rrrrrr

H BERKELEY LAB

Order Berkeley Lab Business Cards on eBuy through Staples

eBuy is the Laboratory’s online solution for ordering business cards.

You will need authorization, a Project ID (PID) and Activity Code to place your order.
Note that Firefox is the recommended browser for using eBuy.

1. If you're onsite, link directly to ebuy.lbl.gov

If you're offsite, you will need to go through the Lab’s Virtual Private Network (VPN)
https://commons.lbl.gov/display/itdivision/Virtual+Private+Networks+at+LBL

2. Login with your LDAP password and multi-factor authentication
(MFA, Google Authenticator, YubiKey)

BERKELEY LAB
FMS9PRD

.
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For MFA information, please visit go.lbl.gov/mfa

Sign In

3. Click on Go to eBUY

eBUY c ov

Go to eBUY
(Firefox Recommended Browser)

Products in supplier catalogs may change frequently. As such, you may
find items that have yet to be restricted for purchase. It is the
's ity, as of public funds, not to purchase
any item that is non-essential for Lab business or above what is
bsolutel; yto the Lab's mission.



https://fmsprd.psft.lbl.gov/psp/fms9prd/?cmd=login

4. Click on Staples Advantage

Welcome to the eBuy Marketplace

HOW TO SHOP (More in Tips and Tutorials)
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5. Enter search term (LBNL). It is unique enough to show only the Lab’s business cards.
Choose your card from the 10 options and proceed to customize it.

*NOTE: Some fields are prefilled, e.g., address lines. Some link endings for emails and websites
are also pre-filled, e.g.: @Ibl.gov, @berkeley.edu, .Ibl.gov, and .berkeley.edu. Check that you

don’t duplicate pre-filled fields.
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6. Add to Cart/Review

GUY BROWN

Diverse Business Solutions

& Checkout

AccountNumber.. % (11 Helpv My Account v

RECENTLY BROV|
Q PURCHASED CATE|

Home / Wholesaler Items /  Wholesaler Its
Wholesaler ltems

LBNL Standard Busir
(LBNL)

Staples Item # IALAWBLO1BC | MFR Item #IALAWBL(Q

Brand Name/Manufacturer: Staples Custom Printed Ite

My Cart Subtotal: $33.00
DELIVERY
_. LBNL Standard Business Card
- (LBNL)
$33.00 $33.00

Customize

REVIEW & CHECKOUT

Note: You can also edit quantities or remove items from
your cart after clicking Review & Checkout.

Be the first to Write a Review

7. Submit Order

Q RECENTLY BROWSE QUICK
PURCHASED  CATEGORIES ~ ORDER ¥

My Cart

<< Return to vMarketPlace

YOUR YOUR
LISTS v DASHBOARD

Subtotal $33.00

TOTAL $33.00

o CONSOLIDATE SMALL
ORDERS AND SAVE TIME,
ENERGY AND MONEY.

To keep costs low, be sure to place

orders with a subtotal of $50.00 or

View more

Print as PDF

SUBMIT ORDER

8. Checkout

v Order Type v vModules ~

Simple Search My Suppliers All Suppliers

All Categories -

CartHistory My Settings ~ Tutorials ~ Logout

e-Forms

Ramove 1 | Contue S

Checkout

Product Price Update  Extended
Cart Total
Your Cart Total is $33.00
" 0003465178$$Zosia Rostomian$$SLBNL Standard $33.00  Quantity 1 $33.00
. Business Card (LBNL), Line 1: Zosia Rostomian
MAGE  supplier:Staples by Guy Brown Supplier Part i
#IALAWBLOTBC UOM:BX Mfg:STAPLES CUSTOM
PRINTED ITEM  Mfg #:ALAWBLOBC  Supplier
AuxiD:IALAWBLO1BCSS0003465178  LeadTime: Buyer
Part: MinOrderQuantity:1.0 UNSPSC:14111604
Your Cart Total is $33.00
~
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9. Save and Submit
Enter your PID and Activity Code, then submit

Checkout - Review and Submit

jon and submt the req for approval

12 vy protoronces ¥ Rocusion Satings
Business Unit LBNL % Laurance Berkeley National Lab Requisition Name

“Roquester  ZROSTOMIAN X Ros fa T

“Deliver To Location 05081232

“Currency USD

ipping Method  Standard &
Shipping Method Overmight appies 1o ALL Req iems. Cick 1o Learn More

Cart Summary: Total Amount 33.00 USD

Expand lines o review shipping and accounting datals Copy Line 1 Project(s) and N

Requisition Lines

Line  Description tem 1D Suppler Quantty  UOM Price Tota Delete
Y BROWN 1 Bax 3300 800 & ]
MANAGEMENT LLC
Shipping Line 1 “ShipTo 069.0150 3 Quantity i
Address UG LAWRENCE BERKELEY LAB Price 3300

FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLOG.
)

BERKELEY, CA 84720
AttontionTo [Rostomian Zofia T

Accounting Lines

Distribute By [ Oty

“Liquidate By

Accounting Lines Personalize | Find | View Al | £ | Tof1 &) Last
Chartfieds1 || Chartfields2 || Chartfields3 || Detaits || Defats 2 || Asset information || Asset Information 2 || Budget
Quantiy PC Bus Unit Actvity
1) [LenL X Y o 1000000 (¥ (=]
Select At/ Deselect All Salect lines to: I Add 1o Favorites G Add to Templates) [ Delete Selected
Total Amount 33.00 USD
=

¢ Send to Supplier ‘Show at Recelpt Shown at Voucher

Comments to Appr

Enter approval justfication for this requisition

2 Chock Budget

@ Save & submit ] Save for Later & Add More ltems 63 preview Approvals

10. Confirmation Page
You will also receive a confirmation email

Confirmation
Your requisition has been submitted.

Requested For Youngquist,Caitlin Number of Lines 1
Requisition Name Business Card Caitin Youngqui Total Amount 33,00 USD
Requisition ID 1000299092
Business Unit LBNL
Status Approved

Budget Status Not Checked

& ¢ L} ]
View printable version ¥ Edit This Requisition Check Budget " Pre-Check Budget

No approvals required

h @
Create New Requisition = Manage Requisitions

NOTES:
e |f you need a business card that is not an option on the Staples site, e.g., foreign
translation, please submit a request to Creative Services here.

e |f you need help with ordering or paying for your card, please contact Procurement
here.
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https://docs.google.com/forms/d/e/1FAIpQLSeSwiOrIKln4No2TefpfahsyLZg7JiGb3_JegBDf_DBZqzirQ/viewform
https://procurement.lbl.gov/welcome-to-procurement-property/help-desk/
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