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City Apparel User Guide

When ordering from City Apparel in eStores, you must first create a quote. After your quote has been
created City Apparel will send you a confirmation email with the quote number to complete your order.

For rental uniforms, the procedure is similar.
Ordering

The first step is to click on the “Create Quote” button.

e e R e
@u @ &) http://osu.edinc.com/TriggeWorkflow.asp@WorkflowAliss=EM_Runtime&\WorkflowSessionGuid=1C2C2 -4380-B647-E2EC39DSETT3&EM_BuilderSettings_ PropertySetGuid=55076012-78C3-40FD-0421-384BAD286928. ~ | &3 <M 2 8ing P~

File Edit View Favorites Tools Help | x &cConvert + E:Select

¢ Favorites | 5% B3 Ariba Spend Management... & Oracle PeopleSoft Enterpr... [EJ Google [EJ Google News ] Search Current Contracts 2] Home - OSU E-Waivers ] PRSM SHARED LINKS

(& EM Runtime - Supplier Website f v B v 0 # v Pagev Safetyv Tooksv @~

SEARCH | FAVORITES | CART | CHECKOUTHISTORY )

| ADVANCED SEARCH | QUICK ORDER | PROFILE | ALERTS

@

APPAREL «
1/

i Youquete _ REREE

Training Guides

Prodigolarketplace prov

hty h.com/UM: de X teQuot & / Unknown Zone (Mixed) | Protected Mode: On 43 +  #®100% ~



Office of Business and Finance
Purchasing eStores

. THE OHIO STATE UNIVERSITY

Next, you are going to start selecting your items to add to the cart.
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Bibs & Coveralls

- Coats - 2 o i
City Ap/[ee— rovide your organization with

the besfif s and promotional products. We
are confiziisy products and decoration
techniq@Etisd ee to contact your Corporate
Image QA earn the latest and greatest in
what we offer. Please note we also offer kick butt graphic
design services, rush services, FREE samples, custom
apparel, promotional programs, warehousing and
fulfillment. To learn more about City Apparel please visit us
at www.CityApparel.net and our sister companies (uniform
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In this example we have selected “Vests” under the “Uniforms” category and specified a color of “Safety
Orange” in the size of 3XL.
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Vest.
Item Code: CSV405
Manufacturer: Sanmar

Comer OB
Features:
* This highly breathable vest helps ensure comfort as well as safety. |

ANSI/ISEA 107 Class 2 certified
100% polyester oxford for smooth printing

Chest and lower pockets for pen and tools
« This garment must be fully zipped to be in compliance with ANSI/ISEA
107 standards

I

For a Size Chart click HERE (just click to open in a new tab or hold down
the shift key and click to open in a new window)

Options:

Color
Size Price Qty.
s si281f0 |
M $1281[0 |
L s12810 |
X s1281f0 |
2x 514,090 |
axL$17.94[0 |

3XL $1
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After selecting the items you want to order you can personalize the items. Once completed you will
either click on “add to cart” if you want to continue shopping or “Add to cart & checkout” if done. In the
example below we are clicking on Add to Cart & Checkout.
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Personalization

How would you like this decorated: Embroidery [~ ]
1f Silk Screen or Imprint, how many colors in your artwork:

upload a File:
[ kocal@CJontine
Decoration Location: Left Chest [~]

ADD TO CART  +
ADD TO CART & CHECKOUT

Copyright © 2015 City Apparel
1800 Westfield Drive
Findlay, OH 45840 - Phone: 800-422-2489
Retirn Palicv . Privacy Palicy . Tarme an: A Canditinne
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Please review the details in the shopping cart. Changes can be made if needed. Once you are ready to
send in the quote request, click on “Submit” at the bottom of the page.
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Workist Add to Favortes

oAl ® SEARCH | FAVORITES | CART | CHECKOUTHISTORY M\ ADVANCED SEARCH | QUICK ORDER | PROFILE | ALERTS

(= by Favorites
A

poroval Instance Log

Maintain Requisition:
~ Regular Entry

- Report Manager (PRINT)
- Requisition Selection

- Vendor Information

- ePro Vendor Waintenance

| () | TEE OH0 STATE UNIVERSITY e go ™ |

S e HOME ABOUT CONTACT CHECKOUT MYACCOUNT — LOGOUT

- Edit Favorites
> OSU Travel HOSPITALITY ~UNIFORMS MEDICAL PUBLIC SAFETY FRUNIFORMS CORPORATE  ACCESSORIES ~BRANDS  RENTAL INQUIRY
> tems
> Vendors .
- Purchasing Shopping Cart L
pliEity L mem | Price | 0Oty ITotall Remove | Additional Information
> eProcurement
b Perrm B ait CornerStone - ANSI 107 Class 2 Mesh Back 16.66 $16.66 How would you like this decorated: Embroidery

g Safety Vest. If Silk Screen or Imprint, how many colors in your

> Asset Management P s cerrmer artwork: 0
> Set Up Financials/Supply Product ID: SM_CST_CSV405 Decoration Location: Left Chest

Chain Sku: 522702
¢ o Cotor e e
> Reporting Taols: : 3XL

> PeopleTools
- User Defined
- Procurement Inquiry Home

- SpeedTipes

- Userd Lookup

|- Change My Password
|~ by Personalizations

i
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The next step is to fill in your contact information and any additional information you want to provide to
the supplier. Please confirm the email address because this is the address that the quote will be emailed
to.
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Quote Followup Information

First and Last Name:

Phone Number:

Email Address:

Verify Email Address:

Additional
Information:

THANK YOU R |
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Once you receive your quote confirmation, you will be ready to place your order. When the email is
received, the quote number will be in the subject line.

=1 el
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[ Meeting 3 eStores Training To Manager N[ Rules - ] » W P 3 Find (5]
S ignare X e 2 eStores Training 34 ag B 1 | a
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om [ —— Sert Mon 1282085 1214 P
e BOMverer, B shrvfommsrketDomcon; | ryanDuntommariat om
Subject B QuoteI0ooa0541 has been submitted
Enic, -

Thank you for your request. Your quate has been updated and is now available for review,

Best Regards,

¢ Consultant & Sales

P:415.4227924 T B00.4;

CITY B bword@cityopparel nel
Check out our new Music Video: wunw.deliveringimage .com

Delvering image Monthly Specials

Kara Ward | Linkedin

ity Apparel Company Profile | Linkedin
City Apparel | Facebook

CityApparelnet| Website
CERTIFIED: WBENC, WOSE, EDGE

CONFIDENTIALITY NOTICE: This 3586, Iciuding By MISCHMEN, i 107 174 5518 US® 01 18 IMENGE 1ECIBHENYS) AN May CONLAN CONMISENS nd Prvileed IMISTmANGN. Ay UNBUNOIIZED F8VIEw, USE, CHSCIDSUrE OF CHSITRANON 1S Do B, IF Yo BrE 1ot M6 INMNCRD TSN, BIBNSS SONBET I SENGS by TRy S-TN BNO Q4SIDY Bl CODAES OF M BriGina:
message. Amy views or pinions pressnted in thes emai are solery ihase of the author and oo not necessarily repressnt these of he company

From: kward@cityappareL.net [ma ]

Sent: Monday, lanuary 26, 2015 11:50 AM

To: Kara Ward; aluniformmarket@gmad.com; ryan@uniformmarket.com
Subject: Quote100000541 has been submitted

Quote100000541 has been submitted

To view the quote, log into the storefront using the quote as the usemame and the common quote passward.
The quote was submitted by

Name: Eric Dhuyvetter

Telephone: 6146883390

Email: dhuyverter. | @osu edu

Additional information-
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After receiving the quote from the supplier, go back to the City Apparel supplier website in eStores.

Here you need to enter the quote number and click “Submit Order”.
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The next screen you should see is the item(s) that you requested to be quoted. Click on the “submit”
button to take your items to the checkout page.

File Edit View Favorites Tools Help | x @convert v Eselect

e Favorites
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Shopping Cart

Item

CornerStone - ANSI 107 Class 2 Mesh Back Safety Vest.. 3 low w you like this decorated: Embroidery
Manufacturer: Sanmar 1f Silk Screen or Imprint, how many colors in your artwork: 0
< Upload a File:

Decoration Location: Left Chest

Embroidery. $3.00 1 $3.00

Order Processing. $3.00 1 $3.00
Manufacturer: InStore

Product ID: O/P

Sku: O/P

Shipping . $7.50 1 $7.50
Manufacturer: InStore

Product ID: SHIP

Sku: SHIP

Subtot:
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After clicking on “submit”, you will return back to the eStores cart with your items listed.

EM_Runtime&Action:

File Edit View Favorites

Tools

Help
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| & EM Runtime - Cart
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SEARCH | FAVORITES \m\ CHECKOUT HISTORY
Number of tems

#of ltems ca
Total Value : $3016 USD

Name this Cart Provide a name far future retrieval in Checkout History [Optional

Vendor Name Mfg Name

| Vendor Item | Mfg ltem #

1. 24340:ComerStone - ANSI 107 Class 2 Wesh Back Safety Vest. Color=Safety CITY APPAREL
Orange,Size=3XL DecorationT. 522702

2. 30556:EMbroidery, CITY APPAREL
ENB

3. 30560:0rder Processing,, GITY APPAREL
oP

4. 30787:Shipping,, CITY APPAREL
SHIP
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Display : W= Tuiosi

Back
Continue Shopping

‘Add fo Favorites & | Checkout b

PartNumber | Price
51666
USD EA
Update
Quant: 1| Remove llem
$3.00
USD EA
Update
g Remove ltem
53.00
UsD EA
Quantty: 1

5750
USD EA

Quantity: 1

Update
Remove liem

Back
Continue Shopping

‘Add to Favorites » | Checkout »

Dene

Click “checkout” to complete your order.
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Rental Apparel

To order rental apparel, the steps are similar to purchasing items. A quote must be created first.

(€180 G it.ohio-state.cdu/ psp/fsosu/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQUISITIONS, GBL?Folder=MYFAVORITES ~ || 42 | x [ 22 Bing P~
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43 to Favortes

E=ED SEARCH | FAVORITES | CART | CHECKOUTHISTORY

=

Favorites
pproval Instance Log

> ltems
> Vendors

> Purchasing //

> Inventary

" sProcursment APPAREL
> Accounts Payable g

> Asset Management

> Set Up Financials/Supply
Chain

& Workiist

> Reporting Toals

I PeopleTools

- User Defined

- Procurement Inguiry Home
Page

- SpesdTipes

- User Id Lookup

- Change My Password

- by Personalizations

m

CREATE QUOTE : SUBMIT ORDER
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All items that you can rent are located in “Rental Inquiry”

7@ Meaintain Requisitions - mmwo;“"_ =
& (L) (21 rtos:/epfinprod..ohio-state.ed/psp/fsosu/ EMPLOYEE/ERP/ c/REQUISITION.ITEMS REQUISITIONS GBL7Folder=MYFAVORITES ~ i@ | x | 2 ging P~
| x @aconvert v Fiselect

Fle Edit View Favorites Tools Help
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| @ v Pagev Saofetyv Tookv @v

| @ Maintain Requisitions [

ORACLE’
Vorkist

Scercl SEARCH | FAVORITES | CART | CHECKOUTHISTORY R | PROFILE | ALERTS

I My Favorites

pproval Instance Log

5 CART
THE OHIO STATE UNIVERSITY e Y pecunk ﬁ =
~ Reqular Entr ————a
=~ Report Manager (PRINT)
~ Regquisition Selection

= Vendor Information
i HOME ABOUT CONTACT CHECKOUT MYACCOUNT —LOGOUT (0] search
~ Edit Favorites
> OSU Travel HOSPITALITY UNIFORMS MEDICAL PUBLIC SAFETY FR UNIFORMS CORPORATE ACCESSORIES BRANDS RENTAL INQUIRY
> tems
> Vendors =
> Purchasing
ey Welcome OSU!
> eProcurement
> Accounts Payable . . _ e )
[ Asset Management City Apparel is honored to provide your organization with
Rioet o Eisndazet o0y the best in apparel, uniforms and promotional products. We
> Worklist are continuously adding new products and decoration
pEehaliTge techniques, so please feel free to contact your Corporate
- User Defined Image Consultant today to learn the latest and greatest in
[ moeakakdone what we offer. Please note we also offer kick butt graphic
- SpeedTvpes design services, rush services, FREE samples, custom b m
'%‘i . apparel, promotional programs, warehousing and
- Change Wy Password s : -
|~ My Personalizations fulfillment. To learn more about City Apparel please visit us
at www.CityApparel.net and our sister companies (uniform
rental, facility services and dry cleaning) at
www.Deliveringlmage.com We are DELIVERING IMAGE.
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There is one page for rental, which is asking for the standard information to start creating a quote for
rental uniforms. Once the required information is filled out, click on “Add to Cart” or “Add to Cart &
Checkout”

/& Maintain Requisitions - Windows

Q0 e s ohio- sttt EMPLOVEE ) REQUSTION, TV EQUSITIONS G- MFAVORITES o

File Edit View Favorites Tools Help

i Favorites | 3% [ Arba Spend Management... &) Oracle PeopleSoft Enterpr.. [E] Google [E] Google News ) Search Current Contracts & Home - OSU E-Waivers &) PRSM SHARED LINKS

| @ Maintain Reqisitions [] B v B v @ v Pagev Ssfetyv Teosv @v

Search: SEARCH | FAVORITES | CART | CHECKOUTHISTORY

[ Wy Favorites
- Approval Instance Log
Purch o

Ent
- Report Manager (PRINT)
~ Requisition Selection
- Vendor Information
Pro Vendor Maintenance
- Addto Favorites
- Edit Favorites

Rental Product

Item Code: Rental Product
Manufacturer: InStore

Here s the description of what programs we offer for OSU.

> OSU Travel

& ltems A rental program with City Uniforms and Linen

> Vendors E
> Purchasing + Mo upfront capital is required because you don't have to purchase the

> Inventory products.

Based on your service schedule, our profession Customer Service
> Accounts Payable Representatives (CSR) wil pick up your saled products and deliver
> AssatManagement professienally eleaned ones.
z We launder, inspect, repair, and replace damaged praducts in our state-

1> Set Up Financials/Supply of the-art facility.

&ED Our CSR’s are equipped with the Iatest technology to make adjustments
> Worklist to your account on the spot saving time and errors.
> Reporting Tools We provide 24/7 online access to your account information including

invoices, inventory and history reports.

> eProcurement

|~ Procurement inquiry Home B. COG Programs that save you maney - City Uniforms and Linen provides.
COG (Customer Owned Goods) programs for the specialty items that you

Page
- Speedmpes already own such as gloves, tawels and unifarms, This program allows you to
CieeTiie axtend the life of your products with our advanced cleaning and maintenance
D techniques on virtually any material and care instructions. We have the
e capabilities to process and package per your specific requests. With City’s COG
il program there’s no cleaning to do and you save maney by allowing us to
extend the life cycle of your valuable investments.
Training Guides | Need Help 7 | Exit Marketplace
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The checkout screen is the same as when purchasing items and will require you to fill out your contact
information after clicking on “Submit”.

J@ Maintain Requi
GO

File Edit View Fovorites Tools Help
¢ Favorites | i3 [E Ariba Spend Management... 2] Oracle PeopleSoft Enterpr. Google [EJ Google News (2] Search Current Contracts | Home - OSU E-Waivers & | PRSM SHARED LINKS

OYEE/ERP/c/REQUISITION_ITEMS.REQUISITIONS. GBL?Folder=MYFAVORITES

it.ohio-state.edu/pzp/ fs0su/

| @ Wisintain Requisitions [ &~ ~ [ & v Page~ Sofety~ Toos~ @~

Add to Favortes

Searcl SEARCH | FAVORITES | CART | CHECKOUTHISTORY

[ by Favorites
Approval Instance Log

Waintain Requ
Regular Entry
- Report Manager (PRINT)
- Requisition Selection
Vendor Information

) CART
| )| TrE OmIo STATE UNIVERSITY e g | ﬁ

ePro Vendor Maintenance - ~ ~ - ALUERCR ey A

D HOME ~ABOUT CONTACT CHECKOUT MYACCOUNT  LOGOUT (0] searcn

Edit Favorites
> 0SU Travel HOSPITALITY ~UNIFORMS MEDICAL RUBLICSAFETY FRUNIFORMS CORPORATE ACCESSORIES BRANDS  RENTAL INQUIRY
[ ltems
> Vendors -
- Purchasing Shopping Cart
> Inventory | ____Ttem | Pricc | Additional Inform
ot Rental Product 0.00 5 $0.00 Is your delivery location on Main Campus?: Yes

ental Produ poo I |5

blLEEmEE A Tnstors What are the available hours for delivery?: 8-5
> Asset Management Product 1D: Rental How many in your dep: ? (Minimum of 5 per
[> Set Up Financials/Supply Product delivery location, 10 associate: 10

Sku: Rental Product How many days per week do your associates work?: 5

Chain
What type of garment finish do you require?: Steam Tunnel

&> Workiist
> Reporting Tools

> PeopleTools

- User Defined

- Procurement Inquiry Home

- SpeedTipes
- Userd Lookup

|- Change My Password
iy Personalizations

M

Training Guides |Need Help ? | Exit Marketplace

ProdigoMarkstplace provided by Frodigo Solutions, LLC Al Rights Reserved
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You will receive an email with your quote number to enter.

& Mamtain Requeitions - Windows Internet Explorer oo 5 S
e e o4 ohio-state.edu pep foon T = = » -|
Bl Edt Vew Favorites Tools Help x SConvent v Fselect
i Favortes | s [ Anibs Spend Management... @ Oracle PeopleSoft Enterpr... [ Google [ Google News | Search Curment Contracts | Home - OSU E-Waivers | PRSM SHARED LINKS
{8 Maintain Requisitions fi v B} v 0 v Dagew Sefety> Tooksv @+

[ Set Up Financials/Supply
Chain

[ Worklist
o Reporting Tools
0 PeopleTaols
- User Deined
- Procurement inguiry Home
Page
peedTipes
58t 191 00k
- Chance My Pasawor

R CREATE QUOTE Your Quote: Quote1 00000559' SUBMIT ORDER

Dane & / Trusted stes | Protected Mode: On fav RN v

Click on “Submit” to bring you to the eStores checkout page.

€& Maitain Requuitions - Windows e Expiorer e ——— |, | ]
e S o wroT— aust v : S = = 5
Bl Edt Veew Favorites Tooks Help — x SConvent v Fselect
i Favorites | s [ Aviba Spend Management.. @ Oracle PeopleSoft Enterpr... [ Google [ Google News @ Search Cument Contracts 2| Home - OSU E-Waivers @ PRSM SHARED LINKS.
& Maintain Requisitions B v B v O3 W v Pagev Satety~ Took~ @~

Mg Name
Description 1 Mig tem #

SUPat Number | Poce

1 31497:Anoual Rental Cost, CITY APPAREL 5250000
( e RENT USD EA
0 inventory Quantity: 1
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THE OHIO STATE UNIVERSITY Office of Business and Finance

Purchasing eStores

Click “checkout” to complete your order.

Any questions please contact the eStores team at stores@osu.edu or 614-292-2694.
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