


Imagine getting your orders within
3-5 days, you can and here’s how...



Purchase Requisition's require vital information, this is to:

@ To reduce time wasted in corrective actions
\/ Ensures orders and invoices are fulfilled promptly
[>[> Increase speed of delivery to correct site address

8;' Enable communication/SMS alerts updating users on orders
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Punch Out

Technical Changes to

Usually this is a conversation
needed with the person who
originally requested the item and
rarely the PO raiser.

By including a telephone number,
we can get in contact straight
away to advise of these changes
and offer alternatives if necessary.

Why are End User/Requester details so important?

Back Orders

Sometimes items go out of
stock and can have extended
lead times.

If we have the Requester
details, we can call up/email
and suggest alternatives or
work through the issue.
Enabling goods to be received
quickly..

Dispatch Notification

Our automated systems send out
a notification to the Requester and
PO raiser, alerting the user that
their goods have been dispatched.

The email also details the returns
process and has a copy of the
delivery note attached along with
any backorder notifications.
Ensure the end user e-mail
address is included to receive
order information.

Delivery Tracking

All our couriers use automated
SMS delivery tracking, with the
ability to delay or redirect orders.

In some cases, this is crucial in
order to book the delivery into
site in advance. In order to do
this, we need the end user
email/telephone number as this is
a mandatory requirement of most
couriers nowadays. If we have no
details this holds up orders being
dispatched.

morethansafety

Product Recall

We have always stored the end
users details against order lines
and this has been crucial in the
past when dealing with product
recalls.

Test equipment, LOTO locks and
Tools have all been subjected
manufacturers product recalls
throughout the past few years
and end user details have been
crucial to this process.



Punch Out

Issues with PO received

We experience a number of
issues with Purchase Orders, from
wrong line type, incomplete or
wrong delivery address details.
These need to be corrected
early on to stop soft closing of
the PO.

JA

Why are PO raisers details so important?

PO’s being closed early

When a PO is closed on the
system and we receive a
notification this will cancel our
backorders and leaves us
needing to contact the PO
raiser to inform them that they
will need to reopen or raise a
new PO in order for us to
deliver back orders

y

Back order notification

If a back order persists for a long
period we will likely contact the PO
raiser and end user to check that
an alternative is not the best
course of action, or whether we
should cancel. We ideally need
both sets of details for this

Invoicing issues

When we come to invoice if there
are any issues, our first port of
call is with the PO raiser. They will
likely be the person we need to
contact to resolve these issues.
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Manual PO’s being Raised

Manual PO’s should be by
exception. All orders should be
placed through the punch out
catelog. The MTS quote
converter function has been
developed to improve your user
experience through making it
quicker and easier to process
ordering.




Comprehensive video guides available at morethansafety

https://cbre.morethansafety.com/video-homepage

Helpful steps in Using Punchout

1 2 HOW DO | CHANGE MY
?
HOW DO I LOG IN? CONTRACT?
How to register for the CBRE = 7
How to set up your account to see your
o Procurement Portal when you don't . .
contract specific branded items and
cemapmos | NAVE ACCESS tO MyBuUy and the R PPE
S i punchout catalogues. '
?
; HOW DO | CREATE A QUOTE? 4 HOW DO | TURN A QUOTE TO
AN ORDER THROUGH MYBUY?

How to add items to your basket and

e, — subsequently raise a quote to give to — .
(5 q Y 9 9 How to process an engineers quote
= our contract support to order. )
y PP through the online catalogue to
- — . .
correctly raise a purchase order using

the punch out.



https://cbre.morethansafety.com/video-homepage

How MTS receive Punchout Orders from CBRE

MTS receive orders via the catalog punch out, data points are morethansafety
collated and transferred via a feed. Please note, not all fields are —
. . . .. , Thank you for your order from CBRE. Once your package ships we will send an ema
IﬂC|Uded aﬂd they do ﬂOt reCelve Separate |nd|V|dua| PO S with a link to track your order. If you have questions about your order, you can emall us
at web. orders@morethansafety.co.uk or call us at +44 (011489 780 255, Our hours are
08:30-17:30
Receive: Your Order #100003000021894
PO Coupa header information: PIRCEE0N 20 I S0SK 084010
o Shlpplng Info (AddreSS) Billing Info Shipping Info
Name Name
i Name CBRE CBRE
Southwark Stree West Stree
e E-mail address R S o
United Kingdom United Kingdom
 phone number E-mail address E-maﬂ address
External 1D: 437805 External 1D: 50500-5050040197
. . Payment Method Shipping Method
Catalogue information: PO Number SOUKP3231468 Stardand -

* Line quantity
* Delivery date

Before you place your order ensure:

e PartiD

* Price Correct delivery address is selected from the dropdown and

* Lineltem contains the client name, building floor/ building
Requesters telephone number has been set up

PO description in header view is NOT visible to the supplier Correct On Behalf Of / Requester

Quantity PR
Transmission method must remain as ‘Supplier Default’.
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CBRE View in myBuy

Review Basket=190065 ean

Assigned to None

Invite
General Info  Basketltems  Approvers Comments History
o Add Tag
o: General Info @ ShipTo
Created By Denise Gard I *Address No address selected ,DI
On Behalf Of Attention iDenisa Gard ]

CBRE

PURCHASE ORDER

MORE THAN SAFETY LIMITED

PO NUMBER SOUKP
22 Solent Industrial Estate ST

Hedge End REQUESTER CONTACT Joe Bloggs
REQUESTER PHOME +447977123456

5030 2FY Southampion

United Kingdom P REQUESTER EMAIL joe.bloggs@cbre.com

Email opsi@morethansafety.co.uk

* The Requesters Phone number will not be visible within myBuy but will be shown on the Purchase Order and contained within the CXML feed to

the supplier

General Info
Created By Mella Santos
On Behalf Of
Assigned to None Assign
Project

Justification

Hide Price O

Attachments Add File | URL | T

o xxXS(XXX

Ship To

*Address No address selected ’;j

Attention [ Mella Santos

®= Do not add comments to your PO Description as this cannot be seen by MTS
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Adding your vital information in myBuy

1 How to:

Add a ‘Ship To Address’ for it to be available in the dropdown. Raise a SNOW ticket (TIGER Project/Contract
Request | ServiceNow (service-now.com)

Line 1to include the Client name and floor of the building or building name, (column N)
Line 2 should include the number and Street name (column O)

City (column R)

Postal code (column U)

2 Add requesters telephone number, via onetime set via peopleservicesemea@cbre.com to add to their profile

Confidential & Proprietary | © 2024 CBRE, Inc.


https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default
https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default

Adding a ship to address

Filter navigator+ € | Service Catalog > GWS Vendor Maintenance Requests > TIGER Project/Contract Request

TIGER Project/Contract Request

= * C]

Self Service Please fill in all required fields to expedite the request of setting up or amending a project/

I Tiger Project/Contract template. I

Project Master Template Guidance v1.00

My Group Interactions

Walk-up Check-in

*= To add a Location — you will need to submit a “Location Code Request”
= Raise a SNOW ticket (TIGER Project/Contract Request | ServiceNow
(service-now.com)

Name | 95020-95020-CBRE GWS Lit

Creating a requisition on behalf of

o v someone else will default the ship to
- address and some of the billing
tz information. Please ensure they have the
e correct Ship to Address.
*City | London
State ~/| The ship to address will appear as follows:

State ISO Code

* Postal Code | SE1 0HL
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Enter abbreviated name
up to 10 characters.

Zip or Postal
Code (zip+4 is
allowed)

State/Province
abbreviation

If Applicable

qffery for Customer ID

Run
GWS_CUSTOMER

Cou

Short Description

Address1 Address 2 City

State Postal Code
EC3N 7AF

Britannia, 52 Lime Street Floor 28th London

ACTIVITIES

LOCATIONS Sael vty Iniy CONTRACT BACK UP ®

Customer ID
12G0000000014

Open up the Tiger Project/Contract template — TAB Location

Line 1 to include the Client name, building name/street (column N)
Line 2 should floor of building if applicable (column Q)
City (column R)

Postal code (column U)
Review Basket:1o0067 Invite
General Infi Basketltems Approvers Comments  History
(5 Add Tag
o: General Info 7 Ship To
Created By Nikki Hartnoll * Address| O

On Behalf Of | Denise Gard
Clear

Assigned to None Assign

Location Code: 50500-5050004615

10


https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default
https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default

Live Demo - MTS myBuy Web Quote Processor (Punchout into PR Creation

cere morethansafety

WELCOME . ey

LOGIN

10 see products and gain access to the website.

Are you looking to build a quote to hand over to @ PO Raising? Are you looking to convert a quote into an order on the myBuy

punch out?
Login
Goto
| ©
Want o make using mySuy
“ Clck nare o nd ot EE
Welcome to the More Than Safety | CBRE Online Procurement Portal My account |
cere morethansafety | n E
YOUR CONTRACT UNIFORM FOOTWEAR PPE TooLs TEST EQUIPMENT Lo/10 WORKPLACE HYGIENE

n Free UK Shipping Over £50 A Can't Find What You're Looking For?
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ck

ILogo

Basket
2items - E£133.26

CLEARANCE

g sales@morethansafety.co.uk

How does
this work?

YOUR CONTRACT UNIFORM FOOTWEAR PPE
A\ Free Uk shipping Over £50
MY ORDER
ITEM
-“% CEBRE QHSE Approved PPE Kit
}*-’-’ sku 1601242

femere

. CAT Charge Hiker Boot 53 Black
Sku: 8011932BLKS

Shoe Size: UK 9/EU 43

Tools TEST EQUIPMENT Lo/t

A Can't Find What You're Looking For?

PRICE QTy SUBTOTAL
£59.95 1 £59.95
£73.31 1 £73.31

o

WORKPLAGE - CLEARANCE

g sales@morethansafety.co.uk

SUMMARY

DHL

elivery Service £0.00

Subtotal £133.26

shipping (DHL £0.00
Delivery Service)

Basket Total £133.26

Proceed to Checko

save Basket

n


https://cbre.morethansafety.com/
https://cbre.morethansafety.com/

Exception to Punch Out and how to update manual PR Basket Items

Billing Address

61 SOUTHWARK STREET
LONDON

SE10HL

UK

CBRE MANAGED SERVICES LIMITED

22 Solent Industrial Estate
Shamblehurst Lane South
Hedge End, Southampton

Sales Quotation

morethansafety ===

United Kingdom

Tel.: 01489 780255 Quote No.: 60945

Fax: 01489780221 Date: 04/04/2024
E-Mail: sales@morethansafety.co.uk Customer Acc No.-

Sales Colleague:

Delivery Address
C/O CBRE MANAGED SERVICES LIMITED Contract ID:

MTS VAT No.: GB522033500
Company Reg No.: 2306254

Supplier Part No. IDegcn' ption Assign to Quantity Price VAT Code Net Amount

7010369 ISpare Battery for HS1 HeartStart Defibrillator 5 22495 o1 1,124.75

NetTotal | GBP  1,124.75

Total VAT | GBP 224 95

S~o Quote Total | GBP  1,349.70
NGRS
~ ~
DR
~
\\\ \\\
.. Basket Items S S~o TR P —"
N ~
~ S o
Add Line Clear Basket e Advanced. Searct A BlLdA Line Number: 0 -9 v -
Se <
\\\ \\\\
® ( \\ \\\
~ ~<
\\\ \\\
\\ So
Item * Supplier Commodity —~ \\\\
~
Spare battery for HS1HeartStart )RE THAN SAFETY S v T~a
~
S~ ~o
~ SS
~ ~
Unit P Qty uom Supplier Part Number
L v 1.00 Each v 7010369
Shipping Payment T
v
* Need By
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MTS Supplier Part Number can be found in
the first box of the sales quotation and this
same number needs to be populated in the
basket items section in Supplier Part
Number field when raising manual Purchase
Requisition (Free Form Order)

Quote to be requested

This should only be used as an exception to
punch-out when items required are not
hosted on punch-out catalogue or when
guotation cannot be loaded.



Invoicing tips:

All PO’s should be a quantity based PO’s

Ensure, if all items have not been received that the PO remains open
Back-order items will be invoiced separately by MTS still on the same PO

Ensure you change your need by date for the outstanding items to be
delivered
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Appendix



myBuy internal training on punchout:

Internal CBRE Link to punchout training

«= Creating_Punchout_Req....pdf

myBuy

Ordering from a Punchout or Hosted Catalog

Table of contents

Create and Edit a Catalog RequiSItion........cccoviiiiiieccincines e e senenne 2
Create a Punchout ReqQUISIHION.......ccccciieeiieiiiirier et es s ssnneeesesesesse s rmssssnssnnens 2

Search and Add ltems to the Cart.............ciiiiiiiii i e 2
Withdraw a Submitted ReqUISHION.......cciiiiiiiiiniiics s 8
EOiE A ROGUISIEON \w.oucioneniiricsinsssciie savsissssiisuasrosassas sitnsssinnsnneissnssnasasmysass sorpsins sinvaaie 1"
Receiving Your Purchase RequisSition ..........ccccceviviennmnninssienisssssssnsssecsnssssssnanns 14
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https://cbre.sharepoint.com/sites/intra-Procurement/Shared%20Documents/Forms/Admin%20View.aspx?id=%2Fsites%2Fintra%2DProcurement%2FShared%20Documents%2FmyBuy%20Training%2FNew%20Global%20Job%20Aids%2FENGLISH%2FPurchasing%2FCreating%20a%20Requisition%2FCreating%5FPunchout%5FRequisition%5FAMER%5FEnglish%2Epdf&parent=%2Fsites%2Fintra%2DProcurement%2FShared%20Documents%2FmyBuy%20Training%2FNew%20Global%20Job%20Aids%2FENGLISH%2FPurchasing%2FCreating%20a%20Requisition
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