Ordering using a Listed Vendor or New Unlisted Vendor:

e Search for the supplier under “Browse: Supplier’:
o If the supplier is listed, click on the supplier to select

o If the supplier is not listed, then email Michele to have the supplier added to
EProcurement.
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Approvers are now able to approve requisitions
from their mobile phone. To begin approving using
your mobile device, please review the Mobil Approval
Quick Guide on our Office of Budget and Finance
Procurement Training Website.

New Punch-out for Office Max. As you may know,
Office Max merged with Office Depot sometime back
and are now both operating under the name "Office
Depot." Because of this, an update to the supplier's
punch-out site from Office Max to Office Depot must
be completed. The supplier will take their catalog
offline, making it unavailable for use. We anticipate
that the Depot catalog will be up and running by the
end of the week. All orders currently in the system are
expected to go through successfully. We are sorry for
the inconvenience. Please note that there is still an
office supply catalog that can be used on our site.

Gov Connection is no longer on the contract that
allowed us to purchase from them.

CDW-G is now the provider of the items previously
provided by Gov Connection.

Scam Alert!

Be aware of calls claiming to be a toner distributor
related to Ricoh. They will say that they need to
collect for an invoice and request your One Card
number. Never give your One Card number to
anyone unless you specifically ordered the goods or
services.

W oimis vmmniin A ~all Addicinn Hanb iars s memma bk

v Procurement Mandg ools and Forms ?
Request for Check ot Independent Contractor || Employee Travel Voucher A0
v UT System - Supply Chain Alliance Contracts ?
gzl ezl gzl gzl ezl
M MILLIPORE 5
TR Gl Signating m GRAINGER (Gl g
Antibodies & Reagents " Lab Chemicals & Hardware, Software &
(Summus) Evco/Burgoon (Possible Missions)
Reagents Services
gzl Ezl gzl Ezl
X \
-, 23338 Officeomor
Chemicals & Supplies (Today's Business
P (Summus) QIAGEN Solutions)
v Group Purchasing Organizations ?
Ezl gzl gzl Eal
iagnostics & Supplies. | Cameras, Audio, Video. Office Products Apple and Other Tech :
E&l E&l Books. E&1 (Summus). E8I Needs. DIR Computer Parts Only. E&1
v Other Vendors (non-contract pricing) ?
a ) )
. i Agilent
ANASPE(' BIORAD b Technologies Hon
. i R - Furniture - McKinney
Proteomic & Genomic Diagnostics & Supplies Laboratory Glassware Electronic Components Chemical Analysis Office
Solns. Diagnostics
= = = =
RAININ IKA eppendorf — w [FMousea,
Pipetting 360° Lab and Analytical Industrial Supply & FOR BUSINESS McMaster-Carr
Technology Fasteners
Eal gzl
i amazon
Supplyworks S

e All suppliers who are not on the punch out page (main Procurement page), are

REQUIRED to have a quote or a price list attached to the order. All orders without a

quote or price list will be returned to the shopper.
o Click “Add Non-Catalog Item”




Non-Catalog Item
New Vendor Needed select different supplier

Procurement Management - Accounts Payable, 800 W Campbell Rd., 4D34, Richardson, TX 75080-3021 US
- Hide distribution methods

The system will distribute purchase orders using the method(s) indicated below:
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e Enter information for the item
o Provide item description
o Provide catalog number (if available)
o Quantity

o Price (Do Not enter $. Enter only the dollar amount, not the symbol)

o “Packaging” will be “1”

o Click “Save and Close” or “Save and add another item”
e Make sure each line of the quote/price list has it’s own line in the order. This includes

shipping charges.

e Click on your cart, located on the top right corner of the main screen page
e If done ordering items, then click “Proceed to Checkout”

Adding a Cost Center:
e Click on the green link on the far left that says “Speedchart key: Required field’

e Click on the green link called “Select from all values”

o (DO NOT manually enter the number, other required fields will not populate)
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Enter in the cost center number provided by your sponsor
o Exception: If your sponsor wants you to use “Startup” funds, please enter that
information under “Comments”

Click “search”

To Add a quote or other attachment:

Click “select” (notice other funds will populate)
In the “Account box”, enter in the account number (ex: 63001, 63302)
Click “Save” (scroll over to the right to find the save button)

e Click the tab that is called “Supplier Notes and Attachments”
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Proceed to the next step: Final Review.

& You have completed the required information in this step. At this point, you can do the following:

Requisition ” PR Approvals ” PO Preview ” Comments “ Attachments H H|story|

Summary | Shipping | Biling | Accounting Codes | Internal Notes and Attachments | Supplier Info
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Hide value descriptions

Supplier Notes and Attachments

These values apply to all lines unless specified by line item

Note to all Suppliers
Attachments for all suppliers
add attachment...
PO Clauses
001 Standard Terms & Conditions
015 Tax Exempt Clause
020 Dispute Resolution Clause

o Click the link that says “add attachment”

o Upload the Quote/Price List.

= Note: Quotes are your friend, please request a quote from the company for

all companies that are not a punch out vendor.

view all clauses - (3)

o

[edit |

e Click the tab that is called “Internal Notes and Attachments” and attach the quote.
e Then put in a justification for the order. This is required for all orders.

REMEMBER: For a new vendor - Do not send the order through without

confirming the vendor is active.

o Click “Final Review”
o Click “Assign cart”

o Click “search for an assignee”

o Enter in “Michele” “Brown”, then “search”



o Click select dot, then “choose selected user”
o Click “add to profile” (this will save her as the default contact)
o Click “4ssign”

e The order has been submitted to the workflow

Ordering from a Punch-out Vendor (ex: Sigma Aldrich)

Punch-out vendors are listed on the first page of the website. Each punch-out vendor will have
a “button” with their name. When you access one of the punch-out vendors, you will be taken
to the vendor’s webpage. You shop on the page, add your items to the cart, and when you go to
“check-out” you will be returned to the UT Dallas e-procurement site.

o Click “Sigma-Aldrich Punch Out”
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e Order items, and submit order in the Sigma-Aldrich website
e This will return you to SciQuest. Then follow the instructions as mentioned earlier



Business Justification Field:

This is a statement that shows the intent of the expenditures and how it relates to the
funding source charged. The Purchaser is required to provide the University with
business justification for goods and services. Example: Lab supplies for Dr. Doe's
research in protein analysis
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& Almost ready to go! The list below needs to be addressed before the request can be submitted.

® Required field: Business Justification (detailed reason why you are purchasing this item) ->
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To check the status of your orders:

e If you have not assigned your order to Michele, it will be in your “active cart”
e [fyou have assigned your order to Michele, but it is not submitted, it will be in your
“draft cart”

If you have assigned the order and it has been submitted, there are two ways to locate it:

At the top right on the screen, there is a drop-down menu box entitled “Search for”. The drop-
down menu allows you to search using one of several criteria. Once you have entered the
appropriate information click the “go” button. This will bring up a copy of your purchase
requisition.

Alternatively, you can use the “Document search” tab. The “Document search” tab is located
near the top of the screen in the middle.

Click the document search tab, this will bring you to a screen with a drop-down menu which
allows you to search by requisition number, purchase order, invoice or receipt. Once you have
entered your information, Click the “Go” button. Click the appropriate Requisition number.
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Go to: my requisitions | my purchase orders

e To check the progress of your order:

o Click the tab “PR Approvals”
o Below is an example of workflow to see who is holding on to the order. To see
who to contact, click “view approvers”



S Be ADIJall R LOredo profie Ub dy 00 US5D
Approvals - Requisition 21034779 Search for [Ea I RCOL I <

home/shop | favorites carts history

PO History [GU¥TEGLYAN my requisitions | my purchase orders | receipt history | search exports

Requisition || PR APP"OVB|S” PO Preview “ Comments (2) ”Attachments ” H|story|

= - & Current Step B S N——:1
Submitted Initial Budget Auth Request N h Cost Center Review Cost Center Notification Pre-
Submitted Grant Accounting Review
by: v - - -
Beth Approved (2 Future Future
Abigail R 2
Loredo e A
on behalf Workflow Step Approvers (Grant Accounting Review) ? X
of: Approver Group : 1
Ashley N Lakeshia M Stringfellow Ixs091000@utdallas.edu  +1 (972) 883-2689
3%?53?1 Lesley A Stephenson  13s091000@utdallas.edu  +1 (972) 883-4837
11:05 AM Lori D Taccino 1dt091000@utdallas.edu  +1 (972) 883-2173
Close
£ 4
Initial Budget Auth Response Pre-t
v
Approved
v System

Miscellaneous tips:

1) Resubmitting any Order:

Select the Requisition that you want to resubmit

On the right side, under “Available Actions”, select “Copy to New Cart”

Everything will be copied to a new cart, except the cost center and account number
Important — if your original cart was from a “punch-out” vendor, you will need to re-
enter the items you wish to purchase — items from a punch-out vendor will not
properly copy from one cart to another.

2) If after a reasonable amount of time, an order you placed has not arrived, you may call the
vendor (reference the PO number) to see if they have received and processed the order. If they
have not received the order please let us know, so we can get in touch with Procurement and
have the order resent.





