
Advanced Marketplace Catalogue  
 

Page 1 of 12 

 

Access and Make Purchases within the Advanced Catalogue 
 
1. Access 
 

1. Log into CIAnywhere and select My 
Requisitions. 
 

 

 

2. Select   
3. Select Browse a supplier website 
4. Select Advanced Marketplace 

 

5. Once logged into Advanced you can undertake the following tasks. 
• Search for a product 
• Search for a product by a supplier 
• Search for a product by a category 
• Free text ordering 
• Request a quote 
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2. Search for a Product using the Search Bar 
 

1. Click in the ‘search product’ field. 
 

2. Enter a short description of what 
you are looking for e.g. gloves and 
select ‘search’ 

 

 
 

 

 

3. Search results will show: 
• Picture (if available) 
• Supplier  
• Catalogue number 
• Price 
• Pack Size 
• Min Qty, you need to order 

 

4. When you find the item you want, 
enter your quantity and select 
‘Add to Basket’ 

 

 

5. Either continue shopping or select 
‘View Basket’ 

 

6. Click on ‘Checkout’ 

 



Advanced Marketplace Catalogue  
 

Page 3 of 12 

 

7. Your shopping cart will return all 
your items back in the ‘My 
Requisition’ screen in CIAnywhere.  
  

8. Enter delivery point and account 
details for each item.  

 
9. Select ‘save’ 

 

HINT: switch your view 
to grid view. This is 
helpful if you have 
multiple line items. 

 

10. Enter your User Details on the 
‘Settings’ tab and select ‘save’ 

 

11. Submit your Requisition. 

 



Advanced Marketplace Catalogue  
 

Page 4 of 12 

 

12. Enter any comments for 
Procurement and then Click "OK"  
 
Your requisition has now been 
created and will workflow for 
approval. 
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3. Search for a Product by a Supplier 
 

1. Select ‘Browse by Supplier’ 

 

2. Select your supplier from the list  

 

3. Select ‘Search catalogue for ‘your 
chosen supplier’. 

In this example JB Hi-Fi Solutions Group 
was selected. 
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4. The selected catalogue will open 
where you can select to search by 
keywords, using filters to refine 
your search results. 

 

5. You can also search by category 

 

6. Search results will show: 
• Picture (if available) 
• Supplier  
• Catalogue number 
• Price 
• Pack Size 
• Min Qty, you need to order 

 

7. When you find what you need to 
buy enter your QTY and select ‘add 
to basket’ 
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8. Either continue shopping or select 
‘View Basket’ 

 

9. Click on ‘Checkout’ 

 

13. Your shopping cart will return all 
your items back in the ‘My 
Requisition’ screen in CIAnywhere.  
  

14. Enter delivery point and account 
details for each item.  

 
15. Select ‘save’ 

 
HINT: switch your view 
to grid view.. This is 
helpful if you have 
multiple line items. 

 

16. Enter your User Details on the 
‘Settings’ tab and select ‘save’ 
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17. Submit your Requisition. 

 

18. Enter any comments for 
Procurement and then Click "OK"  
 

19. Your requisition has now been 
created and will workflow for 
approval. 
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Search for a Product by a Category 
 

1. Select ‘Browse by Category’ 

 

2. You can either enter a category to 
search or select a letter to show 
categories by letter. 
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3. In the search results select the 
category you want to review. 
All materials that fit within that 
category will show in the search 
results. 

 

4. Search results will show: 
• Picture (if available) 
• Supplier  
• Catalogue number 
• Price 
• Pack Size 
• Min Qty, you need to order 

 

5. When you find what you need to 
buy enter your QTY and select ‘add 
to basket’ 

 

6. Either continue shopping or select 
‘View Basket’ 
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7. Click on ‘Checkout’ 

 

8. Your shopping cart will return all 
your items back in the ‘My 
Requisition’ screen in CIAnywhere.  
 

9. Enter delivery point and account 
details for each item.  
 

10. Select ‘save’ 
 
HINT: switch your view 
to grid view. This is 
helpful if you have 
multiple line items. 

 

11. Enter your User Details on the 
‘Settings’ tab and select ‘save’ 

 

12. Submit your Requisition. 
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13. Enter any comments for 
Procurement and then Click ‘OK’ 
 

14. Your requisition has now been 
created and will workflow for 
approval. 

 
 


