Shopping — Non-Catalog Orders
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How to Create a Non-Catalog Order

Quick steps:
Click the “non-catalog item” link (pg. 1)
Enter Supplier (pg. 2)
Enter Product Description, Catalog No., Quantity, Price Estimate and Packaging (pg. 2)
Click “Save and Close” or “Save and Add Another” if you have more items (pg. 2-3)
Click the shopping cart icon in the upper right corner of the screen (pg. 3)
Click “View My Cart” (pg. 3)
Enter the applicable Header Information (pg. 4-6)
Click “Save” (pg. 7)
Check to see if Supplier and product information is correct (pg. 7)
10 Click one of the blue “Proceed to Checkout” buttons (pg. 7)
11.Check the General and Shipping information (pg. 8-9)
a. Add or update the information as needed
12.Click the “Edit” button in the Accounting Codes section below the Header info (pg. 10-11)
a. Enter the accounting codes, or edit the codes that defaulted.
b. Click the blue “Recalculate and Save” button in the box below the codes
13.Enter Internal Notes and add Attachments, if applicable (pg. 12)
14.Enter External Notes and add Attachments, if applicable (pg. 13)
15. Enter the Quote number (if applicable) (pg. 14)
16. After everything has been entered click the blue “Submit Order” button (pg. 15)

CoNoO~WNE

To create a requisition for an item not selected from an AggieBuy punch-out or hosted catalog, or an
AggieBuy Contract:

Training Allocator15 * | ¥ | Action

W Shop  Shopping Dashboard ~ Shopping Home

Shop | Everything v m

Go to: advanced search | favorites | formsl non-catalog item fuick order Browse: suppliers | categaries | contracts | chemicals

Showcased Suppliers (§0ppliers recently added to the Marketplace)
TRAINING SITE!!! Please be aware that this is a training site

and no orders will be distributed to the Supplier.

. WESCO'
AggieBuy 5
..purchasing made casy # @
Welcome to the TAMU AggieBuy Training Site! ) I )
P= Click the “non-catalog item” link at the
Get the latest NEWS about AggieBuy at AggieBuy.tamu.edu tOp of your screen,

1 OR
Click the shopping cart, Shopping, then
the “Non-Catalog Item” link.

Get the latest TRAINING forAggleBuyat
AggieBuy.tamu.edu/Training

Shopping

My Carts and Orders | | By Keyword
Dashboard
Shopping Home

Admin

Go To
dvanced Search | View Favorites | View Forms || Mon-Catalog ftem
Quick Order

Browse By
Suppliers | Categories Contracts Chemicals
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Non-Catalog Item

Enter Supplier I'Centra\|

1 Enter the supplier name.
| Y

CFMTRAI RAPTIST CHIIRCH
CEMTRAL ELECTRICAL SUPPI

Product Description CEMTRAL FREIGHT LINES INC

CEMTRAL TEXAS COMMERCIAL A/C B HEA
CEMTRAL TEXAS HEART CEMTER PA

LABOR READY CENTRALIILP
UNIOMN CEMTRAL LIFE

254 characters remaining

& Product Details

When you start entering the
name you will see names
listed. If you see the one you
want click on the name.

v

+ Estima

Save and Add Another | Close

If you do not see the supplier you need, enter “New
Supplier” in the box. When entering New Supplier you
will need to add the supplier information in the
Internal Notes. (See page 12)

Back to Table of Contents

If the requisition is going to
be processed by Procurement
Services and you would like
for one or more suppliers to
be considered as sources,
enter “Suggested Supplier”
then enter the names of the
suppliers in the Internal Notes
field.

Non-Catalog Item

CENTRAL ELECTRICAL SUPPLY :=/=<t dif

Fulfillment Address
PO BOX 4228

02-CENTRAL ELECTRICAL SUPPLY: (preferred)

ferent supplier

remit to address.

Select different fulfillment center means there
is more than one fulfillment address (supplier
purchase order address). You will not see the

select different fulfillment center
@ Distribution Methods \

~Click “select different fulfillment center” then

“Select” the address needed.
N

Results per page (10 ¥

CENTRAL ELECTRICAL SUPPLY

02-CENTRAL ELECTRICAL SUPPLY: PO BOX 42256 BRYAN, TX 778054226 US
02-CEMTRAL ELECTRICAL SUPPLY OF BRYAM INC: P O BOX 4226 BRYAN, Tx 773054226 US

Suppliers found: 1
Supplier Name/Address

1|Pagel of 1 [k 2

i Non-Catalog Item

| Fulfillment Address

CENTRAL ELECTRICAL SUPPLY celect different supplier

02-CEMTRAL ELECTRICAL SUPPLY; Mreferred)
PO BOX 4226
BRYAN, TX 778054226 US

select different fulfillme

@ Distribution Methods

Enter the information from the
guote/invoice or request.
Catalog No. is a required field. If
there is not a catalog number
enter n.a., N/A or none.

Product Description

Price Estimate
=ML

Pac kaafng

Catilo-q MNo. Eanti‘:\r
RAY+IUG 2

3M™ Perfoermance Plus Wire Connector
R/ +JUG, 4000 per Case

57.00

C5 - Caze s

'I

194 characters remaining expand | clear

@ Product Details

Click “Save and Add

Save and Add Another || Close |

=== Another” to enter more

items.

There are numerous
Packaging choices. Please
select the one most
applicable to your item. Try
not to use “Lot”.




Back to Table of Contents

| Non-Catalog Item ?7 X
| Recently added items:

" - Size / T .
i Supplier Name Product Description Catalog No e Unit Price Quantity
| | CENTRAL ELECTRICAL SUPPLY  3M™ Performance Plus Wire Connector R/Y+JUG, 4000 per Case RAY+IUG Cs 57.00 UsSD 205
R CENTRAL ELECTRICAL SUPPLY s¢lect different supplier
i Fulfillment Address 02-CEMTRAL ELECTRICAL SUPPLY: (preferred)
PO BOX 4226
1 BRYAM, TX 778054226 US
select different fulfillment center
@ Distribution Methods
Product Description Catalog No. Quantity  Price Estimate Packaging
3M™ Highland™ Wire Connector H-30, H-30-BOX 2 ._ BX - Box v |
Blue, 22-16 AWG, 100 per Box P
254 characters remaining expand | clear
@ Product Details

After you have entered all
the items click “Save and -
Close”.

bl kel Save and Add Another | Close |

¥ | Action ltems [430] | Notifications

Training Allocatorls «

W 16400 USD | Q

® Shop Shopping Dashboard Shopping Home

Shop | Everything v q Click the Shopping Cart.

Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | Cremmear

Showcased Suppliers (Suppliers recently added to the Marketplace)
TRAINING SITE!!! Please be aware that this is a training site

and no orders will be distributed to the Supplier.

s SCAA-ALDACH WESCO'
AggieBuy)E5
..purchasing made casy @ @
Welcome to the TAMU AggieBuy Training Site!
Punch-out (START YOUR SEARCH HERE FIRST!!!) z
. . C T BIOMEDICAL A 5
Get the latest NEWS about AggieBuy at AggieBuy.tamu.edu BURGOON SUPPLY INC Microdge s?i-..., e TODAY’'S . !‘mg -
Grainger HUB Supplier VWR HUB Supplier HP HUE Partner Dell HUE Partner OfficeMax HUE Partner TOPS Printing

Get the latest TRAINING for AggieBuy at
AggieBuy.tamu.edu/Training

Training Allocator1s ¥ | ¥ | Action ltems Motifications | ™ 164.00 USD

2014-04-14 Allocatorl5 01

. View My Cart
noimage

available Checkout

3M™ Highland™ Wire Connect... Click “View My Cart”.

TR S : 3M™ Performance Plus Wire C...
no |nTEgE

2d to the Ma|  =vailzble

164.00 USD




Back to Table of Contents

Depending on your Role your Shopping Cart might look different than the one below. For specific

Role Cart view see pages 4-6.

Here is your cart number. This will
become the Requisition number when
the cart is submitted.

'™ Shop My Carts and Orders Open My Active Shopping Cart = I

4) Continue Shopping

» Required field: Order Category

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.

ey Shopping Cart 1w

Cart Mame
Share cart

CAG-Central Ele-Wire Connectg
No user groups available. Click here to
create shared cart user groups.

Pre-Pay & Add
Route to Precurement Services
Emergency (attach justification)

Start Date
End Date

7 Item(s) for a total of 164.00 uso I

Proceed to Checkout

Prepared by
Prepared for

Cart Description/Purpose
QOrder Category
Fund Type

Report Reference A
Report Reference B
Bypass Dept Allecator

Show line details

Training Allocatorl5
Training Allecatorl5
Select a different user...
Wire Connectors-5Stock

Sole Source (attach justification)
Contract Number

Do Net Encumber

1 - Regular
Select from all values...

@ Required field

select from all values...

Supplier / Line Item Details

Rush the Pymt Process
Special Payment Meth
Select from all values...
Trade-In
Create Asset Mangfally
Add to Asset Nyfmber

IFR (Ttem for Jesale)

The cart amount and how many items are
in your cart is shown here at the top.

CENTRAL ELECTRICAL SUPPLY more info...
02-CEMTRAL ELECTRICAL SUPPLY
PO BOX 4226, BRYAN, T 778054226 US

Add non-catalog item for this supplier...

Product Description

approvals,

Required Fields

Shopper:

Department Allocator:

1 3M™ Perfoermance Plus Wire Connector R/Y+JUG, 4000 per Case [
2 3M™ Highland™ Wire Connector H-30, Blug, 22-16 AWG, 100 per Box 3

Contract Number
PO Number
Pricing Code

Quote number

Catalog No Size [ Packaging
maore info.., R/Y+JUG s
more info... H-30-BOX BX

Shipping, Handling, and Tax charges are calculated and charged by each supplier, The values shown here are for estimation purposes, budget checking, and workflow

fields if you are a Department Allocator.

For selected line items | Add To Favorites v m
To Be Assigned

Unit Price Quantity Ext. Price
57.00 cs 114,00 USD
1000 |5 BX 50.00 UsD

Supplier subtotal 164.00U5D
Subtotal 164.00
Shipping 0.00
Handling 0.00

Total 164.00USD

Proceed to Checkout

view cart history

The only field that is Required to be filled in by the Shopper is “Order Category”.

“Order Category”, “Fund Type”, “Ship To” and “Bill To” are Required
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Shopper View

Change the Cart Name to something that make
sense to you or what your department prefers.
Ex. Yourlnitials-Company-ltems

Cart Mame

CAG-Central Ele-Wire Connectg

Pre-Pay & Add

Share cart
Prepared by
Prepared for

Mo user groups avalable
Training Allocatorls
Training Allocatorl5
il

Cart Description/Purpose: Enter in
L what the item is for or whom it is for.

A

Cart Description/Purpose

Ex. Chairs for Lab 201

Order Category 1 - Regular
Select from all values..,
Fund Type Local ®

Select from all values..,
Report Reference A
Report Reference

Non-Catalog orders can either
be Regular or Confirming. If you
mark this as a Confirming Order
you will need to attach the
Invoice on the next screen under
Internal Attachments.

Cart Mame CAG-Central Ele-Wire Connect
Share cart Mo user groups available
Prepared by Training Allocatorls

Prepared for Training Allocatorls
Select a different user...
Cart Description/Purpose Wire Connectors-Stock

Order Category 1 - Regular

Selact from all valies

Fund Type

Report Reference &

Report Reference B

Report Reference A & B are alpha-numeric
and can be used to enter a second set of
books number, Project Name, or anything
else you would like. What is nice about
using these is you can search by them in
the Advanced Document Search page.

Order Category is a required field
for everyone. Click on “Select from
all values...” then select either
“Regular” or “Confirming — Do Not
Distribute”.

Regular-Supplier will receive a copy
of the Purchase Order.
Confirming-Do Not Distribute-PO
will be created but the supplier will
not receive a copy.

Pre-Pay & Add

T~

Click on the box next to “Pre-Pay &
Add” if your department allows the
supplier to charge shipping on this
particular order, but could not
provide an estimate or exact
shipping amount. If you receive a
guote that shows estimated
shipping costs add it as a line item.

When Pre-Pay & Add is checked
FMO will automatically pay what is
on the invoice.

Fund Type is designated by the
account number(s) used. Shoppers
might not know what the Fund Type
is but Department Allocators will
know and will select this information.
Click on “Select from all values...”
and select Federal, Local, or State.




Shopper-Extended View

If you have an order that is less than $S10K and you
want Procurement Services to bid the item(s) out or
otherwise determine a source this box will need to

Back to Table of Contents

be checked.

Cart Name CAG-Central Ele-Wire Connectors  _Rre-Pay & Add Start Date
Share cart No user groups available Route to End Date
Prepared by Training Allocatorl5 2“(9 rement Rush the Pymt
Prepared for Training Allocatorl5 Eemces - Pracess

Select a different user... mergency (attach : [
Cart Wire Connectors-Stock Justification) ?feiﬂj!:ipa,me A
Description/Purpose .SO'E..E.SOU.KE. (attach e Select fromfall values...

ottt

Order Category 1 - Regular ) i

S Ef; - ) . Contract Number Create Asset

; elect from all values... Manually

Fund Type Add to Asset

Select from all values.. / Number

Report Reference A
Report Reference B

7
Enter the AggieBuy Contract
Number or, if still valid, the FAMIS
Master Order.

If the requisition is an Emergency or Sole Source you will
need to check the appropriate box. The applicable form will
need to be filled out and attached in “Internal Notes and
Attachments”. The forms are located may be accessed by
hovering your mouse over the field name or from:

AggieBuy.tamu.edu/forms/

Enter in the start and end date
if this requisition will be a
contract or copier order.

Department Allocator View

Cart Name

Share cart
to create shared cart user groups.

rushed.

Rush the Pymt Process: Check this box if you need the
Payment Process to be rushed. This will not rush the

requisition through just the payment. Also, enter into
“Internal Notes” the reason the payment needs to be

Prepared by
Prepared for

Training Allocatorl5
Training Allocatorl5
Select a different user...
Cart Wire Connectors-Stock

Description/Purpose

Emergency (attach
justification)
Sole Source (attach
justification)

Contract Mumber

Start Date
End Date

Rush the Pymt
Process

Special Payment

Method Select from all values...

Trade-In
Create Asset
Manually
Add to Asset

Llicber

IFR (Ttem for
Resale)

Order Category 1 - Regular
f o ool " Do Mot Encumber
Fund Type
Select from all values... F

Report Reference A Only check “Do Not

Report Reference B Encumber” if this requisition is
Bypass Dept going to be turned into a
Allocator 4\ contract.

Fund Type is required if you /
are a Department Allocator. Check the
“Item for

Check the “Bypass Dept Allocator” box Resale” box if
if you do not need it to go to another you intend to
Department Allocator. If you do not resell all the
check this box it will go into the item..s on this
Department Allocator step and you requisition.
will not be able to approve it. NOTE:

Only users with the Department

Allocator role will see this box.

6

If there is a Special Payment Method you
will click on “Select from all values...” and
choose the correct one. Also, in Internal
Notes you will enter the information
needed to fulfill the request.

Values:

Accounting Only

Enclosure (copy) to accompany Check
Enclosure (original) to accompany Check
Foreign Bank Draft

Manual Check Request

Overnight Check

Pick-up Check

Wire Transfer — Foreign Currency

Wire Transfer — US Dollar




Once the Header information is entered and you have
clicked on Save you can add or fix your items.

Back to Table of Contents

When the Header information is
filled out and the items look correct
click “Proceed to Checkout”.

‘W™ Shop My Carts and Orders ~ Open My Active Shopping Cart Be sure to Cllck usave"

before doing anything 4) Continue Shopping

@ Almost ready to go! The list below needs to be addressed H I
» Required field: Order Category else.
. 7 lte for a total of 164.00 uso
¥ Shopping Cart o oring siecerons
Proceed to Checkout

Add Non-Catalog Hem | (=) @
Cart Name CAG-Central Ele-Wire Connectg Pre-Pay & Add Start Date
Share cart Mo user groups available. Click here to Route to Procurement Services End Date

create shared cart user groups.
Training Allocaterls

Training Allocaterl

Select a different user...

\Wire Connecters-5tock

Prepared by
Prepared for

Cart Description/Purpose

Order Category 1 - Regular

Select from all values...
& Required field

Fund Type
Select from all values...
Report Reference A

Report Reference B

Bypass Dept Allecator

Supplier / Line Item Details

Show line details

CENTRAL ELECTRICAL SUPPLY mare info...

02-CENTRAL ELECTRICAL SUPPLY
PO BOX 4226, BRYAN, T 778054226 US

Iﬁ\tlcl non-catalog item for this supplier... I

AN

Emergency (attach justification)
Sole Source (sttach justification)
Contract Number

Do Not Encumber

Non-Catalog orders can either
be Regular or Confirming. If you
mark this as a Confirming Order
you will need to attach the
Invoice on the next screen under
Internal Attachments.

Rush the Pymt Process
Special Payment Method

Select from all values...
Trade-In
Create Asset Manually
Add to Asset Number

IFR (Ttem for Resale)

For selected line items | Add To Favorites

er

PO Number
Pricing Code

Quote number

To Be Assigned

/ \ Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
3M™ Performance Plus Wire Connector R/Y+JUG, 4000 per Case 34 more info.., R/Y+JUG s 57.00 |2 s 114.00 USD
J - - perBoxJ moreinfo... H-30-BOX BX 10.00 |5 BX 50.00 USD

Supplier subtotal 164.00U5D
Shipping, Handling, and Tax chardes are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow Subtotal 164.00
apgrovals, Shipping 0.00
Handling 0.00

Total 164.00USD

Proceed to Checkout

If you need to change/fix the line item click
on the Product Description.

If you need to add more items click “Add
non-catalog item for this supplier...”

view cart history



Back to Table of Contents

You now see the checkout page. If you did not fill in the required information on the previous page
you will see a warning. If you click on the “Required field:....” it will take you to what needs to be

filled out.

- Shop

Summary

Hide header

Cart Name

Share cart
Prepared by

Prepared for

Order Category

My Carts and Orders

Ordering Department

Cart Description/Purpose

Training Allocatorl5 =

% | Action Items [425] | Notifications | ™ 16400 USD | Q

Open My Active Shopping Cart +

@ 1rernal Notes and Attachments

® bxernal Notes and Attachments | 4 Final Review

Submit Order

e

4) Return to shopping cart Continue Shopping

A Almost ready to go! The li
* Required field: Order Category

ow needs to be addressed before the request can be submitted.

Requisition PR Approvals PO Preview Comments Attachments  Histary

General shipping Billing Accounting Codes External Motes and Attachments Supplier Info Taxes/S&H 2 2
Lid i iii’iiﬁiﬂ
General 7 Shipping Billing 7

02-GOLD (02-G0LD)

CAG-Central Ele-Wire
Connectors

Training Allocator1s
Training Allocatorls
Wire Connectors-stock

Ship To

Attn Training allocatorls
TAMUG - CENTRAL RECEIVING
ROOM 102

1001 TEXAS CLIPPER RD
GALVESTON, TX 77554

United States

ill To
Texas A&M University

Financial Management Operations
ATTM: Accounts Payable
750 Agronomy Road - Suite 3101
6000 TAMU

College Station, TX 77843-6000
United States

© Required field &

Delivery Options

Ship via Best Carrier-Bgft Way

/"ie»\.'_-'ecit by line item...

Fund Type Requested Delivery Date
Report Reference A The “Bill To” address
Report Reference B . .
Pre-pay & Add x Buyer Information should already be filled in.
Route to Procurement x Buyer Buyer fmall Buyer Phone |f it is not C|iCk ”edit” and
Services Number ) "
Emergency (attach x choose either “02-TAMU
justification) HTR ” “ _ HIN
Sole Source (attach x Th uSh- T ” f . b d f I d BI“ TO or 02 TAMUG BI“
justification) e Ip 10" In ormation can be defaulte To” (Only customers on the
Contract Murmb i i i i .
contact bt . in Your Profile (see'Prczflle.S”ettmgs User Galveston campus will
. Guide page 9) or click “edit 'a'nd select ' have the option.)
End Date another Ship To address. This is not required
Rush the pymt Process % for Shoppers but is required for Department
Special Payment Method
Trade-n x Allocators.
Create Asset Manually x
Add to Asset Number
IFR (ftem for Resale) x
Bypass Dept Allocator x
Bill To
Billin
Bill To T X

Complete the fields below to enter your billing address for this order. If you need to
make a change, select a ditferent address from the available options.

Billing address

Address Details

If you have not set your default “Bill To” click
on the drop down next to Billing address.

02-TAMU Bill-To <
10 TAMUG Bill To

Contact Line 1

Contact Line 2 Financial Management Operations
Contact Line 3 ATTN: Accounts Payable

Address Line 1 750 Agronomy Road - Suite 3101
Address Line 2 6000 TAMU

City College Station

State T

Zip Code 77843-6000

Country United States

B3 o

Click on “02-TAMU Bill-To” or “02-TAMUG
Bill-To”. Then click “Save”. (To set your “Bill
To” see Profile Settings User Guide page 11.)




Ship To

] Ship To

Complete the fields below to en

If your profile has more
than one Ship To click
on the drop down and

ter your shippin

Back to Table of Contents

Shipping address

this order. If you need to make a change, sel
address from the available options.

select from yogr resses

choose the one you
want to use.

10-001 rdd addresses

~Address Details

[ Aftn Training Allocatorls
e - :
ROOM 102
"Address Line 1 TOOL TEAs CLIPPER MO
City GALVESTON
State TX
Zip Code 77554
Country United States

m Cancel

I

Ship To 7 X

Complete the fields below to enter your shipping address for
thiz order. If you need to make a change, select a different
address from the available options.

Shipping address select from your addresses

1. To find other

|€—— Ship To addresses

To choose a different address, click here

“Attn”and “Room”

lines can be changed.

Shipping address

Complete the fields below to enter your shipping address for
this order. If you need to make a change, select a different
address from the available options.

select from your addresses

‘Address Details click on “click

-

I select from org addresses I@

2. Now click “select
from org addresses”.

Address Details
Attn: Cindy
Denartment: TEXAS ARM UNIVERSITY COILIEGE OF

Attn Training Allocatorls here”
Department: TAMUG - CENTRAL RECEIVING :
ROOM 102
Address Line 1 1001 TEXAS CLIPPER RD
City GALVESTON
State T*
Zip Code 77554
Country United States
m Cancel
|-| Address Search ?

Mickname / Address

Biology
Text A

S &

3. Enter in “02-“ followed by your FAMIS 3 digit
address code. If you do not know your address
code you can enter in your department name or
mail stop. Then click “Search”.

(4] Click to filter search results ? — 5. The Attn information and Room information can
e —— be modified. If you would like to save this address for
. Addresses Found: 23 4/Page 1 v of2|* 7?7 . 7 .
® - pvr future use click on the check box next to “Save this ]
jame ress
02075 attn Cynthia Gilar ed address for future use”. Click “Save”.
BIOLOGY IT DEPT.
E{ZE:IMEI;S;E- Shipping address select from your addresses
3258 TAMU M
COLLEGE STATION, TX 77843-3258
United States select from org addresses
o148 o eledt Address Details
el 4. Locate the address St Cynihia Gillr ]
ROO .
2211 you are looking for and Department: BIOLOGY DEPT.
CO.LLE . @ » . BSEE Bl [0
uiteel - click “select”. Slroom ]
02-349 Aftn C \ select| [ 101
VET MED PATHOBIOLOG Address Line 3 3258 TAMU
WMS BLDG. 507 .
OOV 118 City COLLEGE STATION
4457 TAMU State TX
[O.LLEGE STATION, TX 7§8434467 ZIP Code 77843
rited states Country United States
02-491 Attn Cynthia Gillar select]
DEWVELOPMENT BIOLO@Y INSTITUTE
BSBW BLDG. ot &
ROOM 356 ‘ [7] save this address for future use €
3258 TAMU
COLLEGE STATION, T 77843-3258 @ Cancel
United States
02-578 Attn Cynthia Gillar ¢
:ISC‘;EDEGLESEPT‘ Save this address for future use
R When you click “Save this Name this address (e.g. Main 5t)
e st address for future use” you will 02-578
[ check this box to make this the

address.

see a check box to make the
address the default address.
Do Not change the Name of the

default address in the future,

Save Cancel




Accounting Codes

Fiscal Year Member ID
2010 02
Texas A&M University
Will show the
current Fiscal Year.

Accounting Codes

If you have multiple
Department Codes in your
profile click on “Select from—
profile values...” Then click
the dropdown and select the
code you need.

Accounting Codes

Department Code

Member ID is the
campus code.

Department Code

? Select from profile values...
Select from all values...

Recalculate and Save

Account Code

Account

Back to Table of Contents

Report Reference C Report Reference D

Click “Edit” to enter/change
the Department and
Account Codes.

If your Department Code is not set-
up as a default in your Profile you
need to either “Select from Profile

Cancel

mber ID Department Code
1 profile values... Hide profile values...
im all values.., v

02-GOLD - 02-The Gold Mine
02-PURS - 02-Procurement Services

Recalculate and Save

To find a Department
Code click not in your
profile “Select from all
values...” enter the 4 to 5
alpha department code
preceded by the campus
code. Click “Search”.

Acco

Cancell

[+] Click to filter search results

Results per page |20 ¥

Value

02-GOLD

ence D
values...” or “Select from all
values...”. You cannot type it in the |-
blank.
validate values
-]
Value b2—gcld|
Deyrip'/j
[—
?
Values Found 1 4Pagelofl|®| ?
- Description =

02-The Gold Mine

When the correct Department Code is
found click “select”.

select

7

10

View/edit by line item...

add
split



Accountin|

Codes in your profile click
oid) “Select from profile
"] values...” Then click the

Seleg

you need.

If you have multiple Account

dropdown and click the code

02-

Account Code

E5.. Hide profile values...

v
02-237237-00000 - Gold Mine Designated Account

Recalculate and Save Cancel

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

Department Code Account Code

a Select from profile values...
Select from all values...

Recalculate and 52 7e

Cancel

Report Reference C

Back to Table of Contents

Report Reference D add sp

To find an Account Code not in
your profile click “Select from all
values...” and enter the 6 digit
account code preceded by the
campus code. Click “Search”.

Save”.

If your Account Code is not
set-up as a default in your
Profile you need to either
“Select from Profile
values...” or “Select from all
. If you enter in
the account code be sure to
check the account after you
click “Recalculate and

values...”

If you have 10 or fewer accounts a
dropdown box will appear allowing you to
click on the account number you want.

02-237237-00000 :
™ y

02-131400-00000 - Gold Mine State Account
02-185000-00000 - Research for the Gold Mine
02-237237-00000 - Gold Mine Designated Account
02-270260-00000 - Procurement Services
02-270260-99999 - Test 12/15/10
02-400053-00000 - Nsf-Graduate Research Fello...
02-400054-00000 - Nsf-Graduate Research Fello...
02-400055-00000 - Nsf-Graduate Research Fello...

02-237237-00000 - Gold We Designated Account ¥

02-420010-00000 - Gold Mine Grant Account
1

[=| Custom Field Search 2
value 02-132500] |
Description

—

[#] Click to filter search results ?
Results per page 20 ¥ Values Found 36 \E| Page |1 ¥ | of 2 E| ?
Va_lue - Descrietion o

I 02-132500-00000

Geography

02-132500-00073

found click “select”.

When the desired Account Code is

Accounting Codes
Fiscal Vear

2010 02

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

Member ID

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

Department Code

02-GOLD

Select from profile values...

Select

When everything is filled in click
“Recalculate and Save”. Double
check that it saved the information
you selected.

C5-Sbednarz-400073 Nsf

select]

02-132500-00081 C5-Richardson-TAMU 400081 select]
02-132500-04434 Cs Geography-Liu TAl select]
02-132500-04435 Cs Geo ~Sbednar TAMU Sg 404435 select]
02-132500-06001 aculty Recruitment-Hum Env Rel select]
02-132500-06002 Faculty Recruitment-Surficial Proce select]
02-132500-08 Faculty Recruitment-Heyman select]
=2500-10000 Faculty Savings - Sherman select]
02-132500-12000 Faculty Dev - Hugill select]
02-132500-15000 Faculty Savings - Sui select]
02-132500-17000 Antigua Fac Savings - Brannstrom select]
02-132500-20000 Qep - Bednarz, R. select
02-132500-21000 Faculty Savings - O'reilly select]
Account Code Report Reference C Report Reference D add split

02-237237-00000

Select from profile values...

from all values... Select from all values...

Recalculate and Save Cancel

Select from all values...

recalculate / validate values

_—

11



Internal Notes and Attachments

Internal Notes and Attachments

Internal Note

Add Attachments
yriginal Refjuisition Requestor

Original Reduisition Number

Original Reqlisition Name

1. Click “Add Attachment”

Add Attachments

Link

® File

Attachment Type

2. Click “Select files...”

v

Back to Table of Contents

1.

W1 = G

Method

Internal Notes are used for:

New Supplier information

Trade in information

Suggested Supplier list

Reason for Rushed Payment
Information for Special Payment

Any other notes that are pertinent
to the requisition

AN

Internal Note
Internal Mote

Original Requisition Requestor
Original Requisition Mumber
Original Requisition Mame

\ ?
This is an Internal Note

expand | clear

‘. m bcan(e\

\

Enter in the information

& Open @ . «“ ”
S | and click “Save”. Once
vl }. » NewFolder » - ‘ +p ‘ ‘ Search New Folder R \
- ou hit Save the
Organize ~ New folder = j 0 y
F t m Name Date moéfed Type Size i Informatlon you entered
1 avorites T T
M Desktop "L AB0243256 TBS PO 10/23/2014 211PM  Adobe Acrobat D... 26 KH IS perma nently saved in
l4 Downloads “1 AB0243255 TBS PO 10/23/2014 210 PM  Adobe Acrobat D... 26K ' hi
: L 423 ’ the document’s history
&» Recent Places = 42104  10/14/2014321PM  Adobe Acrobat D 84K
/. Dropbox = (™ AB0239352 TAMUN 100214 ) 10/3/2014 829 AM _ Adobe Acrobat D... 2K for anyone to view.
L AB0240300 TBS 10/2/2014145PM  Adobe Acrobat D... 28K
o Libraries "L AB0239534 CT Bio 10/2/2014 1:38 PM  Adobe Acrobat D 27K
- Documents =L AB0239924 Quote from Supplier 9/26/2014 109 PM  Adobe Acrobat D... 47K Add Attachments
& Music % AB0239032 Hyclone 9/25/2014 120 PM  Adobe Acrobat D 25K
B Att me pe Fil Link
5 Pictures L AB0238215 email from Dept y 9/19/2014 739 AM  Adobe Acrobat D... 49K Attt T o e g
8 videos 9/18/2014 214 PM  Adobe Acrobat D.. 26K File ¥
"% AB0238714 TBS PO 9/18/2014 204 PM  Adobe Acrobat D 26K Select files e
9/18/2014 2.03 PM __ Adobe Acrobat D... 26KT . m 100% X
H . 11 3 a% | AB0239352 TAMUN 100214 pdf *
3. Select one or multiple files.
. . . 52 TAMUN 100214" "AB02: ~ |All Files - i | AB0239534 CT Bio.pdf o
Click the first file then hold the
S open |+ & | AB0238215 email from Deptpdf =~ 100% X
Ctrl key down and choose : AT T T}

others. Then click “Open”.

]

4. Your files will show up and
then you click “Save Changes”.

/- s

Now you can see the note you entered and the file(s) you attached. To view the attachment, click the
file name. The file can also be removed if it incorrect.

Internal Notes and Attachments

Internal Note

Internal Attachments
Add Attachments
AB0239352 TAMUN 1... (21k)
AB0239534 CT Bio.pdf (26k)

AB0238215 email f... (48k)

| edit | |

Remove

Remove

Move to External Attachments

Original Requisition Requestor

Original Requisition Number

Original Requisition Name

Once the attachments are present
you can Remove or Move them to
the External Attachment side.

12



External Notes and Attachments

Back to Table of Contents

External Notes and Attachments are done the same way as the Internal Notes and Attachments. Just

remember this information will be sent to the Supplier.
If you received a Quote you will want to attach it under External

Notes and Attachments.

Note to all Suppliers

Attachments far all suppliers

Add Atachments

PO Clausd

001 WA Collect Freight Charges Ace...
113 FOR / FREIGHT
242 Equlyl Opportunity for Qualilie_

External Notes and Attachments

1. Click “Add

Add Attachments

2. Click “Select

& Opm
.@.\:}. ¥ New Folder »
Organize = New folder
Favorites
I Desktop ¥ AB0243256 TES PO
4 Dawnloads “L AB0243255 TBS PO
=» Recent Places = 2104
Dropeox = [ apozzsasz Tamun 100214
"L ABO240300 TBS
o Librarie: "L ABO239534 CT Bio
Documents F AROZI9924 Quete from Supgplier
<, Music L AR0225032 Hyclone
‘l Pictures L. AB0238215 email from Dept
Mid,

3. Select one or multiple files. 14 203 P4 Adobe Auck
Click the first file then hold the  foona o - Ly

Ctrl key down and choose
~| others. Then click “Open”.

edit clauses..,

view all dauses - (3)

External Notes are used for:
1. Special Packaging Instructions
2. Special Contact Information
3. Any other notes pertinent to
the Supplier.
4. Written Quotations from
suppliers.

wviewsedit by ling iterm...

External Info

Noteta all Suppliers

Y

netetosupplien.] €| Enter in the information and
click “Save”. Once you hit

5
# Add Attachments
i @
- Attachment Type ® File Link
22 ® | AB0239352 TAMUN 100214 pdf p e
: ﬁ — e e
ail from Dept.pdf 00% X
Z
4. Your files will show up and
Cancel

@/ Save the information you

E3)S entered is permanently
saved in the document’s

history for anyone to view.

then you click “Save Changes”.

Now you can see the note you entered and the file(s) you attached. To view the attachment, click the
file name. The file can also be removed if it incorrect.

Note to all Suppliers

Attachments for all suppliers
Add Attachments
AB0239352 TAMUN 1.. 21k
AB0239534 CT Bio.pdf (26k)
AB0238215 email f... (48k)

PO Clauses

External Notes and Attachments

MNote to Supplier...

001 No Collect Freight Charges Acc....

113 FOB /FREIGHT

Remove =

Remove

Move to Internal Attachments

edit clauses...
———

242 Equal Oppol

Once the attachments are present
you can easily Remove or Move
them to Internal Attachments.

view all clauses - (3)

View/edit by line item...

13



Back to Table of Contents

If you received a quote from the supplier attach it in the External Attachments and enter the quote

number.

External Notes and Attachments

Note to all Suppliers
Attachments for all suppliers
Add Attachments

Quote 684957682.pdf (25k) Remove ~

PO Clauses edit clauses...

001 No Collect Freight Charges Acc....
113 FOB/ FREIGHT
242 Equal Opportunity for Qualifie....

view all clauses - (3)

View/edit by line item...

To enter the quote

number click “Edit”.

?
For selected line items Add To Favorites A E/

Contract Number

PO Number To Be Assigned

Tatatal atal
ﬁmte number I

View/edit by line item

Enter the Quote number
and click “Save”. \

\

| Supplier only fields ? X
Contract Number

PO Number To BA Assigned

Pricing Code

Quote number 684957682

When processing an Avinext quote.

When processing a Summus (Dell) quote.

Summus unless directed to use Dell Direct by Procurement Services.

3. One Requisition per quote!

2. Enter the Quote number in the Catalog Number field on the first line item only
-Equotes enter in: EQ:XXXXXX (EQ: has to be in front of your quote number with no spaces)
-Quotes from Dell Sales: Q:XXXXXX (Q: has to be in front of your quote number with no spaces)

Enter the quote number as show above and enter the Catalog No on each line item as show on page 2.

1. Get the quote from Dell and then create a Summus non-catalog PO, not a Dell Direct — always go through

14




After you have everything filled out click “Submit Order”.

W Shop My Carts and Orders

[0 e, @ i

Open My Active Shopping Cart = Summary - 1128074 - Draft

® Accounting Codes | ® Internal Notes and Attachments | # Bxdernal Notes and Attachments | # Final Review

sition

4) Return to shopping cart

Back to Table of Contents

4) Continue Shopping

&' All done! The required inf has been

d and this request is ready to be submitted.

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

Requisition PR Approvals| PO Preview Comments | Attachments | History

Summary  General | Shipping  Billing

Hide header

Accounting Codes

General

02-GOLD (02-GOLD)
CAG-Central Ele-Wire Connectors

?
Ordering Department Ship To
Cart Name

Share cart

External Motes and Attachments

Attn Training Allocatorls
TAMUG - CENTRAL RECEIVING

SupplierInfo  Taxes/S&H

Shipping ? Billing
Bill To

Texas ABM University

Financial Management Operations

ROOM 102 ATTN: Accounts Payable
P d by T Allacatorl5
P'Epa'edfy T""”‘”g A”D“’t”'lﬁ 1001 TEXAS CLIPPER RD 750 Agronemy Road - Suite 3101
reparedion raining Aflacator GALVESTOM, TX 77554 6000 TAMU

Cart Description/Purpose Wire Connectars-Stock

United States

Order Category 1 - Regular
Fund Type Local
Local Delivery Options

Repert Reference A

Report Reference B

Pre-Pay & Add x
Route to Procurement Services ¥
Emergency (attach

Jjustification)

Sole Source (attach X
justification)

Contract Number

Ship Via

Buyer Information
Buyer

College Station, TX 77843-6000
United States

Best Carrier-Best Way

Requested Delivery Date

Buyer Email Buyer Phone

Number

@ User does not have the necessary permissions to view the custom

View/edit by line item...

Accounting Codes

Account Code Report Reference C Report Reference D

Do Mot Encumber x
Start Date
End Date fields asseciated with this section.
Rush the Pymt Process x
Special Payment Method
Trade-In x
Create Asset Manually x
Add to Asset Number
IFR (ltem for Resale) x
Bypass Dept Allacator x
View/edit by line item...
Fiscal Year Member ID Department Code
2010 02 02-GOLD

Texas A&M University 02-The Gold Mine

Internal Notes and Attachments
Internal Note
Internal Attachments
add attachment...
Qriginal Requisition Requestor
Qriginal Requisition Number
Original Requisition Name

Supplier / Line Item Details
Hide line details

CENTRAL ELECTRICAL SUPPLY
02-CENTRAL ELECTRICAL SUPPLY
PO BOX 4226, BRYAN, TX 778054226 US

more info...

Add non-catalog item for this supplier...
Product Description
1 3M™ Performance Plus Wire Connector RfY+JUG, 4000 per Case 3
Commuedity Code

mare info...

2 3M™ Highland™ Wire Connector H-30, Blue, 22-16 AWG, 100 per Box 3 more info..

Commuedity Code

02-237237-00000
Gold Mine Designated Account

B External Notes and Attachments

Mote to all Suppliers
Attachments for all suppliers

Quote 668039722 (175k)

add attachment...
PO Clauses

1 Mo Collect Freight Charges Accu.

113 FOB/FREIGHT

remave...

(=4
Hide value descriptions
7

View/edit by line item...

View/edit by line item...
?

view all dlauses - (2}

For selected line items | Add To Favorites

Contract Number

Shipping, Handling, and Tax charges are calculated and charged by each supplier, The values shown here are for estimation purposes, budget checking, and workflow  Subtotal

approvals.

View/edit by line item...
7

M - |

PO Number To Be Assigned
Pricing Code
Quote number 668039722
View/edit by line item...
Catalog No Size / Packaging Unit Price  Quantity Ext. Price
R/Y+JUG cs 57.00 2CS 114.00 USD
Internal Mote
Internal Attachments
add attachment...
External Note
Attachments for supplier
add attachment...
H-30-BOX BX 10.00 5BX 50.00 USD
Internal Note
Internal Attachments
add attachment..,
External Note
Attachments for supplier
add attachment...
Supplier subtotal 164.00
Shipping 000
Handling 0.00
Supplier total 164.00USD
164.00
Shipping 0.00
Handling 0.00
Total 164.00USD
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Back to Table of Contents
After clicking Submit Order you will see the “Congratulations!” page. This lets you know the
requisition has been sent to the next step.

Requisition Information ?

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

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

Requisition number 1140127 view

Requisition status Pending

Cart name CAG-Central Ele-Refrig Parts
Requisition date 5/9/2014

Requisition total 671.25 USD

MNumber of line items 2

What would you like to do next? Here are links to some common actions.

*  Search for another item

* View order history

¢ Check the status of an order
* Return to your home page

¢ Create new draft cart
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