S ) WS i ot this user, you will see a green

KRISTA PIPENHAGEMN DOMNMA STRZEMPA LIZ MITCHELL
checkmark.

KELLY BREMMAN EILEEM TOMSHECK MEGAN TRUBICH
JUDY ARMOLD JANIS OLSEN

@ Any requestors that are routed
through one of this user’s
approval group will appear
below. To change the approval
group a requestor is routed
through, click ‘Ordering Rules’.




Creating New User (not registered on Quill.com) - Profile Setup

Need Help s

Quill .o,

PRODUCTS w

Purchasing Manager: Manage Users

1-800-982-3400 Chat

INK & TONER

Create New Approver

ABC Corporate

Why Quill.com Track Order

WELCOME, PLEASE SIGN IN !
My Account .e 0

fMy Deals v

SHOP BY INDUSTRY

C Reorder Fast |‘m|_|" Order by ltem #

Fast Free Shipping.
Order under $257 See details

COFFEE | SNACKS w CLEANING SERVICES v

My Requests (30 | Yiew Reports | Manage Users | Manage Rules | Help

“Is this user registered on Quil.com? () ves (@) o Q

*User Name

“Password

*Retype Password

“Ermnail

“erity Emall

Account Type

“First Name

“Last Name

*Phone

*Rale

*Approval Group

B

Clear Previous Next
Please complete the fields below
Jjames hali@abccorp.com
Min B characters, max 12 characters, must contain
""""" alphainurmeric cormbination.
Very Strong
----------
james hal@abccorp.com
james hali@abccorp com
Busingss
James
Hall
847 - B34 - 52 X
Adiministrator
Select or create approval group Anproval graups allow you 1o assion mutiple peaple o
approve purchases to expedite the approval procese,
Clear Previous Next

C)

(A

B/

If the user is not registered,
you will select ‘No’ and be
prompted to complete the
fields below.

If you’ve started completing
the fields and decide to change
the user from an approver to
requestor, you can still make
that change from this drop
down.

When creating a new approver,
you will see a required field

for Approval Group. This will
place this approver into one or
more new or existing approver
group(s). Any approver group
can consist of a minimum of
one person but with as many
members as you'd like. This
allows you to assign multiple
people to approve purchases
to expedite the approval
process.

Note: When creating a new
Requestor, you will not be able
to add them to an Approver
Group as they will not be
approving any orders.

‘Clear’ will reset all fields to
blank. ‘Previous’ will go back
to the previous screen. ‘Next’
will take you to the next step in
creating a new user.



Creating New User (registered on Quill.com) - Profile Setup

Need Help v 1-800-082-3400  Chat Why Quill.com Track Order e If the new user is a|ready
C Reorcer Fast [l orcer by tem e -o registered on Quill.com, you will

My Account e

QUI'” com o |FastFroshionng o0 §eleot Yes’ when answering
» 5 Order under $25? See details |f they are Currenﬂy reg|s’[ered

PRODUCTS v  INK&TONER v  COFFEE|SNACKS v  CLEANING v  SERVICES v  SHOP BY INDUSTRY v on Quill.com, and then search
from a list of usernames
Purchasing Manager: Manage Users My Reguests (@) | Manage Users | Manage Rules | Help aSSOCiated Wlth yOUI’ Company

account number.

Create New Approver

Clear Previous Next .
Note: In order to find a
R 0 Quick Tips: Quill.com registered user, the
*ls this user registered an Quill.com? o Yes O Mo Itﬂairgiﬁt;lﬂfl;;:ﬂ%\l;";ifnﬂrjrrﬁeﬂgrl':ézr;; i —— user mUSt have an address
that is associated with your
varvame i 2 S company.

@ You will not be able to
modify any of the user
information except for their
Role (Administrator, Approver
or Requestor.) If they are an
Approver, you will be able to
modify the approval group(s)
they are assigned to.

*Role Approver :

*Apnraval Grou Select or create approval grou Approwal groups allow you to assign multiple people to
s B G 8 2 approve purchases to expedite the approval process,

Clear Previous Next



Creating New User - Assign Authorized Ship-To Locations

NeedHelp »+  1-800-082-3400 Chat  Why Quil.com Track Order e Select this button to create a

WELCOME, PLEASE SIGN IN !
0

C Reorder Fast Nﬂwl Order by liem # My Account — new addreSS
uiII Fast Free Shipping.

-com. @ | Order under §257 See details ﬂv Beabey ) )

@ Addresses associated with

PRODUCTS v INK & TONER v COFFEE | SNACKS v CLEANING v SERVICES v SHOP BY INDUSTRY v your company from preViOUS

interactions will appear on the
Purchasing Manager: Manage Users My Requests (3 | Wiew Reports | Manage Users | Manage Rules | Help |eﬂ YOU may SeleCt IndIVIdual

Create New Approver T— or select all address to add

them to the right column as

Assign Authorized Ship-To Locations for James Hall (JnaLwy

To autharize this user far specific Ship-To Locations, highlight them Quick Tips: aUthorIZed Shlp_to addresses
in the list of Available Ship-To Locations and click "Add Selected" Select consecutive lines at once
Clickthe first ane, hold Shitthen click the 1ast one. All lines in between will for your new Approver or
To autharize all currently available Ship-To Locations click "Add All". be selected R ‘t
Select multiple lines at random eques or.
| Authorize User for All Current and Future Ship-To Lntatmnse Hold dawn the Cirl key as you click each line
Assign a default Ship-To Location
Highlight one from the list of Ship-To Locations above and click "Assign Default’ . ¢ . y
e View Location Information Click Assign Default’ to set

Click a Ship-To name and then click the "View Location Information” link helow.

one of the selected addresses
as the default.

SortBy:  Ship-To Locations ™

Available Ship-To Locations

G900 STAPLES DR, (FRAMINGHAM, MA) Ex
100 SCHELTER RD, (LINCOLMNSHIRE, 1L}

CORPORATE DR, (LAKE ZURICH, IL) E
227 W LAKE 5T, (CHICAGO, IL)

CRE R G Click ‘Previous’ to go back a
401 5 BLVD # 4, (OAK PARK, IL) screen or ‘Next’ to move on to
558 W RCOSEVELT R, (CHABO, Ly the next step in creating a new
Approver or Requestor.

Authorized Ship-To Locations
ICAGD, IL) - DEFAULT

4 Remove Selected

4 Remaove All

Wiew Location Information Wiew Location Information

Previous Next



Creating New User - Define Administration Roles and Requesting Rules

Need Help v 1-800-982-3400 Chat Why Quill.com Track Order

WELCOME, PLEASE SIGN IN -
C Reorder Fast ||||\m| Order by ltem # My Account < 0

‘II
Fast Free Shipping.
Q"I .COM. 2 || Order under $257 Sec details My Deals v

PRODUCTS v INK & TONER COFFEE | SNACKS v CLEANING SERVICES w SHOP BY INDUSTRY

Purchasing Manager: Manage Users My Requests (3 | Manage Users | Manage Rules | Help

Create New Approver

Add requesting rulefs) for: James Hall gamesHaLL

o Does NOT reguire approval (can purchase directly)

e Q Route ALL requests for approval

O Requires approval by limit(s)
Maximum order total per request:
Minimum order total per reguest:

aximurm unit price per item

*Raute this user through an approval group: Quick Tips:

You must select an approval group in order
0 add requesting rules. A reuestor may
only be routed through one approval group

Marketing Dept Approval Group

New User Setup Confirmation

PRODUCTS v INK & TONER v COFFEE | SNACKS v CLEANING SERVICES v SHOP BY INDUSTRY v

Purchasing Manager: Manage Users My Requests (30 | Manage Users | Manage Rules | Help

You have successfully added James Hall (JHALL) as a new Approver.

James Hall will receive an email confirming set up in Purchasing Manager including username and password

Return to Manage Users e

You may assign rules on
this screen or at a later
time through the Manage
Rules section. By default,
all new Approvers will not
require approval and all
new Requestors will require
approval.

If the new user requires
approval, you will be required
to select an approval group to
route the requests through.

When you’ve made all of your
selections, click ‘Submit’ and
this new user will be created.

Instructions regarding what
happens next will appear
and you can then return to
the ‘Manage Users’ screen
to create more approvers or
requestors if you’'d like.



Modify Approver/Requestor

can approve orders

a User Profile (Results Appear on Right)

N information as you know about a particular user then
zarch

Lasthame

Enter Mame or User Name

functions and reports

Edit User Profiles

Select any user from the list below, then click an action

3 users found:
Erickson, Lisa - Approver o Modify

Erickson, Luke - Reguestor
Erickson, Mancy - Reguestar (FENDING)

Delete

User Infa

A

Modify User Profile

ABC Corpaorate

Previous Save and Continue

*User Name LERICKSON @

*Role Approver

@ “Approval Group

Erickson Approval Group

purchases to expedite the approval process.

Approval groups allow you to assigh multiple people to approve

Previous Save and Continue

0 Click ‘Modify’ on the Manage

Users screen to edit a user’s
profile.

You will not be allowed to edit
the user’s profile information
such as password, emalil

and phone number. Only the
user themself can modify that
information.

You will be allowed to change
the user’s role, which approval
group(s) they are a member

of, their authorized ship-to and
bill-to addresses, their ability to
access reports, their requesting
rules and the approval group
their orders will be routed
through.

Click ‘Save and Continue’ to
when you are done making
role and approval group
modifications. Your changes
will be saved, however you
will have the option to make
changes to the ship-to
addresses, followed by the
bill-to addresses, and report
access and rules.



