ISU Chemistry Stores On-line Catalog Ordering Instructions

Logon to AccessPlus and click on the U-Business tab in the upper right corner.
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To view the Chem Stores catalog:

a.  Click on Chem Stores Catalog on the left side of the screen.
b. From this screen you may browse all of our stock items by number, keyword, family or sub-family.
c. You can view current pricing and number in stock for each item.
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To create a new order for stock items:
a.    Click on Chem Sto Ordering.
b. Click on Create Order
c. .Fill in your contact information in the appropriate fields.
d. Enter a valid account number.  If your account is closed you will not be able to proceed.
e. Please indicate if this order is for delivery or pick-up in the Dlvry/Bld/Room field.
f. For pick-up, enter the words ‘Customer Pick Up’.
g. If your order is for pick-up, include your email address in the Comments field and we can contact you when your order is ready.
h. For deliveries, add any additional instructions in the Comments field.
Please note that all delivery orders will be delivered to the dock of your building unless you
specify a room delivery in the Comments field.  Delivery charges will be added to all room
deliveries.
i. Click on Save.
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j. Click on Add Stock Items.
k. Type in the stock number.  Do no use any decimal points or dashes.
l. Enter the quantity.
Please note the unit of sale for the item.  Some items are sold in Eaches and others in Packs, or Cases.  
Make sure your quantity is correct.  If your order quantity exceeds the number in stock, your order will be processed
                with the quantity of that item available.  The remainder of the order will be processed when enough stock becomes available.
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m. Click on Save or Add Next Item to move on.
n. Add additional stock items as needed.  The system will allow up to 10 stock items per order.  If you have more than 10 items to order, 
please create additional orders as needed.
o. After your last line item is entered, click on Save to save the order for later, or click on Finish to proceed to completing the order.
p. Please check your order for errors and then click Send.  A confirmation screen should indicate that your order has been sent.
To check your order status:
a.    Click on one of the selections under the Browse option on the left side of the screen.
b. Newly placed orders will appear under Orders To Fill.
c. Orders that we have received and filled will appear under Filled Orders.
d. Orders that show up under Incomplete Orders can be updated and sent to us at a later time.
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To create a special order for non-stock items:

a.   From the Chem Stores Ordering menu, click on Create Order.
b. Fill in your contact information as you would for a stock item order.
See above for instructions.
c. Under Comments, type the name of the company you are ordering from.
d.    Click on Add Non-Stock Item.
e.    Enter the quantity and unit of sale  e.g. each, case, pack, etc…

f. Enter the description of the item you wish to order.  Please include the following:
Lines 1 and 2 - catalog number of item, name/description of item, and size of item  e.g. 10 g
Line 3 - company telephone number or website

Line 4 - company address
g. If you don’t know one or more of these details, please enter as much information as you can.
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h. Click on Save to proceed.

i.     Enter additional non-stock items as needed.

j. After your last non-stock item, click on Save to save for later update, Finish to proceed to sending, or Delete to remove an item.
k. Review  your order for errors and click on Send.  A confirmation screen should indicate that your order has been sent to Chem Stores.
To check your order status:

You can check your order status the same as you would for a stock item order.  See above for instructions.
For questions regarding placing an order or checking order status please contact the Chem Stores sales counter or office:

Office 

Melissa Gruhn, manager  
294-0200



msgruhn@iastate.edu
Becky Abu-Hawash
294-4413

bmabuha@iastate.edu
        


Sales Counter

294-0203



chemsto1@iastate.edu
