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Getting Started

smartbuy® is an electronic procurement system hosted by the NSW Procurement.

Once your organisation has registered for access to smartbuy® you will be notified via email of
your login.

This guide is to assist you to Search & Browse goods and services covered by NSW State
Contracts.

For further information about smartbuy® please visit http://www.nswprocurement.com.au

What IT equipment do | need to participate in smartbuy®?

The minimum recommended PC configuration for a smartbuy® end user is Pentium IIl 400MHZ,
64Mg of RAM, running at least Microsoft Windows 95. The Web Browser needs to be Internet
Explorer 5.5 or above.

Getting Help

If you require HELP when using smartbuy®the NSW Procurement Client Support Centre can
assist with your enquiry.

The NSW Procurement Client Support Centre can be contacted on 1800 NSWBUY (1800 679
289) or email nswbuy@services.nsw.gov.au. This service is available 08:30 to 17:00 Monday to
Fridays (excluding public holidays).

Please note the email address should be used for general enquiries. Technical difficulties should
be reported by phone.

A division of the Department of Services, Technology & Administration Getting Started
© NSW Procurement 2010 Page 3 of 24
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Accessing the smartbuy® website

Go to: http://www.nswprocurement.com.au/buy-online.aspx

HOME | ABOUTUS | NEWS ANDEVENTS | PUBLICATIONS | SUBSCRIBE | QUICKLINKS | CONTACTUS

STATE CONTRACTS CONSULTANTS

NSW Government Procurement Search p [Enter keyword 60 |
GOVERNMENT
® = PROCUREMENT
smartbuy o

SMART BUY BUY ONLINE PROFESSIONAL SERVIC

HOME | BUY ONLINE

Buying Cnline ABOUT SMARTBUY®

Supplying Online

; smarthuy® is a complete, secure, electronic purchasing solution designed to maximise eficiencies and deliver saving
smartbuy® Solutions from the procurement cycle.

smartbuy® Flyer
smartbuy® iz a fully developed electronic pro =solution, d by NSW Pro: 1
ek i within the NSV Department of Services, Technology and Adminiztration,

= Download I

ogon to smarthuv®

Note: For easy access, bookmark the smartbuy® URL in your Internet browser Favourites.

Click Logon to
smartbuy®

Figure 1

Logging into smartbuy®
From the smartbuy® Logon screen,

Type your:
Please enter your name, password and the name of your
organisation to logon.

Username egq: brownb

Password eg: 2ezidM?

Organisation eg: Browse

Click Logon

Figure 2

Note: logon details are case sensitive. Reset clears all fields.

You are required to change your initial password.

You will be asked to set two authentication questions and answers.
Your password MUST have at least 6 characters.

You are responsible for ensuring the security of your password.

Accessing the smartbuy® website A division of the Department of Services, Technology & Administration
Page 4 of 24 © NSW Procurement 2010
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smartbuy® Search & Browse Welcome Page

i o oy .
5 ar Lo ==, Quick
= far o N 0. My Profile | 2 . Help ¥ . Support |E. Logoff - . .
[ = Navigation
Welcome! NN EEE NS EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
...to smartbuy, Bar
cgues Cherrie Eccles.
Navigation 4. Bullc Board "r
Bar Orde plates To view the details of the message click on the message title. :
P s [ ]
[ ]
- [ ]
LB ~dv- - - 06-03-2000 206 Contract Information Remowved from .
d @ Search for: % smartbuy -
o
» an mm|rgent== The product and pricing information for State Contract 506 — [ ]
e % Stationery, has been remowved from smartbuy®. .
% (& List Products
o) - Online purchasing of stationery products is still available online L]
E Group by Category I through CfficeMax an... "
1O Eroup by Contract o =
1O Group by supplier I ]
S [ ]
§ Lomon Informations " 11-12-2008 Award Winning Support .
] A NSW Procurement's Client Suppert Centre recently won the Best .
q Gowernment Contact Centre Operation in the Asia-Pacific -
o - Gowvernment Contact Centre Awards.
o L ]
4 = Rolas: ' The thirtesn strong dedicated team servic... .
: Agency Guest Accoun t o =
m Last Logon: .
Logon 1T 22 A 005 024554 Pm B = Bulletin
H i = Last Failed Atk £ aC = [ ]
Information 3§ = 2275 050 TR T e cu [ viewall Massag=s | « Board
. N sssssssssssnnnnssssny NN NN NN NN NSNS NSNS N NSNS S NN EEEEEEEEEEEEEEEEEEEEENEEEEEENEEEN
Figure 3

Each time that you login to smartbuy® the period is called a session. A user’s session is
terminated by smartbuy® if the system does not receive any user request within 20 minutes
(session timeout period). If a session times out, you will need to log into smartbuy® again.

Navigation Bar
The Navigation Bar at the left-hand side of the screen remains in constant view while a user is
logged in (Figure 3). The Navigation Bar will vary depending on the access role of the user who

is logged on.

The following will be listed in your Navigation Bar if you have search and browse access only
(Agency Guest Account).

Lists current State Contracts Control Board Contracts (SCCB) and

Contracts Agency Specific Contracts (as requested by your organisation).
NSWBUY Catalogue — An externally hosted catalogue that contains some SCCB
Catalogues Contracts. o
Other External Catalogues (as requested by your organisation).
. A user can search for sustainable products.
Suppliers A user can search for supplying organisations to obtain general, contact

information and their relationship with the contract.
A user can save selected products on a template for re-use at a later time
(products from External Catalogues can't be added).

Order Templates

Product A user can select items and/or accessories to be compared; up to a maximum of 5
Comparison items (products from External Catalogues can't be added).
Bulletin Board A user can view all messages that have been posted on the Bulletin Board.

A user can perform advance searching using filters and free text searching of all
items listed in Contracts (does not search items in External Hosted Catalogues).
A user can perform a simple search of all items listed in Contracts (does not
search items in External Hosted Catalogues)

Advanced Search

Quick Search

Note: You cannot create requisitions or initiate purchasing activities online with this access in
smartbuy®.

A division of the Department of Services, Technology & Administration Accessing the smartbuy® website
© NSW Procurement 2010 Page 5 of 24
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Logon Information

Displays your name, your access role, the organisation that you have been grouped to, the date
and time you last logged in and your last failed attempt. (Figure 3)

Quick Navigation Bar

Figure 4 My Profile | ? ‘Help ! support|® Logoff

The Quick Navigation Bar (Figure 4) on the top right of the screen permits quick access to basic
navigation functions.

Home This button will take the user back to the home page of smartbuy®.

My Profile This button will display the users general details hame, e-mail, phone.

Help Allows the user to select from the various Help Guides.

Support Provides an email notification option for users to report any problems they encounter.
LogOff Will take the user back to the logon screen for smartbuy®.

Bulletin Board

Displays important information for smartbuy® users. Click on View All Messages or Bulletin
Board on the Navigation Bar for full details of messages.

Command Buttons

The table below lists the Command Buttons commonly used in smartbuy®.
Buttons Definition Explanation
Apply Click APPLY to save changes or submit a transaction.

| Add | Add Click ADD to add the changes you have made.

<< Back to list Back to List | Click BACK TO LIST to return to the previous list view.

Resat | Reset Click RESET to discard any changes you have made. All previous
data is re-read from the server and loaded into the form.
Celete Delete Click DELETE to delete the current item.
[ cancel | Cancel Click CANCEL to terminate the current activity. The system will
' return you to the previous view.
| Mew | New Click NEW to create a new object. A dialog will be displayed,
where you have to provide needed information.
OK Click OK to proceed with your actions.
| Find | Find Click FIND to search for strings that match the specified search
' ' criteria.
Accessing the smartbuy® website A division of the Department of Services, Technology & Administration

Page 6 of 24 © NSW Procurement 2010
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Contracts Menu

Click Contracts from the Navigation Bar to view the list of available contracts. A list of all
currently available SCCB Contracts will display in ascending order (Figure 5).

(SI?)Ir?t(;;cts i Home |3 My Profile | 2 - Help ! Support B L
—) E-{lo: Mol id~Ta il Agency Specific Contracts |
Enter Text Find Contracts... Eurcthastab
nter Iex L] ontracts
L] .
s > : . ~000000000000000000000000000G Start/ End
0 m
Contract ID | Contract Name"™ " oo oEEEREEEE E’:_ga;;m Start Date | End Date §» €=m=Dates
peteuy: | DETBUYCATALOCUE Yes 01-02-2009 | 28-02-2015
Contract
Name Feo1 £000 SUPPLIES o 01-04-2008 | 31-03-2011
Fyperlink saarchion 5264 "MEDICAL SUPPLIES-WOUND CARE PRODUCTS E Yes 01-01-2008 31-12-201;3 -__:);t-ai-ls- go?t'rlam
——— : P ESCCE Contract M5264 H . etails
WGy CATALDG e "t . T Informati
) List Products NSWEUY | NE cmartbuy® Catalogue ves | 28-03-2008 | 3:-03-2011
! Group by Category OFFICEMAX ( QSTORES )-EXTERNALLY HOSTED CATALOGUE -
OMEH Yes 21-05-2006 | 20-05-2010
! Group by Contract SCCB Contract OMEH
! Group by Supplier QP&E1 ggg;“éoﬁgaﬂoégs';fEmaEs Yes 01-01-2007 | 31-12-2009
-::nm:formatmm UFM1 gé(lilégoEn?r:ctFG;I:\}tlnEs MANAGEMENT SERVICES Ves 01-01-3008 | Z1-12-2010

Figure 5

To locate a contract by name, enter text into Find Contracts field (eg. Medical), click Find. If
more than one contract contains the word ‘medical’ a list will display. Simply click on the
Contract Name hyperlink for your selection.

A Products Purchasable (Figure 5 and 6) field is listed next to each contract. This field
indicates whether orders can be placed online against products contained in the contract. This
feature is only relevant to agencies that are approved to purchase through smartbuy®. A Start
and End Date field is also displayed for each Contract. Please note: all Contracts can be
browsed.

Details (Figure 5) button against each Contract contains relevant information on Contract
Number, Name, Start/End Date, Contract Notes, Supplier and Reseller Information by selecting
the relevant tab at the top of the screen.

fr - Home | O | My Profile | 7  Help !  Support | Logoff

Select relevant
Tab for
information  se——
about each
Contract

Attributes

Name: oOnline

1D: 252

Contract Type:

Q Search for: Description: SCCB Contract 252

O List Products

@ Group by Category

o Contract Notes: Effective 15/08/2008, Dental Products Australia Pty Ltd novated their
Group by Contract items te Ozdent Dty Led.

O Group by Suppliar

Logon Information:
= Name:

Chearria Ecclas
= Organisation: ;

Products Purchasable:

Figure 6

A division of the Department of Services, Technology & Administration Accessing the smartbuy® website
© NSW Procurement 2010 Page 7 of 24
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Search and Browse Goods and Services

You can find products in smartbuy® through a variety of ways.
Contracts Search
Products are contained in Contracts that are organised into categories and sub-categories.

To browse via a Contract, choose Contracts from the Navigation Bar and click on the Contract
Name (eg MEDICAL SUPPLIES-WOUND CARE PRODUCTS).

A list of categories under that contract, containing products will display. To view the contents of
categories, click on the Category Hyperlink (eg DRESSING, GERMICIDAL) (Figure 7).

@ Home | My Profile | 2 ' Help ! Support|®@: 1

Contracts > MEDICAL SUPPLIES-WOUND CARE PRODUCTS

MEDICAL SUPPLIES-WOUND CARE PRODUCTS &
Suppliers SCCE Contract MS264

Ordar Templatas -
AWAITING SUPPLIER DATA &)

BANDAGE / DRESSING, BURN CARE @&

& Search for: EANDAGE / DRESSING. COMPRESSION &
[ BANDAGE, CAST, PASTE

® List Products BANDAGE, GAUZE &
) Group by Category

DISCHARGE PACHK, HOSPITAL OUTPATIENT &

D Group by Contract
= Group by Supplier DRESSING. FOAM 5

[ mﬂihﬁlnl------.

_ogon Information:

DRESSIN ERMICIDAL & u
n
MORESSIMNE aHiDRSE N Se €u u "

DRESSING, OCCLUSIVE &

= Last Logon: DRESSING, TRANSPARENT FILM
23/04/200% 09:39:07 AM

= Last Failed Attempt: DRESSING. WOUND, DRY &
20/11/2008 02:17:26 PM

REMOWER, SURGICAL ADHESIVE TAPE &

WIPE, SKIN PREPARATION &

[ AR N AR LA FFALARARNE.
L

v

[[m Back to Contract List |

Figure 7 Zssssssssssssmmmmmnal

To return to the full listing of SCCB Contracts click Back to Contract List or Contracts from
the Navigation Bar.

Continue browsing by clicking into the category structure until you reach the required level.
When the lowest level of a category branch has been reached, you will see a list of products
assigned to that category, with product information such as Qty, Product Name, Product ID,
Supplier, Manufacturer, Price and Discount.

Note: The breadcrumb trail: Contracts > Medical Supplies-Wound Care Products > Dressing,
Germicidal

The Breadcrumb trail is located at the top of the page. You can click on any hyperlink in the
breadcrumb trail and go directly to that page (Figure 8).

Accessing the smartbuy® website A division of the Department of Services, Technology & Administration
Page 8 of 24 © NSW Procurement 2010
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Breadcrumb
Trail

Further Filter

options

Identifies that
product is
purchasable
online

@ List Products |

O Group by Category
O CGroup by Contract
O Group by Supplier

Logon Information:

= Last Logon:
23/04/2009 09:39:07 AM

= Last Failed Attempt
20/11/2008 02:17:26 PM

MEDLCAL SUPPLIES-WOUND CARE PRODUCTS > DRESSING, GERMICIDAL

ICIDAL ©

2 Help

@ Home |0 : My Profile

1 support | @

FEEE NN E NN NN NN NN NN NN NN NENEENENEEEEEEEEEEEEEEEE
w0 "T[none ¥ 5
= none ~ .
GCOMPOSITION -
i, | none ~ =
oLoUR 5
e none ~ E
grmeustons - | none ~ n
WY DATA : nene [~ =
-
Sremicy oo o) 0
Scace : none - H
HESORBENCY : [ none b =
=
ADHESION [hone & E
RESISTANT .
e [none ~ H
RORM DATA ¢ [none - -
WONTRACT =
.
WUMBER =
.
ENTIFIER =
Riem, o lnene ] H
RIGIN : nen= >~ S

FYYETTTS
=

L L L e e L L L LLL LI L L L L [ | [

<

This contract doesn't contain any further subcategories.

select MName Product ID | Primary Supplier

DRESSING, GERMICIDAL
Price (excl. GST) | Order Unit | Dis

Manufacturer

DRESSING 58051330 | gmithnephewMtwyrly &
GERMICIDAL, Iodine
Sheet, 40 x 60mm..

Sterile, Pack 5

Todosorb

$ 55.55 | Pack/Packet

i
66051360 | smithNephewMiwvrig @
GERMICIDAL. Iodine -
Sheet. 80 x 100mm. .
Sterile. Pack 2
lodosorb =

DRESSING

$ 86.78 | Pack/Packet

Reseller

v

TEEY
DRESSING CR3830 StatinaHealthcare
GERMICIDAL,
Manuks Honey,
Sterile, Broad
Spectrum Barrier
Resistant, Box 12
o

u
- " v
nEa 5 GE

$ 75.38 | Box

ERESSING R3352 StatinaHealthcare
@ERMICIDAL
Manuka
HWonew/Mesh/Manuka
®il. 10mm x 200mm
Ply, Sterile. Non

Product
Hyperlink

Item Record

Adhesive/atraumatic
Broad Spectrum
Warrier Resistant,
Mox 10, Actilite

§ 74.87 | Box

NMMessnnnnnmami

: :
v

DRESSING R3849 StatinaHealthcare
GERMICIDAL,

Manuka
Honev/Mesh/Manuks
Oil, 100mm2, 3 Ply.
Sterile, Non
Adhesive/Atraumatic
Broad Spectrum
Barrier Resistant,

$ 44.72 | Box

Box 10, Actilite

Add to Template

| [ Add to Product comp=

Figure 8

E\ﬂvﬂng 11 - 16 of 16 item=. m

<< Pra

ey fiaa e Y,
rnannnnsss. @ Back

You can further filter this list of products by using the drop down menus (Attributes) at the top of
the screen to focus in on specific criteria relevant to that product list. Select Find to preview the

filtered list.

Note 1: The @ icon is displayed within the Primary Supplier column, to highlight resellers. By
clicking onto the @ icon, a list of nominated reseller suppliers will be displayed.

Note 2: An Item/Page record count is displayed at the bottom of the page. Click onto the page
number to move forward/backward (Figure 8)

To return to the Category List, click on the Breadcrumb Trail or Back button (to take you back
a screen).

To view the individual item click on the product hyperlink.

A division of the Department of Services, Technology & Administration
© NSW Procurement 2010
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o)) Suppliers

Contracts > MEDICAL SUPPLIES-WOUND CARE PRODUCTS * DRESSING

GERMICIDAL =

it Home | 0 My Profile | ¥ Help ! Support | @

DRESSING, GERMICIDAL, Iodine Sheet, 40 x 60mm, Sterile, Pai
Iodosorb

DRESSING, GERMICIDAL, Iodine Sheet, 40 x 60mm, Sterile, Pack 5, Iodosorb

Order Templates Product ID: 66051330
S [y — Product Image: No image is available
Contract Bulletin Board St 42311514
Contract 1D: MS264
Name SlmelE T sEEEEEEEE TEEREw
o Search for: MEREACE AT MECIEA SOAEES ROMNE TALBRS RS .
% e e e LT E R LT
m Primary Supplier ID: B[S it SRS e .
Primary *) List Products 5 e : mith & Nephew Bty Ltd [ Rese"er
Supplier O Group by category Reseller: w There are 1 resellers for this item. ® <
© Group by Gontract — EEEEEEEEEEEEEEEEEEE
O Group by Supplier Order Unit: Pack/Packet
Logon Information: Pack Info: 5 Each per Pack/Packet
- Name_: Price per Base Unit: §11.11
Cherrie Eecles Min Order Quantity: 1.0
m Organisation:
NSW Procuremeant Order Step Quantity: 1.0
Ii{cles:G o . GST Rate Description: GST/ApRERSSSSSEREEREERSERESSSASSAESEESEEEEsEEEEEEEsE Price
\gency Guest Accoun . .
u Last Logon: Lowest Current Pricing: From Quantity | Price (excl. GST) | Lowest Until [ Type ® Informatior
. fji?::.zofazjzf' A T | $55.55 31-12-2009 | Price Scale R
20/11/2008 02:17:26 pM | | Availability dates: from: Yia%d PA0F i S @i nunnunssnsannsnsannannEnannannunnnat
Additional Characteristics: Name value
TYPE - DO NOT USE Iodine Sheet
DIMENSIONS 40 x 60mm
STERILITY DATA Sterile
CONTRACT ITEM NUMBER Contract Item Mo 5.5
Figure 9

Once a product has been selected, by clicking on the product hyperlink, information on the
individual product is displayed on the Item Screen. The Item Screen has various links that you
can access by clicking the relevant hyperlink. (Figure 9) The details are:

Contract Name: hyperlink to Contract Description, Suppliers and their associated Resellers,
Contact details for relevant personnel at State Procurement.

Primary Supplier: hyperlink to General Information, Contact Details, Supplier Contracts List —
Displays the relationship the Supplier has against all SCCB Contracts.

Accessories: Have been added to some products. To drill down to see the accessories click
on the hyperlink where applicable.

Reseller: Indicates whether resellers have been nominated by the Primary Supplier

Note: 1 - You can add Items/Accessories to the Product Comparison or Order Template — refer
to Product Comparison/Order Template section.

Note: 2 - If you would like to look at additional items from the search list. Simply scroll to the
bottom of the screen and select First, Previous, Next or Last. The record count eg 11 of 65
located left-hand side will display where you are currently located.

Accessing the smartbuy® website

Page 10 of 24
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Quick Search

Quick search is the most simple search option and can be used to search across all products in
all categories.

Note: 1 - When entering criteria into the Quick Search field it will allow you to enter up to 256
characters and the placement of * wildcard (Shift+8) to accommodate a partial word. (e.g.
fridge* will bring up information on all fridges and refrigerators).

Note: 2 - This search will look for the search string in Product ID, Product Name or
Manufacturer

From the Navigation Bar enter search details in the field under Search For: eg television 106cm

Click on FIND

[t 10| @ My Profile | 7 Help ! sSupport | B Logoff

Lo Welcome! _; smartbuy,

Cherrie Eccles.

FrrEs

Order Templates To view the details of the message click on the message title.

Catalogues

Product Comparison

506 Contract Information Removed from

06-03-2009

EEERAEEEssEsmsEEAREE, smartbuy
w# rgent== The product and pricing information for State Contract 506 —

Stationery, has been remowved from smartbuy®.

List Products
@ Group by Category
@ Group by Contract

@ Group by Supplier
H

2nline purchasing of stationery products is still available online
through OfficeMax an...

11-12-2008 Award Winning Support

MSW Procurement's Client Support Centre recently won the Best

"sassssnnnnnhans

Lpgon Information:
AMEESS s EE R A

Cherrie Eccles Government Contact Centre Operation in the Asia-Pacific
m Organisation: Gowvernment Contact Centre Awards.

MNSW Procurement
= Roles: The thirteen strong dedicated team servic...

Agency Guest Account

= Last Logon:
22/04/2009 03:45:54 BPM
m Last Failed Attermpt:
20/11/2008 02:17:26 PM

Figure 10

Wiew all Messages

You can display results by selecting:
List Products

Group by Category

Group by Contract

Group by Supplier

Note 1: Selecting “Group by Category” will give you a further option for refining your search by
using the filters located at the top of the list of items retrieved.

Note 2: When searching for items use the singular. The use of plurals restricts the number of
matches as items are generally catalogued as a singular rather than a plural.

Products meeting the search criteria will then be displayed in a list (Figure 11).

A division of the Department of Services, Technology & Administration Accessing the smartbuy® website
© NSW Procurement 2010 Page 11 of 24
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Sort

Products

Product

| Advanced Search
Q Search for:

television 106¢

@ List Products

O Group by Category
O @roup by Contract
© Group by Supplier

Broduct Search Results

Product Search 2 sl

Simple Search Pgrameter: Fraduct Name or ID "television 106c8"

& Home |3 ; My Profile | 7

>

Help ! Support | B Logoff

ig Froducts by®

Select |Qty

Name ~ |

Apply Sort |

Product ID
Contract

Product ID

Contgact

Primary Supplier

Price
(excl.
GST)

Manufacturer

Order Unit | Discounts

Supplier
lanufacturer

x 610 x 89mm

26ka. TH-

42PH11AK,
KemmmmEm

42PH11AK

nma
278

Panasonicaustz @

PANASONIC $ 1,048.54

Each

Hyperlink

Select
Products to
add to
Template or
Product
Comparison

Logon Information:
= Name:
Cherrie Eccles
= Organisation:
NSW Procurement
® Roles:
Agency Guest Account
u Last Logon:
23/04/2009 01:45:39 PM
® Last Failed Attempt:
20/11/2008 02:17:26 PM

= % Digital Tuner.
L 29 x 661 x 105

PLASMA SCREEN,
M6cm/f42in, 1024 x
8 Pixels, Gloss
ack, Integrated

m Without Stand

Kg Without Stand
EH-PAX10A,
Panasonic

T
[EELEE o

THw
PAZN10A
.

278

Panasonicfust2 Q

PANASONIC $1,393.95

Each

EVIOIBN,"LCDF = &
106cm (42in)
Diagonal,
PAL/SECAM/NTSC,
BLACK, 1032.8 %
670.1 x 92 mm
(W/Out Stand), LG

42LG30D

ElectroboardSoluti

$1,159.00

Each

TELEVISION,
Plasma, 106cm

42in) diagonal,
Black, 1040 x 731.3

x 308mm (W/0Out
Stand), LG

42PQ200D

ElectroboardSoluti

$1,211.93

Each

TELEVISION,
Plasma, 42in,

107cm, W/HD
T 2

PS424410

agrighterimage @

Back to

i
3lemm, Samsung

» u®

SAMSUNG
EEEEEEEE

$1,263.00

Each

b

Add to Templats

| [2dd to Product Comparizon |

Showing 1 -5 of 5

itermns.

Search

Figure 11

TN RSN EEENEERERERR R R
Back to Advanced Search =

You then have the option to:

Scroll through the list

Sort the list by Name, Product Id, Contract, Supplier, Manufacturer

Drill further into the item, by clicking onto the hyperlink

Select products from this list or from the Item to Add to Comparison or Template

Click Back to Advanced Search to expand or refine previously entered criteria

Continue browsing by selecting Contracts from the Navigation Bar.

Accessing the smartbuy® website
Page 12 of 24
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Advanced Search

Advanced search is based on a detailed search mask that is used to refine search criteria and
determine the presentation of search results. You can combine any of these criteria to locate
exactly the products you need (see Figure 12 next page).

Search results can be sorted by selecting by Product Name, Product ID, Contract, Supplier,
Manufacturer or Price in ascending or descending order.

When searching for items use the singular. The use of plurals restricts the number of matches
as items are generally catalogued as a singular rather than a plural.

The Advanced Search feature allows you to perform searches on particular fields. By
expanding the search criteria you will be able to refine your search.

Name, Product Id, Manufacturer, Supplier

will allow you to enter up to 35 characters using full text search engines to commonly provide a
way of matching words

Description Keywords

will allow you to enter up to 256 characters using full text search engines to commonly provide a
way of matching words

Wildcards
a wildcard is represented as an asterisk (Shift+8)

the placement of the wildcard can be at the start or in the middle of a word, there must be a
minimum of three characters provided other than the wildcard

wildcard searches will not be performed automatically but if a * is included at the end of a word
it will search for words beginning with the text.

Phrase Searching “Double Quotes”

by inserting “inverted commas” around a phrase, only records that contain that group of words
together will be retrieved for example “white paper”

Boolean Search Keyword in full text search fields

Operators or Keywords such as AND, OR NOT can be used to refine searches for example
Paper AND Blue will return all records that contain the words Paper and Blue

Paper OR Blue will return all items that have the word Paper or Blue (in any order).

Paper NOT Blue will return all items that are Paper and eliminate items that are Blue.

From the Navigation Bar click on Advanced Search

For further tips, click Search Tips

A division of the Department of Services, Technology & Administration Accessing the smartbuy® website
© NSW Procurement 2010 Page 13 of 24
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& Home |3 - My Profile | ¥ - Help ! Support |[E L

Contracts Advanced [EEae
Catalogues Advanced Search Mask
Suppliers
Enter [ — General Product Attrll:-utes =
multiple et comparen. : Contrac 10: | [ e :
- . . "
vl Description: 1§ Suppler 10+ | == :
" .
e Gl Adeancaa/Sanrch Manufacturer: - supplier: [ ] @ Trading Name O Legal Najne
-
criteria —— utacturer product (0] : ) E— :
[Fina | p.#:e Range E
Advanced s sssmmEmEEEEES .
List Products Pru:e (excl GST)
IS h to: 1200 |(auD) .
earc O Group by Category .
- L]
) Group by Contract Postcode Range
)] Croup by Suppler Postcodes from: |_:—_| tor | .
Sustainability - -
Sustainability: D;nergy Efficient Products [ Climate Friendly O Recycled Products [] water Efficient Products :
Product Status - =
m Roles: Availability: 1! Stock Out of Stock All u
Agency Guest Account .
" Display Search Results
et |- e L kel 1 2 X el s -3y = el -t R
2=t Faile armpt: =
Sort —psErrse e S8 products by: @ ascending O descending :
.-----------------------------------------------------------_E:%-ﬁ:@E Search Tip
CLERRR R L

Figure 12

Enter search criteria into relevant fields on the Advanced Search Page and use the Sort field to
display the list.

Note: The Clear button removes all text. To remove text from a specific field, highlight the text
with your cursor either press delete on your keyboard or (Ctrl+X).

Click on Search (Example for expanding your search criteria) and Products meeting the search
criteria will be displayed.

% Home @ My Profile | 7 Help ! Support @ Logoff

Advanced Search > Product Search Results

Product Search Results
Sort
Products o} suppliers .l‘i‘ﬁ‘cidﬁfi’ﬂ'ﬂ’i'iw#i"i u e wtelnviEpa’ -Qeifinhﬁ '106ecm" Price from "1000" Price to "1200"
® Sort Products by: Name ~| [ Apply Sort | n
g Uraer lempiates e
¥ilk Product Comparison .M PR ™ " Pl mmmEEEERELA AP DY E(fr?tract Primary Supplier | Manufacturer (EXC)'. Order Unit | Discounts
........... e GST
Bulletin Board PLASMA SCREEN, =
Product [ it 106cm/42in, Black, | =
Hyperlink Arfalogue/HD »
o 1.0 xﬁ[l]le:;:.rmumu ITI;HLlAK 278 PanasonicAust2 @ | PANASONIC $ 1,048.54 | Each
Lo | x 610 x 89mm,
| [Find | 2gaTH .
42ZPH11AK, =
Select @ List Products Pamasonic .
Products to ©) Croup by Catagory TELEUISIAN AED " =
106cm (42in)
add to  roup by Contract Dia;:r'ml in
Template or p— P | 1.0 PAL/SECAM/NTSC, |42LG30D | 278 ElectroboardSoluti | LG $1,155.00 | Each
Product BLACK, 1032.8 x
roauc i Logon Tnformation: W c _
Comparison —— Qul.stand > .
Cherris Eccles . Add to Templste | [ Add to Broduct Comparisen | i
= Organisation:
Back to NSW Procursment Frmas b sk s R n, ‘
m Roles:
Search —— :
= Last Lagan: Zssssssmsssnnns’

Figure 13

You then have the option to:

e Drill further down into the item
Re-sort the list

e To requalify your search, click onto the Back to Search button and expand your search
criteria
Select products from this list to Add to the Product Comparison or Template

e Continue browsing by selecting Contracts from the Navigation Bar

To return to the smartbuy® welcome page, click Home.

Accessing the smartbuy® website
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Product Comparison

Comparing products (Items and Accessories) in smartbuy® is a simple process. Firstly, a
search is performed to retrieve products. You can perform a Contracts Search, Quick Search
or Advanced Search. eg cash register

it Home | 0 | My Profile | Help ! Support @ Logoff

Contracts Product Search Results
Product Search Results
@ Suppliers Simple Search Parameter: Product Name or ID "cash register”
Sort Products by: | Name v‘ | Apply Sort |
Order Templates e
Product Comparison Select ame rodu ontra rimary Supplier anuracturer excl. rder Uni Iscoun
= select |Qty N Product ID | Contract | Pri Suppli Manufact (excl Order Unit | Di t
GST)
Bulletin Board CASH REGISTER,
CASH REGISTER,
Select (——— | : 1.0 Flat Keyboard, 750 |ECR7700 278 SanyoOfficeMachines | SANYQ $ 1,813.64 | Each
PLU, ECR7700
Products &, Gearch for: CASH REGISTER,
Receipt&Jlournal ]
cach re 0 Egﬁ‘;' ;l?d‘:,iﬁ'a' ECR340 278 SanyoOfficeMachines | SANYO $ 713.64 | Each
Rolls, 500 PLU,
®u . ECR340
List Preducts ™ CASH REGISTER,
© Group by Category z'a"sr:%r“:"’:e';a;ue ECR140 278 SanyoOfficeMachines | SANYO $355.09 | Each
Cash Drawer, 80
O Group by Contract PLU, ECR140
O Group by Supplier TERMINAL, POINT
O S SALE, asoftware 1POS 7000|278 SanyaOfficeMachines | SANYO Sonee | Each
Add to L_D::"mlg'.'h"matmm System, 1POS 7000 pussssssssssssnnnns
Product Ch sk . EF il to Product Comparison
. » Organisation: w
Compar|so1 NSW Procurement |Shmng = ) 3 ) e AN NN N NN NNNNNREEEEE
® Roles:
Agency Guest Account [ Back to Advanced Search
ST
Figure 14

Select one or more products to be compared by ticking the check box adjacent to the product
and scroll to bottom of screen click on Add to Product Comparison (Figure 14)

Note: If an item does not have a check box displayed at the category level, click onto the
product hyperlink to retrieve the Item. Scroll to the bottom of the screen and click on Add to

Product Comparison. (Figure 15).

Add to
Product

Contracts

E2} Suppliers

Order Templates

Fulk Product Comparison

Bulletin Board
Advanced Search
Q Search for:

——

@ List Products

O Group by Category
O Group by Contract
O Group by

1 Home |0 My Profile | 2 Help ! Support ||

Contracts > CREATIVE ADVERTISING SERVICES > ADVERTISING SERVICE = ADVERTISING SERVICE. Advertising Specialist

ADVERTISING SERVICE, Advertising Specialist

Product ID:

Product Image:

No image is available

UNSPSC:

82101899

Contract ID:

150

Contract Name:

CREATIVE ADVERTISING SERWICES

Categories:

ADVERTISING SERVICE

Primary Supplier ID: Love
Primary Supplier: Love Pty Ltd

Logon Information:
= Name:
Cherrie Eccles
= Organisation:
NSW Procurement
= Roles:
Agency Guest Account
= Last Logon:
23/04/2009 01:45:39 PM
= Last Failad Attempt:

20/11/2008 02:17:26 PM

Reseller: There are no Resellers available in smartbuy for this product.
Manufacturer:

Order Unit: Each

Min Order Quantity: 1.0

Order Step Quantity: 1.0

GST Rate Description: GST Applies

Lowest Current Pricing: None

Availability dates:

from: 01-08-2005 to: 31-07-2009

Additional Characteristics:

Name Value
SERVICE PROVIDED Adwvertising Specialist
SERVICEITEM A

Mo Current Pricing exists

Mo Future Pricing exists

Mo Past Pricing exists

Quantity l:l

| Current Price (excl. GST): Contact Supplier
o

Comparison

Figure 15

As displayed above, Items/Accessories have been added to the Product Comparison Screen for

-
' ,p' d to Product Comparison | | RAdd to Templste | This product is currently not purchasable on s

[Shoving item 1 of 130.

.
ZssssssssssmmmEEs First Previous He

use in Product Comparison (Figure 16)

A division of the Department of Services, Technology & Administration
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Simple Search Results > Product Comparison

Product Comparison

@ Home |0 | My Profile

7 Help ! Support| @ Logoff

@ List Products

O Group by Category
QO €roup by Contract

O Group by Supplier

TERMINAL, POINT OF SALE,

CASH REGISTER, Flat

CASH REGISTER,
Receipt&lournal Rolls, 500

CASH REGISTER, Single

Name: Hardware&Software Kevboard, 750 PLU, Roll, Large Cash Drawer.
System, IPOS 7000 ECR7700 PLU, ECR340 80 PLU, ECR140
Product ID: | IPOS 7000 ECR7700 ECR340 ECR140
P:fj_ gsr): | Contact Supplier 1,813.64 713.64 359.09
Order Unit: | Each Each Each Each
Supplier: Sanyo Office Machines Pty Ltd | Sanyo Office Machines Pty Ltd | Sanyo Office Machines Pty Ltd | Sanyo Office Machines Pty Ltd
=Lastlo Manufacturer: | SANYO SANYQ SANYO SANYO

a. gon:
23/04/2009 01:45:39 PM

B Last Failed Atte Contract:

278

278

278

278

mpt:
20/11/2008 02:17:26 PM | [,

Modular Stock
Management&sales Marketing

72 1 Touch Departments

10/40 Departments

5/10 Departments

data: Software
Model 1POS 7000 ECR7700 ECR340 ECR140
number:
Drawer data: Large Cash Drawer
Sel Keypad data: Flat Keyboard
elect Memory 750 PLU 500 PLU 80 PLU
Product (b capacity:
roduct (by Feme— e Receiptdournal Rolls Single Roll
t|Ck|ng Quantity: jrmmwr | [1.0 | [1.0 | [10 ]
"
checkbox) *..m..- piusssnssnbhunsnnnguunns EL------. [Fl
| Print=r ion [ ®Remove from Comparizon JI [El=ar Comparison

Remove from

Comparison Figure 16

To remove a product from the Comparison, tick the Select check box (located below Quantity)

and click on Remove from Product Comparison.

b n 0 e ——

Clear
Comparison

The screen will refresh to display a comparison between the remaining products.

To remove all products from the Comparison window click on Clear Comparison.

|

Note 1: If the Product Comparison is not cleared, these products will appear on the next product
comparison the user carries out. To view what is held in Product Comparison go to the
Navigation Bar and select Product Comparison.

Note 2: A maximum of 5 items / accessories can be held in the Product Comparison.

Note 3: To print, click on the Printer Version to view what will be printed, click on Print or

Cancel. The page set-up may need to be changed to Landscape.

Accessing the smartbuy® website
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Order Templates

you can retrieve at a later session.

From the Navigation Bar click on Order Templates

Click on New to create a new Order Template (Figure 17)

Figure 17

Catalogues
Suppliers

? | Order Templates

Product Comparison

@ List Products
© Group by Category

@ Home O My Profile

Order Templates can be used to record products that are regularly searched for and saved so

% Help !isSupport| @ Logof

Order Templates

> New Personal Order Template

Enter a Name and Description for your Order Template (Figure 18)

% Home | O My Profils

2 Help !:Suppert B Logof

New Order Template

Fields marked with a red asterisk (*) are mandatory.

Name:*

Description:

[Microwave ovens

Microwave Ovens for Levels 1, 2, 6 & 10

There are no items in this
Ttams can be added to this list from the Product Search, Product Details and Requisition pages.

order template.

Back to List

N e o s s

Figure 18

Click on Apply to save the Order Template.

Search for
products

—— |TICrOWAVE OVE

Select
products
and Add to
Template

I Suppliers

Order Templates
P4k Product Comparison
Bulletin Board

#] | Advanced Search

Q Search for:

® List Products

O Group by Category
O Group by Contract

Logon Information:
m [ama:
Cherrie Eccles
= Organisation:
NSW Procurement
® Roles:
Agency Guest Account

u Last Logon:
24f

Product Search Results

Simple Search Parameter: Froduct Name or ID "microwave oven 420"

Note: At this point, there are no products in your Order Template.

@t Home |3 : My Profile | 7 Help ! Support | E Log

Sort Products by:

Name v |

Apply Sort |

Select |Qty

Name

Product ID

Contract

Primary Supplier | Manufacturer

Price
{excl.
GST)

Order Unit

Discount

[

[
=y
=1
L]

OVEN, MICROWAVE,
DOMESTIC, 42L
Capacity,
Inverter/Convection
Capacity, 1000W
Power, 1250W Grill,
Up To 9 Hours/99
Minutes, Stainless
Steel Fascia/Metallic
Silver Finish, NN-
CD9975, Panasonic

M-
CDS975

Panasonicaustz @ | PANASCNIC

§ 730,44

Each

C e

,_.
o
L]

LT A EER LR EEEEREY 3

OVEN, MICROWAVE,
DOMESTIC, 42L
Capacity,
Inverter/Convection
Capacity, 1000W
Power, 1250W Grill,
Up To 9 Hours/99
Minutes, White
Finish, NN-CD987W,
Panasonic

MN-
COS87W

Panasonicaustz @ | PANASCNIC

penmEEEmEEEm

§ 658.76

Each

n " Add to Template
>

| [#dd to Product Comparison
=

® Last Failed Attempt:
20/11/2008 02:17:26 PM

[Shoving 1 -2 of 2 itam=.

Figure 19
To add products to your order template, simply click on Add to Template when you have
selected an item during after performing a search (Figure 19).

Back to Advanced Search |

A division of the Department of Services, Technology & Administration
© NSW Procurement 2010
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it Home |3 | My Profile | 7 Help ! Support | @

Simple Search Results = Select Templats

Catalogues Personal Order Templates

Suppliers Sglegty Name Description

" ord . :@ : Microwave Ovens Microwave Ovens for Levels 1, 2, 6 & 10 gusssmmmmEmEg
ml [

Product Comparison u . Mew Template  F[ Add To Templ: 3

-
]
PTE.a;E.I!IDtE: Items from externally hosted catalogues cannot be added to an Order Template aEEEmmmEmEEER

Rarl

Bulletin Board
i e ]
Figure 20

Select the Order Template to which the product is to be added by clicking on the radio button
beside the template name and click Add to Template (Figure 20).

Note: You can also create an Order Template “at any time” from this point by clicking New
Template adding Name and Description and Apply.

i - Home | 0 | My Profile | 2 {Help ! Support | @ Lc

Simple Search Results > Select Template > Microwave Ovens

Update Order Template

Fields marked with a red asterisk (*) are mandatory.

. Order Templates Name:* [Microwave ovens |

¥k Product Comparison Description: Microwawe Ovens for Levels 1, 2 , 6 & 10

Bulletin Board [l
Advanced Search

4, Search for:
Contents of
gemplate ar% Select All guantity Name Number | Supplier Manufacturer | Price (excl. G£
isplayed . [ @iﬂgl‘ilil@w}i}fg RANGETICE 43 Conacis # e s o o o[ Panasonciuskls FANASONIG sdn s nan i d30n e
O Group by Contract [ - Imertar,{c_onvactlon Capacity. lt_lElElW Power, CD9s7s -
© Group by Supplier : : é::isl\llz:sir;::eEIDF—;ZC?B?ISEEEIligc:gsrvilll\;‘::iTnish NN- :
- u 95975, Panasonic .
Logon Information: s [ 1_:] O&EN, h1ICROWAyE, DDMESTIC, 42l Capacity, | NN- Panasonicfust? | PANASONIC $ 658 :
 Name: L] pverter/Convection apacity, OWEr,
Select Item > . TRSow Gl u:»c‘trn S Foooe/on tintes, e .
to remove -Orgamrsuattleor;r:ngn : ™ Fi:Iish NN-CD987W, Panasonic :
.Zi:: t Esmmmnm ey, M MMM MMM M M MMM MMMMMmMmMmMmMMMMmmMmMmMMMmMMMMMMTTTr Delete
. :::tnE;gGDU::Et Account :@ '«:
24/04/2009 09:31:56 AM I~ e | AT EEEEEN
Figure 21
Note: The contents of the specified order template are then displayed (Figure 21)
To remove specific Items from the Order Template select the check box and click on Delete
(Figure 21)
To remove an Order Template select the check box and click on Delete (Figure 22)
G Home |0 My Profile | 7 Help ! Suppert | & Loy
Personal Order Templates
Seﬂ‘lb Name Description
I} suppliers "] u|Microwawe Ovens | Microwave Ovens for Levels 1, 2, 6 & 10
:::::::;Tﬂ," annal %_ . _' Delete

Bulletin Board
Pl Advanced Search

Q Search for:
S

Figure 22

To return to the smartbuy® welcome page, click Home.
Browsing Supplier Information

Clicking onto Suppliers from the Navigation Bar and Suppliers will be listed in alphabetical
order. At the top of the screen you can search for Supplying Organisations by entering criteria
into the relevant search fields (Figure 23).

Accessing the smartbuy® website A division of the Department of Services, Technology & Administration
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@ Home |3 | My Profile | ¥ Help ! Support| @ L

Select Contracts = - S »
Su lier Search for Supplying Organisations 0
pp Latalogues b | [
Screen : i .
e Npme: |]Dhl'|’ & Trading Name O Legal Name :
smEmEEm
Order Templates . : ] S h
" R
Product Comr- _on Fpstcode: | | . Search Tips [ Clear |[RSeard = earc
u - ut
p .- soard = oy
Enter Search=="7; TRt s
Criteria Tra g Name Legal Name ID Suburb Postcode | Contact Phone
A Search for: A Brighter Image | & Brighter Image R .
Pty Ltd Unit Trust ABrighterlmage BROOKWVALE 2100 Guy Monty 02 9938 6i
AAPT Ltd AAPT Ltd AAPTS SYDMEY 2000 llana Stone 0410 003 !
2 List Products
Aaxis Pacific Tollot Pty Ltd AaxisPacific BLACKTOWN 2148 Clifford Hallam Customer Service |02 3584 4,
2 Group by Category
2 €roup by Contract Abax Systems Abax Systems AbaxSystems WETHERILL 3164 Nick Bedrossian 0407 259
Ltd Pty Ltd PARK
D croup by
Abbott Abbott
[ e ‘Australasia ﬁl_éstralasla Pty Abbott BOTANY 2019 Customer Service 1800 225 !
= Name: - - " N
Cherria Ecclas ABC Audio Visual | ABC Audio Visual | s —n dicvisual HORNSEY 2077 Ro X
y Gotaas 029477 7
e Pty Ltd Pty Ltd HEIGHTS
MSW Procurement Academy Cleaning  Academy
= Roles: & Security Pty Cleaning & AcademyCleaningSec | ERINA 2250 Gordon Donald 02 4365 4.
Agency Guest Account Ltd Security Pty Lid
m Last Logon: Accent Office Kennard Family | pccantofficelisarow | LISAROW 2250 Jerry Kennard 02 4329 11
24/04/2009 11:51:58 AM Interiors Partnership
m Last Failed Attempt: Accenture Accenture NORTH
20/11/2008 02:17:26 PM | [ Australia Holdings | Australia Holdings | Accenture SYDNEY 2060 Brad Cable 02 9005 5!
P/L P/L
Accenture Accenture NORTH
Australia Holdings | Australia Holdings | Accenturefustralia2 SYDNEY 2060 Chris McMally 02 9005 5+
P/L P/L
|Show|ngl—ll]nF973|tems. 1234567891011 ... 98 Next

Figure 23

Click on Search

Gr i Home |3 | My Profile | 2 | Help ! | Support | @

Search for Supplying Organisations
Catalogues 5
Suppliers Name: john= @ Trading Name O Legal Name
Order Templates Suburb:
Product Comparison Postcode: | | Search Tips =)
Bulletin Board - -
Supplier List
Filf Advanced Search =
»INAR MIma " n 8§ wegal Name [ Suburb Postcode | Contact Phone
Search for: i B ]
,Qea# —H&'" Bevins Jwhn Bevins Pty Ltd Bevinsl BALMAIN EAST 2041 1an McDonald 0z 8555
Jhm ek s s s 8w stralian Regional Turkalexandria ALEXANDRIA 2015 Government Orders | 02 9698
& List Products holesalers P/L
O Group by Category John R Turk ﬁvfrflrf";:i?/f”a' TurkArtarmon ARTARMON 2064 Government Orders |02 9439
© Group by Contract John R Turk ﬁ\,fglr:;':lgrt?/f”a' TurkBankstown BANKSTOWN 2200 Gowernment Orders |02 8707
O Group by Supplier H :
John R Turk Australian Regional TurkBeresfield BERESFIELD 2232 Government Orders |02 4366
Wholesalers F/L
Legen Information: John R Turk Australian Regional TurkBlacktown BLACKTOWN 2148 Government Orders |02 9671
= Nams: wholesalers P,
ch Eccl
S Becles John R Turk Australian Regional TurkBrookvale BROCKVALE 2100 Gowernment Orders |02 9505
m Organisation: Wholesalers P/L
NSW P 14 i i
resursmEn John R Turk Australian Regional TurkCampbelltown | CAMPBELLTOWN | 2560 Gowvernment Orders |02 4627
u Roles: wholesalers B/L
A ¥y G A 13 .
i e John R Turk Australian Regional Turkcaringbah CARINGBAH 2229 Gowernment Orders |02 9526
= Last Logon: Whalesalers P/L
24/04/2009 11:51:58 AM Australian Regional
eyl i John R Turk holeamn ReaiP TurkCastleHill CASTLE HILL 2154 Government Orders |02 3899
20/11/2008 02:17:26 PM
Shoving 1 - 10 of 35 itam=. 1234ns

Figure 24
Click on the hyperlink Trading Name (Figure 24)
To access the relevant information about the Supplier, click onto the following Tabs (Figure 25)

General — Listing delivery and discount information in regards to the Supplier and its
contractual information.

Contact Info — Listing Postal and Street Address as well as general contact numbers and
contact person.

A division of the Department of Services, Technology & Administration
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Supplier Contracts List — Displays the relationship the Supplier has against all Contracts in
smartbuy® as a Catalogue Owner or Reseller.

i Home |0 | My Profile | 2 Help ! Support |3 Lo

Contracts Sl AR ASE LAY BA NS B LS M ASLAT R T
.

Catalogues li= =18 Contact Info | Supplier Contracts List u
John Bevins Pty Ltd - General

Order Templates | Online

}E Product Comparison

Figure 25

You then have the option:

e To select a different Supplier, click Back to Supplier List, then remove text and add in
new search criteria.

e To search for a Supplier and to see what products they have on contract, select
Advanced Search from the Navigation Bar.

dlLU
it Home | @ My Profile| ¥ Help ! Support| @ Loge

: Advanced I e

alogue Advanced Search Mask

i

General Product Attributes

(ofe]yyTo][S] 7§ Order Template
the Fol oroc I MName: Contract ID:
supplier —— - Description: Supplier ID: | Select |
field Advanced Sea Manufacturer: | e — Pr=chel & Trading Name ' Legal Name

]
'
@ Search for: Manufacturer Product ID: | | Product ID: l:l
Price Range

@ List Products Price (excl. G5T) | | to: | |(AUD)
from: !

O Group by Category
O Group by Contract
Q Group by Supplier Postcodes from: | | to: | |

Postcode Range

Logon Information: Sustainability

- g:'::i; o Sustainability: [1 Eneray Efficient Products [] Climate Friendly [] Recycled Products [] Water Efficient Products
® Organisation: Product Status
NSW Procurement
mRoles: Availability: In Stock Cut of Stock All
" A £
Sort ™ Last Logen: splay Search Results ]
VAT REeeT (L] :9 List Products O Group by Category [@] Group by Contract @] Group by Supplier
m | ast Failed Attempt: .
20/11/2008 02:17:26 PM | | Sort Products by: ® ascending (@] descending TELl -h Search

-

Figure 26
Click on Search
The Supplier Search Screen will display a list of all suppliers if there are more than one to

choose, select the radio button beside the Supplier Name and click Select or alternatively the
list of products will display (Figure 27).

Accessing the smartbuy® website A division of the Department of Services, Technology & Administration
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it Home |3 My Profile | # Help ! Support|E@

Advanced Search > Product Search Results
Contracts
Product Search Results
@ Frivee Advanced Search Parameters: Supplier Trading Name "sebel"
Sort Products by: | Name v‘ [ mpply Sort |
Order Templates e
- rice
Jiik Product Comparison Select |Qty Name Product ID | Contract LUy Manufacturer | (excl. Order Unit | Disco
pal Supplier GsT)
irmmEass ACCESSORY / PART,
b COMPUTER, f Contact
4 Adw: ed Search !
| anc arc I:I Positioning Arm, VDU 123 SebelFurniture Supplier Each
Q Search for: Platform,Gaslift
’7 BENCH, WORK, Heat
Treatment Shield M-13- -
®u l:l 1095L x 645W x 360H | Metropolitan 1250 SebelFurniture | SEBEL $ 110.84 | Each
List Products mm, M-13 -
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Figure 27

Drill further into the item through the Product Hyperlink

Select products from this list or from the Item to Add to Product Comparison or Template
Click Back to Search to expand or refine previously entered criteria

To continue browsing, select the Contracts option from the Navigation Bar.

To return to the smartbuy® welcome page, click Home or use the Navigation Menu.

Search and Browse Catalogues

Click the Catalogues menu in the Navigation Bar.
A host of external supplier catalogues may be linked to your smartbuy® account.

Select the relevant Catalogue Link (Figure 28).
o Blackwoods
o Corporate Express
¢ Moore Business Systems
o OfficeMax (QStores)

Click on any of the links to be re-directed to the supplier site. The system will take you to an
externally hosted catalogue. Each supplier has an individualised website and all allow you to
search and browse products within that catalogue.

Contract ID | Contract Name External Catalogue Name
500 CONSTRUCTION,ELECTRICAL & INDUSTRIAL Blackwoods
HARDWARE Blackwoods Externally Hosted Catalogue

SCCB Contract 500

S506 OFFICE SUPFPLIES CATALOGUE Corporate Express Catalogue
SCCB Contract 506

Moore Business Systems
Moore Business External Catalogue

NSWBUY NSWBUY CATALOGUE NSWBUY Catalogue
SCCB Contract NSWEBUY Food Supplies
OMEH OFFICEMAX ( QSTORES )-EXTERNALLY HOSTED OfficeMax (QStores) External Cataloque
CATALOGUE
SCCB Contract OMEH
Figure 28
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After browsing catalogues you may wish to return to smartbuy®
Blackwoods - Select LOGOUT

Corporate Express — Select View Order, Cancel, Return Cart
Moore Business Systems — Select Return to Mooresource
OfficeMax (QStores) — Select log out

The NSWBUY Catalogue — is an externally hosted catalogue that will contain SCCB Contract
information. Contracts are being migrated from the Contracts menu in the Navigation Bar and
the other supplier externally hosted catalogues into the NSWBUY Catalogue.

Contract 801 — Food Services is currently contained in the NSWBUY Catalogue.

The following Contracts are being migrated in the near future:

Contract 1006 Workplace Supplies

Contract 352 Lubricating Oils & Greases

Contract 349 LPG — Non Automotive Gas

Contract 2007 Personal Computers, Notebook Computers & Associated Services
Contract 2390 Imaging Devices & Document Solution

Contract 500 Construction, Electrical & Industrial Hardware

Contract 682 Sanitary Napkins & Nappy Waste Disposal — Hire, Maintenance & Service
Contract 841 Apple Computers & Associated Services

Contract 293 Fire Extinguishers, Inspection, Maintenance & Supply

Contract 2921 Fire Fighting Equipment — Ladders, Storz Items, Nozzles, Hose & Generators
Contract 252 Dental Consumables & Sundry items

Contract 278 Electrical, Gas & Other Appliances

Soon after Contract 1006 and 500 are migrated to NSWBUY Catalogue, the supplier externally
hosted catalogue links will disappear.

When searching for items that are covered by a Contract in the NSWBUY Catalogue, you must
search for those items only after entering the NSWBUY Catalogue. Using the Contracts

Search, Quick Search or Advanced Search in smartbuy® will not display items that are
contained in Catalogues.

Search and Browse NSWBUY Catalogue
Click the Catalogues menu in the Navigation Bar.

Select the NSWBUY Catalogue Link

Search and Browse Catalogues A division of the Department of Services, Technology & Administration
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NSWBUY Catalogue Home Page

Logged in as: & NSWP # Administration Help Menu

Shopping cart [EXT Shopping lists

" < : Keyword
:...............................4;@_. <= : Search

~.iterprise top sellers P——

Welcome to the NSV BUY
cgnalogue

u
Viicome to the NSW BUY
CRalogue launching the new
géheration of smartbuy®
f:galngues

You have not defined any favourites. No top sellers have been defined.

List of
Favourites

Wih a mare user frisndly ssarch
capability and a clean, fresh design,
tha new catalogue features tha
Fand Supplies State Contract and

General_ vl enable you to quickly and

Information efficiently find and buy the best
pMbe food products to meet your
oFanisations nesds

SsssssssssmmEsEEEEEES
A

C]
The new catalogue delivers easier,
fagter access to the products and
pcing you want. Try it today.

"

External catalogs and links

Food Supplies User Guide NSW BUY Website Online Demo of Catalogue
Fa.bu Glorious Food

Handy Guide for the Food Supplies  Check out the new NSW BUY  View a Demonstration of the NSW
1B Procurement s prowd to State Contract website for NSW Procurement BUY Catalogue
lagnch Food Supplies, the latest
Sigte Government Contract.

|

smartbuy®
Visit the smartbuy® Website

S EEssEEsEsEEEsEEEsNEEEEEEEEENEEEEEEEEE e

F_ 29 S:Fi”lu‘iu%"ﬁ VEWE FEPEFE a e o :dn(;(lflé(r)]al
igure
information

Search and Browse Goods
You can find products in NSWBUY Catalogue through a variety of ways.
Keyword Search

Keyword search is the most simple search option and can be used to search across all products
in all categories.

Simply enter search criteria in the keyword search fields on the Home page or Catalog search
tabs and select Search

Home page Catalog search Shopping cart [FX Shopping lists
Product classes '(iy kf,.l | Search” Advanced search | Feature search |
Emcmeguries NN NSNS NS NN NSNS NN NSNS NS EE NN NS NN NN EEEEEEEEEEEEF
]
[Z2 50 Feod Beverage and Tobac: herry tomato L_&______S__’B_E-Eﬂ_______l - H
[* Do you want to request a new item?

Figure 30

Note: Products will be displayed and you can then choose to view Image View or Text View.

Category Filters Search

This search methodology uses a filter function to search for particular words within categories.
Click on Catalog search

Click on the Product Class Filtering Button (the filtering box will appear)

Type in the item you wish to search for eg. Tea

The categories containing that item will then appear.
Click the required category to display those items only eg. Leaf tea

A division of the Department of Services, Technology & Administration Search and Browse Catalogues
© NSW Procurement 2010 Page 23 of 24



smartbuy®
Search and Browse Guide

Logged in as: & NSWP ‘ dministration '!'vsrn artbu Y
Shapping cart [EX Shopping lists
B ]
Product classes Bz |a = Search” Advanced search Feature search
Product © @
Class > radan
Filtering |tBE | | Fitter | | | | Q, Search
Button tem?
o m Categories [* Do you want to request a new item?
=5 50 Food Beverage and Tobacco Products
=l S 20 Beverages
= ES 17 Coffes and tea
3 10 Leaftea Search
£J 13 Tea bags Search for the items yvou want using a simple, advanced or feature search. If you are in the
classification system context, you can also search for classification groups.
Figure 31

After browsing the NSWBUY Catalogue you may wish to return to smartbuy®
Select Shopping cart, Cancel

greenbuy - Sustainable Catalogues

Click the Catalogues menu in the Navigation Bar.

A list of all currently available sustainable catalogue links will be displayed (see Figure 32).

@ Home @ My Profile | 7  Help ! Support| @ Logoft

No Product Catalogues found.

Contract ID | Contract Name External Catalogue Name

soo COMSTRUCTION,ELECTRICAL & INDUSTRIAL Blackwoods
HARDWARE Blackwoods external catalogue
SCCE Contract 500

so06 OFFICE SUPPLIES

Corporate Express External Cat
Corporate Express Externally Hosted Catalogue

SCCB Contract 506

Moore Systems

@ wust Products

OMEH OFFICEMAX { QSTORES }-EXTERNALLY HOSTED
CATALOGUE

SCCB Contract OMEH

OfficeMax (QStores) External Cat
O Croup by Category OfficeMax Stores) External Cat

0 Group by Contract

O Group by Supplier

greenbuy - Sustainable Catalogues

MName
Energy Efficient Product
Recvcled Products
£ EL IS A EEEm water Efficient Products Details
= Last Logon:
6570512608 02:33:41 BM | [ o Fricndly Product S
m Last Fallad Attampt:

nnnnn reenbuy Icon Description Page

Figure 32

Select the relevant Catalogue name eg. Recycled Products.

Select the Contract Name Hyperlink

Select a Category and the sustainable items within that category will display.

Note: View the greenbuy Icon Description Page for the Icon Descriptions

Completion

Congratulations you have now completed the Search and Browse Guide.

Your comments regarding the content, structure and presentation of this elearning experience
would be appreciated. Please direct your comments to the NSW Procurement Learning and
Change Management Team via email to ebs_training@services.nsw.gov.au.

greenbuy — Sustainable Catalogues
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