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Shop Learn More Not Finding What You Need? Q \=a’

drawings, a reconfiguration of an existing space, or requires electrical or IT work as part of the installation, you should route your request through the Morningside
Design and Compliance Team. CUIMC orders of a similar nature should be routed through CUIMC’s Space Planning Team. In addition, the purchaser is responsible
for ensuring installed furniture complies with current ADA regulations for the ability of a wheelchair user to maneuver throughout the space. Please contact either
the CUFO Design and Compliance team or CUIC's Space Planning Team for more information
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Purchase all your furniture needs directly from your dealer, and
request and process quotes in a fast, easy and efficient way.

Whether it is shopping for individual items from the curated
Catalog, or checking out your large scale project purchases using
Published Quotes, this site will help simplify your purchasing
process.

Benefits
24/7 Availability

Shop, purchase, access reports, and access your
order history, anytime

Control spending + Reduce
Administrative Purchasing Costs

Buy preapproved products at contract pricing
Reporting

Purchase Order status, delivery schedules, invoice
and payment details and historical spend

Electronically Process Large Quotes

Desks + Tables

T

Accessories

SHOW ALL

From your Jaggaer system, please select your preferred
dealer’s shopping tile to access the site. If you do not know
your dealer, please reach out to Lfarrell@steelcase.com

Standards

Select standardized products by location or user
groups

Financial Integration

Benefit from automation from PO through invoice

Dealer contact

Contact your dealer directly from your site for:
Request for Project or Quote and Service or Warranty
Needs



Getting started

How to access your Exchange site

1. Navigate to the IT, AV, and Office Supplies and Related Services dashboard. Scroll to the Catalog
Suppliers section and select the Empire Office or Waldner’s (Steelcase) tile. If you do not know your
dealer, please contact Lfarrell@steelcase.com

Q Chrome, Safari or Edge are preferred browsers

2. Once you land on your site's home page, navigate to the “Shop” menu to start adding products to your cart

Adding products to your cart — ppe—p—y
1. Select the product category from the Catalog s

Navigation Menu and choose the product of your _ \‘r -
interest

2. Click on the product to see more details. If your =, s i =
curated catalog allows it, customize your e i o ¥ )
product by selecting the finishes, material and T e "
other available options on the right side of the
screen

3. To preview your selection, use the 2D and 3D
visualization tools to see the Steelcase product
details in 360° . ®
4. Once the product is customized, select the °
quantity required. Click “Add to Cart” o

Cart summary + checkout

1. Click on “Cart” to begin the checkout process. A detail of your selected products will be listed on the cart
summary page. Review and edit your items as needed.

2. Click “Checkout”
/N Do not close out of this page, it could take a few minutes to transfer your cart to your eProcurement
system. Once your cart is transferred to your eProcurement system, you will automatically be brought

back to your eProcurement system.

3. Follow your internal processes to submit your purchase order
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Published Quotes

Review your Published Quotes

1. On the “Published Quotes” section of the site, you will find the 10 most recent quotes published to you as
shopper.

2. Once you located the published quote you are looking for, click on “View” to review it

Q If you have access to other shoppers’ quotes, click “Show All” to review the complete list of published

quotes
- v | - -
o . ©
Published Quotes SHOW ALL
BUILDING 301 ROOM 709 T
$3,006.38 123456  6/30/2023
WORKCAFE _w
$749.57 123457 6/23/2023
NEW PROJECT QUOTE VIEV
$456.78 123458 5/29/2023
|\
Accept or reject your quote 628959 DEMO OF NEW CLIENTCHECKOUT MESSAGE Quote Summary
1 ) Once you reviewed your pub”Shed Soid To Ship To Published  Dealer Representatives z:::::‘;;_ —— 55;: -::
. CITY OF
quote, you can accept it and checkout or Los aceLes )
Notes COUNTY OF
reject it: g ; 4 CALIFORNIA, STATE $40.70
OF

Total $749.57

a. If you want to accept your quote,
click on “Checkout” and follow your
internal processes to submit your
purchase order

questizns of changes. please contact yous Dealer Representatives Hide All Details

Catalog Number Description Quantity  Unit Total

b. If you want to reject the quote, click
on “Reject Quote” and fill out the

form :
.

I Reject Quote l
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Order History

Once your order has been
submitted (after 2-5 business

] Fese

days), you can review order

Export Results

Fiter Rosus ]
Gared 4 Purshase Onder Estimated Delvary Dt webo ¢ Tou soldto

2025 psiro o sto1900
6/30/2023 AABO51 711012023 $1,979.09
s werss srazozs stors0s
saz0zs presss [ s1o1s08
5/29/2023 AAB258 6/9/2023 $1.979.08
saiaos e st stors0s
siz0zs wereo 5028 stors0s
s Asse sz stomoos

411812023 AB123 412812023 $1.979.09

41912023 AABOOT 412912023 $1.979.09

details, status and other relevant T
information on the "ORDER G tnofs
HISTORY" section of the site.
How to check your
order status R
1. To access your Order History

list, navigate to the site's main

menu and click on "ORDER

HISTORY". A new page, with a Order Details
list of all your orders, will show.
This list contains information
about your order number, date,
purchase order, estimated

delivery date, and total of all

your orders. e

901 44th St SE

Grand Rapids, MI 49508

Quote Number: 741258

2. Click on the specific order
number for detailed information
and status. A new page, with
your specific Order Details, will
show. This page contains
detailed information regarding

your order: 2 ‘

¢ Order Information: Quote Number and Title,
Order Number and Title, PO Number and Date,
Order Entry Date

e Order Status: Processing - The Purchase Order
has been received and the Order is being
processed

* Manufacturing - The Order has been sent to
and acknowledged by the Manufacturer

* Delivery - Item has been delivered

¢ |Invoice - The Purchase Order has been
invoiced

* Sold/Ship to: You can confirm your order's Sold
and Ship To information

Previous a2 = % 8 50 Next

PROCESSING MANUFACTURING DELIVERY INVOICE
° °

Order Entry Date: 02/08/2021

Estimated Delivery Date:
0312312021

Description Unit Total °

Leap; Chair, Upholstered, Adjustable seat depth, Aluminum p $1,033.16 $1,033.16 ©

Subtotal  §
LOS ANGELES, COUNTY OF
CALIFORNIA, STATE OF
Grand Total  §

* Estimated Delivery Date: Your estimated delivery

date is based on when your product is expected to
arrive to your Dealer. Once your Dealer receives
your order, they will reach out to you to schedule
an appointment. This date is subject to change.
Please reach out to your dealer if you have any
questions regarding the status of your order

Products ordered: You will see a list of the
products ordered. Click on the green "+" to see the
product specifications
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Contact your dealer

Request a new project or quote T

“I Please complete this form

1. On the site’s home page, you will find the
“Request for a Project or Quote” Form.

2. Click on “Request a Quote” and fill out the form to
submit your request to your dealer

John

example@email.com

Main Building A

©  Include all the details you know of your
project, including images and supporting » _ ‘
docu ments i premium standards. Thank you! ) '

901 44th St SE, Grand Rapids, MI 49508 US

3. Your dealer will review your request and will reach
out to you to discuss your options and next steps.

s include but are not limited to: pdf, dwg, jpg, png, mp4, etc. Multiple files can be uploaded. There is

Request warranty or service . a—

& Piease complete this form

1. Contact your dealership directly from your site, on
the home page click on “Contact Service Support”
to access to the form.

First Name Last Name
Email Phone

Contact Contact Phone (If differs)

2. To service your needs in a timely and effective
manner, please fill out the form as completely as
possible.

Address of where service work is to be done Department Number or Suite Location

Original PO Number, Order Number, or Acknowledgement Number

What product(s) is in need of service?

Chair, Storage, Desk, Table, Other

0 Attaching images, production labels, or
receipts of original order allows your
dealership to start processing your issue as
quickly and efficiently as possible. Multiple
files are accepted.

UPLOAD FILE No file chosen

2. You can find production labels on Steelcase
products in the following places:

a. Seating Products: Labels are typically found
under the seat of the chair.

b. Storage Products: Labels are typically found
inside the top drawer or inside a door.

c. Desk/Table Products: Labels are typically
found under the worksurface.

3. You will be contacted within 48 hours to guide you
through the warranty and service process.
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