E-Way Procedures for Non-Credit Card Holders and Credit Card Holders:

Procurement & Property Management (PPM) is still continuing to reduce BNL’s onsite inventory and will be replacing inventory with online catalogs.  The first catalog in place is for ordering stationary.  

This new system for online stationary catalog ordering is called E-way (www.eway.com) with Faison/ Corporate Express.  Employees are instructed that they must buy stationery items from Corporate Express.  Credit card holders need to just log on and follow the tutorial that is given on the e-way web site.  In order to make this system work for non-credit card holders, the NSLS has set up approval groups allowing non-credit card holders to submit orders for approval from a designated card holder. 

Please see the revised list of User ID’s and Passwords with detailed instructions on how to use the E-way system for non-credit card holders and credit card holders below.

The approving credit card holders are the following people: (ALL CAPS)  

Note:  “Password” is the password for all User ID’s

	Approver
	User ID:
	Password:

	Hatton, Diane
	STOCKRMLS
	PASSWORD

	Aloi, John
	ESHLS
	PASSWORD

	Corwin, MaryAnn
	ADMINUSERLS
	PASSWORD

	Hatton, Diane
	ADMINBUGTLS
	PASSWORD

	Fulkerson, Mike
	POWERSYSLS-BNL
	PASSWORD

	Gallagher, John
	INTERLOCKSLS-BNL
	PASSWORD

	Messana, Corinne
	ESGLS
	PASSWORD

	Rakowsky, George
	ACCELLS-BNL
	PASSWORD

	Lenhard, Anthony
	ESGTECHSLS-BNL
	PASSWORD

	Rakowsky, George
	MAGNETLS-BNL
	PASSWORD

	Rambo, Wayne
	DIAGNOSTICSLS
	PASSWORD

	Boerner, Albert
	ELECTECHLS
	PASSWORD

	Miller, Laura
	SECRETARYLS
	PASSWORD

	Mortazavi, Payman
	MECHENGRLS
	PASSWORD


Steps for Non-Credit Card Holders to use the E-way System www.eway.com
User ID: ALL CAPS

Password: ALL CAPS
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NOTE:  The following is a new contacts list of teams & representatives with their phone numbers for Corporate Express and Brookhaven National Laboratory, which appears on the first screen after you have entered your User ID and Password:

Contacts


Orders, Credits, Order Status, Returns
Red Team 1-800-351-1495 
fax 1-800-445-4977

Credit and Billing Questions
Mark Anderson 1-303-209-4973

Eway Questions
Eway Help Desk 800-308-4776


Special Questions and Problems
Michael Quest - Account Manager 212-337-7652
michael.quest@cexp.com 
Or
Nancy Harris - Procurement Department Ext. 7218
Brookhaven National Laboratory 

At the top of the screen, click on the little shopping cart “Shopping Cart” to create a new order.



From any of the screens you may also view the entire catalog by clicking on “Catalog”.

There are 4 tabs in which you are able to search an item: “Browse” – for general categories, “Manufacturer” – gives you a list of items based on the manufacturer name, “Index” – gives you a list of all the items by name and “Search” – enables you to search the catalog using product description keywords, manufacturer name, or item numbers for the product you want to find or you can use a paper catalog.  You may also use the “Tutorial” for any additional help needed.



Click on the “Shipping & Billing” tab.  Then change the “Receiving Dock” information to read: Bldg 725.  Then change the Ship To Information, Attention box to read: Your Name /Bldg /Ext. 


Then click the “Shopping Cart Items” tab, to start listing the items you would like to purchase.



Make sure you “Save Cart”.  After you have completed your order, save it again and then click “Check Out”.



Then click the “Confirm Order” button.

The last screen gives you the following information:

Your order has been routed for approval.

If you have any questions, please contact your approver or account administrator. 

E-Way Order Number: 38202396 

Click on the E-Way order number to view your order in a printer friendly format. 

Thank you for your order! 




You may click on your E-Way Order Number for a printable version of your order to keep for your records.  You must then click the OK button.  This will send your order to the approving cardholder.  After they have reviewed and approved your order, it will then be submitted to Corporate Express.

The approving cardholder will receive the following e-mail message:

SENT TO:
 D Buckley

SENT FROM:  Internet E-Way

SUBJECT:        Internet E-Way Order #35092162 is now Pending Approval.

Internet E-Way Order #35092162, which was originated for account #010536462 by STOCKRM LS, is now Pending Approval because of the following: Unallowed Item Type(s);.  Click on the reference below to review the order.

https://www.eway.com

After receiving the above email message, the approver, must log onto E-way with his/her own User ID and Password, NOT the Group ID and Password.   Click on “My Approvals” to view any orders that may need to be approved. 



From here you can either “Approve Selected Order” or “Deny Selected Order”.   After you Edit an order, make sure that you “Save Cart” again, click the “Check Out” button, and then click the “Confirm Order” button. 

The last screen gives the following information:

Your order has been successfully received.

Please reference the order number below
when speaking with Customer Service. 

E-Way Order Number: 38197317 

Click on the E-Way order number to view your order in a printer friendly format. 

Thank you for your order! 




You may click on your E-Way Order Number for a printable version of your order to keep for your records.  You must then click the OK button.  This will submit the order to Corporate Express.

There is also another option that allows you to search all orders.  Click on “My Orders”, then on the “Filter Orders” button in the middle of the page.  Make sure the following fields are filled in: “Status” – choose from the drop down menu (all, saved, denied approval, pending approval, & submitted), and “User You Approve” – choose from the drop down menu (should list your user ID and/or approval group).  Then click the “Filter Orders” button on the bottom of the screen.



This will then give you a list of all your orders requested.  You may click on the order number and view the list of ordered items.



Steps for Credit Card Holders to use the E-way System

Follow the same steps for the Non-Credit Card Holders, except Credit Card Holders must use their own User ID and Passwords on the first screen.  After you “Save Cart“, “Check Out”, and “Confirm Order”, your order will be submitted directly to Corporate Express. Your order will not have to be approved by anyone else.

*User Id:  first initial and last name (no spaces, lower case) – i.e. -  dbuckley

Password:  first initial and last name (no spaces, lower case) – i.e. - dbuckley

(*Please note:  for new credit card holders, your User ID may be:

first initial and last name – bnl (no spaces, lower case) – i.e.  – dbuckley-bnl)
From here it will prompt you to change your password.

Update the credit card information in your profile if needed.

IF YOUR PASSWORD DOES NOT WORK, PLEASE CALL:

NANCY HARRIS at EXT. 7218 (or) RON ONDROVICK at EXT. 4553
Tell them that your e-way user id and password are not working. 

They will either give you your correct password or re-set your password.

If you have any further questions, please contact Wendy Morrin at Ext. 4884, e-mail address morrin@bnl.gov
**This is very important.  This information determines to whom the items will get shipped to.





(4) Search Tabs:


Browse, Manufacturer,


Index & Search





“Catalog”





To EDIT the order, click the edit button under the Tools: (key), before you “Approve Selected Order”.
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