GUIDE FOR SEARCHING FOR ITEMS AND PLACING ORDERS IN LUPIN

PROCEEDO

Searching for items and placing orders
Updated 9 July 2020

Products and services that can be ordered via the system are available
under Purchase in the blue menu bar. Here, you will also find links to online .. :occco0
shops, requisitions and free text forms. New et Ciere

You can search directly in the search box by typing in the product, service or
supplier.

® (T‘,‘;J:':-n search h DR 0 da

> Agreements Max IV Not sent requisitions C Refresh

Categories

» Apparatus for prification and service agreement
Mo saved requisitions right now. Search items to create one.

Biological safety benches/cabinets Class Il

The categories overview shows the current agreement areas/categories. Click the relevant
category for more detailed information and to see any subcategories.

~ Office facilities
s Cleaning and Waste disposal

Cleaning of fitted carpets.floors, curtains and
upholstered furnitures.

Domestic appliances - LU Bostader
Domestic appliances - Lokalservice

> Maintenance and cleaning, carpets and floor
Office paper
Office supplies

> Services for moving

If a category is selected, you will only see results from that category when searching.
You can narrow your search to certain agreement areas and suppliers for the marked

category.

Refine search

Contract area 2 ltems 2
Kontor/Lokal 4457
Suppliers £ ltems &
Wulff Supplies 4457

Detailed agreement information and appended documents are available for each product
(see more on page 2).
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support form https://forms.eken.lu.se/.

¥ Show all contract areas

There is also a tab to the left that can be expanded to show all agreement areas.

If you have questions concerning agreements or products, please contact us via the

You can search broadly using one or more keywords or within a specific category. You can
also tick the thumbs up box to find reasonably-priced items, the home box to display items
that are in stock or the leaf box to limit the selection to certain eco-labels.

The selection can be sorted by price, item name and number or supplier. You can also
compare different items by ticking the relevant item boxes and clicking Compare.

Kontorsmaterial

parm bd ﬂ é I:] Q Choase markup
Fournid GuCTs in Category Konc

Wulff Supplies

Esselte Mo.1 parm A4 BI& S0mm Wulff Supplies

[ More infe
’ P&rm Jopa A4 B0mm BI. Frp 15 st Wulff Supplies

Parm Ad 11-rygg bla. Frp 20 st. Wulff Supplies

SOt by

E"B Reset page

Relevance £ 1:) Companrg

6319,03

2195663

I by
|y

1 851,30

e

Click an item for more detailed item information, an agreement description and contact
information, as well as a link to the full description of the agreement.

Kebakrgo Parm A4 1/1-rygg bld, Frp 30 st.

ey ol N UL S + FID DoAtE 2 (T

# sahE FromRRTTOTEN
1 B51.30 SEK 7 1 Frp

of T4

amg. price 6257 5K
M ertar guirete
Crenad in quanties of

A BT
Cormract
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Under Quick links you will find subscription, requisition and free text forms, as well as the
online shops to which you have access.

Quick links

= Adlibris Webbutik
Adlibris AB D;I
ahlsell Ahlsell Webbutik - WS D}I

Ahlsell Sverige AB

ATER Atea Webbutik - AV utrustning ;I

Atea Sverige AB

ATERA Atea Webbutik - Datorer Dﬂ

Atea Sverige AB

Automatisk hantering av telefonfaktura
Automatisk hantering av telefonfaktura

Bokus - Webbutik A
bOkUS Bokus AB D
Complia IT Webbutik - Datortillbehér —A

Click the online shop you want to visit, which allows you to Open web shop.

Adlibris Webbutik & Agreement: Adlibris AB
! Agreementnbr  96.0-2016:001
Agreementtype:  Contract
Item no: PO Rangordning: Rang Nr 1. Utlandsk
UNSPSC: 55.10.15.00 litteratur, Nr 2.5vensk litteratur, Nr 2.
Supplier: Adiioris AB Juridisk litteratur

Search words: Adiibris Book Bocker Bok bokinkop litteratur literature bokbestalining Intended for
Bocker och tidskrifter

- Juridisk litteratur
Bocker och tidskrifter

- Utlandsk litteratur exkl juridisk litteratur
Bocker och tidskrifter

© Information from your administrator
Notera att ni blir utloggade efter 30 minuter d3 ni handlar via Bokus webbutik. Om ni har en stor bestalining med manga artiklar tank p3
att I3gga over dessa | varukorgen i Lupin innan tiden utloper.

CErEET - Svensk litteratur exkl juridisk litteratur
Adlibris AB
Helpdesk
> Order history Phone 08-54506000
email Info@adlibris.com

Through the Quick links, you can also click the symbol that redirects you to the |:|7I
online shop.

By doing so, you will leave Lupin and enter the supplier’s online shop with our procured
goods.

Although the online shops look different, the final step is always to send off the shopping cart
so that the selected items are placed in your Lupin shopping cart.

Shopping cart:
¢ The content of the shopping cart is only displayed when you click the shopping
cart symbol.
e The shopping cart can be filled with items from several different suppliers.

e The Continue button of the shopping cart will take you to the accounting step
where you must provide an account code for the order before it is sent off for
approval by an approving officer.
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Review the content of your shopping cart, increase/decrease the quantity (does not apply to
articles from online shops) and remove items entirely from the shopping cart. When you are
done, finalise your order by clicking Continue.

Visma Proceedo  Purchase = Competition  All requisitions  Invoices  Reports 593,03 sex w
# Requisition name C Refresh Remove all

R — B ww .

s \_ AL iteboardmarker TZ 1.

B Categories kit Frp 05t 1 Frp 593,03 SEK

E 5 Agreements Max IV Not sent requisitions @@

2 > Apparatus for prification and service agreement Total amount (Excl. VAT) 593,03 SEK

= No saved raquisitions right now. Search items to create one.

» Biological safety benches/cabinets Class Il -

© Rinmadical nradcts _

If you need to place an order for someone else, you must be authorised to do so.
Contact the Division of Finance via the support form https://forms.eken.lu.se/?Sprak=e
With this authorisation, you will be able to place orders on behalf of other users, choose
account codes and delivery addresses for the recipient.

f Requisition name (__: Refresh Remaove all
UNITTT .
WLLALLLEL Whiteboardmarker TZ 1. .
L Frp 10 st. 1 Frp 593.035E| Pogsibility to place an order on
@@ behalf of someone else. Find the
person for whom you want to
Total amount (Excl. VAT) 59 order.

1 select other purchaser

Provide the account code and a description:

1. Set accounting 2. Finalize requisition 3. Send requisition

Set and verify accounting
13 Accounting settings

*Kanto *aktivitet Funktion Tilgang/Fi Beskrivning 5 Toral Amount (SEK)

20954091.101708 = B s02 | (2) sowrom
Fakturahantering och utbetain

~ Line tem number Description Price Quantity Amount

1 110009 Whiteboardmarker TZ 1. Frp 10 st 503,03 SEK 1,00 Frp 593,03 SEK

If you have not done so already, select your favourites — the accounts and activities you
use most. Make your selection when the search box for the respective accounting value is
displayed, e.g. activity. Values marked as favourites are displayed at the top of the
selection list. Several values can be marked as Favourite however, only one value can be
marked as Default.

Konto (Account) and Aktivitet (Activity) are mandatory fields. There is a guide for
choosing accounts, available under Shortcuts on the home page. Here you will also find a
shortcut to the entire account code system.

For some items, you will get account proposals; it is important to check that the correct
account was proposed. A default account can be changed in the same way that you can

4
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change a default activity.

The Funktion (Function), Tillgang/Fin (Asset) and Beskrivning (Description) fields are
optional and used as follows:

Funktion — to divide costs into more levels than just activity

Tillgang/Fin — if the purchase refers to an asset prone to theft that is to be listed in the
holding register, select value 999, only in combination with account number 63* or 64*

Beskrivning — provide brief information about the content of the order, the text will be visible
in financial system follow-ups.

Accounting tips:
¢ If you need more than one account row for your item, select Split row.

Click Spli row or mor

account rows
Set and verify accounting

4 Accounting settings

*Konto *Aktivitet Funktion

Tillgang#Fin Besirivning Jotal Amount (SEK)
63250 80334091.101709 = B S e row
o Praatanermgach ubeai & & @ =
~ Line Item number Description price Quantity Amount
1 110099 Whiteboardmarker TZ 1. Frp 10 st 593,03 SEK 1,00 Frp 593,03 SEK

¢ If you want to divide the items onto different account rows, select New accounting
and drag each item row to the desired account row — place it on Add items here.
NB! New accounting will only be displayed if the order contains several items.

e el Click New accounting and
Set and verify accounting change to the correct values
—//_ or drag the item row to the

New Accounting . #18 Accounting settings
® field Add items here "

*Konto *Aktivitet Funktion Tillgang/ Total Amount (SEK) 2
&9 509940.91.101709 000 -
s DR R v & & @ swisren

id items here

*Konto *Akivitet Funktion Tillgéng/Fin Beskrivning Total Amount (SEK) X
e5250 503540.91.101709 20770 g
s B v e & & @ s

~ lne Jtem umoer Descrprion Price quantiy Amoune
1 200242 Pérm A4 bl med l3da 154,54 SEK 1,00 5t 154,54 SEK @
2 163508, Friendly Marker Round 4 férg. Frp 4 st 53,25 SEK 1,00 Frp 532558 ()
Add items here
(@) newa g
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¢ Finalise and send the order

1. Set accounting 2. Finalize requisition 3. Send requisition
Finalize requisition
Requisition name 40 . .
Delivery address Invoice address
) att.| strom, Uirka My reference: Strom, Ulrika
Intern oo LUNDS UNIVERSITET
LUNDS UNIVERSITET,SEKTIONEN EKONOMI Box 188
Sandgatan 5 221 00 LUND
22350 LUND
Send requisition without pre-approval
@ Add attachment (internal)
Orders
Supplier & contracts Requested delivery date Order value Net
Wulff Supplies Date is not eligible 207,79 SEK
© Items (2) Quantity Unit price Total price
200242 Parm A4 bla med lada 15t 15454 /15t 154,54 SEK
Delivery time: Approx. 5 working days
163508 Friendly Marker Round 4 farg. Frp 4 st. 1Frp 532571 Frp 53,25 SEK.
Delivery time: Approx. 5 working days
> Information to supplier
Total price 207,79 SEK
19,81 EUR
VAT 51,95 SEK
4,95 EUR
= See accounting Save for later Save as template Send requisition

You can name the order, write an internal comment to the approving officer, choose the
delivery address if you have several and, if necessary, enter the delivery date and provide
information to the supplier.

Before the order is sent, you also have the option of saving it — for further processing or as a
template for future use. NB: Save for later cannot be used for orders from online shops.

When you click Send requisition, the order will be sent to the approving officer for approval
in accordance with the current approval rules, after which it is sent to the supplier. If there are
several suppliers in the same order, one order will be sent per supplier. Each order will
receive an order number starting with LU followed by eight digits. If the approving officer
rejects your order, you will be notified. A rejected order (does not apply to orders made in
online shops) can be reused through the Save as template option.

Contact
Division of Finance

Supportform: https://forms.eken.lu.se/?Sprak=e
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Sammanfattning



Kontrollfunktionen hittade inga problem i det här dokumentet.





		Kräver manuell kontroll: 2



		Manuellt godkänd: 0



		Manuellt underkänd: 0



		Överhoppat: 1



		Godkänt: 29



		Underkänt: 0







Detaljerad rapport





		Dokument





		Regelnamn		Status		Beskrivning



		Behörighetsflagga för tillgänglighet		Godkänt		Behörighetsflagga för tillgänglighet måste anges



		PDF-fil med bara bilder		Godkänt		Dokumentet är ingen PDF-fil med bara bilder



		Taggad PDF		Godkänt		Dokumentet är en taggad PDF



		Logisk läsordning		Kräver manuell kontroll		Dokumentstrukturen har en logisk läsordning



		Primärt språk		Godkänt		Textspråk är angivet



		Titel		Godkänt		Dokumenttiteln visas i namnlisten



		Bokmärken		Godkänt		Bokmärken finns i stora dokument



		Färgkontrast		Kräver manuell kontroll		Dokumentet har korrekt färgkontrast



		Sidinnehåll





		Regelnamn		Status		Beskrivning



		Taggat innehåll		Godkänt		Allt sidinnehåll är taggat



		Taggade anteckningar		Godkänt		Alla anteckningar är taggade



		Tabbordning		Godkänt		Tabbordningen stämmer överens med strukturordningen



		Teckenkodning		Godkänt		Tillförlitlig teckenkodning erbjuds



		Taggad multimedia		Godkänt		Alla multimedieobjekt är taggade



		Skärmflimmer		Godkänt		Sidan kommer inte att orsaka skärmflimmer



		Skript		Godkänt		Inga otillgängliga skript



		Tidsbestämda svar		Godkänt		Sidan kräver inga tidsbestämda svar



		Navigeringslänkar		Godkänt		Navigeringslänkarna är inte repetitiva



		Formulär





		Regelnamn		Status		Beskrivning



		Taggade formulärfält		Godkänt		Alla formulärfält är taggade



		Fältbeskrivningar		Godkänt		Alla formulärfält har beskrivningar



		Alternativ text





		Regelnamn		Status		Beskrivning



		Alternativ text för figurer		Godkänt		Figurer måste ha alternativ text



		Inkapslad alternativ text		Godkänt		Alternativ text som aldrig kommer att läsas.



		Kopplat till innehåll		Godkänt		Alternativ text måste vara kopplad till något innehåll



		Döljer anteckning		Godkänt		Den alternativa texten bör inte dölja anteckningen



		Alternativ text för andra element		Godkänt		Andra element som kräver alternativ text



		Tabeller





		Regelnamn		Status		Beskrivning



		Rader		Godkänt		TR måste vara underordnad Table, THead, TBody eller TFoot



		TH och TD		Godkänt		TH och TD måste vara underordnade TR



		Rubriker		Godkänt		Tabeller bör ha rubriker



		Regelbundenhet		Godkänt		Tabeller måste innehålla samma antal kolumner i varje rad och samma antal rader i varje kolumn



		Sammanfattning		Överhoppat		Tabeller måste ha en sammanfattning



		Listor





		Regelnamn		Status		Beskrivning



		Listpunkter		Godkänt		LI måste vara underordnad L



		Lbl och LBody		Godkänt		Lbl och LBody måste vara underordnade LI



		Rubriker





		Regelnamn		Status		Beskrivning



		Relevant kapsling		Godkänt		Relevant kapsling
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