Oracle Quick Reference Guide
Purchasing Promotional Items

1. Type “FSA” in your internet explorer browser and hit enter. Enter your computer xID and password:

(# Prudential

1% n -

English

Please anter your Prudential User 1D and Passvord below, and
dick the ‘Login’ button to login.

e User ID x184698
* Password

Change Reset

This computer system is private and may be accessed only
by the authonized users. Data and programs in this system
are confidential and proprietary to the systern owner and
may not be accessed without authorization. Unauthorized
users or users who exceed their authonzed level of access
are subject to disciplinary action, up to and including
termination and are subject to prosecution under state or
federal law. Activity on this computer system is logged.

2. You will be brought to the Finance Portal. Click on Oracle Financials then the Oracle Financials hyperlink.

@ Prudential Finance Portal

Home Page O EEILLEELGRYGLTIGHTTERS

Application Menu

Bulletin Board

@ Oracle Financials

v

@| Oracle Financials

@ Query & Reporting

. T N AR S

=

<

User Help Desk and Info

Documents and Forms ~ Training

Welcome to the Finance Portal

Should you have any issues accessing and/or navigating your applications or need z

, cellile . ADTO LI Mol 22 4 OO0 770 770N AION o Jdle v 4 N4 TOA NANN Mecie o il

Note — typing in “BUYIT” in your internet explorer browser prompts you to log in just like above however

instead of bringing you to the Finance Portal it brings you directly to the iProcurement Home Page

(Screenshot from Step 4 below).
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3. Navigate to PFI US PO Requester > iProcurement > iP[ocurement Home Page.
» Bm PFI US PO Master Buyer
» Bm PFI US PO Master Catalog Buyer
» Bm PFI US PO Print Buyer C
» Bl PFI US PO Receiving C
4 BB PFI US PO Requester
» BB Manager Self-Service

4 Bm iProcurement

(= iProcurement Home Page C
» B Reports
» Bm PFI US SP Internal View

4. Within the Shop tab of iProcurement select the “Promotional Items” hyperlink then select the vendor
you wish to view. Steps 5-7 show the process of placing an order for a special, “non-catalog” order.
Before proceeding you must have worked with the vendor offline so that they can create the quote
number. Once you have this number you may proceed to step 5. Steps 8-13 show the process of
reviewing the catalog directly from the vendor’s site.

Shop | Requisitions ~Receiving

Stores | Shopping Lists | Non-Catalog Request

Search Main Store [v] Go | Advanced Search

Stores
Main Store Office Supplies and Stationery Promotional ltems
Main Store Toner, Paper, Office Supplies, Imprint Envelopes, Stationery, Business Cards, Calendars and Inventoried and Special Order Items

Holiday Cards

Printed Material Mail Services and Mail Equipment Contingent Worker Requests
Printed Materials including marketing collateral, financial documents and other commercial Mail Preparation and Tracking Equipment, Express Mail and Other Mail Services Contingent Worker Requests
applications
Other Valuable Information Ergonomics Relocation Services
Personal Purchases, Best Practices and Other Source-to-Pay Information Ergonomic Fumiture and Accessories Relocation Services
Management Consulting Books and Subscriptions Oracle Training
Management Consulting Periodical, Market Data Services, Corporate Trade Associations Access Oracle iProcurement iraining materials and courses
Food Services Faciliies and Services Agent Purchases
Catering, Pantry and Beverage Facility Services, Mail Services, Corporate ID Cards and Physical Security A guide to Agent Commodity Purchasing
QA Store IT Procurement
QA Store Description IT Related Hardware and Software
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Shop Requisitions Receiving Contractors

Stores Shopping Lists = Non-Catalog Request = Confractor Request

Search Promotional ltems Go Advanced Search

Shop: Stores =
Shop Promotional Items

Inventoried and Special Order Iltems
HeOdty

Name

CFJ Manufacturing

| Staples Promotional ltems  [l———

Best Practices - Promotional ltems
MPS Punchout

Click on “Oracle Quotes” (top navigation bar).

Onli... HIVE Application Home a Oracle BIEE Home 4 Time Reporting & Absenc... €3 CA Clarity PPM Login

Logout My Account ViewCart 0 8

HOME SHOP BY PRODUCT SHOP BY BUSINESS GROUP CUSTOM ITEMS CONTACT
r
~

| Branded

Enter the Staples Promotional Products Quote number in the box (quote # should have been provided
to you by the vendor). Click “Find” (quote detail will be displayed). If quote detail does not display,
contact the vendor — all contact information can be found within the Best Practices document within

the Promotional Items storefront above.
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Oracle Quotes. Logout My Account ViewCart 0 $0.00

@ Prudential

HOME  SHOPBYPRODUCT  SHOPBYBUSINESS GROUP ~ CUSTOMITEMS  CONTACT

Special Order Quote

‘You must have a finalized special order quote before submitting a special order here. Special orders must be processed separately from catalog orders. To place a special order or view your special order quote, enter
your quote number below.

— Quote Number.

—— ]

Find

Stay informed of new releases and specials:

@ Prudential

Click on Place Order

'
Oracle Quotes Logout My Account ViewCat 1 $1228

(b;’} Prudential

SHOPBYPRODUCT ~ SHOP BY BUSINESSGROUP ~ CUSTOMITEMS ~ CONTACT

Place Order

Cart Information

Modify Cart
Item Nbr. Description aty Price Item Total
i 200269650 Port Authority Ladies Polo Tropic Blue Heather ADULT-XL. 1 $12.28 $12.28
Subtotal: $12.28
Shipping $0.00
Tax: $0.00
Order Total $12.28

...Continuing from step 4 above. You may choose any of the options to search for products or use the
search feature:
SHOP BY BUSINESS GROUP

CUSTOM ITEMS CONTACT

@ Prudential

APPAREL
ACTIVEWEAR
HEADWEAR
LADIES
MEN'S
OUTERWEAR

POLOS & WOVENS
VETERAN RACING SHIRT

EVENTS &
TRADESHOW

BAGS

GIVEAWAYS

NAMETAGS

TABLE COVERS
GIFTS

BAGS

DRINKWARE

MADE IN THE USA

==3

ECO FRIENDLY ITEMS

SHOP GIFTS

O

CUSTOMER SERVICE I CUSTOM ITEMS
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9. Once you find the desired item, click on it and input the quantity. You can view Inventory availability
dates if needed. Select Add to Cart.
HEADWEAR

2-TONE CAP
200299259

Description:
« Cotton twill.

« Fabric strap with hook-and-loop closure.

« Five panel design.

« Import. Embroidery. Gunmetal/Black.

itemID  In-Stock |Qty

299259 338 (o

$5.75

[[] View Inventory Availability Dates

10. When complete select View Cart in upper right of screen:

My Account ViewCart 2 $16.50

Oracle Quotes Logout

CONTACT

SHOP BY BUSINESS GROUP CUSTOM ITEMS

SHOP BY PRODUCT

11. Review the cart and make updates or add Signature Cards, if needed. When complete click Check Out:
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View Cart

Cart Information

Note: Changing Quantity to 0 will remove item from your cart.

Item Description Qty

Price Item Total
Remove e 2.Tone Cap Gunmetal 1 §575 $11.50
Subtotal: $11.50
Shipping: $0.00
Order Total: $11.50
Update
Cart Options

Include Signature Card with Order

[Yes, include Signature Card
One Signature Card included per order. By including the Signature Card next steps after selecting Check Out will require setting up your Signature Card for the order.

egins the checkout process.

Empty Cart Clears all items from your cart.

12. Select Shipping then click Continue:

Payment

Use a Promo Code

Do you have an Promo Code that you would like to use on this order? Enter the Promo Code below and then click ‘Apply to Order'.

promo Code: ]

Apply to Order

Your order total: $11.50

Shipping Method

Choose a method of shipping.

[UPS Ground v |Delivery in 3-7 business days

13. Review finally then click Place Order.
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Place Order

Cart Information Modify Cart
Item Nbr. Description Qty Price Item Total
,a 200299259 2-Tone Cap Gunmetal 2 $5.75 $11.50
Subtotal: $11.50
Shipping: $0.00
Tax: $0.00
Order Total: $11.50

14. After placing the order, system will bring you back to iProcurement. Items will populate into your
requisition cart/form and supplier information is shown above in yellow.

@ Prudential #rseremen = A O *x # 42 | wxansamg @ O

Shop  Requisitions ~ Receiving

@ Information  €——

Supplier: STAPLES

Suppler Site: 010-PO

NOTE: Review ship to address. If "Deliver-To Location" shows ONE TIME ADDRESS, those fields must be populated by clicking on “Edit one-time address™
NOTE: Multiple Ship-to Locations on a Single Requisition are not Allowed for this Supplier

NOTE: Change Order Processing is not Allowed for this Supplier

NOTE: Do not use Attachments for this Supplier

NOTE: Muttiple SKU/Order Numbers are not Allowed for this Supplier

Edit and Submit Requisition Refresh | Save  Printable Page = Submit

* Indicates required field
Requisition 10137775

Total 1223 USD
* Description  Port Authority Ladies Polo - Tropic Blue Heather ADULT-XL
Justification

Financial Approver Q

‘Select f you want o override the defsult inancisl spprover.
Update | Copy Delete ~Copy Deliver To

SelectLines: [] Apply this Deliver - To Location information | (=
1o all applicable requisition lines

. . T . Amount . . Special Update Legal Agreement
[ Details Description Quantity Unit Price (USD) Need By Date Deliver-To Location Info Attachment Line |Number Delete
10-Nov-2017 00:00:00 o US_TX_EL PASO
Port Authority Ladies Polo - Tropic Blue example 27-Mar-2013 10.45.00) deivered to you. G
o » Heather ADULT-XLPort Authority Ladies 1EA 1228USD 1228 oy puerantee deve < - 4 /0041260 @

¥ e on
Polo - Tropic Blue Heather ADULT-XL order fees. Plesse allow fime for the approval p the vendor does not receive the

Total 1228

Your requisition will be sent to the following list of approvers.

Approvals

Manage Approvals

B

PRU Financial Approval

15. If you leave the Financial Approver section blank it will default to your manager. If you need to change
it, select the magnifying glass and choose another Financial Approver.
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[r—

Shop | Requisions ~ Receiving

Stores | Shopping Lists | Non-Catalog Request

Edit and Submit Requisition
* Indicates required field

Refresh  Save  Printable Page = Submit
Requisition 10126599

Total 50.00 USD
* Description  (details of order) Open field for description
Justification

Financial Approver]

a
Select fyou want o overrid the defaut Snancis approver.
Update  Copy  Delete | Copy Deliver To
Select Lines: [ 7] Apply tris Deliver - To Location information | 150 2
o all applicable requisition lies
- - o . Amount 5 8 Special Update Legal Agreement
Detail K <
[ Details Description Quantity Unit Price (/gD Need By Date Deliver-To Location o2l Attachment UPIRle (207 06 Delete
(details of order)
O b Openfeldfor 1EA 50 usD 4 o oais g
description v -
Delete one-time address
Total 5000

Your requisition will be sent to the folowing lst of approvers
Approvals

— ] | C—

‘ PRU Financial Appoval | | PRU peratonal Compiance Aporoval ‘ PRU Operstonal Compiance A m.z‘

Notes And Attachments

Manage Approvals

16. Please note: If you do not have a Pru location assigned to you, a message will appear to edit the ONE

TIME ADDRESS line. If this happens, select the Edit one-time address button towards the right of the
screen.

p—

Shop | Requisiions ~ Receiving

Stores | Shopping Lists | Non-Catalog Request

Edit and Submit Requisition
* Indicates required field

Refresh | Save Printable Page | Submit
Requisition 10126599

Total 50.00 USD
* Description  (details of order) Open field for description
Justification

Financial Approver

Update Copy | Delete  Copy Deliver To
Select Lines: ] Apply this Deliver - To Location information | [ &
o all applicable requisition lines

Amount Special Update Legal Agreement
[ Details Description Quantity Unit Price (1) Need By Date Deliver-To Location rectel attachment VPR L9806 Delete
N ONE TIME ADDRESS
(details of order) 08-Nov-2017 00:00:00  fo
O »  Openfeldfor 1 EA 50 USD 45 ? 0032154
I
Geseripton Tease siow e for
Total 5000
Your requisition willbe sent to the following lst o approvers.
Approvals
Manage Approvals
[ & [ ]| [ |
I T — I“| PRU Operatonal Complance Aoprova H PRU Operatonal Conplance Aoprova2

Notes And Attachments

i After clicking on “Edit One Time address” you may choose to Create a New One-Time

Address or Select Existing One-Time Address. For future use of the address, Click on Save Address and
Apply.
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Shop | Requisions ~ Receiving

Stores | Shopping Lists | Non-Catalog Request

One-Time Address
* Indicates required field

Cancel  Apply
Enter an address and click Apply when you are done.

* Ship-to Name (Firstand Last)  Nitza Snapp
Address Line 1 =
Address Line 2
* Company Name  Prudential
*city ElPaso
County
*state X [
Province

* Postal Code | 79936

*Country  Us

ii. If you want all line items to ship to the same address, click the “Apply this Deliver-To
Location...” checkbox on Selected Lines: left hand upper corner, Click “Copy Deliver To”.

Requisition 10126599

Total 50.00USD
* Description  (details of order) Open field for description
Justification

Financial Approver

Q
Selct fyou want o overid the deful ancil aprove.
Update Copy Delete |Copy Deliver To
SelectLines: (7] Apply this Deliver - To Location information | 13 =
1o all applicable requision ines
¥ Details Description Quantity Unit Price AMOUM Nood By Date Deliver-To Location Spectal - ptachment Update Legal Agreement Delete
= ity (UsD) Y 3 Info Line  Number
ONE TIME ADDRESS
(details of order) 08-Nov-201700:00:00 iy
¥ b Openfeitor 1 EA 5 USD 5000 (o 104500 e i et b e e o i 4 o v ir}
description Edit one-time address
Delete one-time address
Total 5000

‘Your requisition will be sent to the following list of approvers.

Update Copy Delete | Copy Deliver To

. R
Select Lines: Apply this Deliver - To Location information | 4 =
to all applicable requisition lines

ArmAnnt
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17. Review page and if correct, select Submit

Shop | Requisitions ~ Receiving
Stores | Shopping Lists | Non-Catalog Request

Shop: Non-Catalog Request >
Edit and Submit Requisition

* Indicates required field

Requisition 10126599

Update Copy Delete Copy Deliver To
Select Lines: ] appy tis Defver - To Location mformaton | 0 2
1o al applcadle requstion nes

[ Details Description Quantity Unit Price
(detais of order)
[0 »  Openfeldfor 1EA 50 USD
description
Total

Total 5000 USD
* Description  (details of order) Open field for description
Justification

Financial Approver

‘Select f you want to overid the cefault nancial spprover

Amount
':',;"S’l')‘) Need By Date

08-Nov-20170000:00 (s
5000 (example

Deliver-To Location

ONE TIME ADDRESS

27.Mer-2013 19:4500)
delivery by he specified dste and may incor z
vendor doss o receive the order uni he

ees P

50.00

Location represents the exact address where goods wil be shipped OR
ofhis requisiion

Edit one-time address.
Delete one-time address

Refresh | Save Prim.anlePﬂne

Special o ot Update Legal Agreement o
Info Line  Number

T 8

10| Page



Oracle Quick Reference Guide
Purchasing Promotional Items

18. Once approved, the system will notify you via email and automatically send PO to the vendor.

1 New > /=1 Reply» &ElReplytoAll ¥ [ZForward~ [~ [=~ [ Displayr ) v More~

{ ‘ ) FY1: Purchase Requisition 10061888 has been approved
' procurement operations to: DINARDO, JOSEPH 05/12/2015 05:42 PM

Show Details

s Please respond to s?presponses

Fram TRUWSCOTT, BETTY Description  ARC BELLA UMBRELLA
To DINARDO, JOSEPH Requisition Total 1,500.00 USD

Sent 12-May-2015 21:40:04 Attachments
ID 6691435

Requisition Lines

Legal

Price| Amount Agreement Dist Sub Product |Cost Dist
Line Description | Supplier Location Unit Quantity, (USD) (UsSD) Number #  Entity Account Account |Group Center |Location Amount
1 ARC BELLA STAPLES|US_MI_GC3_F13EA 100 13| 1,300.00|0041260 1 15001 76315 (99999 41001 712105 9999 1,300.00

UMBRELLA

2 Fuffilment AS |STAPLES|US_MJ_GC3_F13[EA 100 2 200.00/0041260 1 15001 76315 99999 41001 712105 9999 200.00
3 NOTECARD STAPLES|US_M]_GC3_F13EA 100 a 0.00/0041260 1 15001 76315  [99999 41001 712105 9999 0.0o0
Approval Sequence
Num Name Action Action Date Note
1 JOSEPH DINARDO Submitted 12-May-2015 16:08:56
2 ELIZABETH L TRUSCOTT (PRU Financial Approval) Approved 12-May-2015 21:40:04

NOTE: Your requisition must be fully approved before a PO is sent to the vendor.
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19. Upon receipt of a PO#, the vendor will email you an Order Acknowledgement with details of your order along
with estimated ship and in-hands date information.

¥] Mew > =1 Reply~ &EReplytoAll » (2 Forward~ [~ [~ [ Displayr @ ~ More~

! ORDER CONFIRMATION - PRUDENTIAL INSURANCE (084644195)
' Holmes. Heidi to: Joseph Dinardo 05/13/2015 12:16 PM
— Cc: "Martin, Eileen”, Elizabeth Truscott Show Details

ORDER CONFIRMATION
Dear JOSEPH DINARDO,

Thank you for your order. This email confirms your order has been placed. Flease contact your Staples Promotional Products Representative with any questions at 712-
737-0832 or by email at Heidi.Holmez@Staples.com.

Order Number: 084644195
Order Date: 05/13/2015

Purchase Order: 90056202

Shipping Address
FRUDENTIAL
JOSEPH DINARDO
3 GATEWAY CTR
MNEWARK, N1 071024061
Shipping Method

UPS/GRND COMM

Order Backorder mrr = Unit Extended
Quantity Quantity Item Description Decoration Price Price
100 /A 001 ARC BELLA UMBRELLA $13.00 $1300.00
100 M/ Mii0-2888 Fulfillment AS $2.00 $200.00

Digital Proof Time: 2 business days
Production Time: 7 business days
(does not include shipping days)

Your estimated Ship Date is 05/28/2015
Your estimated In Hands Date is 06/01/2015

Subtotal: $1500.00

# FPlease note: Applicable sales tax and freight will be added to your invoice.

® Ordered gquantities are subject to a2 10% owverage/underage unless otherwise noted. Invoicing will be based on actual quantities shipped.
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