Central Stores Order Web Form (Digital Storefront)

1. Loginto Employee Online. You need to log into Employee Online using your ID number with leading zeros.

2. Once you are in Employee Online, click on Menu, Web Forms, then Stores Inv Warehouse Order Form.
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3. When you click on the Stores Inv Warehouse Order Form you will now need to log into Business Plus to access the warehouse
form. This feature is not actually part of Employee Online, it is only a link to this feature. When you see this login, be sure to
use the same ID login and password used to login into Employee Online.
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4. The order request web form will open. Select your ship to location from the drop-down arrow and hit Submit.

S1 WareHouse Order Request

DesMoines
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Request Details

Ship To Location: | 21st Century Programs @ Kurtz (L055) V|
Ship To Address: 1000 Porter L0535, DES MOINES, 50315, 1A

s i |


https://dmp-eo.businessplus.powerschool.com/ifas7/login/login.aspx?ReturnUrl=%2fBusinessPLUS%2femployeeonline%2fEOHomePage

5. The Central Stores web site will open. Please wait for page to load completely before hitting Browse.
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Inside the site you will see tabs for all the categories available. You can order from as many as needed. For each item you wish to
purchase, enter a quantity, and click Buy Now. This item will appear in the shopping cart in upper right corner.

Once all your selections are made, click the cart in upper right corner and begin checkout process.
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Review your cart. If you need to add more items, click Continue Shopping. Click Proceed to Checkout when ready to complete
your order.

Search Product = Category = T Cart (1) -
Products Quantity Unit Price Total
Subtotal: $0.23
Battery, AA Alkaline [S004011031] 1 5023 §0.23
Item Name: Battery, AA Alkaline Taxes: 50.00
Description Footer: S004011031 o Save for later Total: $023
W Remove

Price subject 1o change.

Proceed to checkeout to view final order total,
including taxes, fees, shipping.

CLEAR CART PROCEED TO CHECKOUT =»



8. Click Proceed to Payment.

Payrment

Products
Battery, Aa Alkaline [S004011031]

Itemn Name: Battery, AA Alkaline

Subtotal sSo.23
Shipping S0.00
Taxes: S0.00

Total: $0.23

oo o

9. The last screen in the checkout is Place My Order. Once this is selected the order will take you back to a web form where you
can give delivery instructions. You will not be able to add to your order past this point.

Products
Battery, AA Alkaline [S004011031]

Iltem Name: Battery, AA Alkaline
ary Unit Price

3

Subtotal $0.23
Shipping: $0.00
Taxes: $0.00
Total: $0.23

Price subject to change

10. On the SI WareHouse Order Receipt Form, indicate the specific person and room for the order. Click Submit when complete. A
box with appear showing the order was successfully submitted along with a confirmation order number. Your order is now
complete. It will begin the workflow process and will flow to the office manager for your location. You will also receive an email

confirmation.

SI WareHouse Order Receipt Form

Order Details
Requestor: OFPER®  THO
Ship To Location: L0535 21st Century Programs (@ Kurtz
Ship To Address: P1 1000 Porter LO5S5, DES MOINES, 50315, IA

Indicate the specific person to deliver the order to

Thomﬁ |

Indicate the specific room/area to deliver the order to

Item Details
Item Description Product ID Quantity  Units Amount
1 Battery. AA Alkaline S004011031 1 EA 023
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Pl
| dmp-bplusfarm.businessplus.powerschool.com says

[Success:] Inserted 51 Order Batch 5115396




Troubleshooting Tips

¢ You need to log into the order form using your employee ID number login with leading zeros.

e The webform is not actually part of Employee Online. Itis simply where the link to the order form resides. Therefore, you must
log in to the form a second time for it to open.

e  If you are having issues with Employee Online, you should first clear the computer cache and log out and try again.
e  If the form does not open hold the control key down and press 5, this is a screen reset.
e  The first approval of the order will be the designated Office Manager based on your supervisot’s primary location.

e  For users with two logins, (BusinessPlus Dashboard and Employee Online) for the stores order process it will only work with the
Employee Online login. Office Managers included. Once it hits workflow, Office Mangers will use their Dashboard login to
complete process.



