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This process guide provides instruction on the functional steps to access a Grainger KeepStock
Requisition from the NC E-Procurement system. KeepStock is an inventory system which helps State
Agencies keep items in stock depending on agency inventory needs.

I.  Creation of a Grainger KeepStock Requisition

Based on agency defined inventory thresholds, a KeepStock requisition will be created by Grainger, and
inventory will be monitored within the Grainger KeepStock program. To begin, an appointment should be
scheduled with a Grainger representative at the customer location. The representative will scan the
barcodes of items that are in constant demand. Once the scan is complete, the itemized list of goods for
replenishment becomes a pending KeepStock requisition on the NC E-Procurement related Grainger
Punchout site. The buyer will then receive an email notification, shown below, indicating that the
KeepStock requisition is available. In order to review the KeepStock requisition, the buyer will enter the
Grainger Punchout site by logging into NC E-Procurement. Once the buyer has accessed and reviewed
the KeepStock requisition, the requisition can be submitted for agency approval within the NC E-
Procurement system. To ensure that inventory needs are met, buyers should submit the KeepStock
requisition within 3 days of receiving the email notification.

Note: It is important to understand that only the items which are available as part of Grainger’s contract
with the Division of Purchase & Contract will appear on the KeepStock requisition. For additional
information or to schedule an appointment with a Grainger representative, please call 888-753-0019.
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‘ _ ‘ | To... Sally Smith@abcincorporated.com
SEE [ ce. Grainger KeepStock Requisition Notification

Subject: Order has been created

Dear Customer,

5

A new KeepStock requisition is available in your Grainger punchout catalog. Please review and submit your Grainger
KeepStock requisition within 3 days to ensure efficient restocking of products at your facility.

— -

S~aa -

Program Name: XXX EPRO.CA SACRAMENTO MAINTENANCE CRIB SOUTH

Please let us know if you have any questions.

eprocustomercare@agrainger.com
1-877-202-2592

4|
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II. Accessing a Grainger KeepStock Requisition

1. To access a Grainger Keepstock requisition, the user must first log into the NC E-Procurement
system and begin the process of creating a requisition.

Home | H

ARIB A*
NCE-Prncuremenl

@ vour service Home welcomd

Create Search Manage Recent Preferences

© ref

Configure Tabs

Home Dashboard

: Common Actions

D Date From Status Title Required Action

J Create
Semeam Mo items

- -
~
(ERE_q uisition 3

UserMaintenance

AddressMaintenance

ContractMaintenance Catalog ID: End-of-FY15 Reminder
-
lawf Manage eRequisition The end of FY15 is at the end of the month. Be sure to checH
Receive . your purchasing office to determine your entity's end-of-year
. Purchase Order -1,&
Administratar In general, all end-of-year activities should be completed by |
Reports Receipt 2015.

User Profile

AddressMaintenance

:: Recently Viewed

M
~% RACCPO017599...uter Services ore

RACCP0017599...uter Services

R

CT1410 Untit...ctMaintenance D Title Date + Status
E] RQ18789264 Untitled Requisition 6/29/2015 Composing
l Us43253 Untitled UserMaintenance 6/25/2015 Composing

View Mor]

hitpsffgeditin: gov oo Sayen/Mainfawlawh=rd 2 .'.\I\Q&:Iel:\:l:‘l

2. Access the Grainger Punchout catalog link by typing ‘Grainger’ in the catalog keyword search
field or ‘445B’ in the Contract ID field, and click ‘Search.’

NCE-Procuremsnt AR1B A
@y Home

Create Seard| Manage Recent Preferences

Supplier RQ18878779: Untitled Requisition I Ttems: 0 Total: $0.00000 USD
Hertz Furniture ... (21)
HIGH POINT ... (2105)

KRUEGER ... (461)

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

PERFECTION ... (170) Cata Home Browse By: Cd
SIR WALTER ... (30} Grainger Crea
Show All .. Supplier Part #:

Language
English (191408) Contract ID:

Favorites

Commeodity Code:

- Recent Choices - ~

AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS (2706) OFFICE EQUIPMENT & SUPPLIES/PAPE

AGRICULTURAL EQUIPMENT AND SUPPLIES (2282) [PRINTING (3481)
CHEMICALS (424) OFFICE EQUIPMENT AND SUPPLIES (34
G cr AND PAPER PRODUCTS/PLASTIC

APPLIANCES, ELECTRICAL, CLOCKS (14716)
APPLIANCES (3240)
ELECTRICAL EQUIPMENT (11478)

OIL & GAS (87)
405-00: FUEL, OIL, GREASE AND LUBRI
720-00: PUMPING EQUIPMENT AND AC

L]
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3. Click on the link for the 445B MRO/Facilities - Punchout Catalog.

NCE-Prnenramem AR B A

@ynm service Home

Search Manage Recent Preferences

[ Create

RQ18878779: Untitled Requisition 7 1tems: 0 Total: $0.00000 US|

Refine your results
Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

Manufacturer
W W Grainger Inc (1)

Favorites

- Recent Choices - :

Contract ID:

Commodity Code:

Category

Uncategorized Items (1)
Supplier Catalog Home

W W GRAINGER INC (1) Catalog v Grainger Options
Language

English (1) Supplier Part #:

Your search path: Catalog > "Grainger”

» ier Punchout Catalog es
e T
~ < W W GRAINGER INC (1) ~
. 4458 MRO/Facilities - Punchout . #
-—— -

e - — -

4. Upon entering the Grainger Punchout catalog, click on the ‘KeepStock’ link.

NCE-Procu[emem ARIBA*

@ynur service

Close Punchoul|

= =
< _KeepStock | Dists (103) | Catalog ltems Quotes @ v

GRAINGER

State of North
Carolina

FOR THE ONES WHO GET IT DONE

Your Products +

Customized for

Special Order Quotes @) v

Abrasives
Adhesives, Sealants and Tape
Cleaning
Electrical

Electronics, Appliances, and
Batteries

Fasteners

Fleet and Vehicle Maintenance
HVAC and Refrigeration

Hand Tools

Hardware

Hydraulics

8/14/2015

CcOO

Don't let the heat slow you down.
Get air conditioners, air circulat
dehumidifiers and more to help.
beat the heat.

Shop Now

F Help

Find ABranch | Services v | Resources v

Bulk Order Pad ~ W Cart (0)

Search

Grainger KeepStock Requisition Process Guide 4
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5. Enter the KeepStock requisition number. Then, click ‘Search.’

NCE-Prncu@enl ARIB A"

@ymrr service

KeepStock | Lists | Special Order Quotes

Help

Find A Branch Services ~ Resources

Keyword, itemn or model . o .
Your Products « Search Bulk Order Pad ~ w Cart (0)

= Back KeepStock
KeepStock Pending Order Summary

Search for a KeepStock order:

K502121105 [d search ]

Where is my order number?

8/14/2015 Grainger KeepStock Requisition Process Guide 5
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lll.  Submitting a Grainger KeepStock Requisition

1. Once the KeepStock requisition number is located, the ‘KeepStock Pending Order Summary’

page will appear. Click ‘Add to Cart’ to continue.

NCE-Prucurgnent ARIB A"

@ynur service
KeepStock | Lists | Special Order Quotes

()

G.Mrra TES

Keyword, item or model

Your Products ~ Search

= Back KeepStock

KeepStock Pending Order Summary

Search for 3 KeepStock order:
K502121105 Search

Where is my order number?

Select one pending KeepStock Order and click "Add to Cart"

Result Matching: KS02121105

Order # Program Name

@ Ks02121105

STATE_OF_MNC.Integrated KeepStock Test 2

# of Lines

[= K

Find A Branch Services ~ Resources «

Bulk Order Pad  ~ “w Cart (0)

Date Created
February 11, 2015 o

2. All items on the KeepStock requisition will be displayed for review. Click ‘View Cart’ to edit or

submit the Keepstock requisition.

Note: The user may add new Non-KeepStock items from the Grainger Punchout catalog by clicking
‘Continue.” However, it is not recommended to combine new Non-KeepStock items to a

KeepStock requisition.

NCE-Prncurﬂnent ARIB A®

@your service

2 Product(s) Added to Cart

Product(s) Added to Cart

NORTON Abrsv Cut Whi,4-1/2 Dx0.045In T,7/8In AH

WESTWARD Arbor Mount Flap Disc,4-1/2in,80 Medium

You have 2 product(s) in your shopping cart.

Qty  YourPrice  Total Price
5 $3.53 $3.53
5 $13.82 $13.82

e e
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3. Atthis time, the user will have the ability to check availability and select which items they would
like to order from the KeepStock requisition. The user may edit the requisition by updating the
quantity of the existing items or add new Non-KeepStock items from the Grainger Punchout
catalog using the ‘Search’ field.

Note: The user will have the ability to edit the KeepStock requisition once the ‘Submit Requisition’
button is clicked on the Grainger punchout catalog and the user returns to the NC E-Procurement
Requisition Summary page. The user can re-enter the Grainger punchout catalog by clicking the item
description of any supplier part on the NC E-Procurement Requisition Summary page. The user can
select to view their cart on the Grainger punchout catalog to update the quantity and add or remove
both KeepStock and non-KeepStock items to/from their cart.

NCE-Prucurﬂnent ARIBA*®

@ynur service

Close |

KeepStock Lines: 2

Order # K302121105 | Remaove | Program Name: STATE_OF_NC.Integrated KeepStock.Test Lines: 2
Product Quantity Availability Total Price
-~
NORTON Abrsv Cut Whi,4-1/2 Dx0.045In T,7i8In AH ,’ hY @ Expected to arrive Tue. Jul 7 §17.65
flem # 5GC52 NEER
~_
Your Price: $3.53/ each Update
Add to List
Remave
Cc
Bin:F3
-~
WESTWARD Arbor Mount Flap Disc,4-1/2in,80,Medium I’ AN & Expected to arrive Tue. Jul 7 §69.10
Hem # GNXTT N
~ ”
Your Price: $13.82/ each Up-w-:‘ate

Add to List
Remaove

Subtetal $86.75

Submit Cart

4. Click ‘Submit Cart’ to transfer the requisition to the NC E-Procurement system.

NCE-Prncu@ﬂent ARIB A"

@your service

Submit Cart ?

Thank you for visiting Grainger!
You are about to transfer products to your internal procurement system.
These products will not be shipped until an order is received from your company.

For customer service, please contact ePro Customer Care at 1-877-202-2592 or email us at
eprocustomercare@grainger.com
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5. Once the KeepStock requisition is returned to the NC E-Procurement system, the user should
follow standard submission procedures. If necessary, the user may update line item information,
such as accounting information, need-by date, comments, etc. The user may submit the
requisition for approval by clicking the ‘Submit’ button.

Note: As previously mentioned, although it is possible to add other catalog or non-catalog line items
to the requisition, it is recommended to include only the initial Grainger KeepStock items on the

=~
RQ18800755: Untitled Requisition Submit ||
kT Catalog JIETLT L, Ed
Review your requisition, make changes as necessary, and submit the request for approval.
Title: Untitled Requisition
Pre-Encumbrance Status: Not Encumbered
On Behalf Of: * []
Delay Purchase Until: i
Buying Entity: * )
Transmit To Supplier?
My Labels: Apply Label...
Line Items (2) Hide Details  [[[]] ¥
[l Ne. Type Description Supplier Part Number Qty Unit  Tax Other Price Amount
0.00 $0.00 =
[} 1 TK612296T Arbor Mount Flap Disc Disc Type ... ENX77 5  each $U5D isn $10.09 USD $50.45000 USD
TK612296T Arbor Mount Flap Disc Disc Type Type 27 Disc Dia. 4-12 In. Grit 80 Grade Medium Mounting Size |
Contract ID: 4458 58-11 Abrasive Material Zirconium Aluminum Oxide Series General Purpose Backing Material Fiberglass Max.
Supplier: W W GRAINGER INC RPM 13300
Location: Grainger Orders
Commodity Code: 365-30 - Polishing and Scru...
ItemliD: (no value)
WarehouseID: (no value)
Company:
Account: o
| [Add from Catalog... | [Add Non-Catalog Item...
Total Cost:  $57.05000 USD
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Reactivating a Grainger KeepStock Requisition

A KeepStock requisition which was previously accessed can be retrieved in a new session, if
necessary, by accessing the Grainger Punchout System and reactivating the KeepStock requisition.

1. Access the Grainger Punchout catalog.

2. Upon entering the Grainger Punchout catalog, click on the ‘KeepStock’ link.

3. Enter the KeepStock requisition number. Then, click ‘Search.’

NCE-PIU[:IJTLIHEM ARIB A*

@yﬂm’ service

KeepStock | Lists | Special Order Quotes

stomized for
> of North
Carolina TEST

Keyword, item or model
Your Products -

< Back KeepStock
KeepStock Pending Order Summary

Search for 2 KeepStock ordefn = =

KS02121230 [ seacn R

Where is my order number?

Chat Unavailable KeepStock Feedback Help

Find A Branch Services ~ Resources

Search Bulk Order Pad  « w Cart (0)

4. Click ‘Reactivate Order.’

NCE-Prncu@nent ARIB A"

@ynur service

KeepStock | Lists | Special Order Quotes

tem or model
Your Products -~

able KeepStock | Feedback | Help

Find A Branch Services ~ Resources ~

Bulk Order Pad  ~ w Cart (0)

= Back KeepStock
KeepStock Pending Order Summary

Search for a KeepStock order:

K302121230

Where is my order number?

The following KeepStock order has been submitted to your procurement system. Click "Reactivate Order” to reactivate the order and return it to your pending order list.

Order # Program Name
K302121230 STATE_OF_MC Integrated KeepStock Test

# of Lines Date Created
2 February 11, 2015

- -

Cancel( Reactivate Order

8/14/2015
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5. Click ‘Add to Cart.’

NCE-Prncurgnent ARIB A"

@y’nur service

KeepStock | Lists | Special Order Quotes

rolina TEST

Keyword, item or model ~ -
Your Products ~ Search Bulk Order Pad ~ w Cart (0)

= Back KeepStock
KeepStock Pending Order Summary

Search for a KeepStock order:
K302121230

Where is my order number?

Select one pending KeepStock Order and click "Add to Cart" - ——
Remove Or-jev/\ Add To Cart
Order KS02121230 has been reactivated.
Order # Program Name # of Lines Date Created
@ K502121230 STATE_OF_MNC.Integrated KeepStock Test 2 February 11, 2015 O

6. Click ‘View Cart’ to edit and/or submit the re-activated KeepStock requisition.

Note: Click ‘Continue’ to search for a different KeepStock requisition to re-activate or add new Non-
KeepStock items from the Grainger Punchout catalog.

NCE-Prncurﬂnent ARIB A*

@ynur service

2 Product(s) Added to Cart

Product(s) Added to Cart Qty Your Price Total Price
NORTON Abrsv Cut Whi.4-1/2 Dx0.045In T,7/8In AH 5 $3.53 $3.53
$13.82 $13.82

WESTWARD Arbor Mount Flap Disc,4-1/2in,20 Medium 5

- T =

You have 2 product(s) in your shopping cart. m,

7. Once the necessary items have been added to the Grainger shopping cart, click ‘Submit Cart’ to
transfer the requisition to the NC E-Procurement system, and complete the appropriate steps to
submit the requisition for approval.
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