How to shopping from Catalyze System

LSCI

Procedures for buying chemicals from Catalyze System
Free Purchase Request

Catalog order

General rules:

Before buying new chemicals, try to search it from our inventory system. If
you can find it in our lab or other labs in EPFL, find it or borrow it.

. Now we have very nice classification of glassware. Always look around the

cupboard on the corridor if you need any glassware.

. If you want to buy instruments or other materials less than 50 CHF, use

Free Purchase Request. Always remember to ask for the quotation,
including the delivery fee, delivery date and payment method.

. If you want to buy office materials, tubes or regulators, try the Catalog

order. EPFL has collaborations with many Swiss Companies. That would
make your purchase much easier.



I.  Procedures for buying chemicals from Catalyze System



1. Login the Catalyze System from the below website.

https://catalyse-buyer.epfl.ch/page.aspx/fr/buy/homepage/buy
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2. Search chemicals with CAS number

{;paﬁsﬁ-mmwm mOQEY®="2 0
e Search with CSA number
108483
Container Search i
Q
-
3. find the chemical in our inventory system
IAGGAS R Fesesch Materia Masgement
| Search and Request | Source Search | SearchTerm : 108-88-3
Toluene (370)
92.14u
CAS ¥ 108-98-3
'MDL # MFCDO000ES12

6. can buy from chemical cgimpany

| ~%3lfeady have in EPFL, find the chemcial With the informatian.
| Ekivatiddrabuinds

et
0 o smaccon
- i otucne. anhydrous 33
= . LAUSANNES 1653545 341 (Beanda,Francesco)
© Preferred ) 01105323 £-0001.0 Crested 11062020 Han
I 869
0 amon DEG Tohu " E ChemSeal bottles
LAUSANNES CH>2>CH B2 434 (tang. omen
01116703 Created 09.07.2020 250 mi 250 mi)
_ © suppliers
Toh X bottles
S - packaged
5 arcr o o[e SNE T T 5 i
MEMIE BRUNSCHINIG AG 01123504 Crested 13082020 250 mi (250 mi)

@ SCENTRC AG
T Y
LAUSANNE>INN>D>INN 013 (i Hyungoo )

01202883 Crested 10062021 nay

(9]
@

AUSANNE>INN>0> INN 013 (Tillard, Lucie )
01195485 Crested 10052021 oy

Chemie Brunschwig AG ¥l @ Acros Organics
Toluene. 99.85% Extra Dry. AcroSeal((100ML

B0
ol T2 o 2

01069918 Created 05022020 100 ML (100 ML)
DES Toluene, 99.85% Extra Dry. AcroSeal((100ML

LAUSANNE>PH> 254 B2 375 (Thel Zachar:
01069919 ACR32696-1000-6 Created 05022020
32608-1000



https://catalyse-buyer.epfl.ch/page.aspx/fr/buy/homepage/buy

4. Buy chemicals from chemical company
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7. add into cart
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6. The page will automatically go back to Catalyze, see below:
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€ O ¢ Cart: REQO257146 - DA SciQuest, Inc (Initialized)
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Alerts v
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©- Blocking slert (s) on line

PURCHASE REQUEST INFORMATION DELIVERY ADDRESS BILLING ADDRESS
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o) 4
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ENCLOSED

Oresults

g / Click here to choose the funding

I N Provider e fwording Wording Funds Costcenter  Amount Unity ~PUHT TotalHT Currency  Dateofdelivery CASnumber Packaging Lot ofsize

wir  Toluen: ACS, min. 95.5 5102 e 1022 1w

& 0 0 271481

1 resuirs

7. Choose the funding (ask Christina which funding you should use) and delivery date, then save
and close.

item =12k
4 Now charge line | Parcentage remaining to e charged: © %
Organization Funds Cost conter Element 0T Intecnl ocer Percantage 0P code
@ 10000 % 2
e mromaT Ask christina which funding you should choose, ...
TEM INFORM Provider : SciQuest, Inc
supplier coniace v
- 12352100 Organic derivatives and compounds with substicution
Groer proviter: ABCR Swisz 4G
Bugger o) - [ 301000 - Manériel biclogiques et chimiques
Description: Toluene: ACS, min. 53.5% ripsion. Supplier comment€) A

ider : AB207195-0500.00MLT

ADDRESS

QUANTITY / PRICE

Amaunt: 1.0000  unit(s)

PU HT: 51.0200 CHF
s1.02

CONTACTS

SHIPPING INFO 4 estimated delivery date, usually +14 days

i) name First name Mail address Phone

HECR GrbH & Co. KE Info

8. Send for validation, click following and then if needed, choose the person who you should ask
for signature (Christina will tell you). Then click send for validation. Done!
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| Purchase order
Alerts ~

Validation

PURCHASE REQUEST INFORMATION DELIVERY ADDRESS BILLING ADDRESS

Status: Initialized EPFL SE ISIC-GE Magasin BCH 1218 (Batachi EFFL SB ISIC LSCI BCH 3305, Batiment Batoy

ESFLSEISIC LS
chime UNIL) BCH 3205, Batechime Building
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oA |DAS:\Ques|‘ Inc
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of the D& Wu Xingyu W
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4 zpplicant |Wu Mingyu

| 0646 - LSCI - Laboratoire de synthése et de catalyse inorganique
COMMENT TO THE SUPPLIER ON THE ORDER FORM
Legal sodery: Polytechnic School of Lausanne

Ausomatic sending of

order form:

a

2 copyof e order [

Transmit charges o

4
INTERNAL COMMENTS (NOT SENT TO THE SUPPLIER)
Li]
y
ENCLOSED
Add attachment
i Mo Provider Ref. / wording Wording Funds Costcenter Amount Unity PUHT TotalHT Cumency Date ofdelivery CASnumber Packaging Lot of size
# |0 2571161 (SciQuest, Ing) ABCR S AB207195-0500.00MLT | Toluenes ACS min.99.5% | pegeq.LsOr-fumct - COB46 51.02 12/02/2021 108-88-3 1

results
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Cart: REQO257146 - DA SciQuest, Inc (In progress - choice of validators)

Receivea

ENCLOSED

Add attachment

Oresults

Coneecry 4 o G

INTERNAL COMMENTS (NOT SENT TO THE SUPPLIER)

SIGNATURE

fire" step.

Please indicate the people who will receive the validation email for the 'S

Background Signature 1 Signature 2 Amount HT
0646-1 - LSCI- fun u Xingyu (5000 CHF} v s1.02
You can send your purchase request for validation before the signature steps.
Send for prevalidation: [J
Prevalidator 1 Prevalidator 2 Pre-validator 2
I N Provider Ret { wording Wording Funds
& | O 271881 Toluene; - 0E461-15C)

unc,

Costcenter Amount Unity PUHT TotalHT Cumency Date of delivery CAS number Packaging

12/02/2021 | 108883

- cosds

Total

Net amount:

if needed, Christina will tell you which person you should ask for signature

Lot of size

51.02 CHF

9. ﬁnowledge the chemicals you received. Very important!
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10. If you receive any invoice (by email or letter), please forward them to Christina.
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Il. Free Purchase Request



Free Purchase Request: instruments or other materials less than 50k

1. Login from the below link:
https://catalyse-buyer.epfl.ch/page.aspx/fr/buy/homepage/buy
2. click free purchase request

EPFL —

Google Transiate

€ D fr  Home page - Buyer

o L+ (+]

1. click here

guotation(s) received should be up loaded

3. choose delivery and billing address and type of order, payment and delivery, attach the
guotation. Then click add an item.

cPFL

Suppliers  Contracts  Procurement  Reporting  User  Halp

€ O fr Basket:REQO257165 - DA du 0112/202] (Drafted) =8

=—I3

=]

Purchase requisition

Workflow

PURCHASE REQUISITION INFORMATIONS

£F7L58 151G Mgesin 5K 12155 [err 58t B 50, aaumenc

2. choose delilvery address BCH 1218 and invoice
address BCH3305

Regles EPFL

Cliquez ici pour aceéder aux régles EPFL

guotation(s) received should
be up loaded

Résumé des régles & appliquer selon montant HT de la commande

<50k CHF > 50k CHF > 150k CHF > 230k CHF .
ask for the quotation from the company,
1bon de commande Recommandation d'avoir 3 offres concurrentes écrites | 3 offres concurrentes écrites Obligation Iégale de procéder a un appel d'offres public attached it here.
[Recommandation d'avoir 1 offre écrite| Justificatif du choix du fournisseur Justificatif du choix du fournisseur The de|IVeW date' de|IVeﬂ/ fee and .
payment menthod must bu included in
Cahier des charges the quotation

PAYMENT AND DELIVERY €) always choose DAP

Incoterm DAP _is for orders coming out of Switzerland %

payment method, you can choose but [INNis preferred

Incoterm : | Delivered at Place (DAP) Incoterm location

Ajouter une piéce jointe

Payment Terms : | 90% at 30 days after delivery and acceptance of goods, against invoice and bank guarantee for 10% of total purchase order

100% after delivery and acceptance of the goods

is preferred.

0 Result(s)

4. fill in the details of the item, including the delivery date. Find the suppliers by name. Then save
and close.


Group Hu
打字机
100% after delivery and acceptance of the goods is preferred.

Group Hu
矩形

Group Hu
打字机
 Incoterm DAP is for orders coming out of Switzerland

Group Hu
打字机
quotation(s) received  should be up loaded 

Group Hu
打字机
quotation(s) received  should be up loaded 

https://catalyse-buyer.epfl.ch/page.aspx/fr/buy/homepage/buy

Sx

Item
aser -

ITEM INFORMATIONS SUPPLIER

ITEM INFORMATIONS Contract Supplier ;

Supplier Contact

Commadity €@ |
Order supplier @ :

Account budger €@ : |
Description | Comment for supplier @ :
4

Supplier ref.:

Link to product url : \

QUANTITY / PRICE ) . o
find the supplier by name, if it is in

our system. Congratulations, just go

Specify price incl.ax @ : (]
ahead. Otherwise you need to create

cuersos | Fieee v == fill in these parts correctly .
Frice (axsxciuca): | cHr v a new supplier.
% discount :

Total After Discount (pretax)

Tax: |TVA(H7.7 ~

DELIVERY INFORMATIONS

¢ —==mp- put the delivery date here (the same as the date in quotation)

Request date : |2-Dec 21

5. If supplies not in our system, create new suppliers. Fill in the form, add a contact, then save and
close. Send for validation, wait for two or three days. Then you can find the company in our
system.

EPFL —

Contracts  Procuremant  Reporting  Usar  Help

Supplier Management

create new suppliers

EPFL —

Suppliers Contracts Procurement Reporting  User  Help

') Create Supplier -8
wentity @ 5
Alerts
contacts @
fill in the form, including the company name and address, purchase information.
SUPPLIER INFORMATION aDDRESS

PURCHASING INFORMATION SUPPLIER HIERARCHY

MOTIVATION OF THE REQUEST




=PrL

Suppliers Contracts Procurement

<9

Create Supplier

Identity €

SUPPLIER CONTACTS

Add a contact

Contacts €

Reporti

\

INTERNAL USERS

User Help

add a contact

Supplier contact management

Identity v~

Salutation :
v |

First name :

et |

Phene :

Phene :
Fax:

Position :

Internal identifier :
Defaul: Language : | English

Photo :

Exp. note account :

Address v

Name - Additional :

: Validated

[aa] Click or Drag to add a picture

6. Then select the funding, ask Christina which one you should use. Save and close.

Item

Alerts v

a6 x

Login information >

[=]-2k

¥ Data was saved

Add alert@ :

@- Missing fund on line

COST ALLOCATION INFORMATION

+New allocation line | To be allocated: 0 % P

Organization
0646 - LSCI - Laboratory of Inorganic Synthesis and Catalysis

1 Resultls)

ITEM INFORMATIONS

ITEM INFORMATIONS

Element OTP

v
save after each imputation

Funds Cost Center

{
0646-1 - LSCI - foncr.
514323 - FN_Bio-mimetic, bio-inspired, and organo
519063 - ANTVS Demo AMY
520224 - Mandats divers
533048 - Gaznat water electrolyzer
565277 - NCCR-Ele ctrocatalysis and electrochemica
565278 - NCCR-Benzylic C-H Bond Functionalization
588036 - ERC-FANOEC
588527 - MSCA-IF-ADBCRZE

Commodity € |A - Computer and communication components, supplies and equipment

Account budger@: | 544000 - Personal computers

Description: |asd
Supplier ref.

Link to product url

QUANTITY / PRICE

Internal order

10000 %

SUPPLIER

Contract Supplier :
Supplier Contact:

Order supplier @ : 31

Comment for supplier @ :

ADDRESS

Number: 12

Percentage Code OP

3P INSTRUMENTS - formerly Quantachrome GmbH & Co. KG
MUHLBERGER Stefanie

P INSTRUMENTS - formerly Quantachrome GmbH & Co. KG

@ﬁ'»@@m

7. Continue and check all the information. If you just arrived, please choose me or Christina to pre-
validate your order. Click send for validation. Done!



Google Tersiste Xingyu .

cPFL
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Suppliers  Contra

< O fr Basket: REQ0257165 - DA of 12/01/2021 (Drafted)

‘ Purchass requisition

Alerts v
click here
INVOICING ADDR

[

Workflow
LSBISIC LSCI £

PURCHASE REQUISITION INFORMATION

Stas: Drafted

PR Type: Standard Purchase

u 0111272021

Xingyu
COMMENT FOR SUPFLIER DISPLAY ON PURCHASE ORDER

jestar: | W Xingyu

s | 0646 -LSC1 - Laboratory of nerganic Synthests and Caralyss

Polytechnic Schoal of Lausanne

INTERNAL NOTES [NOT SENT TO SUPPLIER!

Xingyu W.

=PFL
[ oata was savet v xR

Procurement  Reporting  Usar  Help

Suppliers  Contracts

¢ D fr Basket: REQOZ57165 - DA du 01/12/2021 (In progress - Accred)
o i [ o R o 5 [
ATTACHMENT

click here, done!

m: | Delivered at Place (DAP)

90% at 30 days sfter delivery and acceptance of gaads, against invaice and bank guarantee for 10

Peyment

o if needed, choose the person who you should ask for signature.
materials less than 5000CHF do not

require validation

06461 - LSCI - Fance.

- [ e ing sy v o0z
up 5000CHF preferably to put Christina

i walidation before the signature steps

rehase req

You can send ye

Send inp

——
1 i 2 3 . e . .
Recommend to do this if you just arrrived here.
Com CorTe Cr e e
-0 Ref Description Funds Cost centers Ordered Qty Unit Unit price Total [tax excl) Currency Delv date CASnumber Packaging L

N Supplier

TS - farmerly Quaniachrame Gk

Total

Amoun ftax ext

you can send it to me or Christina for prevalidation if you are not sure. s - - o
for validation as a 2nd signature is


Group Hu
打字机
materials less than 5000CHF do not require validation
up 5000CHF preferably to put Christina for validation as a 2nd signature is always required


lll. Catalog order



EPFL has collaborations with many Swiss companies, like distrelec. Usually if you want to buy office
materials, like paper and printer, metal connectors, tubes or gas regulators, et. al., you can try to find
them here. It would by much easier to order from Catalog Order.

1. use the same system and click here

cPrL

=~ Xingyu W
=y ?
Suppliers Contracts Procurement Reporting User  Help

Lo B+ Procurement home page =

CATALYSE trai

LABORATORY Catalog dgder Create requisition Scientifics equipment
CONSUMABLES AND arder
EQUIPMENTS

Sciquest catalog

click here

2. You will find many companies here, click the one you like, for example, distrelec.

.:P.=L Xingyu W
= g
Suppliers Contracts Procurement Reporting  User  Help

€ D {¢ Catalog home page

LHRP

INFORMATIC CONSUMABLES AND
EQUIPMENTS

ARP catalog

/ click here

RAISER+HERAFY OTTCFISCHER THOR[LATS DISTRELEC

Distre?

Otte Fis
-

Internal catalog EPFL

3. It will go directly to Distrelec website and logged in as EPFL account.

DISTRELEC [ ER ] [ | reccommicsommmaose Q

Que recherchez-vous aujourd’hui?

ey Y gy [ g Y (e [ —— T B ge—

P Y ey [ grem— [N

4. Find the goods you want to buy, add to the cart and check out, as you do in Amazon. Then it will
go back to our Catalyze System.

5. fillin the delivery address and billing address, choose the funding and delivery date. Then save
and close.



cPFL -

< O fr Basket: REQOZ57184 - PR Distralec Schweiz AG [Drafted) : =

PURCHASE REQUISITION INFORMATIONS DELIVERY ADDRESS INVOICING ADDRESS

Drafted EPFL SB ISIC-GE Magasin BCH 1218 (Batochim EPFL SB ISIC LSCI BCH 3305, Batiment Batoch

Punchout Purchase

creator : Wu Xingyu

Reque:

[

select BCH 1218 as delivery address Snd BCH 3305 as billing

address
P0a
()
ATTACHMENT
OResuis
-_ k here to choose the funding
Supplier Ref Description Funds Cost centers Ordered Qty Unit Unit price Total (tax excl] Currency Deliv.date CAS number Packaging Lot of size
(Distrelec Schwel: s301 Frent Panel P56 inear Regulstors 1284 man i 178 |cHE .
Item BHx
+New allocation ine | To be allocted: 0 %
Grganization Funds Cost Center Element 0T Internal order Perceniage Code OP
10000 %
ask Christina which funding you should use
TEM INFORMA SuPPLIER
TEM INEO CorsraceSuppier - Disrelec Scmeiz AG
Commodity 8 32130000 - Eectrons harcware snd Componens parts 3nd sccessories [ ——
504000 - Eectronic equigment
Front Panei PSG 14 HP 19" ACDC Linear Regul 4
s, Y6330
- ADDRESS
s
QuaiTy / picE
ss0s
/10000 Piece Country: SWITZERLAND
pric Wm0 oo - Grabenser
Toral afer Discoun e 1676
T TAGHTT
DELIVERY INFORMATIO H H ] P ConTACTS
indicate the estimaed delivery date, usually +14 days
[ [T ——— Phane .

6. Continue and send for validation, done!



Reporting L

ingyu W.

€ D Yy Basket: REQU257184 - PR Distrelec Schweiz AG (Drafted)

| Purchase recuiiton

alerts ~
Workfiow .
click here

PURCHASE REQUISITION INFORMATIONS DELIVERY ADDRESS INVOICING ADDRESS

EPFL S8 15IC LSOl BCH 3305, Batiment Batoc

Status : Drafted ERFL SBISIC. GE Magasin BCH 1218 (Batochi

E GE

Punchaut Purchase
anw

Pequistio

[ e s

Vi Xingyu

W Xingyu

0845 - LS - Labaratory of Inarganic Symthesis and Catalysis

Ecole Polytechnique de Laus

S8 PO automatcaly

ATTACHMENT

e
N Supplier Ref  Description Funss Cost centers Ordered Qty Unit Unit price Total (tax excl] Currency Deli date CAS number Packaging Lot of size
Disowc: ——— el PSG 14 HP 157 AC/DC Lingar REgUIBESrs 126.4MM o 0636.1 - L5 50 Pisca - 676 CHF 6082 ”

user  Help

Xingyu W

€ D fr Basket.REQO257184 - PR Distrelec Schweiz AG (In progress - Accred)

[ 50 | canct esion | corect my 7 | Ser o erson [

DELIVERY ADDRESS

click here, done!

INVOICING ADBRESS

ASE REQUISITION INFORMATIONS

S B (Basochi

(— Mo (e 5 308, s s

yoe : Punchout Purchase
ime UNIL)

2@ [PR Disurelec scnweeiz AG

tce W Kirgyu

T

INTERNAL NOTES [NOT

T 1O SUPFLIER,
Ecole Poytechnigue de Lausanne

ATTACHMENT

0 Resuitis)
SIGHATURE

R R __.——" if needed, select the person who you should ask for signature. Choose me or Christina to
funa sanature Shnature 2 amount fra exct)

0646-1 -L5C1 - fanct.
fou €3 580 your p "

Wi Yoy (5000 CHF)
aation before e sig

1676

Prevalidateur 2 Prevalidateur 3

prevalidate it





