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Accessing Purchasing Manager
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IMPORTANT: A reguest will display an ‘Approved status after you submit your
approval but may still reguire further approval. Click on the Request # ta view the
request status and the reguest detail view:

To accept or decline a request, check the appropriate box and then click " Submit”
Once you accept and hit submit, your orcder wil be processed for delivery

Purchasing Manager: My Requests
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My Account > Order History & Tracking

— My Orders History contains orders placed within the last 13 months.

Order History & Tracking
Make a Return

Iltems Purchased Report
Software Downloads

Orders In Process

We apologize, your order and invaice history will be available within 2 business hours after placing your first web order with this
username. Please contact us if we can be of more assistance
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You have 1 request(s) pending approval.

Request Submitied By PO Number * All times are in Eastern Standard Time

testrequestor? 21142014 3:09:59 PM $217 View

Huge don't-miss deal!

Get $200 back

Q Use this navigation to access

all options within Purchasing
Manager. If there is a number
next to the link ‘My Requests’
that means you have that
number of requests to approve.
Click the ‘Help’ link if you

need more assistance with
Purchasing Manager.

You may also access the same
navigation options from the My
Account page.

As an approver, if you

are logged in and on the
homepage of Quill.com, you
will see an alert that you have
pending requests to approve.
Click the “View’ button to go to
the request.



Accessing Purchasing Manager (continued)
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REQUESTS STATUS APPROVE REQUESTS SEARCH FOR REQUESTS

Check the approval status of an order. Review, approve or decline requests. Find and view specific requests by
searching on a variety of criteria



Quick Tips

Purchasing Manager: My Requests

Approve Requests

Requests Submitted for Approval
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Quick Tips:
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My Regquests(3 | Manage Users | Manage Rules | Help

request status and the reguest detail view:
To accept or decline a request, check the appropriate box and then click "Submit”
Once you accept and hit sukmit, your order wil be processed for delivery

IMPORTANT: A reguest will tisplay an ‘Approved' status after you submit your
approval but may still require further approval. Click on the Request #to view the

Help / Customer Service

Need Help

Quill ..

PRODUCTS v
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Download a reference guide to better understand Purchasing Manager for each type of user

.
)~ Download Manage Users Reference Guide

0 T Download Manage Rules & Groups Reference Guide

-
J- Download My Requests Reference Guide

=
J~ Download General Tips Reference Guide

Have Questions?

Below are some frequently asked guestions

Contact Us

Call Us: 1-800-982-3400
Email Customer Relations

B

Live Chat

Have a question? YWe're here for you!
Monday - Friday, TAM - TPM CST.

C)

What information do | need to set up purchasing manager?

How do | set up an approval hierarchy?

How do | change an item quantity before approving?

Can | have multiple approvers?

+ + +

Lorem ipsum dolor sit amet, ne vidit error eos, sed in ubigus hendrerit adipiscing. Quo wolumus similique gloriatur ad. Guem
malis quando eam te, nam decore doctus nominavi ei, sea ne tale accommodare. Usu ex debet dissentiet, qui ex utinam
dehitis vituperata, duo no tollit oportere. Sit nohis ubique torquatos ut, &x eum minimum referrentur

How do | reassign the Administrator role to another person?

How will | know if an order is approved?

(B

Throughout Purchasing
Manager you will see a box

to the right of your screen
displaying ‘Quick Tips’. These
tips refer to the actions you are
taking on the screen you are
viewing.

Access reference guides (such
as this one) by clicking on the
PDF links.

If you still need assistance,
contact us by phone, email or
live chat.

Q View frequently asked

questions.



