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Order Walkthrough




Step 1

Click on “Purchases” Icon.

MNote: Some positions have more or less
icons than others, however If authorized to
purchase, you will have a ‘purchases’ lcon.
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FACILITIES MANTEMANCE

Scroll through the suppliers and click the
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Step 5

You should be redirected to the
supplier's catalog. Use the search
and category menu to find the item
you would like.
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Step 5

Once you select an item, complete
the order specific to the itermn as
guided, select quantity, and click
the red ‘order’ icon.
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My Order
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Price
£10.65

Product Qty

= 1

Men's Dry Zone Grid Polo i1
Color: Black, Logo Opticn: Your
Community, Size: Small

- Order More of this Product
- View More Men's Apparel

- Delete Item from My Order
- View Purchase Details

Total

$19.65

Step 6
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Double check quantity, edit if

necessary, then click the red

‘Checkout’ icon.

Make any quantity changes above? Click Update
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Step 7

Write In the a description of the Item,
and type a memo for your order

approver.

Note, this memo will be seen by the
approver, not the supplier. Supplier
memo/notes are located In later steps.

Step 8

If you are ordering one Item type, you
will next click the orange ‘checkout
icor’. If you are ordering other Iltems as
well, click the ‘continue shopping’ Icon.
This will take you back to step one,
however your shopping cart will
contain this order.



Please note that the external checkbox in the "attachments” field will send 1

Step 9 |

Review the shipping address. Your
community address should appear.

Shipping Address . Shipping Address

Information

ALt mants
If you would like to ship to a " puies e To Adme —
location other than your home i i Road Devon, PA 19333 N
community, click the ‘use alternative e
address’ box. Then type In the Revier snd Submh Apply Ship-Te Addrass Changes to Al Lings
alternate address.

Use ARernale Addieas

Alternate Address




Please note that the external checkbox in the “attachments” fleld will send the
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show your community number.

S o e Requester will be you. Click the ‘High
Prionty’ box If appropriate. Type

Mgk Priesity memos to the supplier If needed. The

MNotes to supplier will see this. Internal memo

s o Bl the supplier will be seen by the approver, not the

supplier.
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Step 11 |

Select the ‘requested delivery -
date’. Type the supplier. The e
system will find the supplier based

on the key words you type.

If It does not find your supplier,
clck the three lines on right side of
the supplier box.
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Step 12

Under ‘review and submit’ tab,
review your order. If satisfled, click
the ‘submit’ Icon a the bottom of the
screen. This will send It to your

approver.



Please contact your account manager.

Traci Butler

Account Executive

traci@inspirenw.com
(971) 246-8070
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