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New User Experience (UX)

Key changes to uSOURCE
Shopping, Checkout, Approving, and Invoice screens

Allw Search (Alt+Q) Q 000CAD W o @ O

B TEGNTo | USOURCE

Simple Advanced Go to: Favorites | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

Search for products, suppliers, forms, part number, etc n

Computers, Peripherals and Apple Products L

Welcome to USOURCE!

U of T's online marketplace Furniture N

uSOURCE INFORMATION LIBRARY
All training and reference materials can now be found in a searchable Lab and Dental Supplies e >
knowledgebase platform.

USER PERMISSIONS Media Services e 3
All U of T staff and faculty have access to uSOURCE. and are Shoppers by default.
If you require additional permissions, email usource@utoronto.ca.

IN-CLASS TRAINING MRO - General and Custodial Supplies L

Training for users with Requisitioner permissions is highly recommended.
Office Supplies BRI

For help or to report issues, contact the Help Desk: uSOURCE@utoronto.ca

Software BRI

Toners and Cartridges e 2
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Shopping (Hosted & Level Il Catalogues)

For Hosted, Level Il & Level Il Live Price, the shopping experience has some notable differences:

& sonsmio | usouce Al Search (Alt+Q) Q, DO0CAD W L] |uiB ;1
Simple Advanced Goto: Favorites Forms — Quick Order Browse: Suppliers = Categories | Contracts | Chemicals

Y Hide Search for products, forms, etc. \ “

Search Results: 75 Enter search criteria Compare BESTMATCH ¥ ==
By Product Flag W LAPTOP/CHROMEBOOK SLEEVES BLAC Click fDr more Dptio ns A
0 & Green(1) Grand & Yoy 20.83 0,

. Part Numgper 731550 Mfg. Mame  INGRAM MICRO INC.
By Supplier w Systermn Phckaging  EA (CANADA) : P ];l
_ Mfg Part  B2B064-CO0 ik

o Gt Click for item details Mo
D Corporate Express Add and checkout

Canada, Limited (15) LAPTOP/CHROMEBOOK SLEEVES BLAC KCASE

Add to Draft Cart or Pending PR/PO

O Fastenal (6) sess  Grand & Toy
[J cows (3) ”‘.E.ME“ Part Number IM73156U Mfg.Name  INGRAMMICR [ Supplier Site
R Systern Packaging  EA (CAMADA)
O |#| Bio-Rad Canada (2) Mfg. Part 731560 M T [ 4 —
No COMPAE —*
By Sumeline Dlaee LW
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Shopping (Hosted & Level Il Catalogues)

All = Search (Alt+Q) Q

W TORONTO | USOURCE

Shopping Cart 2021-05-17 requester5 02

Empty Cart . .
Click for more options

Create New Cart
Share Cart With » s, forms, part number, etc

View cart history

Check box, then click 3 ]

Grand & Toy - 1 Item - 20.83 CAD :
dots for more options

SUPPLIER DETAILS

Item Catalog No. Size/Pac Unit Price
kaging

1 LAPTOP/CHROMEBOOK IM73155 EA 20.83 1 EA 20.83 T4

. SLEEVES BLAC u
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Requisition Checkout Screen

¥ ToroNTO | USOURCE

Requisition ¥ : 3270296

Summary laxes/S&H PO Preview

N
General &y

Cart Name
2021-05-18 requester5 01

Description
no value

Prepared by
Rachael Requester

Account Code Assignment
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All - Search (Alt+Q)

Click to edit section

Comments

Shipping/Billing

Ship To/Bill To Address

ATTN: Rachael Requester
RM/Floor: 3rd floor

Phone: +1 416-978-9999
Email: rachaelreq@utoronto.ca
215 Huron St

Huron St. 215

Toronto, ON M35 1A2

Notes & Attachments

For Approvals:

Click to collapse or
expand section

=]



Account Code Assighment

General & Shipping/Billing & Notes & Attachments & D

Edit Account Code Assignment

Account Code Assignment Click for more options
* Cost Center/Internal Order Type )
Funds Center Fund * . Cost Center/Internal Order * Commitment Item Ove
100935 4 0-None 2] Cost Center ¥ 10002 v Searct '

Profile Values

100647 - Finance: Procurement Services

100654 - Fin:Financial Servic

100657 - Fin:Ins Risk Management

100935 - TEST 27MAY2020 em * Assignment
Organization Values

Search
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View CFC Approvers Requisition Approved
(PO Created)

Completed
What's next for my order? L Total (25,54 CAD) .
Next Step Funds Availability Wait 1 — 2083
Approvers HST/GST 27
Click to view 3 Link to PO 000
Handing document o0a
Workflow Approve I'S G 2354
° A Redated Docunments w
. ;::;‘:e[ Requester Purchase Order 3710003684 -
What's next? w
WorkMow E
i Parallel Steps
Click to view n Submitied
TFAOSZ0ZT 17100 Ak
Fund Center Approver Review {. . Parallel Steps
\L qure Clark: e woiw
Fund Conler Approver Review
Fund Center; 100935 S0 - $500.00 4' o
Amy Approver N Pt s ED Qﬂmpleted
anthony.davison@utoronto.ca o Click s v with timestamp
+1 416-999-9999
0 Riteent
VTR0 1716 AR
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Approving

A
-

& TORONTO | USOURCE

All~ Search (Alt+Q)

Requisition v «#=2528664

Approve/Complete Step
Return to Shared Folder
Place on Hold

Return to Requisitioner

Forward to ...

Copy to New Cart

Add Comment

Add Notes to History

Reject Requisition

Description

no value

Prepared by

Click for more options

Comments Attachments

ping/Billing

To/Bill To Address

'S

“loor: 2nd FI

ie: +1 (416)

:

duron St

n St. 215

nto, ON M5S 1A2
ida

History

Notes & Attachments --- Vv

For Approvals:

Internal Note

no value

Internal Attachments

Approve or Reject
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Q 0.00CAD W

© = @

1 of 1 Results

Pending

Total (8,752.30 CAD)

Subtotal
HST/GST
Shipping

Handling

Reject

o & Dy

7,745.40
1,006.90
0.00
0.00

8,752.30

e
—_-+



Invoices

W ToRONTO | USOURCE

Purchase Order ~

Status Summary

move to Closed.

General Information
PO/Reference No.
Revision No.

Supplier Name
Purchase Order Date

Total

3710112837 FI

Click to view all

Invoices \

Q) Q

Revisions @)  Confirmations Shipments Receipts

3710112837

0.00CAD W v @ O
ﬁ o ¢ Back To Results

Invoices @

o This PO is in Soft Closed status, awaiting payment to be released. Once payment is issued it will

Click to open this
Invoice

Fisher Scientific Company Canada

28/04/2021

165.06
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Comments Attachments History
Completed
Total (165.06 CAD) v
Subtotal 146.07
HST/GST 18.99
165.06
Related Documents v
Requisitions: 143446994 -
Invoices: S0145989 =y



New User Experience Icons

*** Display additional options available
# Edit information in a panel
# Collapse section

¥ Expand section

’ Expand section

 Add an item to Favorites

¥ itemis a user's personal Favorite

® |tem is a shared Favorite
A%  Shared cart
couese or - Add item to the Compare list
cowsex or W |ltem added to Compare list

e{a“ are .
F Generate a comparison

No items selected for comparison
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== Grid view for shopping search results

¥ Choose which item details to display
on tiles in the grid view

Yeor YHe Show or hide sidebar

@ View / Hide header & line item details,
line items , or accounting codes

View help information



Additional Resources

Information Library for step-by-step instructions, FAQs, and more:
WWW.procurement.utoronto.ca/information-library

uSOURCE Help Desk:
usource@utoronto.ca
416-978-2349
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https://www.procurement.utoronto.ca/information-library-category/usource
mailto:usource@utoronto.ca

