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AggieBuy Requisition Overview

What is a requisition?

A requisition is a request submitted within AggieBuy
that provides details of the product(s) and/or service(s)
you wish to purchase. The requisition will detail the
accounting information, ship to and bill to as well as the
description of the product and/or service.

A requisition is the means to communicate with
Procurement Services.



Presenter Notes
Presentation Notes
UNSPSC code has different levels up to 10 digits, we selected to use the 8 digit because it is the most universal.  
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AggieBuy Requisition Overview
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Home Page
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Verify
Address
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Enter Iltem
Details
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AggieBuy Requistion

= 14

= solutions.sciquest.com/apps/Router/Home?tmstmp=1715756832793

9 HT#.-IUSADirec::r;' mTM-lU Directory HTA*:IUSM:n:racts % TAMUS550: Logon %/ Brian's Apt Ins Su:ust'tute-'v'u'ﬁ-?_'ﬂ?_'Z... & Box - Insurance Co..
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Smple  Advanced Goto: Non-Catalog ftem | Favorftes | Forms | Shop

Search for products, suppliers, forms, part number, etc

Showcased Suppliers (Suppliers recently added to the MarketPlace)

A ggieBuy@

wprchasing madeeasy 8 @

Welcome to WﬂerUESt

Texas A&M University's Purchasing and e-Commerce Website!
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AggieBuy Requisition

Add Non-Catalog ltem

Existing Supplier

Suggested Supplier XY X

Suggested Supplier

Distribution Methods )
[tem 5 items have been found containing ‘K702 in their Catalog No. View all in search results v
Product Description * CatalogNo. * Quantity * Price Estimate Packaging
tem Description (702 : 50000 UsD EA-Each v
g
Additional Details )

X Required fields m Save And Add Another Close
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AggieBuy Requisition

Simple Advanced

Search for products, suppliers, forms, part number, etc

Business Unit 02-Texas A&M University (02)

Pre-Pay & Add ] Do Not Encumber [ ]

(9]

art Name Training TAM

Cy (attach |:| Rush the Pymt |:|

justification) Process

merge

No user groups available

Sharec

Prepared by Patricia Winkler

Prepared for Patricia Winkler Q,

HSP-PARRequired [ |

(9]

art
Description/Purpos Contract Number

e

Start Date

Trade-In ]

(attach IT Review End Date
Form)

Order Category 1- Regular ¥

Report Reference A

Report Reference B
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AggieBuy Commodity Code

505 Items ]

Suggested Supplier - 505 Items - 502,500.00 USD -

~ SUPPLIER DETAILS

Contract Number  no value PO Number To Be Assigned
Pricing Code Quote number
Item Cataleg No. Size/Packaging Unit Price Quantity Ext. Price
tem Description MA EA 1,000.00 500 EA 500,000.00 []

~ ITEMDETAILS ¢

Contract Select price or contract...
nternal Note
¥
ters e expand | clear
External Note
e
ters re expand | clear
2 2nditem slk EA 500.00 5 EA 2,500.00 []
~ ITEMDETAILS ¢
Contract Select price or contract...
nternal Note
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AggieBuy Requisition

\ i Summary

If you need to add additional

Iggested Supplier - 503 Items -+ 502,500.00 USD

non-catalog items; click on the

Add Discount

three dots, then select

SUPPLIER DETAILS
Add Non-Catalog ltem ,
| Add Non-Catalog ltem  .0¢
Contract Number o value PO Number ToBe Assigned
Add Trade-In
Pricing Code Quote number T
Subtotel ¥
[tem Catalog No. Size/Packaging Unit Price Quantity Ext. Price Shipping
Handiing
tem Description NA EA 1,000.00 500 EA 500,000.00 D '
Tota

A ITEMDETALS

Contract Select price or contract..
nternal Note

i

expand | clear
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A

502500.00UusD W @ Oy

Search (Alt+Q)
° & -
* Once you
have added all -  Summay ]
your items H Detail >
select Total (502,500.00 USD) v

“Proceed to
Checkout”

202,500.00
0.00

Subtotal w

ohirmine
<NIppINg
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AggieBuy Requisition

.. Ell.l\:N\l.Rth'
* A requisition number
. Requisition * 136622813
has been assigned

"y " C 1 L} Summary
and it is in “Draft
form.
General # -~ Shipping
Business Unit 02-Texas A&M University (02) shipTo
* The requisition can oy C2PURS(ZPURS o ades
- - = Department
still be edited until _—
- . y Optit
Y “ g9y Cart Name Training TAMUSA - Furniture
you “submit”.
Share cart No user groups available
lequested
Prepared by Patricia Winkler N H_FI
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 Review all sections * |Internal Notes &
of the requisition Attachments

— Add all backup
documentation for
this request.
Example — sole

— General Area
— Shipping Area

— Billing Area source justification,
— Accounting Codes vendor quote, formal
contract, etc.
— Only visible by

TAMUSA
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 External Notes and  Procurement

Attachments Services will review
— Add attachments that all attachments and
you want the vendor may make
to see. Example — modifications as

Vendor Quote,
Scope of Work,
Formal Contract, etc.

needed




m TEXAS A&M

UNIVERSITY

AggieBuy Requisition

* Accounting Codes
* Two Areas you can place your
accounting information

— Header Level
— |tem Level

Accounting Codes Fov

Fiscal Year Member D Department Code Account Code Report Reference C  Report Reference D Object Code Class Code Special Routing1
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AggieBuy Requisition

* Once you have your requisition
complete, you are ready to “Submit
Order” s

Search (Aft+Q) 502,500.00 USD v 1@ g

« & 0 - EX

PR Summary |

Total (502,500.00 USD) V
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Once you submit your
requisition, it will enter the
workflow.

The path of the workflow
depends on how your
department is setup. Typical
steps are Department
Allocator, Approver Step and
Final Signer.

All requisitions will stop at the
commodity Code Assigner
step, where the commodity
code assigned at the line item
will be double checked for
accuracy.

\

What's next for my order? ~

Department Allocator

prerors, Lenatst

Price, Mcavan

Department Allocator

Commodity Code Assigner

Final Dept Approver Catch
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AggieBuy Requisition

« Additional Steps to the \ '

workflow. Not all steps Purchasing Approval-Com
will be there for every
requisition. It will

depend on the CTOERETAED
commodity code -
assigned. i i
» Specialized Patricia Winkler
Approvals 9T
 Visual Compliance T

* Export Controls




AggieBuy Requisition

’T‘ TEXAS A&M

UNIVERSITY

Additional Actions you
can take on a “Draft”
requisition.
*Return to Cart
*Copy to New Cart
*Add Comment
*Continue Shopping
*View Carts

502,500.00 USI\. W v D Oy
© B O -
Return to Cart
Copy to New Cart
mary Add Comment

Continue Shopping
il (502,500.00 USD) SETRINe F10PPN1Y

View Carts
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 How to view your
“draft” carts and
requisitions
— Shop
— My Carts and Orders
— View Carts

Cart Management

Draft Carts'® Assigned Carts

» Filter Draft Carts

ﬂ Home
! —
H Orders

9 Contracts

- Accounts
Payable

a: F'ﬂ]I

% Suppliers

h@ Sourcing

Type = Cart Number = Shepping Cart Name = Cart Description

Normal 136622813 ([[ETD) Training TAMUSA - Furniture

E. TEXAS A&M UNIVERSITY

Shop (alt+P)

Shopping
| My Carts and Orders

Admin

Date Created a

10/5/2020

Total =

Open My Active Shopping Cart
View Carts

View My Orders (Last 90 Days)

|
g

Action

502500.00USD | View w
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AggieBuy Supplier On Boarding

4 Arcounts Business Unit 02-Texas ARM Uﬂi'&@l’ﬁlt‘]{ I':|2] $h|p To

e Supplier Search — if A pagbie
your vendor is not in
the system. Youcan EKA&
now send a request

02-PURS (02-PURS) o address

directly to the vendor U sppies SUpDIE e
from AggieBuy.
° S earc h un d er th e ng Manage Suppliers y Supplier Management Home
" : ” Ny Sourcing _
Suppliers” tab — Search for a Supplier
 Search for Supplier Ve Saved Serches

Report Requests
'"ll' - ; Add Suppliers

Import/Export Manage Supplier Groups

Administer
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* Inthe “Search” box, type your Vendor name, hit “Go”

Search |DreamSquare E Advanced search

Enter search terms such as Legal Company Name or Supplier ID.

» AggieBuy will return a profile listing for the vendor or a message of
“Results Not Found”

1, Results not found. Invite a supplier or Reguest a supplier
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AggieBuy Supplier On Boarding

Add Supplier X

Registration Type * Award Profile o

Select “Invite Supplier” S

Registration Type will Suppler Nurmber
be “Award Profile”

Provide Supplier Name
and Email Last Name

Click “Invite Supplier to i
Register

Confirm Email Address *

Comment

~
800 characters remaining

Please make sure Invitation Comment place holder is set up in email setting

* Required Invite Supplier to Register e




AggieBuy Supplier On Boarding

i | TEXA

N

I V R &

* |f there is a duplicate found, you will
receive this message

Duplicate Supplier Found

Is the supplier you'd like to invite displayed below? We may already have them in our network. If so, check the supplier for available actions.

Supplier Information

Supplier Name

First
Last

Email Address
Registration Type

Winkler

MName -

Name -
winklerjpg89@gmail.com
Award Profile

Potential Matches

iz

iz

iz

a3
)

&3

Legal Company Mame

winkler, Edward

WINKLER KURTIS

winkler Structures

WINKLER IVAMN

WINKLER SAMANTHA

WINKLER MELISSA

WINKLER KATHLEEMN

WINKLER WAD

Registration Status

MNone

Mone

MNone

Mone

MNone

MNone
MNone

MNone

Primary Contact Email

hans500sl@yahoo.com

abe_neufeld@winklerstructures.co
m

Matched On

Legal Company Mame:

winkler, Edward

Deing Business As (DBA): Edward Winkler

Legal Company Name:

Legal Company Mame:

Legal Company Mame:

Legal Company Name:

SAMANTHA

Legal Company Mame:
Legal Company Name:

Legal Company Mame:

WINKLER KURTIS

winkler Structures

WINKLER I'VAMN

WINKLER

WINKLER MELISSA

WINKLER KATHLEEN

WINKLER WADE

Inwite Existing Supplier

Inwite Existing Supplier

Inwite Existing Supplier

Inwite Existing Supplier

Invite Existing Supplier

Inwite Existing Supplier

Inwite Existing Supplier

hod
a
=1
|
3
7]
-o

Inwite Existing Supplier

A&M
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AggieBuy Supplier On Boarding

« Additional way to

reques 12 Ey .[]!ﬂ. Supples Suppir TypetoSearch Suppliess..
supplier | Manage Supples Request New Supple
 Suppliers W son s St Sipper et
— Request My Supplier Requests
- Request New [y Feoring ‘ Requests '
Supplier

Import/Export

Administer
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AggieBuy Supplier On Boarding

.!]!a. spples~ Supples TypetoSearch Suppliers.. Q|
| Menage Suppliers Request New Supplier
+ Check status of your CECTESS A
Supplier Request A
— Suppliers I Feportng | Reguests
* Requests -
- mporExpo
— My Supplier Mo
Request Administer




AggieBuy Supplier On Boarding
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My Supplier Requests

¥ Filter Supplier Requests

Requested Supplier, Template Name n

(] Approved Incomplete (] Rejected
Returned UnderReview [ Completed

Request Status ™

Include public Supplier (]

request form?
Request Workflow Workflow
Requested Supplier = Template 2 Status 2 Step 2 Assignee
Big Data Energy Supplier Onboarding Incomplete - -

Services Request

.

Status Last Supplier Registration

Updated v Created Profile Status

516/20248:24 AN 5/16/2024 824 - Actions v
AM
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AggieBuy Supplier On Boarding

- H P Con e i Fikare Ao
= Search Supplier Requests Bsaeas v Apinfites v Bopordal «
Quick Fifters My Searches Created Date: Last 90 days » | Quick search Q O AddFiter = Clear AllFiters 9
Aoproved B y ¢ » Page 1 of67  1-200f1338 Results 20PerPage v
pproved By
Watson Brandie m Request Created Current Workflow ~ Pending Completed
Wa "
[] FomName ¥ Number ¥ Form Status Date/Tme @ Template Name Step Lpprover Requestor Submitted Date ¥ Date ¥
Marek, Candace @
Jhnson Lis m [0  sigData Energy Services 12563567 Incomplete 5/16/2024  Supplier Onboarding Patricia Winkler
‘ B2433 AM Request
Jofinson, Agnes 0
Bella, Carlos o [0 DaysInn &Suites by Wyndham 12561027 5/15/2024 T:2203PM Supplier Onboarding ~ New Suppler Set- Charolotte Tassin 5/15/2024
v See e B St Mo Galveston West/Seawal Request Up 100118PM
curent Workfow Ste y [0 DamianLal 12560246 SR 5/15/2024 5.3413PM Supplier Onboarding — New Supplier Set- Juana Esqueda 5/15/2024
d Request Up Acero 5.3543PM
New Supplier SetUp .
0 O Lansfes 12550490 5/15/2004 44331 PM SupplerOnboardng  New Supple S Toni Merchart 5/15/2024
— y Request Up L4430PN
Agproved m [0 Istitut Catala de Nanaciencia 12567212 §/15/2024 310:05PM  Supplier Onboarding Renee Campos 5/15/2024 5/15/2024
A ‘l’
Request 31150 PM J4334PM
Rejected m
Under Review @ J O codross 12556803 5/15/2024 25039 PM Suppler Onbocrding Rosa Warren 5/15/2024 5/15/2024
Request 25135PM J4Z24PM
Incomplete o
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Questions!

Submit all topics for next months training to —
P-winkler@tamu.edu

Subject Line — TAMUSA Training Topics



mailto:P-winkler@tamu.edu
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