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Introduction

What benefits can you expect from buyND?
a) Savings: Online catalogs with negotiated pricing

b) Convenience: A paperless requisition process,
accessible anywhere and anytime

c) Speed: Automated approvals and electronic links to
suppliers

d) Training classes, online assistance, and a live help desk

Three types of Shopping:

a) Punchout- The vendor has the technical capabilities of
allowing a connection to their online catalog.

b) Hosted catalogs- The vendor supplies us with their
product information, including product description,
price, etc.

c¢) Non-catalog- Only the name and address of the
vendors are available in buyND. When using a non-
catalog vendor, you will need to fill in the product
description, price, etc.

Three Simple Steps to Success:

Requisition

Key Terms:

a) Requisition- An online requisition is an electronic
document, which can be originated by the requestor,
and then using the University’s workflow rules, will be
submitted to subsequent levels until it is finalized or
approved and converted to a purchase order.

b) Purchase order- Purchase orders allow you to clearly
and explicitly communicate your intentions to
suppliers by indicating types, quantities, and agreed
prices for products or service. Purchase orders also
help manage incoming orders and pending orders.

Every order you submit in buyND will have two numbers, a
requisition number and a purchase order number.

Logging In

To log into buyND:
a) Launch a web browser
b) Visit either:
i.  http://buy.nd.edu
ii.  http://inside.nd.edu

1. Use the buyND quick app on the
Home or Administrative tabs

c) Login using your net ID and password

d) Review any announcements on the buyND Bulletin
Board

Creating a Profile

Your profile only needs to be set up one time unless your
information changes. Changes for specific orders can be made
at any time of creating a requisition.
Your user profile allows you to:

a) Enter multiple Ship To codes with nicknames

b) Select one of the Ship To codes to be the default code

c) Enter a contact name

d) Enter room number and department name

e) Set up default FOAPAL information

f)  Set up information for any additional FOAPAL codes

that you use so that they can be accessed from a pull
down menu.

g) Set up Code Favorites with nicknames

Modifying Ship To Addresses

When modifying the contact information of a Ship To address,
remember the following guidelines:

a) Always enter a contact name (your user name is the
default). This is important because it will appear on
the shipping label.

FOAPAL and Commodity Codes

See your Budget Administrator for your approved FOAPAL list.
Remember that not all departments require Activity and
Location values in the FOAPAL code set up.

buyND allows you to use drop-down menus to choose
appropriate FOAPAL codes for an order. Through the profile
set up process, you can choose your approved FOAPALs from a
larger system list and add them to your drop-down menus to
make requisition creation quick and easy.

Commodity codes can be added when completing the
requisition. Grant Review information will be provided by your
Budget Administrator. If you will not be charging to a grant,
please choose No Grant Review in your profile

Code Favorites

Use Code Favorites for quick access to accounting code
combinations saved to your profile during checkout.
a) Expand Default User Settings and click on Custom
Field and Accounting Code Defaults in your profile.

b) Click the Code Favorites tab.

c) Click the Add button to enter a commonly used
combination of accounting codes with or without
splits. Code Favorites are accessed during checkout by
editing the codes section or by selecting it as your
default accounting codes in your profile.

Custom Field and Accounting Code Defaults

Header (int.) Header (ext) Codes and FOApaL{ Code Favorites  phernal Information

3


http://buy.nd.edu/
http://inside.nd.edu/

's93ed pasn Ajluowwod 0} *J9pJo ue Suipiedal~r

's3d192a4 pue ‘suolyisinbau ‘spd se yans ‘saydJeas S$920e YoInb 40} SHyJew>00q 34n3yuod -sysewyoog '8 UOI3BWLIOJUI [|B J9IUS 0} WO} SIY3} 9SN "d|ge|leAe
40 Aja14en e 03 Ss920e NOA saAIS -Yaaeas YNy g1 219 ‘STVdVO4 10U 3Je s30|e3ed 3noyound JO PIISOY dJaYM
‘14ed uiddoys anoe ‘sassaJppe 03-dIys ‘UoilewJoul 10e3u0d Suipnjdul saseyaind 03 si9ja4 30|ejed-uou -wiio4 ojejed-uoN  ‘p
JnoA jo maindInb e 198 03 NnoA smojje -mainaud 1e) TT ‘Jasn e 1noge uollewJojul Ay sulejuod -ajyoad L *SM3U pUB UO[1BWIO0U] SIIINIDS
*SUOIIIIII0U ‘w404 3sanbay 1UdWaJnd0Jd uepodwi jo sysod -pieog undjing ‘€
4938141 ||Im sjenoadde 4o uollisinbad panwqgns ppe Ja1iddns syl pue wuo4 1senbay [soue)/aduey) ‘piomAay 1eyl Sululeluod saded Jo
Se UYons ‘swa}l UOI30e Ule}ID -SUOIIRIIION “0T Od 9Y31 -SwJ0o4 SIINIDS JudWdINd0Id 9 1S1| B SUJN3aJ 1BY3} YdoJeas pJomA) e -ydJeas nudN  °g
‘lenosdde uonyisinbad se yans ‘uoioe 'sa91ddns paJsasaad Jo sausqam pue 'suol3do nuaw 3|ge|ieae ay3 sAe|dsip 1eys
JO 1J0S 9w0s a4inbaJ 1By} Swa}l -Swd}| UOIY  °6 sinoyound o3 syul| -aseamoys 131ddng passagaid S nuaw apIs IN0-3p||s ‘ued|d e -ieg uonesineN apis ‘T

wiog
1sanbay poues Bbueys od

s

wio4 153nbay ppy 42 ddng

i m SULIOS S9D1AISS JU3LWaINd0ld
zH=zz3w ;=pdn]
‘3pinb 33uaJ43434 32k yauess awnaog
S1ONPog J1HIUR105 S1npold J4usIng spuauodwod JuoaR3g SPnpodd J4Rusing s31ddng ge 9 JyRuIg BT/ETAL 001 dn {007 SYNeEa dod FT/ET Ad 1o} puny
e s R N e sppusps ey} 03 payjul) sapo3 weaBoid pue uoneziueblo 3y} Mala 03 J3GUINU puny
& 444 s ANk 43jUa pue Ul 3y} uo 3212 3se3|d ‘apo3 weiBosd 3161p § € yum
1¥dv0d & 2s5n 3snw s306png $1/6T A4 103 pepusiul sieplo sseysing
i aseamoys 131jddns jeuoiuppy -
anfng Joy mouy 03 paau nok JEYA — JUSWSIUBYUT HEYD ‘UDHELLIOU
J3ypny Joy 36ed gam Jno 03 43434 35E3|d "3|joad J3sn I3y} 0} paleposse
[ [ [ [ sapod wedbold ayy s1epdn fjenuew o1 pasu (v sJasn ‘aning uiguam
saijddng qeq g 2yuaIng 2uemyog MNOH 4 dd siapndway €10z ‘T Anr uo Buuwbag spubip g 01 7 woly papuedxa aq [Im sapod
WS LY UL ~EE 1aded g saiddng 30140 . _ s .

R flBUTREN 2UNYUINS 33140 oy JoogRion 1@ dopsag welboid yo yibus| syl siesn guAng o1 spedw] apo) weiboid map
nCEoy 'SdILDIND
r r r r ‘panas
i i I e 540 e . . 3 || SIUBLIYS3I4ad YBIN (oo} puodas 3u3 03 s4iels 3yi dn of pue
sayddng eLsnpul g ey FALEEES L_Eul_un__bn_ = puig “Ado3 ‘Juud aulug /35BI[R335 2UNJUINg 2140 SSED IBIPRN T [ELIsnPUL Z 310 YBnoayy 433u3) 133ua0 33£0r AUy o 354n03U0D Wooy welbouoly
E UDJRRARK)AD) "SOYO*IPY wﬁE_ﬂ 33 Ul pa3E0| 39 (A sUQIYxd 153 ‘wrd 0SZ 03 We QST WOl ST
J1agopo ‘Aepsanl uo odx3 J3nddns [enuue YITT 3yY3 Jog sn il 3se3|d
*0dX3 ¥3arddns
i aseomos Ja1jddng pauajaig m iaNAng o3 awo3japy

s|eaiwayd | s1enuod | sauobales | siayddns :asmoag  sapio yoinb | Ekﬁo_mumu.co: | swioy | sayuoaey | Yoieas paouespe 03 05
| "4

E _m Buyrfisny| doys .H

/ 3wy Buiddoys  :paeaqyseq / Buiddoys / doys g

¢l 11 Ol 6 8 L

0 | ASN 000 & | suoneoynoN | [SE] swalf uomdY | Ak | & ZBpUBWIBH JBIRET

U9242S SWOH ay3 Suipueisiapun



Navigation

1. The Home menu is the first screen after login. You will see the 7. The Shop menu contains menu options related to shopping
Preferred Supplier Showcase as well as other punchout tasks. From the Shopping sub-menu, you can search by
suppliers. keyword or catalog number. You can also access Favorites,

Forms, and the Non-Catalog Form.

.
4

My Carts and Orders 8y Keyword E'

Preferred Supplier Showcase

Ex|

Airgas

Industrial & Medical Gases

Business Cards & Stationery

Shopping Home

lenovo Office pe ) orrcetmeiors
Desktop & Motebook Office Supplies & Paper Office Furniture MNational/ i
Computers HON Advanced Search  View Favorites  View Forms | Non-Cataleg Form
Quick Order

Suppliers  Categories = Chemicals

2. Asyou access other areas, the side navigation bar and the top
banner will remain in place. Action Items and Notifications are
available in the top banner. If you have pending action items
or notifications, a number indicating the number of pending
items will display in red. Click on the drop-down text to access
the list.

8. The My Carts and Orders sub-menu contains your active
shopping cart, your draft shopping carts, and your most recent
orders.

.

3. The user profile contains your information, including contact Shopping
information, permissions, ship-to and bill-to addresses, { Open My actie Shopping Cart
. . View Draft Shopping Carts

FOAPALs, etc. To get to your profile, click the drop-down to _ ) _

) w My Orders (Last 90 Days)
the right of your name.

Javier Hernandez v % | Action Items [29] | Notifications | ™ 136.36 USD | Q
Javier Hernandez
View My Profile
Logout 9. The Document Search and Approvals menu contains the
Document Search sub-menu, which allows you to search POs,

Requisitions, and Receipts, view your saved searches, or

4. CartPreview allows you to get a quick view of your active download export files.

shopping cart. From this preview, you can review the item,
delete an item, access the active cart, or go to Checkout. Document Search & Approvals

Javier Hernandez v % | Action Items [29] | Notifications | ™ 136.36 USD | Q

Search Documents (PO, Req, Receipts)
Approvals
View Saved Searches

2013-09-25 jhernan5 01

Download Export Files

View My Cart

10. The Approvals sub-menu lists all tasks associated with
approvals, including your approvals, notifications, and recent
136.36 USD approvals.

Document Search & Approvals
5. The Quick Search feature gives you access to a variety of

searches, such as POs, requisitions, user profile, etc. You select

Document Search

My Approvals

the search type from the drop-down menu or use the All approval Notications
option for a complete search. Type in the PO, requisition, or ) My Recent Approvals
receipt number, and the function will bring back results for Assign Substitute Approvers

that number. Click on the search result to travel directly to

that document. 11. If you are unsure of the location of a specific menu, you can

use the Menu Search feature. Menu Search returns a list of
pages containing that keyword. In addition to the menu
option link, the search also displays the correct path to lead
you to the menu item.

Approval

Javier Hernandez v % | Action Items [29] | Notifications | ™ 136.36 USD | Q

Quick Search

6. Most areas will be accessible from the left side navigation bar.
When you roll over the main menu icons, slide-out sub-menus
will appear.

Approval Motifications
Approval Search Settings And Behavior

My Approvals

== 3.

My Recent Approvals




Setting Up Your Profile

1. To getto your profile, click the drop-down arrow to the right

of your name, and click on View My Profile.

Alfredo Rangel v | % w2t @112 w1302 ysp

arch (Alt+Q)

Alfredo Rangel

View My Profile

Dashboards

Alfredo Rangel Default Addresses

User Name arangel2 Ship To| Eill To

User Profile and Preferences

) Shipping Addresse:
Default User Settings L r s

. o My Offi
Custom Field and Accounting Code Defaults y Difice

Default Addresses

Cart Assigness
Checkout Settings

Financial Approvers

2. Toadd a Ship To Address to your list, click on Default
Addresses.

Default Addresses

Ship Te il To

Select an address to edit

Shipping Addresses
1086 )

Select Addresses for Profile

3. Make sure the Ship To tab is selected. You will not need to
edit the Bill to Address.
4. Click BEEEF. LIRS button.
Default Addresses
Ship To | gill To
Select an address to edit
Shipping Addresses Address Search
1086 i
Mickname / Address  Grace Hall
Text
Results per Page 10 |Z|

?

5. Enter your building name in the Nickname/Address text field.
A list of search results will appear, which will show all of the
Ship To addresses presently set up in the system.

Default Addresses

Ship To | Bill To
Shipping Addresses Address Search
1086
Nickname / Address | Grace Hall
Text
Results Per Page 10
Addresses Found: 1 1| Page 1of 1|k
Name Address
1086 Contact Name Alfredo Rangel
Dept. Name
CR1
Grace Hall
Building GRAC
Notre Dame, IN 46556
United States

6. Select the address of your choice by clicking on the radio
button left of the address. Notice the four-digit code for the
address now appears in the Nickname field.

7. To replace it with a nickname of your choice, type a

recognizable nickname for your new address.

Default Addresses

Ship To | 5ill To
?
Shipping Addresses Edit Selected Address ?
My Office Nickname My Office
Default =
Current Default My Office
Address
ADDRESS

Contact Name * \lfredo Rangel

Department Name *

Procurement Services

External Ship To Code CR1

Street Address Grace Hall

Address Line 2 * 709 Grace Hall

Address Line 4 Building GRAC

City Notre Dame

State 1M

Zip Code 46556-5688

Country United States
8. Putacheck in the Default checkbox. This will make this

address the default in the Shipping Addresses list

9. Inthe Dept. Name field, enter your department name.
10. Inthe Address Line 2 field, enter your room number and

building name (e.g. 709 Grace Hall), then click save.



Entering Default FOAPAL Codes

1. From your profile, expand Default User Settings and click on
Custom Field and Accounting Code Defaults.

Javier Hernandez User's Name, Phone Number, Email, etc.
User Mame  jhernan5 First Name Javier

Last MName Hernandez

Phane Number 1 574 5318216

+1(574) 631-8216

Language, Time Zone and Display Setti E-mail Address jhernans@nd.edu

Default User Saiticc Department Procurement Services (Pre
< Custom Field and Accounting Code Defaults Position ©Org Administrator ¥
Default Addresses X
User Name jhernans
Checkout Settings
Authentication Method LDAP ¥

Financial Approvers

2. Click on the Codes and FOAPALSs tab. You will need to add
your codes and set each with a default so that they populate
in your requisitions automatically.

Custom Field and Accounting Code Defaults

Header (int) Header (% Codes and FOAPAL @ Favorites  Internal Information

B

Custom Field Name Default Value Description Edit Values
Chart 1 Motre Dame E3
Fund Mo Default Value Edit
QOrganization Mo Default Value
Account Mo Default Value Edit
Pragram Mo Default Value E3
Activity Mo Default Value E3
Location Mo Default Value E3
Commodity Code Mo Default Value E3
Grant Review Mo Grant Review E3

3. To add your Fund, Organization, Account, and Program codes,
click Edit at the end of each line. For example purposes, we
will be adding the Organization number.

4. Click Create New Value.

Custom Field and Accounting Code Defaults

Header (int.) Header (ext) Codes and FOAPAL Code Favorites  Internal Information

?
Custom Field Name Default Value Description Edit Values
Crganization MNo Default Value
/" Edit Values =
Create New Value
Value Description it

* Custom Field Values marked with an
asterisk are role-based values. Users can
only modify the Default status of these
Custom Field Values,

5. Inthe Search for Value dialog box, in the Value field, type in
the code number in the box. Click Search. One search result
will be returned.

Search For Value ?

Field Crganization

MName

value (¢ 56000
Results &
per

Page @

6. Putacheckin the checkbox and click Add Values. The value
will be added to the list on the left.

Custom Field and Accounting Code Defaults

Header (int.) Header (ext) Codes and FOAPAL Code Favorites  Internal Information

?
Custom Field Name Default Value Description Edit Values
Crganization MNo Default Value
/" Edit Values =
Create New Value
Value Description x EE?U“S \Ffalues
page ound |“|Pagelofl *| ?
5
SJeIect Value Description
Procurement
Services

* Custom Field Values marked with an

asterisk are role-based values. Users can Lo e s e
only modify the Default status of these

Custom Field Values,

7. To enable a default value, select the number from the list on
the left.

Custom Field and Accounting Code Defaults

Header (int.) Header (ext) Codes and FOAPAL Code Favorites  Internal Information

?
Custom Field Name Default Value Description Edit Values
Crganization MNo Default Value
/" Edit Values =
Create New Value
Edit Existing Value ?
Value Description it
Value 56000
Procurement
Services Description rement Services

Default
- Status active

Save Remove
* Custom Field Values marked
with an asterisk are role-
based values. Users can only
madify the Default status of
these Custom Field Values.

8. Putacheck in the Default checkbox and click Save.

9. Repeat this process for your Fund, Account, and Program

codes.

7



5.

Shopping Using Punchout Catalogs

Access to online punchout catalogs is provided to make
shopping easy. You leave (punch out) of buyND and go to a
supplier's web-based catalog to locate and add items to your
shopping cart. The punchouts are conveniently displayed in
the Supplier Showcase on the Home menu.

Preferred Supplier Showcase

1.

Airgas

Industrial & Medical Gases

iy Ex|
Office Furniture Steelcase/

OFs Business Cards & Stationery

NEFFOWO
Desktop & Motebook
Computers

n Office Interiors

Office Furniture Mational/
HOM

Office pEroT
Office Supplies & Paper

2. Though each supplier’s catalog may vary in appearance and
functionality, use these tips to navigate a catalog:
a)

b)

Use the Search function to locate items directly.

To select an item, enter a quantity and click Add to
Cart.

c) Complete the checkout process to bring your items

back to buyND.

Note: A special icon will indicate if a punchout is running

slowly (yellow warning triangle) or is unavailable (red X).
Preferred Supplier Showcase

3.

Ex|

Airgas

Industrial & Medical Gases

‘c"@
Desktop & Notelto

Computers

Office Furniture Steelcase/
OFs

Office Supplic™SePeler

For example purposes, we will be walking you through an
Office Depot punchout order. From the Home tab, check to
see if you have an active cart. You can start shopping if it is
empty, or if it has products from the same supplier.

Business Cards & Stationery

Office Interiors

Office Furniture Mational/
HOM

Javier Hernandez v % | Action Items [36] | Notifications | ™ 0.00 USD | Q.

2013-07-02 jhernan5 01

View My Cart

There are no items in your cart

Click the Office Depot icon from the Preferred Supplier
Showcase and choose Punchout.

Preferred Supplier Showcase

Airgas

Industrial & Medical Gases

Ex|

Business Cards & Stationery

NEFFOWO DG PR Office Interiors
Desktop & Motebook Office Supplies &P.aper Office Furniture National/
Computers HOM

Office Depot view info...

b ag ltem
Additional Supplier Sh

AT

Showing 1-12 of 162 Results 1

Once you’re inside the catalog, in the Search function, type
your keyword or item number. In this example, we are

purchasing 30% recycled content paper, item # 940650. Click
Search.

Office
DEPOT

Order by ltem Number | Bulletin Board | My Shopping Lists

l 940650

7. Inthe Quantity field, type in 4 and then click Add to Cart.

QOffice Depot® Brand 30% Recycled EnviroCopy® FSC Certified Paper, 8

Officepepor.  0reen 1/2" x 11", 20 Lb, 500 Sheets Per Ream, Case Of 10 Reams

tem:# 940650 Entered tem # 940550 W
30% recycled'envirocopy:
Designed for those who priontize 'green’ above evenvtning else
» 20-Ib paper is ideal for everyday use
+ 104 (Eura); 92 {U S ) brightness for vivid text and images
Ot green » MORE ABOUT THIS PRODUCT

)

%

ONLINE

v Sold Online Availability: 2,345
v FREE DELIVERY

Your Price $34.0

T
| OB

CLICK TO VIEW GALLERY

+ Also Availabie in 3 Hole Punch
+ Also Available in 8.5 % 14°

+ Also Available in 11" x 177

+ Also Available by the Ream

+ Material Safety Data Sheets

8. An updated cart will appear. Since we want to continue

shopping in this example, we will click Continue Shopping.

The item listed below was added to your shopping cart.

Your
Description Pricelunit A
$34.09 4

icase

Office Depot® Brand 30% Recycled EnviroCopy® F SC Certified Paper, 8 1/2" x 11", 20 Lb, 500
Sheets Per Ream, Case Of 10 Reams

ttem # 940650 Entered ftem ¥ 540850

W@ Go Greener

View GreenerOffice alternatives

» HUB
+ BESTVALUE

) Contains recycled content

D G

To do a text search for the next item, in the Search field, type
highlighter. Click Search. A search results list will appear.

Choose any highlighter listed. In the Quantity field, type 2 and
click Add to Cart. Your order will update with the new item
and subtotal.

ltems per page

2 34567 8 9 10 | Next

Accent® Highlighter, Fluorescent Yellow Your Price $1.89
48

ADD TO SH DF'I II— LIST

®

ng

¢ Sold Online (Delivery Only}
Availability: 5

+ Material Safety Data Sheets

Sharpie® Accent® Pocket Highlighter, Fluorescent Yellow

Your Price £1.99
Item # 231508 | eaeh
¢~ Sold Online (Delivery Only) Qty ADD TO CART

Availability: 7 ADD TO SHOFFING LIST



Punchout Catalogs (cont.)

11. To complete the checkout process, click Checkout and then
click Continue. You will now be returned to buyND. A
shopping cart screen will display showing the current
information associated with your cart.

Office pEPOT

Description Pricelunit Qty. Available Bio @ Total
T . Office Depot® Brand 20% Recycled EnviroCopy® FSC 53400 4 4 1} $136.36
=== Cerlified Paper, 8 1/27x 117, 20 Lb, 500 Sheets Per I case
Ream, Case Of 10 Reams
Item # 940650 Entered ftem # 940650
ceent® Highlighter, Fluorescent Yellow 3100 2 2 a $3.98

Entered tem # 926246 /each

12. To create a cart name for your reference, in the header
section, highlight the assigned Cart Name and type a name of
your choice. Naming your cart will help you identify it more

easily later on. Click Save, then click Proceed to Checkout.

| 52 Shopping Cart  «
&

Javier Hernandez

Add Non-Catalog Item

Cart Name 02 Office Supplies

Priority Naormal [ ¥ |
13. Examine the details of your cart, checking the Ship To, Codes
and FOAPAL information. If any required information is
missing, the system will default to that section. If all the
required information has been completed, you will see an All

done! at the top of the requisition.
14. Now you’re ready to submit your order. Click Submit

Requisition.

Internal Supplier —— . Codes and [F5
@ Siwpng [ @ tileo | @ EOZEAR ™

( Submit Requisition

\q< All dene! ’m required information has been completed and this request is ready to he

Once you have reviewed the details, you may continue by clicking the button at the top
of the page.

15. A screen will appear indicating that your requisition is
complete and showing the assigned Requisition number.

Requisition Information ?

Congratulations! You have successfully submitted
your request. If you need to view or print a copy,
click Quick View " or view its status on the
Approvals Tab.

Q

Here is a summary of the requisition. You can also retrieve this
requisition at any time via the document history search page.

Requisition numbd&g_ 44057990 viey

Requisition status ~ Pending

Cart name 2013-07-02 Office Supplies
Requisition date 10/11/2013

Requisition total 140.34 USD

Number of line 2

items

4 Return to shopping cart ) Continue Shopping

Copy Cart Feature

1. If you order the same items on a regular basis, you can copy
the requisition with the items you previously ordered and
submit a new order. Just make sure you review the requisition
prior to submission.

2. From the Home screen, click on the Document Search menu

and then the Search Documents (PO, Req, Receipts) sub-
menu.

Document Search 8 Approvals

Search Documents (PO, Req, Recelg)

Approvals

View Saved

Download Export Files

3. Choose My Requisitions. All of your requisitions will appear.

8] c|

Search |All Documents E ‘ All Dates

Enter search terms such as document numbers, suppliers, and product information.

__—
Go to: advanced seaq | my requisitiens | m;)urchasewders

Choose the requisition you want to copy by clicking on the
number. The requisition will appear on screen.

[=]

4.

Results per page
per pag Sort by: | Best match 4/Pagelofl|r| ?

20
- . Requisition - Requisition Requisition
Requisition No. Supplier(s) Name Requisitioner Date/Time Total
44057990 ) Office 2013-07-02 Javier 10/11/2013 2:36 PN 140.34 USD
Depot Office Supplies Hernandez
3¢ 43609580 -\ Office 2013-09-25 Javier 10/9/2013 9:19 AM 0.00 UsSD
Depot jhernans 01 Hernandez
3¢ 43292795 L, Ace Glass  2013-09-16 Javier 9/16/2013 9:27 AM 0.00 UsSD
Inc jhernans 01 Hernandez
41108089 Ace Glass  2013-07-02 Javier 9/16/2013 9:26 AM 0.00 UsSD
Inc Office Supplies Hernandez
5. From the Available Actions drop-down menu, choose Copy to

New Cart. Your requisition will be duplicated with the exact

information.
Requisition Number(s) | 1023735 |Z|
Available Actions: | Add Comment |Z| =
Supplier Info ?
Req Type Standard PO

Shipping Instruction
Contract/Quote Mo,
P5 Contact

Note to all suppliers

., Notes for the following suppliers are
unsupported and will not be sent: Office
Depot

Accounting Date Override

Attachments for all suppliers *, Attachments for the following suppliers are
unsupported and will not be sent: Office

Depot

Your requisition will appear on screen. Verify the information.
You can now make any changes needed to your requisition
and then proceed through the checkout process outlined
previously.

9
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Creating a Requisition Using a Non-Catalog Supplier

1. buyND makes it easy to submit paperless requisitions for
suppliers who do not have online catalogs.

a) Note: The supplier must be in the buyND database to
be used on the non-catalog form. If you do not find a
supplier, please fill out the Supplier Add Request
Form found on the Home screen.

2. To place an order with a non-catalog supplier, click on Non-
Catalog Form on the Home screen.

Everything E E

Shop

Go to: advanced Eaarch|fa‘.'ur|tez|furm®k order Browse: suppliers | categories | chemicals

3. Under Enter Supplier, enter the name of the supplier you wish
to send the requisition to. Click on the name to choose the
supplier.

4. Enter the appropriate information in the Product Description,
Catalog No., Quantity, Unit Price, and Unit of Measure. If you
have another item to enter, click Save and Add Another Item.
If you are done adding items, click Save and Close.

Product Description Catalog No. Quantity  Unit Price Unit of Measure
Printing of 5,000 Sunrise AT ND posters N/A 1 5.920.19 LO - Lot
]
215 characters remaining expand | clear
[= Product Details
1 € controlled substance
[[1 # Hazardous material
[ & Radioactive
[C] % Toxin
[ & Energy star
] 4 Green

BT ) and Add Another Item | Close

5. You will also be required to check the appropriate product
check box, if you will be purchasing a restricted item and are
NOT ordering from a Punchout or Hosted Catalog. For more
information on each category, click on the Product label within
the form.

‘ Product Description Catalog No. Quantity  Unit Price Unit of Measure

EA - Each
|
| |

~HRG D

Save and Add Another Item  Close

6. To complete the non-catalog order, click on your active cart in
the top banner. Click Checkout. The system will now let you
review your order and edit information before you submit it.

7. Internal Information

a) Click edit to add a note regarding this request. This
note is not visible to suppliers.

b) All of the fields are optional.
¢) Toinclude an attachment, click on add attachment to

Internal Info ?
Force Dept Approval Mo .’n
Mote to Procurement

Pricing Source

Internal MNote

FEMOoVE...

VSF- Maossberg 9-21.d...
Rink Quote.docx (114k)
Express Press Quote... (114,

FEMOoVE...

FEMOoVE...

Id attachment...

[]

7. Supplier Information

a) Click edit to add a note regarding this request. This
note is visible to suppliers.

b) All of the fields are optional.

c¢) Add a Contract/Quote No. when available.

d) Toinclude an attachment, click on add attachment.
e) For orders over $5,000, attach the winning vendor’s

contract/quote in this section.
Supplier Info ?

Standard PO

Quote 62395

Req Type

Shipping Instruction
Contract/Quote Mo,

P5 Contact

Note to all suppliers
Accounting Date Override

lWlossberg Quote.docx (114

add attachment...

FEMOoVE...

Additional Motes or Clauses? edit clauses...

8. Changing the FOAPAL

a) Click edit in the Codes and FOAPAL header. You can
change the FOAP by typing in your selection or
choosing from your profile values.

I Note: Always check the FOAPAL codes and
make sure they are correct and without
yellow warning signs.This is where you
would correct any error messages.

b) You can charge to one set of accounting codes or
multiple accounting codes, called a FOAP Code Split.

c) The dollar amount of the items can be split between
multiple FOAP codes. A split can be applied to the
entire order by Percentage of Price, Percentage of

Quantity , or Amount of Price.
T,

70000 70 remove
Select from profile values...
Select from all values...

Account Pragram

71179
Select from profile values...
Select from all values...

remove

72001

Select from profile values...
Select from all values..,

[70000 30

Select from profile values..,
Select from all values...

d) The Activity code (A), the Location code (L), and other
custom codes (Commodity Code and Grant Review)
can be split at the line level.

9. To change the Codes and FOAPAL information per line item,
click on the Codes and FOAPAL tab at the top of the
requisition and then edit next to Accounting Codes (FOAP) or
Custom Codes.

Mossberg & Co., Inc. ER moreinfo..

s Size / Unit B S
Product Description Catalog No Packaging Price Quantity  Ext. Price [
1 Printing of 5,000 Sunrise at ND posters [3»  moreinfo.. N/A Lo 5,020.19 1LO 5920.19 USD O

Accounting Codes (FOAP) (same as header)

&)

5,920.19USC

Custom Cades (same as header)

Supplier subtotal

12. Click the Submit Requisition button. A screen will appear
indicating that your requisition is complete and showing the
assigned requisition number. 11
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Searching/Tracking Requisitions and Purchase Orders

1. The Document Search and Approvals menu contains the 5. You can set the Date range prior to your search or filter your
Document Search sub-menu, which allows you to search POs, results after they display. Date range selection can happen
Requisitions, and Receipts. The first time you visit this menu, four different ways:
you will automatically be taken to the Simple Search screen. a) Day: Last 7 days, Last 30 days, Last 60 days, Last 90

PR — days, Last 120 days, Yesterday, Today, Last Week, This
Week.
e eh Documents (PO, Req, Rece) b) Calendar: Month-to-Date, Last Month, Year-to-Date,

Approvals

Previous Year.

Download Export Files c) Fiscal: Year-to-Date, Previous Fiscal Year.

d) Other: Before X Date, After X Date, Last X Days, Next X

2. You can access your requisitions and purchase orders for the Days, Before the Last X Days, After the Last X Days.
last 90 days by clicking on my requisitions or my purchase 6. After performing a search, filter options, which display on the
orders at the bottom of the Simple Search screen. left side of the search results, are available to further narrow

down your results.

Search |All Documents All Dates EI m - 1
Enter search terms such as document numbers, suppliers, and product information. Filtered By Resiits per page | 20 |Z| Sort by: | Best match
Type! Purchase Order Creation Requisition

my requisitions | my purchase orders Date Creation Date RO Supplisy Date/Time No.

Type: (System)

Go to: advanced seard|

. . . v P1686321 5L Michiana  10/14/2013 4:38 PM 44212193
3. For a Simple Search, there are three main selections: Date  Last90 days Cartridge
Range: Exchange

a) What type of documents do you want to search?

[remave all] ~ P1695988 [0 Michiana  10/10/2013 4:28 PM 44132446

Select to search on a specific document type, Supplier Cartridge

Requisition, Purchase Order, Receipt, or All V| Michiana Cartridge Exchange
Documents. The default is to search across all Fichange v PL692766 3 Michiana  9/17/2013 405 PM 43362657

: Cartridge

documents. Save Search | Export Search Exchange
b) Whatare you looking for? The following information v P1682336 @!:ﬂigﬂe 9/13/2013 4:12 PM 43275343

.. G

can be entered into the search box: requisition RefineSearchRetuite il Exchange
number, purchase order number, catalog number, Type o P1692254 5% Wichiana  9/13/2013 11:30 AM 43259227

H H Purchase Order Cartridge

receipt number, user name, email address, etc. [=] Exchange

) . e Date R

c) How do I find requisitions and purchase orders within ate Range L PL661191 (% Michiana  9/5/2013 243 PM 42966318

Last 90 days E| Cartridge

a certain date range? Users can select from relative
date ranges for the query. You can choose from
number of days, calendar span, fiscal year, or custom
date ranges.

[P P

7. Searches can be saved and executed at any time. Saved
searches are accessed through the Document Search sub-
menu and by clicking on View Saved Searches.

4. Advanced Search gives you the option to enter very specific,

detailed search criteria. You can perform an advanced search Document Search & Approvals
across multiple documents or select a specific document type. 4
To switch to Advanced Search, click advanced search at the P {EQ,Req Receipts)
bottom of the Simple Search screen. t Jien Saved Searches
Search | All Documents E| All Dates E E
Enter search terms such as document numbers, suppliers, and praduct infarmation.
‘to: advanced search | }rmumtiun: | my purchase orders 8. You can also search by Custom Fields (Fund, Org, Account,

Commodity Code, etc.) as part of the Advanced Search.

Go to: simple search | my requisitions | my purchase orders -
Custom Fields

Account Is Exactly El Add another Account
Select from profile values..,
Select from all values..,

Search |All Documents IZI simple search

Activity Is Exactly E| Add anather Activity
General Document Identification STl
Document Mumber(s, - -
) Commadity Code Is Exactly E' Add another Commodity Code
R Select from profile values...
Document Information Select from all values...
Participant(s) P
Owner ye Fund Is Exactly E' Add another Fund
o Select from profile values...
P
Date 2l Dates Select from all values...
Total Amount E|
cupplier P Location Is Exactly El Add another Location
PP Select from all values...
Department P
Organization Is Exactly E' Add another Organization
Item/Product Information Select from profile values...

Select from all values...
Catalog Number(SKU)

Product Description



Searching/Tracking (cont.)

9. To view the details of a requisition, click on the requisition
number. The requisition screen will have several tabs to
access various information about the requisition.

Requisition PR Approvals  Comments | Attachments | History

Summary  Internal Info Shipping Eilling Codes and FOAPAL Supplier Info

10. Summary: Provides the Header information, the cart name,
PO number, and basic information on the items ordered.

11. Codes and FOAPAL: Provides FOAPAL header and line item
detail information.

12. PR Approval: This tab gives a graphical representation of the
workflow process and status.

Requisibgp PR Approvals  cofiments Attachments | History

=
Crientation: | Harizantal E
= Valid FOP Check - Request FOAPAL Auth Create PO
Submitted v
Guwen Approved v Approved v Approved v Completed
Hagey- v System 10/16/2013
Shirk 10:56 AM
10/16/2013
10:56 AM

Valid FOP Check - Response
Approved v
v System

13. History: This tab shows a chronological history of the actions
taken on the requisition. It includes date and time, the user
name, the action take and steps, as well as any notes

Requisition PR Approvals Comments Attac
P

[#] Click to filter history ?

Results per page 20 El Records found: 14 4/Pagelofllr

FIEN Date/Time~> User = Step(s) Action L=l PN From To Mote
No Name
10/16/2013  System Requisition approval
10:56 AM process completed
10/16/2013 System  Create PO PO Created po#:
10:56 AM 33248533
10/16/2013  System  FOAPAL Auth  Requisition approved
10:56 AM
10/16/2013  System  Valid FOP Requisition approved All
10:56 AM Check - FOAPAL
Response valid.
10/16/2013  System  Valid FOP Message transmission to
10:56 AM Check - external system was
Request successful.

14. The PO Number can be found in Supplier/Line Item Details.

o tumter
g y line item...

GovConnection # moreinfo..

Purchasing 1
706 Milford Road, Merrimack, NH 03054-4612 US

The item(s) in this group was retrieved from the supplier's website, What does this mean?

s Catalog Size / Unit o .
Product Description No Packaging  Price Quantity Ext. Price
1 v Crucial 16GB PC3-10600 204-pin DDR3 SDRAM 14581846 EA 149.60 1EA  149.60 USD
SODIMM Kit for iMac, Mac Mini, MacBook Pro
£ moreinfo...

15. You can also use the Quick Search feature to search for your
requisition numbers, PO numbers, receipt numbers, etc.

Javier Hernandez v % | Action Items [29] | Notifications | ™ 136.36 USD | Q

Quick Search

Export €S\

Receiving Against Your PO

1. Receiving indicates that products have been received or
services have been completed. It is the authorization for
Accounts Payable to pay the supplier’s invoice.

2. Receiving should be done within two business days of
physical receipt of most items. Receiving on high-cost items
can wait until the items and their conditions can be verified.

3. If you know your PO number, start by typing in the number in
the Quick Search feature. You can also search for your
purchase order in the Document Search sub-menu.

Notifications | ™ 136.36 USD | Q.

% | Action Items [29]

Javier Hernandez

Quick Search

4. After you open the purchase order, click on Create Quantity
Receipt for Standard Purchase Orders or Create Cost Receipt
for Blanket Purchase Orders from the Available Actions drop-
down menu in the upper right corner of the purchase order.

PO/Reference No. P1696631 Revision 0

Office Depot

Available Actions | Create Quantity Re(eiptlzl
Add Comment
Add Motes to History
Status  purchase Order Revisions PO Approvals | Shipments | Receipts | Comments || Attz Cancel PO

Supplier

General Information ? | Document Status £l

Print Fax Version

PO/Reference P1696631 Warkflow v’ Complete
No. (10,/16/2013 12:00 PMY)
Revision MNo. o] Distribution
Supplier Name  Office Depot  moreinfo...
Purchase Order 10/16/2013 CXNIL (Electronic Integration)
Dat
ate Distribution  10/1/2013 12:00 PM
Total 11437 Date/Time
Requisition 44277847 view | print Supplier Sent To supplier view
MNumber

5. If you do not know your PO number, click on my purchase
orders on the Simple Search screen found in the Document
Search sub-menu.

8] G|

Search | All Documents E| All Dates

Enter search terms such as document numbers, suppliers, and product information.

Go to: advanced search | my rEqu\[lt‘m | my purchase orders )

6. From the search results, find the PO and check the box at the
end of the PO line next to the dollar amount. Now choose
Create Quantity Receipt or Create Cost Receipt from the
drop-down menu and click Go.

Showing 1 - 20 of 242 results All Dates Create Qua t | =
Create Qual Rec
Results per page |20 E Sort by: | Best match E eate Cost Re
F - - Requisition - Supplier Settlement
PO No Supplier Creation Date/Time Ne. Requisitioner Status Status PO Total
/ P1696631 = Office 10/16/2013 11:59 AN 44277847 Carry Teshka  sent 11437 UsSD
Depot
 P1694079 Office 9/26/2013 1:58 PM 43674889 Carry Teshka  sent 170.45 UsD
Depot
o P1693495 L Office 9/23/2013 3:04 PM 43541738 Carry Teshka  sent 125.07 UsD
Depot
 P1691765 Office 9/10/2013 2:58 PM 43140002 Carry Teshka  sent 244.58 USD
Depot
 P1689360 LA Office 8/23/2013 8:56 AM 42632510 Carry Teshka  sent 128.46 USD
Depot
 P1688532 Ly Office 8/19/2013 12:27 PM 42471829 Carry Teshka  sent 166.02 UsD

Depot

14



Receiving Against Your PO (cont.)

7. Scroll down to the editable number field d|sp|ayed for each 11. From the search results, find the PO and check the box at the
line item. The default Quantity entered in the field reflects the end of the PO line next to the dollar amount. Choose Create
quantity of the items that has yet to be received. Quantity Receipt from the drop-down menu and click Go.

’0 Showing 1 - 20 of 242 results All Dates ‘
d Catalog Qty/UOM Previous - Addto . .
PO No. I;‘::E Preduct Name No.  ordered Receipts Quantity Inventory Line Status Actions t Results per page |20 El Sort by: | Best match |Z| 4|Page |1 ﬂ of 13(»| ?
P1696631 1 SMOUt(R) Wipe amp; Go 465090 1CS Received [7] ] ’ ' . Requisition . Supplier Settlement
=y f?,f;ifé‘j;”&@g%m " PO No Supplier Creation Date/Time No. Requisitioner Status Status PO Total [
P1696631 2  Office Depot(R) Brand 30 940650 1Cs 1 Received [7] =]  P1696631 1 Office 10/16/2013 11:59 AM 44277647 Carry Teshka  sent 114‘3
s i vt Dapot
20 Lb, 500 Sheets Per Ream,  P1694079 = Office 9/26/2013 1:56 PM 43674839 Carry Teshka  sent 17045 usp [
Case Of 10 Reams 9 Depat

8. If you are receiving an order and a certain line item has not

12. A new Quantity Receipt screen will appear.
been received, simply enter zero in the quantity field for that Q y P PP

item. Summary Comments (0) | History
2

9. Each line item also has a Line Status drop-down menu with

. =) Header Information ?
three optlons. Receipt 12013-10-16 jhernans 02 Receipt Create 10/16/2013 12:51.05 PM Source: Manual
Name Date
7. Received: The item/service has been received. Receipt No Receipt Date Received by
8. Returned: The item was previously received but is To e Assigned = Office Depot Javier Hermandez
now being returned. You will need to enter a reason RECEIPT ADDRESS DELIVERY
for the return on the Review screen and notify the et e o o .
Supp“er EEEE :;.e/’?ceepst Mame 219/Center for ‘;;a;:lr;g-::.ﬁem
9. Cancelled: The item ordered will never be received, Jordan sence Learring Center Fleible Tex: Field 2
. . . . asan Center Flexible Drop Down
such as a discontinued item or a back order time that Buldng 1ORD e mmmp Eﬂwm
is unacceptable. You will need to notify the supplier e sates N s
that you no longer need the item. .
Catalog QUy/UOM Previous o .~ Addto @ A & 13. Scroll down to the Line Details section. The number in the
No. ordered Receipts Invento . . . . . .
Quantity field of a line item will default to the quantity of the
455090 1CS 1 Received [ 7] a item that remains to be received.
-
Returned A Catalog Qty/UOM Previous . to . .
PO No. Line Product Name o.  ordere cceipts  Quantity nventory -ne Status Actions =]
940650 1 CS 1 Cancelled ) [ Remove Line B No. N dered  Receipt Inventory
m Dlaggzl 1 Shout(R) Wipe amp: Go 465090 1CS Received [7] a
eceve urn
Witk sacorsa ®
P1695631 2  Office Depot(R) Brand 30 940650 1CS 1 Received [7] =]
il s ——
20 Lb, 500 Sheets Per Ream,
10. In the Actions column, there is a Receive & Return button. ese 0110 Ream:
This is for an item that was received in the shipment, but is 14. If the quantity received equals the quantity ordered, click
being returned. You will need to enter a reason for the return Complete at the bottom of the requisition. A Receiving
on the Review screen and notify the supplier. Document Number will appear.
11. To complete the receipt, click Complete at the bottom of the
.. p .. Pt P . 408344 1 PK 1 Received [~ ] ]
requisition. A Receiving Document Number will appear.
leceive urn
Clicking on the number will display the document.
9. For example purposes, we will be walking you through
receiving a purchase order. Search for your purchase order Smum.,,s r——
number using the Quick Search feature or through the
- 15. If you want to return all or part of an item, click Receive and
Document Search sub-menu.
— Return. An extra line appears and shows the item received
Javier Hernandez v % | Action Items [40] | Notifications | ™ (.00 USD | Q and the same item returned.
. Catalog Qty/UOM Previous . Add to . c
Quick Search No. ordered Receipts Quantity Inventory EinelStatus Bcticns O

A [~] 16966931 465090 1 1 Received |z | Remaustine | 0
=

10. If you do not know your PO number, click on my purchase
y oWy ’ nmyp 465090 1 0 o Returned [7] B
orders on the Simple Search screen found in the Document
eceve urn

Search sub-menu.
16. Enter the quantity you are returning in the second line. Click
Save. You will now need to state a reason for the return. Click
Save Updates and Complete. A Receiving Document Number

will appear.
pp 15
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For additional training documents, visit: https://buy.nd.edu/buynd/training/

For video tutorials, visit: https://buy.nd.edu/buynd/video tutorials/

For contract and supplier information, visit: https://buy.nd.edu/contracts/

For procurement specialist information and areas of responsibility, visit:
https://buy.nd.edu/contact/

Revision date 7-14-14
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