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1. Log on to the USPS intranet. Click on eBuy or

type http://ebuy.usps.gov in the address line. UNITED STATES
POSTAL SERVICE. sBuy

Help | Report Prablems | Training | FAQ's

Welcome to eBuy

eBuy Use becomes Mandotory - Effective January 11, 2003 all employees who have
web site access must use eBuy for all requisitions in lieu of hardcopy PS Form 7381, as.
stated in a letter to Postal Service officers from Chief Financial Officer Richard J. Strasser Jr.

d/ http: //ebuy.usps.gov
. Corporate Intraneg

and Chief Operating Officer Patrick R. Doranoe. In addition, the letter said, employees are o
use eBuy reports to reconcile receipt of goods with amounts paid for goods. Click on one
of the following links to view a copy of the letter in PDF format or Microsoft Word.
What's New | Billing Summary | Administrative Points of Contact
UNITED STATES
ams‘rm. AN an Important Information
Halp | Roport Problams | Training | FAG's
Latest Catalogs - Other Catalogs
Merchandise Center: 01/07/03 - H
QY 5 s Saconan Micidciony = EHEded daary 11 S83 A rpid 4 s Custodial Supplies: 03/31/03 Enter Appllcatlon
rdeopy PS F » &
- d in @ o ontoacs s Ehlet Pl OFker Rlchard . Srwaaer d. Forms, Labals: Tags: G331/
and Chiot Oficer Patrick R. Borance. In addition, the letier said, smployses are to
s wBuy reports o reconcile for
of the following links 1o view a copy of the letter In POF forma o Microson Word.,
What's Hew | Billing Summary | Administrative Points of Contact WARNING! FOR OFFICIAL USE ONLY
- s Thisisa LS system and s official wlhlmdw-' uss only. 'y of this system
may subject violators to sdministrative sction, civil andior eriminal Cogle (Title 18 U.G.C. Aq 1033)
Important Information Application Access All informatian on this computer system may hmwlmmndwm di d by and to
personnel for use of this system signifies consent to
Latest Cataiogs - Oihar Cataiogs r Wy iy
Merchandise Center: 01/07/03 | Enter Application | service policies
Custodial Supphes: 031703
Forms, Labels & Tags: 0331103 Newd Access?
| il S i iy il Ao !
please refer to eBuy Help, Training or the USPS IT Help Desk (1-800-USPS-HELP, say " when prompted).
WARNING! FOR OFFICIAL USE ONLY
fices IULOC. Aq e Brought to you in Partrership by Supply Management and Information 'Tn"rlilfli\L.]y
inbercepiend recsece, rese, o,
For accessibility options contact your administrator. M you need assistance, i 1
plosss Whuhym.mmlguum Wurr‘b::rp Desk llmw,:“-llil.ﬂ.mwmm 2 ¢ From the eBuy home page Clle
Brenglie 1 youl i Frarrmership by Supply Managemeret und Tnformation Technolagy on « Enter Application” button.

3 phone: 800.MSC.4GOV
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UNITED STATES
E POSTAL SERVICE. Industrial Supply Co.

5. Click on “Create a New On Catalog
Requisition” link under Quick Clic}.

3. Enter your User ID and Password and click “Log On.”

Quick Clicks
reate a New On Catalog Requisitios

» Requisitions In Progress (5)
. a ;-}Buy » Requisitions Declined (0)

Welcome Logout ¥ Requisition Templates (2)
» Approver Inboxes (0)

Your eBuy Functions » User Setup
» Catalog Approval
» Error Search
g System » SOW Planning Guides

» What's New (Updated 10/1/2003)
» Frequently Asked Questions

For accessibllity options contact your administrator.
i you need assistance, please refer to eBuy Help, Training or the
USPS IT Help Desk (1-800-USPS-HELP, say “eBuy” when prompted).

/

4. On the next screen click on the “eBuy” link.

4 phone: 800.MSC.4GOV



Requisition Summary

Name: REQ-1106

Print Reg
Blll Te: 099903 Ship To;  18TST3 (MAILING)
PURCHASING HQ 13 MAIN ST
PURCHASING SPRINGFIELD, MI 48235-9993
TRAINING ATTN: HQ
[Solectan Option _[] | EditView | Add Item
Use the pulldown menu to view or change requisition options.
Bill Tof
aty oM Description ol

To madify details of a line item, click the ‘details’ link for that line.

I - - | = & o | s
VA

6. To add items to this new requisition, /
click on “Add Item” button.
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Industrial Supply Co.

7. Enter the MSC item #. The quantity and
select “MRO Supplies-MSC” in the supplier
field. Click on “Add Item” button. Repeat
process until list is complete. Tip: Make sure
to enter entire part number including zeros/

sBuy

For: REQ-1106

You may add a catalog tem to your requisition by browsing the catalogs, or by entering an,
and supplier below o add the item directly to your requisition.

| Browse Catalogs

Aded o

Item 9 + | 00001826

phone: 800.MSC.4GOV
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Requisition Summary
Name: REG-1106

Print Aeg

Bl To; 050093 Ship Tor 18TSTI (MAILING)
PURCHASING HQ 13 MAIN 8T,
PURCHASING SPRAINGFIELD, MI 46235-9993
TRAINNG ATTH: PURCHASING HO
Justification
Select an Option _ [] | EditView
Add Mem
Use the pulldown menu to view or changs requisition options.
Beiact BTl Exlerded Line
e O UoM Description Ship To Unit Price. ey fhes-dl
a 19 EA Baody Filler Type: 18 oz, Body Filler, 0.5 oz, 3z e dutagy
Hardener Contaimer Size: 16 02
IEem 8 DOOS182E.
Supplier; MRO Supplies - MSC
Select Al | | _Detote Selected Lines |

Ta mosdify details of a line fom, click the ‘detadls’ link for that ling.

Total goods and services (5): 32.20
“Total does nat include any applicable shipping, fresght. or tax.

-@ve As Template vertst [ svbmitroauisivon | _Ciose Summary ]

/

8. Scroll down to bottom of The Requisition
Summary and click on “Save As Template”
link. Tip: Templates can be renamed to make
them easier to find later. To do this, go back to
the home page. Click on “Requisition Templates”
Button under Quick Clicks. Using the drop
down menu, select “Rename Requisition.”
After renaming the requisition, click OK.
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Industrial Supply Co.

9. Click on the “Justification” button. Type
in the justification for purchasing and click
the “Save” button. Then click on “Close
Justification/Comments Summary” button.

UNITED STATES
D

Justification/Comments Summary

For TEMPLATE

Notes Type: Justification
Mo Justification Present

Add Justification/Comments

To replenish supply.

Save

Sunmryl

-
phone: 800.MSC.4GOV
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Industrial Supply Co.
[ Homa | Catsiogn | sesuunons | siatun | Aporovaie | siae | isporss | g

Requisition Summary

Name: REG-1106

Print Aeg

Bl To: 099093 Ship To; 18TSTI (MAILING)
NG HO 13 MAIN ST,
SPRINGFIELD, M1 £8235-9953
TRAINING ATTN: PURCHASING HO . R . .
o Sosticain | Log in using steps 1 — 4 in previous example.
Add Hem

s T e 5. Click on “Requisition Template” link under
H 10 EA :::::‘r.u&w;w.uu FEH nmn atai Quick CliCkS.

Supplier: MRO Supplies - MSC

Select Al | | Delote Selocted Lines |
Ta modify details of a e Rom, click the ‘details ink for that ling.

Total goods and services (5): 32.20
“Total does nat include any applicable shipping, of fax.

B o | sea s | A SUbmit Requisition

» Requisition Template (2)

10. When everything is correct, click on the S ssor e
“Submit Requisition” button at the bottom . B

» Catalog Approval

. Ei Search
of the page. A message will appear on the > SOW Plamming Geides.
. 1. . L » What's New (Updated 10/1/2003)
screen indicating your requisition has been 5 Picpuontly Aukeet Olisalione

successfully submitted. After the order goes
through all stages of the approval process, it
will be sent to MSC. It’s that simple!

phone: 800.MSC.4GOV
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Industrial Supply Co.

7. To remove an item from the requisition, click the

“select line” box for the item. Then click on the

« : ”
ORI - ; Delete Selected Lines” button.
Show requisitions: ~ Templates - Show Sagrch Requisitions A

Create New On Catalog Requisition Create New Off Catalog Requisition
View Printable Summary
1102 00 2 Requisitions
Select B kion Roquisiion®  L7% Vakies Mows o O Last Modified

Tomplata

(- TEMPLATE [2226110] - 226203 R00002226203 1 17.69 3 12:56:04 CST
EMPLA B ZZZUTD T 17 09/24/2003 12:55:13 CST

Last modified: 00/24/2003 12:56:04 CST

Bill To: Ship To:  18TME9 (MAILING)
ENVIR MAINT REPAIR & OPNS CWC

7800 N STEMMONS FWY STE 700

Selectfin Option * | Edit'View

Reguisition Lines

- & s i
{ L
6. Then click on the specific template to view the list e voneCDelete Selected Lines /
of products contained in it. Scroll down to bottom /
of page and click on “Open as Requisition” button. To change the order quantity for an item,
This will create a new requisition. click on the “Details” link (off to the far right).

phone: 800.MSC.4GOV
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For TEMPLATE [2226110}-2226203

On/Oif Catalog
Description
Mem #
Supplier

On Catalog

12 x 188 PERF AOLL 516 MEDIUM BUBBLE WRAP
TE215607

.

Quantity* 10

Unit Price
Extonded Price
Popup

Mem Status
Ihem Expire Date
Commedity

Bill To

_U;dato Quantity

Close Details>

8. Change the quantity and then click on “Update
Quantity” button. Then click on “Close Details”
button. Click on “Justification” button. Type
in the justification for purchasing and click
the “Save” button. Then click on “Close
Justification/Comments Summary” button.

Industrial Supply Co.

9. When everything is correct, click on the “Submit
Requisition” button at the bottom of the page.
A message will appear on the screen indicating
your requisition has been successfully submitted.
After the order goes through all stages of the
approval process, it will be sent to the supplier.

Requisition Summary

Name: REG-1106
Print fleg

Bill To;: 099663 Ship Te;
PURCHASING HQ
PURCHASING
TRAINING

|S¢Iﬂ:un0pl|an g EditView

Usa the pulidown maenu to view or change requisition options.
Seect oy uoM Description Lol
% 10 EA 12 x 188 PERF ROLL &16 MEDIUM BUBBLE WRAP
Item # T6218607
Supplier; MRO Suppiies - MSC

Justification |
Add ltem
Extendod Lina
Lot Price Detnils
176.80

Select All| Select None | Delete Selectod Lines |
To modify Gatalls of a line Ram, ciick tha ‘detaifs’ link for that line.

phone: 800.MSC.4GOV
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multiple catalog requisition Al L

8. This time click on “Browse Catalogs” button.

Requisition Sum

Add Hem To Requisition

Name: REQ-1106

Print Regq
BillTo; 099993 Ship To: wmn mwwa) For: REQ-1106
PURCHASING HO N ST,
PURCHASING SPHNIIHELD urms-m You may add a catalog fem to your by atalogs, or by entering an item #, quantity,
TRAINING ATTN: and supplier below to add the fem directly to your reguisii
Sescton Option 18 EERIENR) Q: Browse Catalogs :D
Use the pulldown menu to view or change requisition options. ‘:-w'" —
Select oty uoM Description a:‘".: Unit Price
E| 2 EA 10 nn-rn-w - Front Top - Stoel 370 e
Hhom # 0DS78S;
Supplier: mm s..ppnn -MSC
wmes[ ]
e | 2 EA Lithium General Purpose Groass - 14 oz, 208
Hem # 48738066
sn:'wr: MR Supplies - MSC Quantity # I:l
ot [ e
Select All| Select None | Delete Selected Lines |
To modify details of a line item, click the ‘detalls’ link for that line, Add Item

9. Click on the “Multiple Catalog Search” button.

-mu-m| Save As Template | Approver List Isnnmnn.qnmuml(mmm-nwl

d
Log in using steps 1 — 6 in the first example. e L oo L
7. Add all the items from the first catalog you're .- %ﬁ;;:'m
in. (i.e. MRO Supplies — MSC Industrial S Tmeotar Services - anganss
Supply). Click on “Add Item” again. _@ulnp[a Catalog Search

phone: 800.MSC.4GOV
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Industrial Supply Co.

= 2361202 §0) tema, 30,90, ragress)

T [ Automotive/industrial Batteries - Enarsys T 1 Banking Supplies - Hardand
[ =8 ceu [T O Computer Products - COMPAQ (ADEPT Il
M O cComputer Software - GTI (MCSWAP) T O Corrugated Boxes
[T = I Custodial Rental Supplies [T 2 custodial Supplies .
[T [ De-cing Supplies - High Country ™ # O Drug Diagnostics - Varian 1‘ From the home page Clle on the Catalogs tab'
M O Equip. & Supplies - Postal Products United [ e 2
[T CJ Fumiture - Allsteel /1= 53 MRO Supplies /
] '—=MSC Industrial Supply
5 | O office Supplies - Boise Cascade 7 [ PS5 Form 848 - USPS LPC
- K . i, Catalogs | ;
[T OO Retail Merchandising Center M # [ Strapping Materials
T [ Telecommunication Services - Sprint M O Temporfry Services - Manpower
@ O Tires - Goodyear T [ USPS Hxcess ltems

¥ Create a New On Catalog Requisition
» Create a New Off Catalog Requisition
» Requisitions In Progress (5)

Select All Select None

Entar Ibam # or descrigtion keywords or paets of words snd click quick saarch

Quick Saarch | | Retun to Catalogs. |

» Requisitions Declined (0)
¥ Requisition Templates (2)
» Approver Inboxes (0)

j ¥ User Setup

® Maich AN FAMDT) | Match Ay [“OR")

» Catalog Approval
» Error Search
» SOW Planning Guides

10. Select the other catalog(s) that you want S/ Whkake s Sl S
¥ Frequently Asked Questions
to search in. Once you find the item in the
catalog you want, click on “Add Item” again.
Repeat process until requisition is complete.

1 phone: 800.MSC.4GOV
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Select Catalogs

& A di | B Enarsy:

Aul HBNce
Sacurily Manufaciurning

0O Computer Software - GTI (MCSWAP)

S 23 Custodial Rental Supplies

Cintas
Unifirst
8 De-cing Supplies - High Country
0O Equip. & ies - Postal Products Unitd

O Eurniture - Alistzel

1 oOffice Supplies - Boise Cascade
= =5 Strapping Materials
EAM Mosca
Polychem
0 Temporary Services - |

=8 M li

Opan All Foiders Close All Folders

Banking Supplies - Harand

=
0 ¢ Products - COMPAQ (ADEPT I1)

=& Corrugated Boxes
Rand Whitney
Smurfit Stone

=55 Custodial Supplies
Cleanwise
WW Graingar

00 Drug Diagnostics - Varian

=13 Forms, Labels, & Tags
Chicago Tag & Label
Moore

Nashua Corporation

MSC Industrial Supply

nig
Services - Sprin}

o

N [ | e
I

i

2. Select the catalog you want to order from.

MESE

Industrial Supply Co.

3. Find the item you wish to check or print an
MSDS for and click on the underlined blue
description.

Drill Rod Eaints. Sundrics. & Adhesives
Elgctrical Supplies Barta Cloaners
Flat Stock
Hand Tools Powar Tools
Haurshware Bower Transmission
Hose. Tube & Fittings Bcess Equioment
Hyag Eublications
Hydraulics Pumos
Ingustrisl Magnets Baw Materinls
danitorial Safety
Machine Tool Acceasories Welding
_ Enter Hem # or descripbon keywords, or parts of words and click Quick Seanch.
55309185 S g Quick Search
Match Al ("AND®) (=) Maich Any ("OR")
Search:

O uur'm&mﬂscwwm Supply

Search Criteria:
Search String: 55308185

¥ 1101001 hems
| AddTo | Cument Requisiion ; (1501 2522605 (0 fiem, $0.00, In Progress)
Catatogs: MEO Supgles - MEC Industrial Supply © Lideicants § industrisl Chemscals: Lubricants : Specialty
Quantity e Itemn Descripbon UOM UnitPrice Page B W M J O

55309165 16 OF BELT DRESSING CRC LUBRICANT EA 547 2647 UNNMNMN
| AddTo | Gurrent Requisition ; FIEG - 252250 (0 Hem, $0.00, In Progress)

*F 10101 Nems

phone: 800.MSC.4GOV
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Industrial Supply Co.

5. Scroll down to the bottom of the details page
: . and click on the Supplier URL: link.
| Caiaiogs | Em [ [ oo | Bxcostoms [ Fostcariy | i !

Product Overview

Item Characteristics:
16 OZ BELT DRESSIN C LUBRICANT Change Date:
Expire Date:
Notes: Balt Dy ings Type: Ball Pressing Container Size: 16 oz
Supplier ltem #: 55030985
Manufacture item #: 03065
UNISPSC Code: 1512140100
Supp Hierarchy Code: 20011942001226Lubsp
Available?:

Business Class - B: u

Women Owned - W: ]

Quantity Nem Item Description UOM UnitPrice Page B W M J O Minority Business - M: N
55309165 16 OZ BELT DRESSING CRC LUBRICANT EA 547 2647 U N N NN JWOD Business - J; N

z Other Busi
Current Requisition: REQ - 2423653 (1 item, $7.61, In Progress) -
Detail
L < Supplier URL: M.W.WMSMM&QMW>
Item #: 55300165 Image File: 553091611.Jpg
Item Description: 16 OZ BELT DRESSING CRC LUBRICANT M
Unit Price: 547 Manufacturer Name: CRC
Manufacturer URL:
ltem Status: A
Effective Data: 07/01/2003

4. A picture and description of the item will be

displayed on your screen.

13 phone: 800.MSC.4GOV
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E UNITED STATES
POSTAL SERVICE.

You are now leaving the U.S. Postal Service Web site

You will be accessing
[http://www.mscdirect.com/e_procurement.process?MSCProdID=55

6. At the next pop-up screen click \.
on the web site link.

7. Next, you will see some information listed
about the product selected. In the top right
of the text box where it says “Check Stock,”

type in the quantity you wish to purchase
and click “Check Stock.”

8. You will then receive a message telling you
if MSC has the requested quantity and if it
is ready to ship. While at this same page
you can print an MSDS if needed. Click
on the MSDS link.

Microsoft Internet Explorer 3 X

!E Your requested quantity of 20 is in stock and ready to ship.
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Industrial Supply Co.

[ st Industrial Supply Co, - Microsolt Internet Explorer

| Agkdress [{8] hetp:[jumew. macdrect comie_procurement.procest MSEPTodD=SS 09165

Description Belt Dressings Type Belt Pressing

Container Size: 16 0z

Manufacturer Part Number | 03065

Type Belt Presang
Cantainer Size 160z
Container Type Acrosol Spray

Product Image

MSC Big Book Page

*-—

phone: 800.MSC.4GOV
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MATERIAL SAFETY DATA SHEET
Sectiyn 1: Product & Company Identification

Belt Dressing
03065, T3065, B3065

By:  CRC Industries, Inc. (215) 6744300
B85 Lowis Drive, Warminsier, PA. 18974
24-Hour Emergency Information: CHEMTREC (B00) 424-9300
Section 2: Cy i\posit o on Ingredi
Component CAS ACGIH OSHA OTHER F
NUMBER TV PEL LIMITS
Polybutene G003-29-6 NE NE NE 20-30
lsohexanes 107-83-5 500 ppm 500 ppm NE A0-30
Propane T4-98-6 NE 1000 ppm ~ NE 10-20
Isobutane 75-28-5 NE NE 1000 ppm 510
n-Buline 106-97-8 NE NE NE 510
n-Hexane 110-54-3 50 ppm 50 ppm NE <l0
Scction 3: Hazards ]dcmll*lim
Emergency Overview
Walteid KPR BMAxnin O\H & 4|

\

9. A PDF file of the MSDS for the selected
item will be displayed. (Click print.)
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Industrial Supply Co.

10. Click on the close application “X” button
in the top right corner of any pop-up windows
to return to your ebuy requisition.

phone: 800.MSC.4GOV



