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eProcurement Catalog Viewer Role

A Catalog Viewer role has been created to allow Requisition Amount Approvers and
Chartfield Approvers view-only access to the state catalog. This role will allow an approver
the ability to search for items in the catalog and perform price comparisons or validate

prices.
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1. Click D to minimize the menu, then click on the “““? link.

Create Requisition Create Requisition

Requisit

Catalog
[ catalog

€8, Web Suppliers
£ Special Requests
E& Fixed Cost Service

(g Time and Materials

A 4

Ef} Variable Cost Service
[ Templates

) Favorites




eProcurement Catalog Viewer Role
Core-CT Financials > eProcurement
Updated as of: July 28, 2024

3. Enter any Search Criteria, and click

Advanced Search

Search Name

Q, | Search Tips
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Advanced Item Search

*Search Contains | All +| of the following search fields entered.

Description | Contains Any Vl [fan

Manufacturer ID | Contains Any Vl |

Supplier | Contains Any Vl |

Supplier ID | Contains Any Vl |

J
Manufacturer | Contains Any Vl | |

Item ID | Contains Any V| |

UPNID | Equals M | |

Category ID | Contains Any Vl |

Supplier ltem ID | Contains Any Vl |

Manufacturer ltem ID | Contains Any Vl | |

Category | Contains Any vl |

4. Click D to open the menu. Here, you would also be able to refine your
search by Category, Manufacturer, Supplier Name, etc.
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¥ Add to Cart

5. Click —— to add the item to the requisition if multiple items
need to be compared. Do this for all items that need to be included in
the comparison.

. 'w Checkout
6. Click
Create Requisition

Requisition Defaull=s

Order Total 397.00 USD
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Order Total 397.00 USD

Users can now view the pricing and information associated with the items
added to the cart; however, will not be permitted to Save or Submit the
requisition.

The Save and Submit buttons are not visible for the Catalog Viewer role.




