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Forms & Supply, Inc (FSloffice) has a Punchout Catalog available to users in NC E-Procurement for
Office Supplies under State Term Contract 615A. The contract covers six (6) categories:

o Office Consumables, Office Equipment, Toner, Envelopes, Paper (for orders more than
$250 use state term contract 645A), and Remanufactured Toner.

The contract does not cover the following:
o Filing Cabinets, Software, Computers, Multifunctional Print Devices, Scanners, Copiers,

Break Room Supplies, Janitorial Supplies, and Furniture (desks, workstations, chairs,
tables, book cases, shelving, etc.)

The steps below will help to guide you to the Office Supplies Punchout Catalog.

1. From the NC E-Procurement Login Page, enter your NCID login credentials. Then, click ‘Login.’
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NC E-Procurement System
(NCEP) vill be using North
Carolina Identity
Management Service (NCID)
- a standard identity and
access management
platform - to authenticate
users' identities.

To log in, please use your
NCID User ID and NCID
password instead of the
Buyer ID leveraged in the
previous version of NCEP.

web for

ng and using NC E-Pro is P 6 or grester.

2. From the NC E-Procurement Dashboard, click ‘eRequisition’ from the ‘Create’ Shortcut Menu
on either the Menu Bar or the ‘Common Actions’ Portlet.
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Users may create a new
eRequisition by selecting
‘eRequisition’ in the ‘Create’

Required Action
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drop-down menu or by clicking
‘eRequisition’ in the
‘Common Actions’ Portlet.

Velcome to NC E-Procurement Version 2.0!

n't forget to visit the NCEP Home Pags to find Job-Aids and Training
portunities.
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3. Type either ‘Office Supplies’ in the ‘Search’ free-text field OR ‘615A’ in the ‘Contract ID’ free-

text field. Click ‘Search.’

Catalog Home

Catalog *

office supplies
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Click ‘Search’ to
return the Office

Supplier Part #:

Contract 1D 6154

Supplies Punchout
Catalog Link.

Note: If the ‘Contract ID’ search box is not immediately available, edit the search options. To do

this, click ‘Options’ and select each additional field desired to display on the ‘Catalog Home’ menu.

4. Click the ‘615A Office Supplies - Punchout’ link to access the Office Supplies Punchout

Catalog.

Your search path: Catalog > "613A"

'~ _615A Office Supplies - Punchout
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> Supplier Punchout Catalog Resources
* Forms & Supply, Ire-Esloffice (1)
T N

Click on the link to
access the
Punchout Catalog.

5. The page will refresh and you will be directed to the Office Supplies Punchout Catalog.
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Type an item for which you are searching (in this case, ‘binders’) in the free-text search bar OR
click a category on the ‘Featured Items’ toolbar (in this case, ‘Office Supplies’) to display
further searchable results. Click on the result that best matches the item(s) you'd like to
purchase.
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‘Featured Items’ toolbar.

Ledger Binders Refills

Calendars & Planners Legal Binders

LUNTACT US
Post Bind L
‘Cash Handling Labu;s. &ﬂbglri-l?g Systems Tools & Equipment '800'5 32'0335
Desk Organizers Mailing & Shipping Writing & Correction Q
LLICK FOR
LT & p i A2 | Lve cHaT
sopruveanon 1
. MaKeNour,
® . o Account News NEXUEVETIU
ExXtraordinarys <

Detailed results for the item(s) selected will be displayed. Select the item(s) you wish to purchase

by clicking in the checkbox to its left, adjusting the quantity in the ‘Qty’ box, and clicking the ‘Add
to Cart’ button.
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- Avery Flexi-View Presentation Binder ———
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8. Click ‘Submit Cart’ when you have completed your catalog purchase(s).
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9. The Office Supplies Punchout Catalog closes and the user is directed back to the ‘Summary’

page of the newly-created Requisition where the punchout purchase(s) are displayed as line
items.

Note: To edit the quantity or items of a punchout catalog purchase, click the ‘Description’ of the line

item to return to the punchout site. Changes to punchout line items must be made within the
punchout catalog.
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RQ18751057: Untitled Requisition

Back to Catalog M=l Exit

Review your requisition, make changes as necessary, and submit the request for approval.

Title: Untitled Requisition
Pre-Encumbrance Status: Not Encumbered E
On Behalf Of: * |Ncas Requester 01

Delay Purchase Until:

o m 9

Buying Entity: * |13e6
Transmit To Supplier?
My Labels: Apply Label...

Line Items (1) Show Details [ 1]

[] No. Type Description Supplier Part Number Qty Unit  Tax Other Price Amount

) ) 0.00 $0.00
i} 1 Avery Flexi-View Presentation Binder $ $

AVE17585 3 each
| [Add frem Catalog...] [Add Nen-Cataleg ltem...

$2.23 USD $6.63000 USD
UsD uUsD

Total Cost:  $6.69000 USD

Update Total
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