Submitting a Purchase Request through SIMES

Step-by-step instructions on how the End User can submit a new purchasing request

1- Login To ServiceNow Portal

To access the ServiceNow Ticketing System, you will need:

1. A SLAC Windows Account, and
2. Login to SLAC VPN

Use your SLAC email credentials to log in to ServiceNow

To obtain a SLAC Windows Account, please reach out to SIMES HRA, Juanita
Rodriguez (jprodriguez@stanford.edu).

If you wish to order from more than 1 supplier, you’ll need to submit your request for
each supplier separately. Example: 1 ticket for GSS/ 1 ticket for McMaster Carr

URL to submit your request:
https://slacprod.servicenowservices.com/it_services?id=sc_cat_item&sys_id=6d4c9d358
73d1250cd2c41d6¢cebb35e1&sysparm_category=ca268ca06f1d21009c4235af1e3eedic
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2- Fill out the form. There are mandatory fields that need to be filled in before
you are able to submit your form.

3- The “Requested for” field should only list another name if you are ordering on
behalf of someone else; otherwise, list your name.

4- If you wish to order more than one item from the same supplier, please list it
in the “Description” field. You can copy the pre-formatted auto text in this
window, as displayed, for example, below.

Please describe the item you are ordering

McMaster-Carr

Description: Screws

QTY: see attached quote
Price: $144.31 total

Weblink: www.mcmaster.com

McMaster-Carr

Description: Screwdriver
QTY: see attached quote
Price: $244.00

Weblink: www.mcmaster.com

5- Once Complete, Click on Submit

How to place an order on someone else’s behalf?

If you place an order onsomeone else's behalf, and they’d like to be cc’d on the
ticket updates. You’ll enter your name as the requestor and go through all the
same steps above to submit the original request. You’ll then receive an
automated email confirming your ticket details, as shown in the screenshot
below. You will click on the highlighted ticket number to see the ticket details.



SIMES Procurement Request IMS0036686: McMaster Description: QTY: test Pric...

' < | [eer
o SLAC IT Service Desk <slacprod@servicenowservices.com> ‘© Q19> ‘ L J

To @ bvierig1@slac.stanford.edu 11:43 AM

[ ]

Hi Brittani Vierig,

Thank you for your recent request. Our procurement team will review and complete your request. If
you have any questions, please reply to this email and your ticket will be updated

Ticket Details

Ticket Number: IMS0036686

Short description: McMaster Description:
QTY: test

Price:

Weblink:
Part #:

IMS0036686

The ticketing system will look like the image below. You’ll then click on the “Notes” tab,
click on watchlist, and add the email address.

*Note: When you add another person to the watchlist, it will only provide them with
current updates from the ticket after you’ve added them.

(6] 25 slacprod.servicenowservices.com/now/nav/ui/classic/params/target/interaction.do%3Fsys_id%3D4{6c4f804730ae9088598810326d435{%26s... & ¢ @) Verify it's you

58 @ Cardinal Print Center  §j Dining Locations ... Order Online S VYear End Calendar |.. €3 Remote Support Po. £ DOE Field Budget R £ Calendar | Business. » 3 Al Bookmarks
: Favorites  History ~ Workspaces Interaction Services- IMS0036686 7¢ Q_ Search Q O
< [ ¢ #+ | Discuss || Update || AssociateRecord
Number  IMS0036686 Assignment group | SIMES Purchasing ‘q\ m‘
Openedfor | Brittani Vierig ‘ alle Assignedto | ‘ al
*Type | Form v State | New v
SubStatus | ~None - v

Short description | McMaster Description:QTY: testPrice:Weblink:Part #: ‘

Description | Brittani Vierig
PA#: 22120-A1200
McMaster
Description:
QTY:test
Price:
Weblink:
Part#:

Details | Notes

Watchlist | & a‘
Additional Comments (Customer Visible) | ~Additional Comments (Customer Visible) =

["] Work notes [ Post




How to Check on vour Existing Ticket

1-Log back in to ServiceNow Dashboard

2-Click on the specific ticket
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3- Each of our tickets will show status as it moves through our various steps of
the Purchasing Process. If you wish to view this at any time, you can log in to the
ticket to access it. Please allow at least one business day for it to be assigned.

4- If you need to add notes about the order, you can do so by clicking on the
“Notes” tab, adding the note, and pressing “Post”(screenshot below).
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