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INTRODUCTION

Welcome to the ARS IntraMall powered by IntraMalls LLC. The IntraMall provides a custom-buying
environment for lab scientists and staff to purchase supplies and equipment ARS. The IntraMall enables
each buyer to participate in an unbiased multi-vendor, multi-product purchasing system customized per
the needs of ARS. Each buyer on the IntraMall has the ability to electronically search, find, and compare
products from IntraMall suppliers thereby reducing supply chain costs and complexity while enhancing
buyer-supplier relationships.

All interaction with the IntraMall takes place over a secure, private Intranet using a web browser. This
use of a familiar application provides the maximum ease of use and substantially reduces the learning
curve often associated with new technology.

Access to the IntraMall is controlled through the use of a User ID and Password combination. In
addition, there are numerous security checks and access cortrols for every action taken within the
IntraMall. This security is transparent to you and provides the highest possible degree of security for
IntraMall transactions.

This manual is to be used as a user’s guide for the IntraMall system. It provides you with the ability to
use al areas of the IntraMall to which you have access. In this manual, you will find detailed descriptions
of the IntraMall environment. The manua is divided into sections that correspond to each area of the
IntraMall.

You will need an Internet web browser — Internet Explorer 3.0 or higher and Netscape 3.0 or higher - to
access the ARS IntraMall homepage powered by IntraMalls LLC. Use the following URL address:

http://arsintramall.nih.gov
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Logging In

The Log In page is the gateway to the ARS IntraMall powered by IntraMalls LLC. It can be found on the
IntraMall homepage: http://arsintramall.nih.gov.

(Q"Blaspaee 1e Global Hubsite Tor Lite Sciences
i |News L” Search |

February 27, 2004

¥ ADVERTISE

W ABOUT BIOSPACE

aGrARS

o HELP
J F ‘E:'II‘.; NEWS E-CAST » Laser Re-NuInternational Inc. Is Mow Live On
* GenePool! The Intramalll e

e [ntraMall

[Mexmbher Na.me

Ienteremaﬂ GD-l

Get Stock Quote
- | Go

passvors: [

Features Loc 1IN,

BREAKING NEWS ]
Baxter Seeking Outsider As CEO? Abbott Alumnus (A

CLIMICAL On Baxter Short List

DEVELOPMENT Request an . %

NEWS Account rd

Genetic Key To Type 2 Diabetes Identified

Entering your Member Name and Password
The login page performs an identification and security check based on a member name and password.

1. Typein your member name in the Member
Name text box. (Typicaly, thisisthe first
letter of your first rame and your last name
in lowercase |etters; i.e. John Smith =

jsmith)

2. Typeinyour Password. (Your initial IntraMall
password is the last 4 digits of your credit
card number.)

deniher Na.me
3. Click the Log In button or hit Enter.

password: [

“Loc N,

# . List Mall
Vendors

Reguest an .
Account
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If your Member Name and Password were ertered correctly, you will be taken to the
IntraMall’ s main page. If you forget your password, please email info@intramalls.com or
phone 1-888-644-6255.

Request an Account

To request an IntraMall account, you will need to fill out a brief online form with the
necessary information. Once your account request has been processed, you will be
issued a Member Name and Password that will alow you to log into the IntraMall.

Special Notices

Password Expiration
Upon correctly entering a password and member name, you may be taken to a

notification screen if your password has expired. Every 90 days your
password will expire and you will be prompted to enter in a new Password.
Y ou cannot reuse a password that had been used in the previous 180 days.

Security Alert
Upon correctly entering a password and member name, you may be taken to a

security alert (Internet Explorer) or New Site Certificate (Netscape) screen. In
order to continue with the log in process, follow the directions on the screen to

accept the security certificate.

Internet Explorer: Click “Yes’ to accept
the certificate.

Infmneadion pou eschange vith thes e cannol be stewed a1
l:l'wmndl:ydhn Hiwasrewr thers 5 & problem vath the =i’y

sEoy coitficals

'i\. The secuily cortifioste Mas Besed by o compeg pou kavs
not chasen ko husl View the certiicale b delemine whether

J e o i e ceetifang s ahonty
a The seounly cortiicote date i walid

Q) Tresecmbcoliicale natches the rame ol the page you
20 T b0 e

Do youvesri o procesd?

Ve Cesilcane |

Netscape: Click the “Next” button unit
you get to the last screen.  Click
“Finished” to accept the certificate.

4 New Site Certificate

intesamall il g i o e that sicec o L]
Infoensetion. Bomiwr, Natsoags Som: not umplznthn authaority who
shgnind U5 Castificata.

aithregh Hetsoaps dogs ol recognios e signer of s Cartifcals, youmsy
decide ko accept 1 anpway sa thei youcen comect o and sehenoe
mfarmation with i sita;

Ths st wil helpyou deode whether ar mob you wish o -scoept Hs
Certificate and to what satert:

Hiers Caniel |

If you continue to receive this notice about the security certificate, log into
http://tls.nih.gov/certsrv/certcarc.asp and click on the link Download CA certificate

found in thefirst sentence. Contact info@intramalls.com if you would like us to email
smple, step-by-step instructions on how to download and install the security certificate.
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MAIN PAGE

The main page contains a menu listing all sections of the IntraMall.

To go to a particular area, click on the appropriate link.

Y ou do not need to go to the main page each time you want to move to another section of

the IntraMall. Y ou can use the navigation bar at the top of each page to move around
(see The Navigation Bar below).

E4 Shap Rapid Order Entry | Advanced Search Vendor Catalog Vendor Alphabetically Shopping Lists

: 3 Order Shopping Cart | Requesi for Quote | Log MNon-Mall Order | Order Log |
IntraMallig Navigate ~ Main Page | Manage My Profile | Manage My Shoppers | Contact Us | Log Off

[Searcn 3| Match: [Al'words 7]
Rapid Order Entry Search Shopping Lists
a Quick entry by CATALOG mumber  —Vendor Catalog —Personal List
--Yendor Alphabetically —AcctMNorList
—iCateqory
-Advanced
Shopping Carts Order Processing Reports
@ —-Personal Cart —Order Log - Acct Mbr Summary Report
2 items are in your shopping —-Request for Quote - Acct Mbr Detail Report
cart —-Log a MNon-tall Order

Approve Shoppers Carts
1 cart awaiting approval

- Advanced Options Contact Us Log Off
QTII' —IManage Mty Profile Intrahall contact Eut the Intramall
A —Manage My Shoppers information

—-Purchase Approval
0 orders are awaiting approval

THE NAVIGATION BAR
The Navigation Bar allows you to quickly access all areas of the IntraMall without
going back to the main page each time to want to move to another section. Just click
on the appropriate link and you will be taken to the section you selected.

ARS K4 Shap Rapid Order Eniry | Advanced Search Vendor Cataleg Vendor Alphabetically Shopping Lists
WI 82 Order Shopping Cart | Request for Quote | Log Mon-Mall Order | Order Log |
Imm“a“ ©) Navigate  Main Page | Manage My Profile | Manage My Shoppers | Contact Us | Log Off

|

= | Match: [AlWords 7]

Version 6.0, 2004 -6- last update 1/04



IntraMalls LLC- Agricultural Research Service IntraMall

ADVANCED OPTIONS

Manage Your Profile

This section allows you to establish your Contact Information, Email notification preferences, change your
password, and set your Account Numbers.

From the IntraMall Main Page, click on the Manage Y our Profile link located under the Advanced Options
header.

Changing Your Password

This user is currently logged into the IntrabJdall Use cauntion when editing this user
Password

New Password: i Confirm Password: ;

Save Mew Password I
1. Under the Password header, type in your New Password in the text box and re-type it in the
Confirm Password text box.

2. Click on the [ SaveNewPsssward | by tton,
3. Your new password has taken effect.

Change Your Preferences

This section alows you to change your Email Notification Preferences
Email Notification Preferences. Email; jgrnEbiospace. com

My Shoppers Events: Motify me when...
. Orders Orders
1. Enter email address where r - = Avendar ik |
0 . v v vendor picks up order(s).
you wish automatic RIEKS UErOTHtts]
v vl Awendor enters a comment.
2. Check the type of email il ~ The status of an order changes.
notifications you wish to receive < ~ ¥ A crediticharge is made on my arder(s).
for yourself and your shoppers /v Email Administrative Events: Notify me when....
¥ | have shopper carts awaiting approval,
v There are orders awaiting approval.
\ r | hawve trouble tickets.

3. Click to save
Save Preferences
preferences
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Changing Your Address, Shipping and Contact Information

2.

3.

Addregzes and Contact Information
Billing Address Shipping Address

John Dausch John Dausch
Agl'll:l.litl.lral Reaearch Service P-J;I'II:UI‘D.IFEI Reaearch Servce
Buikding: 120 - Room: 204 Buikding 102 - Room;: 204
120 Cockeysdlile Rd 171 TW ALE=ANDER DR
Hunt “alley, Wl 21030 RESEARCH TRIWMGLE PARK NG 27709

Contact Information:

Department: Office Phone, 005-044-6255

Title: Fax Mumber: 410-504-9457

Email: Jonn@irtamalls.cam

Editdcilress Information. |

Under the Address, Shipping and Contact Information header, click on the C__EdidiiE=s nfarmaicn

button.

Change all relevant information in the text boxes provided then click ” Save
Changes and Return to User Edit” button.

If you need your billing address information changed, contact IntraMalls.

Establishing Your Account Numbers

Click the

Account Numhers

This user is restricted to ARS Acct Nbrs.
Asxailable Acet Numbers:

8428137 Default Acct Mbr

Edit Accht. Nurmbers |

Ediiest Hamoets || ytton and add Account Numbers to your profile on the page that appears.

2. Click to add/remove an — .
Acc't # to/from your profile. 1. Hignlight desired
, Acc't #from list of
3. Selectyour | pf@an Taer & | althe Acc't#s
, o .
default Acc't Bl et O [ i that are availableto
# from the —Add W A0193A103 you.
Current list noamos
and click the 4011935107 4. When finished
40171936108 b en rini
Sct selected Akt A3a00 click on the Update
Acc't #as i ElRERLS p
Default \ A 835D button and thenthe
button. Default Aser e [101920122007 ve Lhanges ana
\ e Return to User Edit
button.
Sl Salackd Ao o, == O |

—

Sma Changes and Petum o LUiser Edit
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Note: if you type avalid Account Number into aron-Mall order or into Rapid Order Entry that is not in your
profile it will be automatically added to your profile.

Manage Your Shoppers

Purchase Card Holders can establish IntraMall accounts for the Non-Purchase Card holders that they support.
These “ Shoppers” will fill “Shopping Carts” with products from the IntraMall and click a button to send them
to the Purchase Card Holder who then either clicks a button to purchase the shopping cart or clicks another
button to return the shopping cart with comment back to the shopper.

Click to display
all your
shoppersor...
1. Click onthe Manage Y our Shoppers View User Listing /
. View Sorted by Displ
link located under the Advanced e
. . Shoppers Li lLast arme _:I Dizplay Llsers |
Options header on the Main Page ...type shopper
View a Single User nam? FO fl nd a
First Name Last Name Find specific shopper
Find This User j— and click button.
- Create a New User | [ Acquire New Shoppers | -] Reassign Shoppers

2. You can see alist of all your Shoppers by clicking on the L_BEEUses |y tton. Click on the Sorted by

drop down menu to select how you want the users displayed. You may also view a single user by typing
in either their first or last name.

Select a user to edit by clicking on their name

| LastName | FirstName | Tifle | Department | Building |  User Access Level | Certified | Siate
[Buzco (Lo [User Shapper ig]
[shopper Edﬂb's | | | EUser Shopper [t

3. Aswith your own profile, you can change your Shopper’s password, edit their address, or assign
additional Account Numbers. Note that the only Account Numbers available to your shopper are those
that are in your own profile. Click on a shopper’s last name link to access their User Profile Information.

NOTE: The Shoppers themselves can also edit their password & address, but it is the cardholder’s

responsibility to assign a Shopper’s Account Numbers, reassign their administrator or restrict their
access to the IntraMall.

Version 6.0, 2004 -9- last update 1/04
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Edit User

Password

Hew Password: | Confirm Password: i

Save MNew Password

Addresses and Contact Information

Shipping Address
John Dausch
ARS - Morth Allantic Area
Building: ERRC - Room: 204
600 E. Mermaid Lane

Wiwndmoor PA 19038
Contact Information:
Department: Office Phone: 8858-644-62495
Title: Fax Humber: 410-584-0457
Email: johng@intramalls.cam

Edit Address Information

Accounting Numbers

This user 15 restricted to Agricultural Research Service Acct
Mbrs.

Axailable Acct Numbers:

4011535103 Default Acet Wbr 4011901388 4011501925
4011835100 4011835102 4011935104

Edit Acct Mumbers

Administrative Information

User ID: jdavschars CAOTID:

Institute: Apricultural Research Service CAO: I
Access Level: Scientist Buyer ADE ID:

£ exiilied:tn T Shopper Administrator: MNene
System:

Create a New User
Y ou can create a new user(s) who will have the ability to send their Shopping Carts to you.

1. Click the __Crestaalewlser | v wton The following page appears.

Version 6.0, 2004 -10- last update 1/04
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Administrative Information

User ID: deoe CAOQID: I Evtter the ADE ID of this wser's CAQ.
Institute: !Agricultural Research Service j CAQ: IND 'l T this wser & Card Approving Official?
Access Level: IScientist Shopper 'l ADE ID-: I

Certified On Shopper's

Systerm: IYes i Administrator: IDausch, John J

The user becormes filly certified

otly after Acc't ITbrs have been assigned

Password Information

New Passwurd:i Confirm Passvmrd:l

Continue | Cancel and Do Mot Sawve Changes |

. Assign the Shopper a member name in the UserID text box. The convention for assigning user IDs
is the first initial and last name in lower case letters. For example, Jane Doe would be assigned a
UserID of jdoe. If you get an error message saying that the Userid is aready taken, put the last
name first followed by the first initial.

Create any additional information. They should have the same ingtitute as you, be assigned an
access level of “Scientist Shopper”, be “certified on the system”, and have you as their
administrator. All other fields are optional and should only befilled in if applicable. Do not fill in
the ADBId or the CAO ADBId.

. Assign a Password for the new Shopper and confirm the new Password to give the Shopper access
to the IntraMall. After theinitial Log In, the Shopper may change his’her Password.

Click the _Caminie | on.

Ehipping Address and Contact Infermation
Contact information

Firstame: [Jone | Last Harmes [[oa Tithe
Desartwed: [ |
Office Phone: [FEE 6436055 Fex Huminer: [10534-5257
Ereeal; |

Select ship-to
address from drop-
down

! E‘onﬁe_l Cancal and Da Mot Save Chanpss |

. Type in the appropriate information onto the form and select the ship-to address from the drop-
down list. If you cannot find the desired building address on the drop-down contact IntraMalls at
1-888-644-6255 so that we can add it to our database and notify our vendors of the new address.

Click the _Caminie | on.

. Assign the Shopper’ s available Account Numbers. This procedure is the same as that used in your
own profile above (refer to Table of Contents...Advanced Options...Manage Y our

Version 6.0, 2004 -11- last update 1/04
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Profile...Establish Y our Account Numbers). You must first make sure that any Account Numbers
you wish to assign to your shoppers arefirst in your own profile.

9. After adding Account Numbers click the “Upate | putton and then the
Save Changes and Retum fa User B | button. Inform the Shopper of the assigned Member Name

and Password. Now he/she is ready to log on and create a shopping cart to send to you.

Reassign Your Shoppers
If you go on vacation, etc. you can assign your shoppers to another cardholder until you return.

From main page click “Manage My Shoppers’ and Click on the LoRetsim g | 1y tton

3. Click to

Select a Buyer: All of the Shoppers you select will be assign checked
2. Select transferd to this Buyer. shopper(s) to
card holder Assign To the selected

— ; buyer
opper Acquisition P Reassign Selected Shoppers

1. Click box Your Shoppers: Use check boxes to select Shoppers
to select ] !:| Mame | Phone | Email [ Title  [Department Building |Certified
shopper |1, Shopper | | | | | [Yes

|F-|Ellue, Boy i | | | | i‘r‘es

|?|Elue, Mary | | | | | i‘r‘es

If you are uncertain to whom to assign a particular Shopper, or you would like to give all cardholders
in your institute the opportunity to acquire one of your Shoppers, then you can assign them to the
“Shopper Acquisition Pool” where they will reside until acquired by a different cardholder.

Acquire Shoppers

To acquire a new shopper from the “ Shopper Acquisition Pool," go to the main page and click on
“Manage your shoppers’ and click on L& He Shommers |

Acquire Selected Shoppers I

1. Check box to select
shopper vou wish to acauire Available Shoppers: Use check hoxes to select Shoppers

Name [ Phone | Email [ Titte  [Department [Building [Certified
I~ Kong, King | | | | | iYES
2. Click button to finish |r"|snopper,>< | | | | | e

Acyuire Selected Shoppers |

THE SHOPPING TRIP OVERVIEW
This section is designed to give you an overview of the shopping process on the IntraMall. For more detailed
information on any particular aspect of shopping in the IntraMall, go to the Table of Contents to access the

appropriate section within this manual.
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A typical shopping trip at the IntraMall will follow this pattern:

a Placing item(s) in your Shopping Cart
a Purchasing theitem(s) in your Shopping Cart
o Checking the Order Status

Placing item(s) in your Shopping Cart

You can begin placing item(s) into your Shopping Cart using one of five different methods. Rapid Order
Entry, Searches, Shopping Lists, converting a Price Quote into an order, or Reordering a previous order.

Rapid Order Entry . . . - . . . .
» muidcenty by cataloe mmber THiS feature is used for quickly filling your Shopping Cart with multiple items

when the vendor and catalog numbers are already known.

, —— =D
Search Searches — there are four different kinds of searches used to
cEDdiLLAE g1, locate a product to place in your Shopping Cart. A keyword
~Wendor Alphabetically
tatenors “Search” can be run from the top of any page. You can search
=Advanced by categories within a single vendor’'s catalog or across all
vendors catalogs. You can aso search by our “Advanced
Search”.
Shopping Lists Shopping Lists — this feature allows you to keep alist of
-—-Personal List frequently ordered items that can easily be added to your
» CAMRcct Mhr List shopping cart without additional searching.

» Converting Price Quotes to Orders- after receiving a price quote back from a vendor you can click
a button to turn that quote into an order without having to re-type the items. The items are
automatically added to your shopping cart where you can modify quantities, etc.

» Creating a New Order from a Previous Order - If you repeatedly order the same order you can open
aprevious version of that order and click a button to reorder it. The items are automatically added
to your shopping cart where you can modify quantities, etc.

Version 6.0, 2004 -13- last update 1/04
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Purchasing the item(s) in your Shopping Cart

Shopping Carts Y our shopping cart will consist of line item details for each product you
zePherseifial Ak . placed into it. At this point, you will need to set a quantity for the item
0 items are in your shopping cart . . .

S you want to purchase and provide other information necessary for an
1 cart awaiting approval order. Clicking a “checkout” button creates separate orders for each of

the vendors' products in the shopping cart.

If you are a*shopper”, you can click a button to submit the cart to your buyer for purchase.

Checking the Order Status

Order Processing Both buyers and shoppers may routinely check the status of an order
Zaliscked through the IntraMall by clicking on the Order Log link in either the

Navigation Bar or on the Main Page.

There are severa criteria to select the way to display orders. The resulting Order Detail Page displays all
the order information including status of each line item, status of the entire order, and a detailed accounting

of each transaction the vendor has made on the order.
Leaving the IntraMall

When you have completed your shopping trip, or any time you wish to leave the IntraMall or your
workstation, you should log off. To log off, click the Logoff link on the Navigation Bar or the Main Page.
Thisis an important part of your security in the IntraMall. Note that you will automatically be logged out
of the IntraMall if your session has been idle for more than 90 minutes.

PLACING AN ORDER

To place an order on the ARS IntraMall, the buyer must fill a*Shopping Cart” with products using Rapid
Order Entry and/or several individual product search methods. Completed Price Quotes returned from a
vendor can be added to the shopping cart as well as items from a previous order. All these methods allow
you to place productsin your Shopping Cart where you may create your final order(s).

Rapid Order Entry
Use Rapid Order Entry to quickly fill your Shopping Cart when you aready know the vendor and
catalog numbers of the products you wish to purchase.

Version 6.0, 2004 -14 - last update 1/04
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From the Main Page, click on the “Rapid Order Entry” i

Rapid Order Entry

Quick entry by catalog number

1. Select vendor
from drop-down

nk. list.
Select Vendor: |20/20 GeneSystams, Inc. -

Catalog #* Juantity * Size
~\
2. Type catalog
no. and quantity
-+
5. If more lines
3. Modify Ship- are needed click
toinfo “No”. If finished,
N S click " Yes
Requester: Building: Room No.: Office Phone:
[Jahn K. Dausch 31 jaes [l
4. TYpe any Special Quote Number:  Acct Nbr:
special quote # [paze1 37

and enter Acc’t
#

"*' - Indicates a mandatory field

1. Review the Requester (Ship-to) fields to ensure the information is correct. Although these fields are
automatically filled based on your User Profile information, you can edit them now if you want the
order sent to a different person or address. The IntraMall fillsin the rest of the address based on

building.

2. If you need to enter additional items for this Vendor, click on the “NO” button under the “LAST
ITEM? header.

Last Item?

[bo] ves|

a) Another page of empty order fields will appear.

b) Continue to enter your items.

3. When you are finished entering al your items, click the “Yes’ button. This will take you to your
Shopping Cart screen.

4. When a partial Catalog Number containing at least 4 leading digits is entered in Rapid Order
Entry, up to 8 choices are returned for the user to select from. See below.

Version 6.0, 2003
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a. Enter Partial Catalog Number

Select Vendor: | Sigma-Aldrich, Inc. =
Catalog #* (uantity * Size

46987 1 |
BE50 [ |

b. Matches are returned

Catalog no.
you typed | Catalog & [ uarity’ [ Size
1 987 I |
| Bedecd Ko |Catalog Hurber Proshuct Hame
[ F  [meSrIMLF  [(+-{ISHMENTHYL ACETATE, TERFENE STANDARD), CAS: [ .
= |ﬂ5‘33?-?5:||'-10-|? d-MTROTOLLIENE DEKARAL, 250 MG, CAS: [I00055-504]) .
Click to L= C [EEGTEMLE |71 SFMENTHYL ACETATE, TERFEME STANDERD, CAS: |
B
r

select desired PSEE?Q-1G BEMZYL (5]-F1-2-HY DROXYT-3-PHENYL- PROPIOMATE, 97%
items |ﬂ5‘33?‘3-5|3 BENIYL (3]-FR2-HY DROKY-3-PHEMYL- PROPIONATE, 57%
Muhiiple Cafalog Hurbermatches found. Please select comec ane

Catalog [ Quantys | e
| EEE [ I
i o | e

£ 7ESE0-2505 3-PHENYL-Z-FLUDROME', CAS. (O0ETS-17-7], 2B
r 7ESS0-50 3-PHENYL-3-FLUCRONE', CAS (000975-17-7], 55

Pulliple Catalog Mumber matches found Flazza salect cormect ong

By L Ouankiby A S

c. Selected items go directly to Shopping Cart

our Shopping Cart: Set a quantity and add instructions for handling.
Unit  Total

Oty Vendor General Product Info. Price Price
1 Sigma- Catalog Humber: 459875-5G Fa8.492 HBE.A2
Aldrich, Inc. Product Mame: BEMZYL (5)-(-»-2-HYDR OXY-3-PHENYL- FROPIOMATE, 97 %,
CAS: (D07B22-21-1), 5G

Hote to Vendor:
{12345

1 Sigma- Catalog Humber: 78550-5G F42.70 §42.70
Aldrich, Inc. Product Name: '8-PHERNYL-3-FLUQRORME', CAS: (000975-17-7), AG

Hnta tn Vandor

Other Details
\'::::r:me: 1%
Frice Typa: GSA
List Price: B3G50
Cost Type: EA
Capacitynfol.: 5&
Dizeount: 5%
z:r:me: g

G54

Frice Type:
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Contingent Items on Rapid Order Entry

A Contingent Item is an item that is ordered from an IntraMall vendor, but is not an item listed in the
Vendor’s IntraMall catal og.

1.

If you enter an item(s) into RAPID ORDER ENTRY and the catalog number is not recognized by
the IntraMall, you will need to fill in additional information. In this example the contingent item is
catalog #X11.

Select Vendor: | Lomir Biomedical, Inc. =l
Catalog #* Quantity* Size
|DJo1 1
[Select item [Catalog Number | Product Name
| & |DJ 01 |D0gjacket ¥-small (2.5-5ky)
| c  |poia |D0g jacket ¥-small 34 length (2.5-5kg) Type
Multiple Catalog Murnber matches found. Please select correct one. pI’OdUCt
Catalog #* Quantity* Size na_me’ ARS
Price and
S 1
Product Name” NIH Price” OC Code* OC code
ltern not listed. To order the ahove itern, enter the
product name, price and OC Code. To rernove, delete the catalog #
Catalog #* Quantity* Size
350 1

If you do not know the exact price, you may estimate the price. However, the vendor can only fill
the order if the estimated price is within 10% less than the actua price of the item.

If the actual priceisgreater than 10% of the estimated price, the item cannot not be filled. The
vendor will return to you the actual price in the comments section of the Order Detail page. You
can then create a comment to tell the vendor to either cancel the item or give your approval to ship
it at the higher price. If you OK the higher price, click on “Contact us’ in the navigation bar at the
top of the page and emalil us the vendor name, order number, catalog number and the new price you
have approved. We will then change the price on the item so the vendor can complete the order.

Type in the Object Class (OC) Code in the text box. For the OC Code, refer to our list of the Most
Commonly Used Object Class Codes located near the end of the manual.

4. Click “YES’ under the “Last Item?’ field to add the item to your Shopping Cart.
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Product Searches

The various individual product searches are used when the buyer needs to locate a specific product or
compare similar products from different IntraMall vendors. Each of the following searches will enable

you to add products to your shopping cart.

Keyword Search

From the Navigation Bar located at the top of every page, enter the key word(s) you wish to find
into the SEARCH text box at the top left hand side of the page. The following fields are searched:
Catalog Number, Product Name, Description, Manufacturer, and Manufacturer Number.

=

Click on the “Search” button. A list of all IntraMall products with those key words will appear. See
the Sear ch Results section

Advanced Search
This search method allows you to narrow or expand your search by severa filtering criteria.

ARS 4 S&ap Rapid Order Eniry | Advanced Search Vendor Catalog Vendor Alphahetically Shopping Lisis
WI D Oreder Shopping Cart | Request for Quote | Loz Non Mall Order | Order Log |
Intra\{all wr Nanga,ﬁe Main Page | Manage My Profile | Manage My Shoppers | Contact Us | Log Off

D G Do S

Search

2. Click onthe “Advanced Search Tips” link for helpful hints on matching the words you type for
the search.

| Advance Search Tips:
| Match Type: Explanation: | Example:

All words must be in the field{=) heing

3 ex. "test tubes" could find "test kit including tubes”
searched but may he in any order

All ofthese words

Any ofthese At least one ofthe words must be in the ey "test tubes" could find "test kits" ..and alsa...
wards field(s) heing searched "surgical tubes"
The Exact Phrase must exist in the field{s) |ex "test tubes" would anly find "1 3ibi- 250 TEST

Exact Phrase

heing searched TUBE CLIF, SHAKIMNG BATHS"

Close |
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3. You can choose to search in asingle field or across a combination of fields in the Advanced
Search. Severa of the drop-down fields add additional flexibility to your search. Except for the
vendor field the defaults in these drop-downs were chosen because they are the most frequently

used.
Acheanced Search TIps
In... Find... Matching... Sort by one of the
Preduct Name: | |4l ottheze vords _"j followi ng:
™ Baamh the Product Mame AMD description - 4o fimd moe fems! Product Name
Catalog Number: [ Category
Manufacturer Mame: | [Allcdthese wards_= =gl

Manufacturer Humber: |

Price Range: Minimune I Masimume Select one of the following:
Fer: [l Wendare All items

Sorted By: [ Fracluct Heme =] New Items only

Include: [&l e =] Featured Items only

Hot Stock Items Only
Start Search | Mandatory Source Only

4. If you wish to search by product name, type the name in the “Find” field next to “Product
Name’. Clicking to check the box underneath this field will also search the description field for
the typed term.

5. Typing the catalog number in the “Find” field next to “Catalog Number:” will return alist of all
products in the IntraMall with that catalog number. Selecting a specific vendor from the drop-
down list will further narrow that search.

6. Typing the Manufacturer name in the appropriate field is best searched if you combine it with
entries from other fields such as manufacturer number, product name, vendor, etc.

7. Nonraphanumeric characters such as hyphens, periods, and spaces are ignored in the catalog
number and manufacturer number fields.

8. You may aso find it helpful to limit the search to only those products in your desired price range
by entering the minimum and /or maximum price in the “Price Range:” fields.

9. When you have defined al the criteria for your Advanced Product Search, click the
StartSearch | button to begin.

10. A list of all those products resulting from your search will appear. See Search Results List section

Vendor Catalog Searches

There are two links located on the main menu that allow you to locate products by categories from a
specific IntraMall Vendor Catalog. Clicking on the “Vendor Alphabetically” link lists the vendors as
links aphabetically. Clicking on the “Vendor by Type” link lists the vendors as links by the type of
products that they sell. Some vendors are listed under multiple types of products. A red SB indicates
that the vendor has a small business designation.
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1. Click on the desired link under the “ Search” header on the Main Page.

For the“Vendor Alphabetically” link, the following appears:
Alphabetical List of Vendors

D9ABCDEFGHIJKLMNOPQRSTUVWXYZ

0-9 B N
20020 GeneSystems, Inc. Daly Computers Inc. Mew England Biolabs, Inc sg \
Celta Biolabs, LLC MIH Stock Roomiiew Only) se K
A Dajindo Molecular Techhologies Marseman Computer Systems Click on a
A Daigoer Dot Scientific, Inc. Mowahiochem/EMD Biosciences, Inc. ’
AG. Sientific, Inc. Mowagen, Inc/EMD Biosciences, Inc. vendor’s
Assp BAL Diag Staing and Reag Carp E name to
Access Products Inc. Edge BioSystems, Inc. 0} > open thE‘i r
Accurate Chemical & Scientific Corp Emerald Binstructures O'Meill Computer Products
Advanced Biotechnologies Inc. (AB0 Engineering Systerms Solutions Office Depot catal 0og
ALC Enzyme Systerms Products Officelink
Allin One Data Products, Inc. EFICENTRE® Oncogene Res PREMD Biosciences,Inc
Allcomm Inc Computer HardwarerfSuppl s Exalpha se Opivatal
Alnha Terhnirs Mririene Terhnnlnnies Inre _/
1] ” H H -
b. Forthe“Vendor Type” link, the following appears.
Vendor Catalog
Lake Suip plies & Chemicais Dt Diolosicals & Reayents Office Products, Sendces &
oo Lo Click on
Medic-al. Surgical & Derilal Suppies Lah Equiprnerl & Services Compeiars & Sofwane a
vendor’s
- name to
Lab Sappiies & Chemicals Drugs, Bolopcals & Reagenis Office Products, Senaces & open
B DEIgEr & Dalgger IPubihr: atarms: p
AARA-RAL Diag Stairs ard Reap Corp Recurale Chermical & Scientilc Corp A Daipaer their
Acruraia Chamical B Srentinc Gorp Bifrarced Blomchnoiogies inc Gl Alcomm Inc Compuber HardwarSupal
Advanced Biolsennologies Inc. (4E0 Anerican Hisbolzbs, lnc = catalog
American Hlslulan:. Inc Hmersham Bio=ciences Amencan La=er, Inc
Amereham Bosclenies Bragpacine Biolzas Cagosds Cfice Products
AnaEpe: nc. Bioision Bulbtionles, ke
Biaald Scienti BigNuids Diy. of BioSaur Inll GEE-DIs! Torimalor migs Ashar, vl
Biovision Diosourca Inlsrmadonal Cowzonneclion zg
[y T PHE P o Ry HE o B P Ly T e R e L L N Tu i P

-’

2. To browse through a particular vendor’s catalog, click on the vendor’s link from either list.

aIntraMalls

Werndaor Infarmiation
Engineering and Reseanch and Technology Based Senees Ehsiness Type:
sl Buainess

Ordlers Comtact: Kara Bobbs orJohn Dausch
InfEinkrarmals.mom, 1-982-644-6256

The company’s “ Storefront” consisting of the categories of products offered for sale and contact

information will be displayed. Also displayed are promotions, policies and other vendor specific
information.
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Vendor Information: You may click on either the vendor information link or the vendor’s logo to get
more company information. This link also appears in each product’s Product Description page.

Product Category Selection:

1. Select aproduct category link from the category 1.

2. Clicking on alink from the category 1 list will bring up alist of product sub-categories in the
category 2 section. For example, if you select “Chemicals’ in category 1, category 2 would
contain selections like “Biochemicals’, “Organics’, and “Inorganics’. However, if you had
selected “Information Technology” in categoryl, category2 would contain selections like
“Computer Equipment”, “Printers’, and “ Software.”

Vendor Category 1 Category 2
Intrahtalls LLC Enginesting and Research and Technology Based Services Computer serices

3. Click on acategory 2 link. A list of options appears under Category 3. Clicking on alink from
category 3 will bring up a*“ Search Results List” (see below) with alist of al the products from

this category.
'A.
[
‘!1[
Yendor Category 1 Category 2 Category 3
Intramalls LLE  Engineering and Research and Technology Based Services Computer services  Application service providers

Category Search

This search alows you to search for products by category across all vendors.

1. Click onthe “Category” link under the “ Search” section in the Main Menu.

2. Like the Vendor Catalog searches, clicking on the desired category will bring up a subset of
categories. Clicking on one of those categories brings up athird set of categories. When you click
on a category 3, a Search Results List (below) will appear listing al the products that fit the

selected categories.
Sear ch by Category
Category 1 Category 2 Category 3
Computer Equipment, Peripherals, Pars & Supplies Copier, Fax, Printer Supplies Inkjet Cartridges
Supplies
Toner Cartridges
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Search Results List

This page lists al the products in the IntraMall that match your Advanced Product Search criteria.

Click Total Number of Matching tems: 3
link to Caalog
Open Humber Wendor Hame Produd Price
GEFAE050 M Biind Indusines and Semites  Bajhroom Tesu= Dispen=er, 2210801 2001 3H, Smoke FIL60
product & oo e s e el
detall Toilst Pepar Disperssrs
Dazcripian: THS DURSELE, HIGH.CAFACITY W5Ta 8% AWBO BaTH NESUE
Cabageriae: ODanring Cquiprant Aed Doppliae > Claanirg Sed anddonisl
SupplessEaltypon Tisse Beperssr
CEFS9350 M Bling Inousties and Semio2s  pathroom Tieeue Dizpeneer, Jumbo, Smoke Grey 4280
il Warpdnciurer: Csorgs Fecilic Con
- Toliat Faper D
Spe(:IaI Darcripion: THES DURARLE, HIGH.CARACITY VISTA 13 JURMRD BATH TISSUE
features AL R R
CEFSZIND M Blind Indus=tiles snd Jemdtee  Twin Bafmorm Tiasue DIspsnsar, Black 1378
& okl War b0l o Goorg s Factiko Lo,
Teilet Paper O rpacasre
Omscriphon: &5 PART OF THE WICAO-T¥AN BATH TISSUE DISPENSER SYSTEM,
Gabegonias: [awning Bqupment Srd Soppidr 2 Cleaning ond -RnitorlE
Bupphaz=Bultroon Tiazs laoeroer
Total Number of Matching ltems: 3 Key to
product
oy to Froduct Epaciai Foatives g special
H = ot ook (MU= iandaiony Boums | N = Miek e, | F = Featured ilem
. - e H features

1. If your search results in multiple pages, click on the page number at the bottom to page through
results.

2. Click on acatalog number link to go to the Product Description Page for more product and pricing
information and to put the item into your shopping cart. See Product Description Page section
(below)

3. If the item has a “Link to item at vendor site”, clicking on that link will take you to a page on the
vendor’s web site where there is more detail about the product

Product Description Page

This page provides you with detailed product and pricing information. It allows you to view all the
information on a single product and to add the product to your shopping cart.
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Product/Service: GLOVES, LATEX EXAM, SIZE LARGE
Description O Mare Info. | #e View Photo| _4Vendor Info.|

Matural Rubber Latex; Ambidextrousibon-sterile; Guff, Beaded, Lenath: 245 millimetersi@.5"; Packaging: 100gloves per box, 10 hoxes per
case; Finish: Textured Thickness: (mm) £ 0.01: Cuf 0.12; Palm 0.17; Finger 0.20; Tensile Strength: Before Aging (min) 24 MPa; After Aging
{min.j 18 MPa ElasticitvElongation. Before Aging {min.) 750% After Aging {min.) 500% AGL: 1.9; 100% air tested for pinhales and defects;
Complies to FDA Biocompatibility Guidance for Medical Devices; less than 50 micrograms of total water extractable protein per gram of
latex {lowest allowable claim based on Maodified Lowry Assay); 51 0kApproved for medical use.

Vendor Eatalugy Mir. Hame it Features
Number Number
M mavonyson e
Bosma Industries for the Blind 71-7203 High Five Products L803 2”“‘9“"

F reatred

|Select Item |Price Volume [Capacity Volume [Cost Type Unit Price [Price Type |List Price Discount %

I S (T | lcs | $6077| 0SA i$59.nu | -3%
| © i35+ | les | s5a71| oA |350.00 | 0%
Options

¥ Add Selected Item to the Shopping Cart
[T Add Selected Item to Your Personal Shopping List with Comments
[T Add Selected Ttem to Acct Mbr Shopping List I 4071935103 'i with Comments

Comments: I
Add Selected ltem

Application: for medical examination

Product I nfor mation:

1. Click the “xMarelnfo. | hytton to access any additional product information. This information may

include:

a. An Application Section that provides information on the possible uses of, and need for, the
product. Applications are those suggested by the vendor and may vary.

b. An Additional Information Section that provides detailed information that was not included
in the description at the top of the page. This could be a specia feature of the product, or a
unigue customized feature that no other vendor carries.

c. AnOther Resour ces Section that provides links to the vendor website or to charts, graphs, and
other graphical or textual information available for the product.

3. Click the _#Mender Info.  tton to access information about the vendor that may include pricing and
shipping policies, contact information, and company description.

Pricing Information: An itemization of the product by price volume, cost type, and capacity/volume
is displayed along with the Unit Price and List Price.
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Click

desired iSeIect ftem |F'ri[:e Volume |Capac'rly\!ulume iCust Type |Unit Price |F'ri[:e Type |List Price |Discuum k!

item | 5| € [1-5 | each | §135.00 [OPEN MKT §135.00 | 0%
| o | | each | $108.00 [OPEN MKT $108.00 | 0%

Options: At the bottom of the page, you have the option of adding the product to the following:

1. Click fint
- ptions
LI SPES \W W4 Sl cied Temto the Shoppitg Catt

and add any .
comments. M Add Selected Ttem to Your Personal Shopping List with Comments
[T Add Selected Ttern to Acct IThr Shopping List I 4011935103 vI G e
5 Click to add Comments: l
. Click to
item to the P sdd Selected ftem

selected locations.

If you added product(s) to your Shopping Cart, click on the Shopping Cart link in the Navigation Bar
at the top of the page. Thiswill take you to the Shopping Cart screen.

THE SHOPPING CART

The Shopping Cart screen is the fina step in placing an IntraMall order. You can modify al order information
such as a shipping address, Account Numbers, quantities desired, and shipping methods. The IntraMall will
automatically separate all products into Vendor-specific orders and assign each an Order Number.

Your Personal Shopping Cart Adda
note to

Your Fheppimg Cart; Seta g ity ol il oy for handling, the
oy Vendar General Pradert Tnfo, :_I‘; ;‘:‘: vendor

fha6a  ghaG2

E Iwircgen Codpeoranon Cabibng N P 10.50
Product Mame; Blactropsration Crrttas - 0.1 cm (White])

Hate ta Vendor fake
[Qucin 123 Fe CostType:  each
CapanbVel 30
Thrcomnt 258
E & Dt Srientific, Inc Catabeg Number: 1234 2000 4000 Prips Vb 2
Praduet Mama: veot prodot Prica Type:  Coskisgrat
Hetw te Wendoi: Lat Bnce
[Fucemrien CastTyps
Caparityel
Set ) Thscomt Hin
quantity Total Coet of AN Ttems m ihis Order: $130 62
Select an Acet Ihe for Each Vendor Select
Wendor Acet N Vendor
’ Account #
Dot Soienotic, Ine |-4[I‘- 19351037 -l 4000
Insmirogen C-:urporamnlﬂ[l‘-lﬁﬂw:»_‘ﬁ 1r| R
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Shipping Information: Alter shipping information.

Please review and/or edit the shipping information given below to ensure your order will be going to the appropriate place. You may
change your default shipping information in the "Manage Profile” area.

Name: iJDhn Dausch ™ You may change the "Ship To" by selecting a
shopper from the following list...
Building: [ERRC [— Selecttrom List— =]
Room Ho.: i204
_ >.<— , , Change all shipping info by
Address 1: [600 E. Mermaid Lans Check ship-to info. clicking and selecting your
Address 2: | shopper from the drop-down
City: iwyndmour State: P4, | Zip code: !1 033 Click t
ICK 1O
office Phone: [§85-544-6255 7 place order
Shipping Method Click Mandatory Source Certificafion
to
Wendar's Standard Deliver) oot fy ertify that | checked mandatory source for all of the above items.
\ Save Changes I Checkout | Empty Caa_! Click to clear cart
o '\ and start over.
Select shipping Alwaysclick to save
method changes!

After clicking on the L=t ] 1y tton, an “Or der (s) Submitted” page appears where you will see your
Order(s) with assigned Order Number(s), and the expected charge amounts. Y our Order(s) is (are)
complete and “Ready For Vendor Pickup.”

Order(s) Submitted

| I | I A
| Seéec:leﬂ | Vendor | Order Number | Expected Amount click to
T ! open order
[w1ga |Lamir Biomedical, Inc. [2026035593 <4+— TEET e
Order | .
|
Status: lReadyforVendor Pickup

| S%‘;[r:;w ‘ Vendor | Order Humber ‘ Expected Amount

[z |Dot Scientific, Inc. |3036035594 | $84.00 Order
Order | : status
Status: lRead\,rforVendorP|ckup<

Your Shoppers’ Carts
A Shopper’s Cart functions in the same manner as your Personal Shopping Cart but it was filled by one of
your authorized Shoppers (a non-credit card holder). You will be notified by email and on the Main Page
screen (under the “ Shopping Cart” header) that a Shopper’s Cart is “awaiting approval.”

1. To access the Shopper’s Cart, click on the Approve Shoppers Carts link under the Shopping Carts
header on the Main Page. A note tells you how many carts are awaiting your purchase.

% Shopping Carts
--Fersonal Cart
1 iterm g g opping car

MAnrove Shoppers Ca
1 cart awaiting approval
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2. Proceed asif aPersona Shopping Cart but you aso have an option to return the shopping cart with
acomment instead of purchasing it.

Shopper can send comments

. . about the order to b d
3. Shoppers View of Shopping Cart: O e orderfo byeran

vice-versa
Messames:
From your Carvdholder:
Your Previous message:
Message o Cardholder: | J

Your Bhopping Cart! Set a qouantity and add meonections Fer b dling,

Oty Vonder €4 el Froduce Tnfa. ﬂ‘: };:: Gthar Datails
I Lrwrapen Carporsaen Catalag Numbers CACC-05 220060 220064 Poce Volane 1+

Pruduct Name: bdiShot TOP 10 96-wel B T 0384

Mata to Vendor: Lact Frace £2,990.00
| Zost Type  each
Crapactyiil;
Dipcomnt: 26
Tetal Cost of All Tiems m this Crder 32200 64

Holect an Acct Nhr for Each Vendor
Vendor Aerct Hhe Vender Total
Tewifroged ©Corpotagica | 4011901568 TI 2,200 64

Shipspin g IAoremations & er & hifging ironemation.

Please reviesws andar alit fhe shipping information ghme Bel o 2o sesune e onder vl Be poing oo the apgnogriate place, Yoo may
Chva g YU deTan i ship pireg dnlonmsation in e “Sarsage Prafile” area

Mame: [lohnDmusch |
moong: FFFE Click to send

L B— shopping cart to

i 1 IO VoA a ] buyer for purchase

mormss [

City: frmdmionr Stave: [FL | Tpcode: [1A03
(e IPhoee: W
Shipypin g Mied hal Metan it ey 5w Cerffcaton
[‘andor's Standard Defvery 2] I ¥ cartiny that | have fhecked mamdatons souwrce Tor a8 of the abwe Bems.
SeveChenges | Subritin EuyEY | Emptecan |

After sending the shopping cart to the buyer the L

Fuetnewe Cai From Buser

1 button changes to:
and more items cannot be added to the shopping cart unless this button is

clicked or the buyer returns the cart. As soon as the buyer clicks to purchase the cart it is returned to
the shopper empty and ready for another order.

ORDER STATUS
After placing an order on the IntraMall, you may track your order via your “Order Log.” The “Order Log’
allows you to easily locate both summary and detailed information about individual orders.

1. Click onthe Order Log link under the Order Processing header on the Main Page.
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Qrder Processing
--Kouue or Quote

--Log a Non-Mall Order

2. Select the appropriate filters under the “View Order Log” header. Orders can be filtered by Type
of Order, Order Date, Order Status, Purchase Card Charged, etc.

Ready for Vendor Pickup

View.

All orders View Order Log

Price Quotes View With Sorted by
Non-Mall Orders | All Orders =1 A1 vendars =||Order Date . 7]

Order Date: | This Week ¥ prom: [02/03/2003

To: [02/05/2003

gﬁ?; Received by Vendor order anber] — ———
Partially Filled/Back Ordered Display | L ast 7 days Sgedro?ate
creee \T(thay d Order Number
erdsy Requestor
Current Month Total
lli’/lre\ntcéus Acc’'t Number
on OC Code
; Order Status
3. When filters have been selected, click on the 0055 |y tton, Order Type

4. Toview aSingle Order, type in the Order Number in the Order Number text box at the bottom of

the page, and click on the 2585 pyton,

The Order Log

Note the following fields on the Order Log:
a. Requester- The name of the shopper, requester or ship to of the order.
b. Total- Subtotal of line itemsin order, excluding shipping or specia discounts.

Order types are:

c. Acct Nbr- Account Number designated for this order Mall orders
d. OC Code- OC Code of items making up the greatest dollar amount of the order. Non-Mall Orders
Price Quotes
Order Log
Vendor Opder MTmber Orider Dare Reguester Total  Acet Whe OO Code  Oeder Statue Oeder Type
Inwiragen Corparaticn AOSG015E4  23-FEE-04  Jobm Dansch 110462 4011335103 2631 ,uFqudc. i all
Tnsitregen Corporation 4056015245  25-FEB-04 Jobm Demsch 3,250.18 4011935103 2651 Filles dall
Inwdbrogen Corpataticn A05E015247  25-FEE-04  Jekom Dauech 1,000.00 4011935103 2651 Filled Hea-Ialall
L T AN 15747 VERFENA Tk Tlamerh [0 ANTTARRINZT 651 Filled Hlew Kilall
Click link to open Click link to
order details open
comment

The“Order Status’ will change to reflect the current status of your Order.
a.  “Ready For Vendor Pickup”: the Order is at the Vendor but has not been acted upon.

b. “Order Received By Vendor’: the Order has been picked up by the Vendor but not acted upon.
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c. “Filled”: Order has been filled and shipped.

d. “Partialy Filled”: Only part of the Order has been filled and shipped. (Click on the “Order
Number” link on your “Order Log” to see details of what has been shipped.)

e. “OnBack Order”: Product is on back order, vendor will leave details. Y ou can see these details by
clicking on the “Order Number” link on your “Order Log.”

f. “Canceled”: the vendor has canceled Order.

g “Complete’: This will only be seen when a price quote has been completed and returned by a
vendor.

2. Click onthe*View Comments’ link to read the vendor’s comments.

3. Click on the specific Order Number link to get additional order detail information.

NOTE: You may cancel an Order by clicking on Zetete this Entite Order o yoy may cancel individual

items from the order by clicking on lste) hutton to the left of the item. (Thisfeatureisonly
availableif the statusis“Ready for Vendor Pickup”. Oncethe order is picked up, only the
vendor can cancel it.)

The Mall Order Detail Screen Prior to Vendor Pick-up

This screen will display the order you selected. The line item order status and any comments made to and
from the vendor can be accessed from this screen. (see next Page)
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Creder Munihar: 405805254 Order Statns: B ady For Wendor Picloap
Ovder Drate: Z7-FEE-¥ Date Last Modified:

TRequester: Jobm Dausch Chredit Card: VISA

Vendor Mame: Iratropen Comparanon Vendor Reference MNhr

.---_ Ordered Shipped Ealanee .--

Clearanee: T SemmitwelAcct Praperty: T Zmall Busmess: [ Ttem Totak 51454 Bé

Purchases abowve micra-purchase threshold(32 500 Shippimg: 300
Wendar Hamne & Cuate 1) | | Competane Process T Totak 3164 6
Vendor Heene & Quate 2)| WAICS Code[ | p et v Charged:
Vendor Hamme & Quucte . (EIRCERTEE

Jabm Drauach
UEDA - Apieathral Beeearch Seewica

120 Caclayanlle Fd
Building: 120 oo | 204

Hunt Valley, Wd 21050
Office Plowe: 333-644-56255
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The Mall Order Detail Screen After Vendor Processing

sl Status of quantities ordered gta;us of
/ raer
Onder Musmher: 405E015254 Ordar Bratus Back Coidet
Order Date: Z7-FEB-04 Date Last Modified: T7-FEB-[M at 1137 AN Status of
Regaester: Jebm Diausch Credit Card: VIsA Items
Vendor Mame: [rtrogen Corporabion Vendor Hefer=nce Mha:
Order Detail: ( \
Catalog 5 o - Quzmtbities Trle Taral
Tuanher T Coda Ciiler 12 Ordered Shipped Balance |~ Piies Price =
LatFoace  F13400
B iy Prce Wohene 1+
BALD-S0 f;:f:m‘g SRR 265 3] P Twee  GHA 1 1 i bEEZ 9242 Fild
ot Type:  each
Capacky™el S0
LstPnce:  B20O00
Frice Wohzne 1+
F100-01  Pickoa Pretocals Bole |319Y 2| Proe Trpe:  GSA 1 0 1 GE 24 G624 Back Cuder
Coet Typer  each
CapaciyVeol
Clearance: T Senateriicct Propery: T Small Bupriess I Dtom Total: 16436
. $.00
Parchases ahove micre-purchase threshaldi32,500) | Click to Shipping: Type
Wendor Hame & Cuote 1) | add all Compettve Pracess: [ date
endor Mame & Cuats 2) items to FIAICS c,}&:l Towak  H164 84 received
Vandor Hame & Cuots 3) cart Acct bt Charaed; and click
A075E0G =] submit
Updets Crder j Feorder e J LElafetaeientice e e ] iy e Sy e edfi= o= |
Transaction History:
Tramsaction Tneloded in Bhdpewent . .
Noakan Cat o Frice Oy Drate Shipped I eeeived Y&H Toral
1117%4 Ba10-50 Gooo 1 7. FEE-2004 Sl b £50.00
Comamunicabions:
Daitwm From Camment
27-FEE-0d Vendoe Tt=mm G-100-07 wanll ship . approoamately 1 weele Details of each
Addto Camments | | transaction on
the order
Shapping: Vendor Standard Debvecy
Ship To: Bill To:
John Crausch Jobm Diausch
T5DA - Agriculural Beteach Servce DA - Agriculiarsl Begearch Service
Areawade Pest Mgt Bezearch 120 Cockeyevils R

Huilding: 2 Hoome 3 204
Z¥MF & B Eoad Bl 2
Clollege Stzben, TH TTE45
OHfiee Phone: 4710-554- 1033

Version 6.0, 2003

Boilding: 120 Rooms: 204

Hunt Vallesy, Iid 21030
Oiffice Phone: ERE-644-6255

Thisisalog of all
communications on
order. Type amessage
and click button to add
comment.
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The Non-Mall Order Detail Screen

Non-Mall order records can be edited or deleted by the user. Therefore the order detail screen looks dlightly

different from that of a Mall Order. To modify any fields not in the Order Detail section, key in the new
information and click the “Update” button.
Type appropriate info and click Update Order button

Hoer Mal CGrder Fer Tracking amd Feconcdliation oaly - not sent te Vendor.
Cirder Mumben: 4053015255 Cirder Status: Filed
Cirder Diate: [er-FEB D4 Diane Last Relnddbed ZT-FEB-M af 1200 A1
Hrguezing: [John Dausch Crodst Carde WTEA
WVendar Name: [intrarmets Lic WVendar Reference [k 1EM2343
Click to edit "Eﬁ —
inei "8 Prodect Nama O Cade Cithor Tretails : Tnit Price Tatal P Statas
lineitem Thmmber st Owidoved Slipped  Balascs = o
List Price: Elaon
Ersze Wohne
TI23 Teat Product 180 = FPrce Tepe:  Open Madeet 2 2 1] 12.00 24.00 Filed
Cost Trpe
Caparimifal
ListFrce:  B20000
Type Prce Volume
appropriate B T567 Tetlrodwt? [T90 5] PrceTepe:  Open Micket 2 2 0 zm 4400 Filed
q g Cost Type
Il;]f(()j and C;:I c|j ck CapactsVat
b p ate Order Cleacance: & Fasitea’Acct Propery. & Foeall Busnese: B fnons Tozal §42.00
utton Puschases abae mbroe-parchase threghobd s, 200) Shipping: Fi00n
Vendor Hame & Quate 13 Competire Frocess: T
Todal FEan
Vendor Hame & Quote Z) [ TAICE Cadey -
Wendor Hame & Quote 5[ Acer b Clearged; | 4011335103 ';
Click to Uindete Crdar *.ﬂddhm | Dialats his Enire Codar f—E0 GFac=iai | Click to
add delete order
additional Transaction History:
a Trasssrmien Ivscbeded in Shipment
Drare Shigpod Diave Baeabvad S&H  Towal
items to Fiusaher Cat Mo Friee Oty ate i
Eets () 5 TRl M| s e oo §TROn
R 587 ol o ik i B
Add Meaw Tranzarion
Click to add an
additional transaction
Commmar atisns;
- Diage From Cpammaent
Click to TP -FER-M4 Euver Text comment
edit/delete baddteCommants | |
transaction
Shigpins:
Fhip To: Bl T
Jchn Tawsch Jchn Dlaech
LIEDuh - Agricutural Besearch Sermce OEDA - Apricultunal Beseanch Serace
120 Cockeyredie Bad 120 Cockeymalk Fd
Euiding: 120 Foose : &0 Bulbding 120 Roowes = 109
Bk Valley, bdd 21030 Bk Valley, M{d 21030
CHFice Fhene; (MFice Fheme; B53-644-6255
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Transaction History:

When you create a Non-Mall order record, a single corresponding transaction including all the itemsis
automatically created. Without the direct feedback of the vendor, adjustments to the transaction may need to
be made. For instance, the order may be partially shipped (split into 2 or more shipments).

1. Clicking the Eel&tal putton in the transaction in question will delete that transaction.

2. Toedit atransaction, click =3&) then modify the Unit Price, Qty, and Shipping so that the Grand
Total comes out to equal your credit card charge. The Quantity Balances on the affected line items
in the Order Detail Section will be adjusted accordingly. Putting a 0in the Qty field will remove a

lineitem from the transaction. Click the ___UpdsieTransacion | by tton to finalize the changes.

Transaction Edit
Transaction Number; 111106
Transaction Type: Charge
Date Shippee; [FDECm |
Date Recelved: |
Transaction Detail:
Catalog Total Current Shipment
Number ProductName Ordersd Shipped Unit Price City. Total Orther Details
T123 Testl 2 2 [8.00 2 | T List Price £10.00
Gnginal Price: $8.00
TG TeaL2 2 ? [12.00 l2 [ List Price:  §320.00
original Price: $18.00
em Totai: o0
Bhipping Total: o0
Hangling Total: foo
Grand Total: Imi
Updata Transadion Fiaturn o the Orcdar paga I

3. Click the“Add Transaction” button to create additional transaction(s). A new transaction can
only be added if thereisa balance remaining in the order. If the transaction is a credit, be sure to
change the Transaction Type by selecting the € credit option. Set the Unit Price, Qty, and
Shipping of those line items you wish to be in the transaction. The Grand Total should equal the

amount of the credit card charge. When finished, click —2ceeptAdditian | vouwill notice that the
Quantity Balance in the Order Detail section will change accordingly.
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Add Transaction Select to make a credit
transaction
Purchase Order Number: 3336015204
Yendor Name: Intramalls Lic
Transactioh Type: = Charge | © Credit

Date Shipped: |DZ—DEC—E|3
Date Received: |

Transaction Detail:
Catalog Total Curmrent Shipment
Number Product Mame Ordered Shipped UnitPrice Gty Total Gther Details
T123 Tesd z 1 [omo I oo Li=l Price £10.00
Cinginal Price: $68.00
T35 Ted2 2 1 [tacm [i fiih ListPrice:  §20.00
Onginal Prica; $16.00
fam Tota: [0
Shipping Torat: [
Haneeng Terat: |
Grand Tota [
Accen! Addiiod Cancal Adkii

RE-ORDER A PREVIOUS ORDER

This feature allows you to re-order a previous order without having to re-type the items.

1. Open the order you wish to re-order and click on the Beerderiiems pytton,

2. Thiswill put the items into your shopping cart where you will have the flexibility of deleting items or
modifying the quantities, ship-to name and address, Acc't. Nbr., shipping method, and note to vendor.

Cirdey Dheail;
Catalog ac Buantities Thlr Taal
Fruthset F; Cither Dietasls Statms
Mwsaleay - Code Owdsrnd Shipped Halasce Prien Prien
List Frice F1H.00
S R Frice Volome 1+
riroporation Covetter - 2 -
4 10- 2E51 = ) o ] &2 ¥R 6L
F410-50 31 em {White] | Prica Type:  GS5A 1 1 b Filed
CostTope  aach
CapacimWal 50
List Pnce B0
Foce Volume: 1+
G100-01  Prhia Protaccls Book M3y & Poce Type G354 1 Q 1 524 6624 Back Order
CeatType  each
Capaci ol
Clearance: [ Senstivalfoct Propechr: T Small Bugiress: Traws Toamk  £164.86
Puichases ahove sbero-puichado tooshaldfil 200 Thipping: koo
Vender Hame & CQuote 1) Cempetitre Frocess: [ -
Warder Hame & Quete 2] TTATCS Cade | fmak Il
: Aert Mhe Charged
Vendor 4011935103
Upslsia | Facrder tanw Jiem [ i | S |
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REQUEST A PRICE QUOTE

Both buyers and shoppers can use the IntraMall to request a price quotation from an IntraMall vendor.
Shoppers request the quote directly from the vendor without first passing it onto the buyer.

1. Click on the Request for Quote link under the Order Processing header on the Main Page.
2.

- 2 a)
--Request for Quote

ag 2 Non g

3. Click onthe Select Vendor drop down menu located at the top of the screen and highlight the desired
vendor and fill in the appropriate fields.

Hoyuest for Quste: Balect Vendar | 2020 GanaSystor, inc =
Catnlag b Froduct Mame Cuantity Size
I

I I I
-«
| S — [ [
[ [ I
[ [ |
[ [ [ I~
I I I I *Mandatory
I I I I Fields
[ [ [ [
[ [ [ I
Requester Building HosmMNe.  (Hfico Phone
[Juhn Ceausch m o [pEE-saaFzEs
Comanant to YVendor Sucect M Last Ttpan?
| EMREEALE] ‘raa H-:-|

*** . Indicates a mandatory Geld
4. If you fill the table with 10 items and you need to add more, click on the “No” button under the “Last
I[tems?’ header. Otherwise, click “Yes’. A quote number will be automatically assigned.

Your request for a quote has been submitted

Click to view m;a Click to send

details of quote request to
price quote | Y Redisplay Hams to bs Guoied |4 I other vendors

5. You will be notified by email when vendors pick up your price quote and also when they take any action
onit.
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THE RETURNED PRICE QUOTE

Priee Cluste
Croote Number: 40501525 Trunde Siatus; Compleks
Crante Date: Z‘TFEBIJH Dm Last Mo &fiad: 2 FEE-M at 0112 FM Vendor's
Select Reqwe e Jehn Thamach Crgdin: Cards
. Vegalor Mamm: [mrnragen Corporahon Wendor (heste Namher QUOte
order
Prilca Crante: Cloeck thoe epmbwents socthen Tor s gisal gaots request sfsmmatdea,
Catalog Capacity Umit  Total  List
wletdu Cfamb Prasduct Masan Al Usit O Code  thy Price  Price  Frice Taaes Branag
CIle r T2131 Testl 12 Cmiar = 1 5000 50000 6000 Cen defiver in twro dogs Ceanglene
to r TESDET  Tet? & Salart = 1 2000 20000 ES00Can debwer in twe daps Ceaoplate
. At Mhe Chargod: [A1150708 =
_> Ordar Siabactnd haims Y our
original
o athen s quote
Date Fros Comsnest request
27.FER-I4 Buger  Frce Quete secuested for Catalog Wier T2 131 Test1 Crosoty: 12 Fote: ust have iems in weska 4/
27-FER-04 Buyes Frice Craete seguested for Catalog T TESHMET Testd Guaamtity: & 1Moo Must hawe & e dn weds
27.-FER-04 Catalog Me: T2L31 added to shepping cart
IT.FER-04 Catakag Mbe TES4I0T added bo shepping cart
dogwcammenz | | \
Ehipging: Itemsfrom
T LS quote put into
Jehn Dansch Tohn Damach

UEDA - Agncotnl Eesearch Serace

Sureguack Pest Wt Besearch
Bull dsg: 120 Fooms @ 50
ZTT1F &P Rosd, Bldg 2
Coleges Staten, TH 7245

DA - Agreubira Pesearch Serce
120 Cockeyoville Fd
Budiding: 1350 Rossad : 204

Huat Valkey, bdd 21030

shopping cart to
be ordered

Offfice Plenme: Ciiflen Phoss: S28-644-6255 ‘

TURN A PRICE QUOTE INTO AN ORDER

1. Toturn aprice quote into an order, select the item(s) you wish to purchase by clicking in the check box for
the item(s) in the selection column. Next select the Acc’'t. Nbr. and OC code you want to use and click on
the [ B Sslestadams | putton.,

2. Those items will then go into your shopping cart where the quantity, Acc't. Nbr., ship-to address, and
shipping method can be set.

3. Those items you put into your shopping cart will be listed in the communications section of the Price
Quote. Thisisa permanent log.

LOG A NON-MALL ORDER

In order for the IntraMall to track your Acc’t. Nbr. budget and provide purchase card balance all orders placed
using your purchase card must be recorded on your IntraMall Order Log. Thislogging is done automatically
for you when you make a purchase on the IntraMall. However, you must manually log a Non-Mall order for
any credit card purchase made outside the IntraMall.
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1. Click onthe“Log aNon Mall Order” link located under the Order Processing section on the Main Page.

Order Processing
—-Order Log

a Non-Mall Order

2. Theform for creating a non-Mall order appears.

Enter Transaction As: Charge # | Credit ¢
1. Select charge

GEEE‘II‘IWI'II!!I‘.I Urder Namber will be assimed i not enterad or Credit
Orvder Drate: I Today"s date will be assigned if not entered.
Remesters  [Jokn Dausch

Building: I'IEIII Room Mo.; [£04

3. After completing line 5,
click to add more items

|C'!:-.3n kdarket

Vendor :— Eel=ct & Veandor ar Enfer Below — __'J
* Indicates a mandatary feld
Ling Catalos = o Tetal (B8
Nbr Nombar® Produer Mame 9] t Price Tt Price Cost  Code® Price Type
1| | A | | | [Opan Market =]
3 Cipan Market =
; | | [ | | | | 5 > Enter
3 I Il | T | O
| | [ | | | M
| [ | | =

L

[Crpen Marker

Erer Addiicnal hemd™ |

R 3 oo Shipping & Handling: § [} €—— 4. Add
H acet Number: FREFRIE Shipping

Charge ID #
2| Order Total: 8 |0.oa

MMandatony Somrce Certification: [ T certify that Lhave checlked mandatory sources for all items entered ahove.

5. Certify

Mandatory
Sources 6. Complete order

3. Either fill in the Order Number and Order Date or leave them blank and the IntraMall will assign them.

4. Vendor Name: Check the companies in the drop down menu to see if the vendor islisted. All IntraMall
vendors and all vendors you have ordered from in the past 60 days will show on the list. If the vendor is
not on the drop down menu, add them by entering the vendor’s name in the text box provided. (Itis
important to type this to match the name on the charge since it will determine the IntraMall’s ability to
automatically match the order to the charge in reconciliation.)

5. An order confirmation appears after the submit button is clicked.

Version 6.0, 2003 -36- last update 1/04



IntraMalls LLC- Agricultural Research Service

Your order has been logged

Click to view
details of order

.\Erder Number Vendor Order Total Click to
- create more
188010570 | staples | F10.00 Non-Mall
orders
Caontinue Logging Orders

ACCOUNT NUMBER REPORTS

There are two kinds of Account Number Reports available: an Acc’'t. Nbr. Summary Report and an Acc't.
Nbr. Detail Report. In each, the report for the current fiscal year will be displayed. To see the previous fiscal
year report, select the button next to “Previous Fiscal Year” and click the “Update” button.

1. Click onthe Acc't. Nbr. Summary Report link under the Reports header on the Main Page.

Repo rts
-- Acct Nbr Summary Report
-- Acct Nbr Detail Report

2. Your Acc't. Nbrs. will be displayed with the total amount on outstanding orders (Orders not received yet)
for each Acc’'t. Nbr. These amounts are then totaled.

View: Current Fiscal Year @ | Previous Fiscal Year © Update |

Acct Nbr Summary - Cutstanding amounts listed by Acct Nbr
|A|:|:t Nhr iAmnunt Chutstanding

4011901858 | $130.00
4011901935 | $20.00
011935100 | $120.00
4011035103 | $1,694.24

| Total: §1,964.24

3. TheAcc't. Nbr. Detail Report lists al of the orders and the amounts on outstanding orders for each of

your Acc't. Nbrs.
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View: Current Fiscal Year # | Previous Fiscal Year ©  Update |

Acct Nhr Detail Report - Outstanding amounts listed by Acct Nhr

| Acct Nbr |PD Number| Company | Amount
(4011901888 4058015257 |Invitrogen Corporation | $130.00
14011901925 4056015251 | Aaaa-Ral Diag Stains And Reag Corp | $20.00
4011935100 4056015252 [Blind Industries And Services OfMd | $120.00

14011935103 056015247 Tawitrogen Corporation $1,000.00
14011935103 a056015242  |A Dadgzer | $300.00
4011935103 4056015249 |A G. Scientific, Inc. | $830.00
l4011935103 !4056015250 |Aﬂcomm Inc Cemputer Hardware/Suppl | Fe000
4011935103 4056015257 Mid-Atlantic Data Systems, Inc | $2000
4011935103 4058015254 [Tnwitrogen Corporation | $156.24
4011935103 4058015255 [Tntramalls Lic | $78.00

| Total: $1,964.24

a. The outstanding orders and their amounts are removed from these two reports when you add
the date received to the transaction history of the orders in question.

LOG OFF

Using the Navigation Bar from any page, make sure you end your session by Clicking on the “Log Off” link.
For security reasons, never leave your computer logged onto the IntraMall when you are away from it.
Always log off the IntraMal. If your IntraMall session is idle for more than 90 minutes you will
automatically be logged off.
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