1) This will be your initial screen where you will enter the email address associated with your
account and the password provided to you from WB Mason.
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2) Once logged in you have the ability to select between P-Card or PO Purchases.
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3) The P-Card cannot be used for certain purchases including, but not limited to, Food and
Beverages, Furniture and purchases for Fund 500. Please remember that P-Card policies do
apply. If you are trying to purchase something that is not allowed on the P-Card you have the
ability to switch over to Purchase Orders mid order.
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4) The shopping process is similar to most online websites; you will shop and add items to your
cart. When you are done shopping, you will proceed to checkout, where you will have the
option to select your shipping address that was provided on the access form.
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HP HP 904, (CE390A) Black Oniginal Laserlet Toner Cartridge $156.96 EA $156.96
HEWTEISDA = 3
Availability: Next Day

PURELL® Advanced Green Cerliied Instant Hand Sanilizer Gel, Sor Pumg $4.99 EA $14.97
Botlie, Clear

GOUIERT1ZEA - 2
Avaliability: Next Day

B E

| Remave from cart |

Select Action... =  Sort By... - Sub-Total: $171.93
[ Uedote Cart | [ Emety vour Carl | | Save Cont for Loter | MEMJ

cantinue shopping >

Shtven THAR T AeEESTe arnn Sl Maenn hae hean nassianats ahao ienmsinn i el e R R A e e e

£ WD Mason - Shipping Add... =

ess.00p @ ¢ |[Q Search
de land Departm.... )
(CADTITAR - PCared m?::‘.‘:.".‘:'mmh 1 |'::.:::‘ - 'ﬁ’m @51 SHOPPING CART
4 hems i $171 93
QUICK DRDER CHECKOUT I
Fedsral Government Customars Cligk Hars | Enter Keyword
® sHop * SERVICES 2 SUPPORT  ( ORDERS o ACCOUNT CENTER @ FAVORITES  craate Favortan it

CHECKOUT BEITZFE® cwperse » Biing »  Preview »  Order Confirmation

SELECT A SHIPPING ADDRESS

Filters: | Fimer || Ciear |
Selected Name Address City State Zip Code Amnention Phone
& uRl Cariotti Bidg 75

LowerGollege Ra 'ngston Ri 02681 [Enristine Sulivan [i#01) 874-2378
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5) You will then be required to enter the department that is being charged. This is in order to track
who has online access for each department and will be printed on your invoice for your own
tracking.
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CHECKOUT snippng [ IZEEESl> siing » Preview > Order Confimation

SELECT EXPENSE ALLOCATION  * required Information

Dept # & Name *

4001 Controller

Glick ‘Next'to proceed to Biling Options [JNEXT|




6) You will then provide either your P-Card info or a valid PO#. The screens will be different
depending on which was selected when you logged on.
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nts % | #2% WB Mason - Billing Address X\_+
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CHECKOUT Shipping » Expense >m> Preview »  Order Confirmation

PAYMENT & ADDITIONAL INFORMATION  * Required Information

Sz

Enter Procurement Card Below:

Payment Method*
Procurement Card

MNickname ?
Name on Card* Christine Sullivan
Card Type* Visa -

Procurement Card Number®

Expiration Date* 01 ~ 2016 -
Manage Credit Cards [C] save as Personal Card for future use.
BILLING ADDRESS
MName Primary Address
Attention Judy/Accts Payable
Street Address Carlotti Admin Bldg
City Kingston
State RI
Zip Code 02881

Phone Number

ORDER INFORMATION

Coupon Code | apply | Product Subtotal $171.93
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Welcome, Christine Sullivan of University Of RI WHO BUT
(C1072315 - PO Purchases) Switch | Logout Q'W T SH(PF'INGS?EI
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QUICK ORDER
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®SHOP | ASERVICES | 2SUPPORT | MORDERS | < ACCOUNTCENTER = WFAVORITES  Crosi Fovories s
(HECKOUT  snipping »  Expense |JEIRER® Freview »  Order Confirmation
PAYMENT & ADDITIONAL INFORMATION  * Reguired Information
Payment Method*
Please select one of the payment options below.
@ Bill Me On Account
© credit Card
Select Credit Card:
Purchase Order #* 17345
BILLING ADDRESS
Hame Primary Address
Attention JudylAccts Payable
Street Address ‘Carlotti Admin Bldg
City Kingston
State Rl
Zip Code 02881
Phone Number
ORDER INFORMATION
Product Subtotal 5204
Coupon Code M Tax Subtotal $0.00
{may include bottle deposits)
Order Total F2.04

You will have & chancs fo revisw your ordsr on the next page befors you submit it E




7) You will then preview and place the order. If your purchase was on the P-Card, please print you
confirmation and submit along with your P-Card reconciliation. If it was on a PO, sign and submit

your receiving report once the items have arrived, and the invoice will be sent directly to AP for
processing.

Welcome, Christine Sullivan of University Of RI mw‘nﬁ #5]  SHOPPING CART
(C1072315 - PCard Purchases) Switch | Logout .
4 ltems $171.93

Federal Government Customers Click Here Enter Keyword ﬂ

# SHOP * SERVICES | &SUPPORT | ® ORDERS  ACCOUNT CENTER | WFAVORITES creote ravertes tists

CHECKOUT snppng » Expense > siing | EGLEN®  Orer Contrmation

SUBMIT ORDER = Click Submit Order to place your order

Shipping Address Expense Allecations Billing Address
URI Dept # & Name: 4001 Controller Primary Address
Carloiti Bldg 75 Lower College Rd Judy/Accts Payable
Kingston RI 02881 Carlotti Admin Bldg

Kingston RI 02881
Additional Shipping

Attention: Christine Sullivan Payment and Additional Info
Phone Number: (401) 874-2378 Payment: Visa
Floor & Room: 110 Carlotti Admin Bldg Name on Card: Christing Sullivan

Card Number: *4111
Expiration Date: 1/2017

| Print This Page & |

Item Number  Item Description Type Price/lUOM QTY Ext. Price
GOJ969112EA  Advanced Green Certified Instant Hand Sanitizer Gel, 8oz Pump Bottle, &;} $4.99/EA 3 $14.97
" | Clear
HEWCE390A HP 90A, (CE390A) Black Original Laserlet Toner Cartridge \, $156.96/EA 1 $156.96
Product Subtotal 5171.93
Tax Subtotal 50.00
Order Total §171.93

See our Returns Policy. Click Submit Order to place your order | SUBMIT ORDER




Welcome, Christine Sullivan of University Of RI ﬁn_ni‘ ’__QJ SHOPPING CART
(C1072315 - PCard Purchases) Switch | Logout . 0t 5000
ems

[ ouick ORDER ][ CHECKOUT ]

Federal Government Customers Click Here Enter Keyword
- Selected List
¥ SHOP * SERVICES 2 SUPPORT © ORDERS o ACCOUNT CENTER ¥ FAVORITES Creste Favorites Lists
CHECKOUT shipping » Expense *» Biing » Preview 'R
Thanks! Your order is complete
and your order number is: $033940227
Thank you for shopping with W.B. Mason! Order Number: 5033940227
Your order has been submitted. | Print This Page & |
Shipping Address Expense Allocations Billing Address
URI Dept # & Name: 4001 Controller Primary Address
Carlotti Bldg 75 Lower College Rd Judy/Accts Payable
Kingston RI 02881 Carlotti Admin Bldg
Kingston RI 02881
Additional Shipping
Attention: Christine Sullivan Payment and Additional Info
Phone Number: (401) 874-2378 Payment: Visa
Floor & Room: 110 Carlotti Admin Bldg Name on Card: Christine Sullivan
Card Number: *4111
Expiration Date: 1/2017
Item Number  Item Description Type Price/UOM QTY EXt. Price
) GOJ969112EA  Advanced Green Cerlified Instant Hand Sanitizer Gel, 8oz Pump Bottle, &i‘ 54 99/EA 3 $14.97
™ Clear P
e =
HEWCE390A HP 80A, (CE390A) Black Original LaserJet Toner Cartridge ‘/ $156.96/EA 1 $156.96
Product Subtotal $171.93
Tax Subtotal $0.00

may include bottle deposits

Order Total $171.93




