°’ % Purchasing supplies for
©  research projects, etc. ?7?

You should not be paying out of pocket - reach out to your advisor's
admin support person to assist with this.

Note: the admins have purchasing cards that are tax exempt.
This saves $55S

e

ALWAYS obtain email approval from advisor prior to a purchase.. Send
approved request with account number and a complete business purpose
5 W’s to your admin with your purchase request




Web Based Software

Examples: Google cloud, Dropbox,
Prolific, Go Daddy etc.

Requires prior approval from Advisor
before purchasing along with 5 W’s
aka Business Purpose and a Technical
Risk Assessment (TRA) TRA Approval
Request Form . Once you have
obtained this information, go to your
admin support, login to site to set up
account and admin can putin
purchasing card number for
processing.

Amazon Web Services
Instructions for using AWS for a study:

* Go to this page
https://it.cornell.edu/cornell-cloud

Scroll down and click “Amazon Web
Services new account or help
requests” You will have to log in with
your net ID. Follow the instructions
for the rest of the process.


https://it.cornell.edu/it-risk-consultation/technology-risk-assessment
https://it.cornell.edu/it-risk-consultation/technology-risk-assessment
https://it.cornell.edu/cornell-cloud

Ways to purchase

1. Login into e-Shop and assign a 2. Ca.n not f.ind what you are
cart to admin for purchase. looking for in e-Shop then send
What iS E'ShOD VOU aSk? Move to next slide Iinks for items in email to admin

with approval for purchase.



* e-Shop gives Cornell purchasers a
one-stop, web-based "shopping
cart" for ordering a full range of
goods and services. e-Shop makes it
easy to receive Cornell's discounted
pricing and to shop with local and
diverse suppliers, is integrated with
Cornell's financial system, and
routes orders to approvers and
business service centers for
payment.

* https://finance.cornell.edu/procu
rement/e-shop

ABOUT - E-SHOP -

In this section

Training

FAQ

Pages for: Faculty / Staff / Students n
Division of Financial Services
Procurement Services

SUPPLIER LIST FOR BUYERS -~ TOOLS & FORMS - FOR SUPPLIERS -

e-SHOP

|| Travel

Tools Library

Search |

e-SHOP

e-SHOP gives Cornell purchasers a one-sto eb-based "shoppin .
e o oy by Log in to e-SHOP

cart" for ordering a full range of goods and services. e-SHOP makes it -
easy to receive Cornell's discounted pricing and to shop with local and :#‘[* C—S"I‘"C?P
Tornell niversity Online Baying

diverse suppliers, is integrated with Cornell's financial system, and

routes orders to approvers and business service centers for payment. Email Procurement Support

Learn about the Vendor Cart feature. O Note: This application

requires Cornell NetID login.

O Note: Orders for Radioactive Materials may be processed through
Please contact your BSC to

e-SHOP and will be automatically routed to Environmental Health and .
determine your access level.

Safety (EHS) for review before they are sent to the supplier. Just

annthar wav that 6-QHNOD will malke thinac a hit aaciarl


https://finance.cornell.edu/procurement/e-shop
https://finance.cornell.edu/procurement/e-shop

f.0g 1n to e-SHOP
= e-SHOP
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https://kfs-prod.adminapps.cornell.edu/kfs/b2b.do?methodToCall=shopCatalogs

Login to e-Shop with your net id.

**Note** If this is your first time you have tried to access Eshop, there is
some initial setup. See attached screen shots for set up. If you have any
questions, please feel free to reach out to your admin support.


https://kfs-prod.adminapps.cornell.edu/kfs/b2b.do?methodToCall=shopCatalogs

When logging in for the first time you will see the screens below
click continue fill in necessary information as stated and save

é

@ kfs-prod.adminapps.cornell x -+

C @ kfs-prod.adminapps.cornell.edu/kfs/b2b.do?methodToCall=shopCatalogs

My Profile » User's Name, Phone Number, Email, etc

Announcements

Please visit our website at
http:/www.dfa.cornell.edu/dfa/supply/eshop/index.cfm
for resources, information and updates.

Email: contract-support@comell.edu

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Po

Ew 8N

user o I

User Profile and Preferences
Language, Time Zone and Display Settings
Early Access Participation

Default User Settings

User Roles and Access

Ordering and Approval Settings

Permission Settings

Notification Preferences

User History

User's Name, Phone Number, Email, etc.

First Name _ Black outarea's should auto populate ifthey do not
please complete with your information
Last Name | ]

Phone Number

User ID is your Net ID

Mobile Phone Number I

International phone numbers must begin with +

E-mail Address * I

From the drop down box for department
pepartment FS3 (F53) ‘*” colect F53(F53)
Authentication Method cXML
User ID * I

Organization Terms and Conditions accepted on 10/25/2023 2:07 PM Announcements



Simple

Search for products, suppliers, forms, part num

Nowthatyouarelogged inyou can scroll through the list of preferred
vendors find the items you need to purchase and create acartto send to

your admin

Report feedback, and issues

e-SHOP Messages and Tips

Recorded e-SHOP Training Session.

A recorded version of the monthly e-SHOP
training is now available for users on YouTube
Depending on browser security users may
need to open in a new window.

Recorded e-SHOP Training (50 min)

Live Zoom training schedule is linked below®

Training Schedule

To better help you navigate there
is a training schedule you can sign
up for. And there are e-Shop
Guides Below.

Central inventory order
form for critical supplies

V4

x
o New e-SHOP Webinars, Schedule
¢ e-SHOP User Quick Guide
¢ e-SHOP Reference Guide
¢ Training Resources
* FAQ's

Congact Procurement & Paypént Services

Email: procure.support@cornell.edu

Local Suppliers (Tompkins & Adjacent Counties)

—
ADminen) m
—

ADminders DBM Controls

() =

SV Auto - Dryden PSP Unlimited

Diverse Suppliers (Minority, Women, & Veteran Owned)

SN
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e
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tamonazang
T, i DS
Sclences FRGBucTs sas
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On Campus Supplies and Services
CORNELL
Cornell
Store SERVICES

CU Print, direct link to
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site
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Eagle Envelope
Company, Inc

e

The Computing Center

Audio Video Corp.
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Neta Scientific, Inc
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The Technology
Connection

Contract ¥
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@ johnston

Johnston Supply

™

DBM Controls
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The Computing Center
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se: Suppliers
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KELLEY
Kelley Bros, LLC
v
[ “ad
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Eagle Envelope
Company, Inc.
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This is the Quick Guide

You will only ever Assign a Cart

(Never select submit)

Ordering through e-SHOP

.. e-SHop

1: Login to e-SHOP by clicking the link on the Procurement website at www.procurement.cornell.edu
2: You can either type “e-SHOP” in the search box OR kclick “Orders” and “e-SHOP”
3. Select your vendor from the e-SHOP home page or use <Ctrl> F to search by :

vendor name
4. See the e-SHOP Reference Guide for instructions on product search and vendor

) 3 v Office Supplies, Equipme:

selection ‘

14 < el S nYy 33 tE w m’;k
d: Click on the vendor icon and select “Categories™ or “PunchOut
6. Add the items needed to your shopping cart T et
7 Follow supplier’s instructions to submit cart or check-out bes a
8. Enter the Business Purpose by clicking “add note” > - ‘
“m or © Required field. Please click
“add note™ and enter your
[ business purpose.
How to Assign a Cart | g o -
1. Select “Search for an assignee” | .-
2. Enter the NetID and click the “Search” button =
3 y 4 SR Assign Cart
3. From the search results, click “[select’} ‘ _
4. _To save this name, click the box next to “Add to Proﬁle"\ —_— Soe—
S p . e [ —

5. | Click the “Assign” button S,
6. You will receive a confirmation that the cart was assigned




If in doubt?

Always reach out to your
advisor's admin, they are
always ready to help.

Reminder Always obtain email approval from
advisor prior to a purchase requests. Send
approved request with account number and a
complete business purpose 5 W’s to your admin
with your purchase request either by email or
assigned cart.




