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Process Name: Vendor Punchout Requisition

STEP DETAIL
Sign in to Oracle Cloud through TCNJ Today app bar
Click Company Single Sign-On
1 Username: TCNJ login
Password: your password
Click Home button in upper Right corner
Click the Procurement
9 from the scroll menu < Budgetary Control Procurement My Enterprise
Click the Purchase Requisition infotile
3 péj!iE Purch P hEOd= MRE't
Click the link for the Vendor Punchout A
from the homepage & the Punchout page. £
Top Categories y
You will be redirected to the Vendor's site. &
M Staples p
£
£
Staples
4 £
€
Request Forms F
£
« Order by Fixed Price V
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THE COLLEGE OF
NEW JERSEY

M Staples

"desk calendar”

Category
Brand

Show Only
Calendar Size
Calendar Year
Calendar Type
Decorative Calendar
Date Format
Style

Color Family
Refillable

Dry Erase Calendar

Choose a rating

Search for the product you wish to purchase & click Add to Cart.
Once you've added all your merchandise, cllick your Cart.
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e 17", Monthly Desk Pad.
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2020 Staphes 177 x 22° Desk
Pad Calendar. Black/White...
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$3.10

20 AT-A-GLANCE 22" 2 17*
ty Desk Pad Calendar
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$17.59
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2620 Monthly Disk Pad
Calendar. 22" x 17" (56439-...
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$4.99
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2020 AT-A-GLANCE 18" x 11°
Compact Desk Pad {5K14-00...
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$13.29
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2020 AT-A-GLANCE 227 x 17"
ly Desk Pad Calendar..,

2020 AT-A-GLANCES 31/2°»
& by Loose-Leaf Desk..
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2025 Staphes 117 x 18° Desk
Pad Calendar, Compact. ...

RECYCLE
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$10.99
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2020 House of Doolittle, 22" 4
17", Manthly Desk Pad.
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$11.23
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Click Review & Checkout

taples 17° x 227 Desk Pad Calendar,
/hite (12951-20)

Desk Pad Calenda,
1%
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$10.99
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If your order is correct, M staples e — = E G
i H My Cart o
click Submit Order. :
Suntotal $9.30
TOTAL $9.30
Items for Delivery
5310 1A $5.30
- 3
~ 4
- ~
(aearcan sustotal 59.30 b
TOTAL $8.30 l
e Add your Department name & last name to Description
e Change COA distributions is needed
e Click Submit
ORACLE [}
Edit Requisition: REQTC0000114 Shaop || Check Funs || Manage Approvals || View POF | | Save ¥ || Submit
Fguivmoning OU. T Justeation Requisition Amant 9 30 USD
® Deacnphion 2020 Stapies 177 & 327 Dtk Pad Calendar, BlackiWhie Approesl Amownt 630 USD
(12951-20)
EmMergency purchaie oroer NUToe: recured Finds 51atus  Not rbsoned
Amtachimants Mona o
Requishon Linas
Acions v View w Formaty B 4 M v Datach
Line  Description Category Name " Quantity  UOM Name Price  Amount (USD] Funds Status Dilate
1 ples 17" x 22° Desk Pad Calangr, G Ofice Suppies 3 Emh 310 USD 230 Mot ressrved x
Totsl 830
Rows Selocted 1 Columns Hidden 8
4 Line 1: Details
4 Delvery
" Ruquestor  Kapur, Anug Q ™ Doliver.to Location  Adn
wgon e Detiver.to Addross 72000 Perningtor 8 UNITED STATES
Requested Delivery Date 10012018 HQ
4 giling
Vi w Fommat w < Frna, «" Datach
Project Costing Details
Projsct e T T Funding ﬁ:‘:"k’f:::“’""‘ Charge Account “ BudgetDete  * Percentoge  Quontity  Amount (USD] Funds Status Debete
Nusmiber ; Item Date Type Organization  Number Source
L+ TCNJ-504280 501328 101204 100 3 530 Mot reserved
Total 1040 3 930
A Moles and Allachments
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