How to submit a request in QUARTZY

https://www.quartzy.com/

STEP 1: CLICK LOGIN

Q U A R T Z Y HOME TOUR WHY IS IT FREE? LOGIN @

The free and easy way to manage your lab.

Used by over 100,000 scientists in over 30,000 labs worldwide.

Join today » Watch video

(@) Help

STEP 2: TYPE in your login credentials and CLICK LOGIN.

Q U A R T 2 Y HOME TOUR WHY IS IT FREE? LOGIN @

Login to Quartzy

8+ Login with Google

virginia.hernandez@times.uh.edu

Stay logged in Forgot Password?
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STEP 3: Search for your group

I Now 1 Approvea Omeren 31 Rocenon 8 RoquaHs

RFATIMES Signage FastSigns. o 4839

Find your group

STEP 4: CLICK “Add Request”

Now 1 Approvedd | Onewod 31 Recenven AL Requosts

RFATIMES Skjnage Fastigns T T s4m39

Purchase Hstoey
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STEP 5: Type order details such as vendor, catalog #, item name, price & funding source.

Click the blue hyper link “Add Grant ID, Requisition#, PO#” to drop down the funding source

spacing provided.

n Ackd Roquest in TIMESICACDS

General Supply

$0.00

%

STEP 6: Click in the space labeled “Begin typing to search” and a list will drop down for you to select the

appropriate funding source.

X< 1 $0.00

B0289-56489-AMI

m

BO475_56930_MREB-FUNDS
B0O822-18096-CACDS-IDC
B1691_34116_TIMES-IDC
B2802-48548-CACDS

BA4ATT-47921-HSBSRettig -
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vendor Catalog #

Tejas Office Products e RAC84360 ~

Item Name

Disinfecting Wipes

Unit Size Type
Office Supplies ~
Unlt Price Qty Total
<2 $30.50
URL

http://www.tejasofflce.com/ltemDisplayG.aspx?D1=Disinfecting-Wipes-7-x-8-Lemon-LimeQ...

Motes

REMINDER: Always
put in a cost center.
Upload files if you
have a sales quote or
Grant ID required forms. Once

. © af— complete click "Add

Request"

Requisition # PO #

O Upload il o —

Add Request @ Add Another ltem _ Cancel
-~

e The box labeled “item name” will vary depending on the request being submitted. When
submitting a purchase request list the name of the item, example filing folders. When
submitting items that is not a purchasing request list the name of that request, examples are
Reimbursement, participant payment, gift card request, invoice.

e You have the capability to attach quotes, invoices & receipts etc.

o Feel free to provide any additional information in the box labeled “notes”.
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STEP 7: CLICK Add Request

e Should you have more than one request for the same vendor CLICK on the blue label that reads
“+Add another item”

e Please note if you have a purchase request for a different vendor or alternative request you will
need to click the top tab that reads “ORDER REQUESTS” and then proceed with steps 4-7.

e You can monitor your request and have the option to cancel the request for any reason prior to
purchase.

Takés Chath Dry Cloaning Cougar Laundry 59269 Arcirow . 206

Disinfocting Wipes Tejas Cfica Products $30.50 Wirginia H

Aprl Invoice SAFESITE 75350 Whitnary R, Agr &

What will happen next .....

e You will receive an email once your order has been approved. The approval individual will vary
depending on the funding source selected.

a) The next email after the item has been approved will notify you when the item has been
processed/purchased.

b) The final email will notify you when the package has been received in room 371.

K/

+ Please contact Virginia Hernandez for all updates in Quartzy needed such as

adding new employees, adding new funding sources or access to addition

Quartzy groups.

+« Email address: virginia.hernandez@times.uh.edu
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