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E-Commerce Ordering System (Web Stock)











Questions or concerns:  











Contact:  Renee Carter





E-Mail:  � HYPERLINK "mailto:carter@jlab.org" �carter@jlab.org�





Phone: 757-269-7954





FX: 757-269-7954





VARC Bldg – Room 29
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JSA,LLC/Jefferson Lab


Procurement Department


628 Hofstadter Road


Suite 5


Newport News, VA 23606
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E-Commerce System - Simplifying I-T






































Saving and Retrieving a Shopping Cart:


If you do not have time to finish "shopping," you have the option of saving the items in your shopping cart and returning at a later time to complete your order. This option is only available before you select "Submit Order". Once an order has been submitted, the order is processed.


To "Save a shopping cart":   Click "Save Cart As". A new screen will appear which lists the item(s) you are saving and a prompt for you to enter a name for the shopping cart. After you       have entered the shopping cart name, click "Save." Your have been saved.


To retrieve a saved Shopping Cart: Click "Retrieve Cart". Click the down-arrow button underneath "Saved Shopping Carts". Select the name of the cart that you are retrieving. Click "Retrieve". The "Shopping Cart" screen will open listing the items that were in your saved   shopping cart.


Message:  Add item to current cart? Click “OK”


Message: Add item(s) to your shopping cart? Click “Close” – 3 times                                           Click – “Submit Cart”





Submit Cart:  Save cart as (Optional):  - name your cart or leave blank.  Click “Print” for a paper copy of your shopping cart (Optional), select “continue” to complete the order.





�











Message:  A message screen will appear to verify your order was successfully processed.                                                        Click the close box.





�








If you have signature authority on the account(s) used, your order will be electronically sent to the vendor in real time and your order should arrive in time specified on the shipping carter.


If you do not have signature authority on the account(s) used, a virtual requisition will be automatically created and will appear in the requisition queue for signature by someone with signature authority on that account(s).


Note: You should check the Requisition System to see if the Virtual Requisition has been signed to avoid delays.


Once order is complete; log-off system.











	


Click the “Chose Any POA” box, the box in the center will pop up.  Select project and organization for order, click ok.


          �


	





Choose Account: Click arrow and select an account.                


�





“Expedite Shipping Box: Click this box for overnight shipments.  If item is not in stock, it will be shipped overnight when available.


“Special Instr Box” – in this box, put any additional information the vendor will need to complete the order (ex.  – for name plates – enter name[s] on this line).  <Choose Recycle Status> - choose the appropriate selection content for the product.  Click “Add to Cart” box. 


               �





	To add another item to this order, click the l<


	button to return to JLAB Webstock home page and


	continued to adding items to your cart.


 	


Submit Cart:  Save as (Optional):  - name your cart or leave blank.  Click “Print” for a paper copy of your shopping                                                        cart (Optional), select “continue” to complete the order.
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Your item will appear in the window. 


              �








To select item:  Highlight the item by double clicking the                      line to send the item to shopping cart. 


              �





Place the appropriate number in the “Qty” box ( ex. 2)


�











E-Commerce Ordering System  -  Procedures for Ordering


Logging In:  Go to  your “Insight Home Page”.  On the right hand side under “Popular Applications” select “Stockroom/Webstock” or type in your browser: � HYPERLINK "https://misportal.jlab.org/webstock/" �https://misportal.jlab.org/webstock/�.  Log-in.


�





JLAB WebStock Front Page:  Provides a list of all the suppliers and products/services offered.


                                                      �


�
Selecting your product:  The best way to select your product is to get the product number directly from the vendor’s                   catalog and enter the number in the “Part#” box, click “Find”.  If you do not have a catalog, e-mail your vendor(s)                         catalog request to: � HYPERLINK "mailto:carter@jlab.org" �carter@jlab.org� and your catalog request will be mail to you.  Keywords:  Enter a singular keyword                        to search all catalogs, always use a singular word  (ex. battery, not batteries).  Click “Find”.


�





connecting your Purchasing to the technology resources you need





Technology at work for you











