CUBuyplus.

Browser’s Guide

This guide will review how to search for products and add them to your cart. In addition, the procedure
for generating a purchase request will be outlined as well as tracking these requests.

Logging into CUBuyplus®

Open your web browser.
In the address field, type: https://creighton.unimarket.com/app/login .

The login page will appear.

From the Username field, type your NetID.

From the Password field, type the password you created.
Press Enter or click Login.

No ok wnNpR

The CUBuyplus® home page will appear.

O Key Concepts

e There are three types of suppliers found in CUBuyplus":

0 Premium Supplier — supplier who has a hosted catalog on the CUBuyplus® website or
provides roundtrip/punchout access to their site from CUBuyplus".

O Lite Supplier/Non-Catalog Supplier — supplier who does not have a hosted catalog on
CUBuyplus® or provide roundtrip/punchout access to their site and instead requires
products to be manually added on CUBuyplus".

O Registered Supplier — same as a Lite Supplier, however, the supplier is maintaining their

company and tax profile information.
e Products to be ordered from a supplier can be accessed in one of three methods:

0 I catalog - supplier products are “hosted” on the CUBuyplus® website, meaning you
do not leave the CUBuyplus® website to search and order these products. Suppliers who
have a catalog will be identified with the folder icon.

(o] eRoundtrip/Punchout —supplier products are found on the suppliers’ website with a
direct link to and from CUBuyplus®. Suppliers with the roundtrip functionality will be
identified with the globe icon.

o * Manual- supplier products require all information to be entered. Even Premium
Suppliers could have products that are entered manually if a product is not found in any
of their catalogs. Suppliers with manual orders will be identified with the paper and
pencil icon.


https://creighton.unimarket.com/app/login
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Searching

Suppliers and products to be ordered can be located by searching the loaded catalogs of premium
suppliers or by individual supplier. Each search option is detailed below.

Product Searching

Product searches can be completed using the search function in the title section of CUBuyplus®. Only
the loaded catalogs of premium suppliers will be searched. To search in this method, complete the
steps listed below:

1. From the title section, type the product name in the search field.

-

2. Click the Search button B .
3. Any products that match the criteria will appear in the information section.

@Searching Tips

e Search terms can be combined using the words AND and OR.
O AND will search for both words/phrases.
O OR will search for one word/phrase or the other.
e Wildcard searches can be performed if the exact search word/phrase is unknown.
o0 ?will replace a single character; i.e. Te?t could be Test or Text.
0 * will replace multiple characters; i.e. Test* could be Tester or Testing.

Advanced Searching

Advanced product searching allows the search to be narrowed by Supplier Category, Supplier, or
Product Category.

1. Click the drop-down arrow in the search area.

© 2
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2. From the Advanced Product Search window, type the name of the product you are searching
for.

Advanced Search >

Search *§  5.p1ch clear tape

Tag -
Supplier .
Category - Cl Browse

Search Cancel

NOTE: Any field marked with a red asterisk is a required field. Any time you see a blue question
mark, a help bubble will appear when resting your cursor over it.

3. If desired, select a Supplier or Category from the drop down list
NOTE: Only the premium suppliers will show up in the drop down list of suppliers.

4. Click Search.

5. Any products that match the criteria will appear in the information section.
NOTE: Results will not return products from roundtrip suppliers unless they have additional
search functionality enabled.

Supplier Searching

If you are searching for products from a specific supplier, there are multiple ways to locate the supplier
and the product.

e From the Dashboard tab on the menu bar, click on the Supplier icon in the Recently Used
Suppliers list of the Information Section.

e From the Dashboard tab on the menu bar, click View all suppliers at the bottom of the Recently
Used Suppliers list of the Information Section.

e From the Marketplace tab on the menu bar, click View Suppliers or Recently Used Suppliers.

Once the supplier you wish to shop has been located, click the Supplier Name or Supplier Icon to
continue.
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3 Supplier Icons

When viewing suppliers, they may be flagged by one or more icons. These icons and what they
represent are noted below:

o ™ Hosted Catalog - Suppliers flagged with the folder icon are premium suppliers. Premium
suppliers have a hosted catalog on the CUBuyplus® website.

. C Roundtrip Catalog — Suppliers flagged with a circle and arrow are premium suppliers.
Premium suppliers provide roundtrip/punchout access to their site from CUBuyplus®.

Shopping by Catalog

If a catalog icon appears &= after clicking on the supplier name or icon, you will be selecting products
from the supplier’s catalog on CUBuyplus®. The supplier may have multiple catalogs that appear.

1. Click on the supplier catalog that you wish to shop.
2. The products available within the catalog will appear.

Products and Services 3763 listings.  List 20~ |iterns per page.  Sort by | Mame -

0.6 ml Thin- YWall Tubes Price as per Quote Red, 1,000
Froduct Code: 2239448

1 ml empty Bio-ScaleMini cattridges $13.99 /Each 1 ml empty Bio-Scale Mini carttidges 1
Froduct Code: 7324660

\if 1.0mm D Glass Tubes $13.99 /Each B.0mm 0D, 180 mm lenoth, 24 1
o Froduct Code: 16523136
i

3. Browse or page through the products available.
4. The list of products can be narrowed by typing in a product name in the search field at the top
of the screen. Refer to the section on Product Searching for more detail.
5. The sort option of products defaults to Name but can be changed to Code, Lowest Price, or
Highest Price.
6. Clicking on the product title may display more information about the product.
7. Depending upon the item, there may be a View or Get Quote button.
a. Ifthereis a View button, click View and then select the necessary Configuration options;
i.e. Size, etc.
b. If thereis a Get Quote button, click Get Quote to generate a Request for Quote. See the
Request for Quote Documentation for specifics.
8. When you have decided on a product to order, type the quantity in the Quantity field to the left
of the Add to cart button, | ' /GEEEs
9. Click the Add to cart button.
10. A confirmation message will appear and the shopping cart in the header bar will update to

ftems: 13 )

reflect the total number of products along with the dollar amount. ERmSEEEEE
11. Repeat steps #3 — 9 for as many products as you need to order from this supplier.
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Shopping by Roundtrip (Punchout)

If a circle with an arrow icon © appears after clicking on the supplier name or icon, you will be sent to

the supplier’s website.

1. Click the supplier that you wish to shop.
2. Click the roundtrip icon or supplier name to go to the supplier’s website.

Q GovCaonnection Roundtrip for Creighton

3. Each supplier’s website will be different. Browse and search for products as if you had come to
the supplier’s website directly.

4. Add products that you wish to purchase to your cart or order on the supplier’s website by
clicking the Add button.
NOTE: The terminology of the button to click will vary based on the supplier’s website.

5. When finished shopping, click the Checkout or Submit Requisition button to return to
CUBuyplus™™.
NOTE: The terminology of the button to click will vary based on the supplier’s website.

6. You will be returned to your shopping cart in CUBuyplus® with the products you had selected.

Shopping by Manual Order

If a paper and pencil icon appears 7 after clicking on the supplier name or icon, you will need to enter
all of the product’s information as it is not in their catalog.

1. Click the supplier that you wish to shop.

2. Click the paper/pencil icon or Create a Non-Catalog Item link to enter the products to order.

—
/‘ Create a Mon-Catalog Iterm »

3. From the ltem Name field, type in the name of the product to be ordered.

4. Click the Next button.

5. Products similar to what you entered may appear on the screen. If one of these products could
be ordered instead, type in the quantity and click Add to Cart. If the products displayed are not

the same, click Next to continue. Create @ Non-Catalog Htem
6. Type in the product information. S S
NOTE: Fields marked with a red asterisk
are required fields. - .
a. Unit Price —type in the cost of = a
one product. S
Procuctcose
M
[ < Previous | =X - EIED

CUBuyplus® Browser Guide Page 5 Last Updated: 3/30/2015



CUBuyplus®"
Creighton University

b. Unit of Measure - type in the Unit of Measure or select it by clicking on the magnifying
glass.

c. Category —type in the category code or select it by clicking on the magnifying glass. The
category is equivalent to the Commodity Code in Banner.
Description — basic description of product.

e. Product Code - supplier’s product number.

f.  Manufacturer Part ID — manufacturer’s unique identifier for the product.

7. Next to the Add to cart button, type in the quantity to be ordered.

8. Click the Add to cart button.

9. You will be returned to the product screen to enter the next product. Repeat steps # 3 — 8 for
each product that needs to be ordered.

Shopping Cart

As you are searching and selecting products from suppliers, the products are added to your shopping
cart. The shopping cart appears in header bar. The number of products and total cost will appear.

Reviewing the Shopping Cart

1. Click the shopping cart icon to view the products that have been added.
2. All products in the cart will appear by supplier with an individual supplier total.

Shopping Cart ilivs b Cratie Terptate € Clrar Shapping Cint
an
Gio-Rad Laboratories
Proguct Quanasy Frice Subtotal
b il carriges &4 [x]
]
[ 10 L]

3. To adjust the quantity of any product, type the new quantity into the Quantity field of the
product. Press Tab to update the information.
NOTE: A confirmation message will appear.

4. Toremove any product from the cart, click the red X icon € next to the Quantity field.

5. To remove all products from the cart, click Clear Shopping Cart in the upper right hand portion
of the screen.
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Creating a Template of Frequently Ordered Products

If you have products that you regularly order, you can create a template that can be reused every time
you need to order those products. The products to be added to the template need to be in the cart
before proceeding.

1. From the cart screen, click Create Template.
The Create Template screen will appear.

Create Template

@ Create a new template

(OReplace an existing template Choose One ~

3. The radio button for Create a new template will be selected. Type a name for the template in
the field to the right.

4. If atemplate has already been created and needs to be changed, select Replace an existing
template and select the template from the list.

5. Click OK.

6. Once atemplate has been created, it can be accessed by clicking on Marketplace in the menu
bar and selecting Template Orders. The following options are available:

View Template Orders

To create a new template, add the items you want into your shopping cart, then click Create Template
Warning: Using a Template will replace the contents of your shopping cart

Description ltems Tatal
MecKegzon monthly order 55 §4,76B.50 ™ oo B vigw € Delete

a. Use —click Use to add the products to your cart. Doing so will replace anything that is
currently in the cart.

b. View —click View to see all products in the template. Pricing is updated as it changes.

c. Delete — click Delete to permanently delete the template. A confirmation message will
appear prior to deletion to confirm your selection.

Initiating the Checkout Process

Individuals with a browser role in CUBuyplus® will need to enter some basic details regarding their order
request.

Any products appearing in the shopping cart with a check in front of the product will be forwarded on. If
you do not wish to order a product yet but don’t want to delete it from the shopping cart, click the
checkbox to remove the check.

CUBuyplus® Browser Guide Page 7 Last Updated: 3/30/2015



CUBuyplus®"
Creighton University

Mckesson Corporation

Product Quantity Frice Subtotal

Product will be ordered—

SPONGE, GZE 44" 1 2PLY PERFM N5 (200/8G) & 100 [x] §412  fBag 541200
L) Praduct Code: 440343

ALCOMOL, ISOPROPYL 70% 1802 (12/05) & S0 |9 $1.51  IPint{Us) $755.00

Product will NOT be ordered/ MEKESSON  praguct Coce: 417

PILLOWGCASE, TIP WHT 21330 (100ics) & 50 [x] $20.08 fCase §1,004.50
L) Praduct Code: 145373

Supplier Tatal: $1.416.50

To initiate the checkout process, click the button at the bottom of the page.

From the Ship To field, select the appropriate Ship To Code for your department.

NOTE: If your department ship to or the location the order needs to go to does not appear in
the Ship To Code field or there are special instructions regarding the delivery, select NOTE and
then type that location information in the Delivery Notes field.

3. From the Ship To Attn field, the login name will appear. If the order needs to go to another
person’s attention, type their name.

In the Bill To field, leave Creighton University Accounts Payable.

5. The Delivery Date field is optional. No guarantee that the supplier is reading this field. Rush
orders should be communicated directly to the supplier.

6. Account information — this is the accounting information (FOAPAL) that needs to be charged for
this order. Hovering over the field will provide the field name. Selecting the magnifying glass
after the field will search for valid values. Browsers should enter as much as they know and
provide notes to the Buyer in the reassignment step.

FOAPAL field in order shown:

COAS Account cynD ORGN ACCT PROG ACTV
Q Q Q Q Q

COAS - identifies the Chart of Accounts in Banner Finance. Cis the only acceptable
value for this field.

FUND - Fund code

ORGN - Organization code

ACCT — Account code

PROG - Program code that will be populated by the Business Service Center.

ACTV — Activity code
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The next three fields are used exclusively by Facilities:

SO®
Workorder — to be used exclusively by Facilities. This field is non-searchable.

Phase — to be used exclusively by Facilities. This field is non-searchable.
Craft - to be used exclusively by Facilities. This field is non-searchable.

After the Craft field there are three icons:

X — will delete the FOAPAL information
o
- is currently not being used by Creighton

- Will copy the FOAPAL to all lines below this point.

Splitting Accounts

1] .
Selecting Split ~ SPIt will open the menu shown below. Use this to split the cost of a single

line item to multiple FOAPALS. Enter the first FOAPAL and then select Add Split =+ Add Split »
to enter the next one and so on until all FOAPALS are accounted for. Note that the sum of the
amount fields must add up to the original line item amount. The System will not advance until
the splits are in balance.

Click OK when completed.

Split Account Codes ) 4

=+ Add Split »
Account Code Amount
Q Q Q Q Q & 2028 Q Remaove
Q

QC®
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7. From the Delivery Notes field, type any information about the delivery of the order. Delivery
notes might include inside delivery information or other special instructions.

8. Notes can be added to each line item by selecting F o Notes

shown to the right of each line
item.

9. From the Justification field, type why this order is needed as well as any other explanation.

10. Any documentation that you have to attach as justification can be added by clicking Add
Attachment.

a. Click the Browse button.

b. Navigate to where the file is saved and select it.

c. Click OK once the file is listed.

d. Each file added will be listed in the Attachment section. To delete a file that was added,
click the appropriate Delete button.

11. Order Attachments — Attachments added here will be sent to the supplier.

12. Order Receiving — Default is Receive Manually and should be used for all orders.

13. Save — Allows the user to save the requisition for completing later. The request becomes a
requisition, will be assigned a requisition number and will be in an incomplete status. Make
note of the requisition number to refer back to.

14. Reassign — When request is completed, the user will want to select Reassign. From the drop
down menu, select the BSC Specialist assigned to your department. Enter any information that
needs to be communicated to the BSC Specialist such as grant being used, blanket order, special
instructions, etc.

Tracking Incomplete Requisitions

After a requisition has been saved or assigned, you will be able to monitor the progress from your
Dashboard on CUBuyplus®.

Saved Requisitions

1. To view saved requisitions, click on the Tasks icon and select Incomplete Requisitions.

Marketplace Orders Invoices

#®
ﬁ CUBUYPIUSSM Incomplete Requisitions @

Quotes

Creighton University

Welcome to CUBuyplus Demo, the Creighton University eprocurement tool

Invoices
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2. You will then see the following screen. Select the appropriate incomplete requisition to view.
Incomplete Requisitions

Created Date * 112212015 '_';‘-‘ Created Date To * 3232015 '-';‘-‘
From
Requisition Requestor Supplier Type State Created Total
R115807 B Browser2 GovConnection Inc Standard Incomplete 32312015 11:55 AM $80.04

Assigned Requisitions

1. Access Assigned Requisitions by selecting View Requisitions located under Order on the Task
Bar.

Marketplace Orders Invoices

View Requisitions

View Orders

Incomplete ReqUiSils
View Requests for Quote

Created Date * 11
From

2. You may filter by entering the requisition number and/or selecting Incomplete from the State
drop down.

View Requisitions

Supplier .
Created Date * 1152015 ; A Created Date To * 3462015 ; 5
From
Requisition €2 State €2
Number
Abandoned
[ searcn ] Approved
Canceled
Declined
Incomplete
Mo approva nesded
Requisition Supplier Type State Approven Pending
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Users will now be able to determine when an incomplete requisition was started and when the
requisition begins the approval process.
Requisition Date = the date/time checkout is reassigned to a buyer.
Approval begun on date/time = the date/time the buyer completed their review and requisition
begins the approval process.

ReqUiSition R115863 Actions: j Copy aVaIidation aAssignments

Creighton University = Ecolab Inc.

Requisition Ship To Bill To
Requisition Number R115363 Order 740311 Afin-B Browsers
Creighton Pediatric Therapy [718211]
Buyer gijine Eastep 0 Originators  Requester: B Browserd 16910 Frances Street, Suite 102
On Behalf Of. B Browserd Creighton Pediatric Therapy
Creighton University
Requisition Date 3/17/2015 8:00 AM Order Date Omaha. NE £3130-2393
Approval begun on 3/17/2015 2:12 AM United States
State Approved Order Submission Send Electronically 402 2802920

cubuyplus@creighton.edu
Organization Unit Approval Chain

Copying Requisitions
Browsers may copy a requisition or an order. Click on Copy to copy a requisition. Message will be

returned providing the new incomplete requisition number.

+" |Incomplete Requisition R115868 has been created as a copy of Reguisition R115805.

+ Incomplete Requisition R115867 has been created as a copy of Order 740269

Access the incomplete requisition from the Task Bar. Select Checkout to begin editing the copied
document for the current activity.
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Viewing Requisitions

Purchase requests that have begun the approval process can be viewed in the Requisitions in Progress
area of the information section of the Dashboard. Until a requisition is in the approval process, it will
not appear on the dashboard under Requisitions in Progress.
1. Purchase requests that have been processed can be viewed in the Requisitions in Progress area
of the information section of the Dashboard. Until your buyer has completed the Purchase
request, you will not have any visibility to it on the Dashboard.

Marketplace Orders Invoices Expenses

k= CUBuyplus”™ oo B

Creighton University Links
# Request Help

Mavigation Guide
Approver's Guide

Welcome to CUBuyplus Demo, the Creighton University eprocurement tool .
.
« Approver's Quick Reference Guide
.
.

DEMO SITE
| can get it cheaper!
I don't know where to get it!
* Training Guides
* View Invoice Enhancement
Recently Used Suppliers Requisitions in Progress
Pride Home Forestry Suppli... R115888  3/19/2015 11:03 AM $26.80
v AmSan. fide Home :
SR AMSAN R115884 318/20154:12 PM $20.00
Pride Home Senv... R115879 3182015 9:58 AM $100,000.00
Lampes Clean Ai... R1158738 31812015 9:51 AM $6.42
View all suppliers View all requisitions
Orders Open Receiving
Fisher Scientific 740299 372015 7:09 AM $1,424.41 Fisher Scientific 740299 3172015 7:09 AM $1,424.41
Fisher Scientific 740298 31712015 7:09 AM $267.59 Fisher Scientific 740298 3117i2015 7:09 AM $267.59

2. If the purchase request is visible, click on the requisition from the list.
3. If the purchase request is not visible, click View all requisitions to see all of your requests.
a. The View Requisitions screen will appear.
b. The top portion of the screen will allow you to search for a requisition. Select from one
or more of the following search options and the click the Search button.
NOTE: At a minimum, Created Date From, Created Date To, and State must be entered.
Additional criteria entered will further narrow the search results.
i. Supplier
ii. Created Date From
iii. Created Date To
iv. Requisition Number
v. State
c. To select a requisition, click on the Requisition number from the list.
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4. The Requisition will appear.
Requisition R115884

Creighten University = AMSAN

AmSan.

Requisition

Requisition Number R115884

Buyer yathyn Jacons @

Requisition Date  3/18/2015 412 PM

val begun on 3/18/2015 4:18 PM

State Pending

Organization Unit

AMSAN
Product

bleach
AmSan.

T

Order

Originators

Order Date

Order Submission

Approval Chain

Approvers Admin Unimarket, Brian Sweeney, Linda PBH|D7 Next approvers

Attachments = 144 sttachment »

Requester. B Browser2
On Behalf Of: B Browser2

Send Electronically

Actions: ':Copy b‘Assignments

Ship To Bill To

Attn:B Browser2
Anesthesiology [833001]
601 Morth 30th Street
Anesthesiology
Creighton University
Omaha, NE 68131
United States

402 2802917
cubuyplus@creighton.edu

State Qty. Price Subtotal
Pending 1 $20.00 /Each $20.00
History

0 Details

Subtotal $20.00
Shipping $0.00
Total $20.00

Financial Year FY 2015

5. The next approvers will be listed below each product. One of these individuals needs to

approve the requisition before it can continue.

6. The history of approvals for the requisition and the path it needs to take to complete the

process can be viewed by clicking History in the State column of the product.

7. The Approval History screen for the product will appear. Each of the levels of approval will

appear and denote the action taken. If the approval has completed a level, the date and time

stamp along with the approver’s name will appear to indicate when the action was taken. Those

areas where the approval still needs to route to will be listed at the bottom of the screen.

CUBuyplus® Browser Guide
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Approval History for ltem 1 on Requisition R115884. b 4

BSC Approval: BSC Approval

Approver Created Date Completed Date Level

Type
BSC Group Level 0 ($100,000,000.00)

& Kathryn Jacobs 3182015 419 PM 3M8/2015 419 PM

(Auto-Approved)

& Anne Anderson

& Barbara Washington
& Elaine Eastep

& Genia Barfield

& Jarrod Morrison

& Kelly sand

& Tina Jones

Departmental Approval: BSC Group Catchall [C-101000-701900-7655-110—]

Approver Created Date

Completed Date Level

Type

BSC Group Catchall Level 0 ($100,000,000.00)

Approval currently in progress.

& pdmin Unimarket 31812015 4:19 PM

& Brian Sweeney 3/118/2015 4:19 PH

e 311812015 4:19 PM <— Levels yet to approve.

The various approval statuses include:
d. Approved - approved and advanced to the next level.
e. Declined —was not approved and sent back to buyer.
f. Escalated — skipped an individual to advance to next level.
g. InProgress - current level of approval.

¥ Approved

v Approved

" In Progress

- In Progress

n

Once a requisition has been completely approved, a purchase order will be generated and sent
to the supplier. An email with the purchase order number and details of the purchase order will

be sent to yourself as well as the buyer. See sample below.

Creighton University

Bio-Rad Laboratories
Purchase Order 120110

Supplier: Ship To: Bill To:

Bio-Rad Laboratories
brian.sween unimarket.com

Aftni: Shelly Whittaker
DolT [401001]
723 M 18th Street

Attn: Kebey Klahn
Accounts Payable [001312]
2500 California Plaza

Omaha Omaha
58178 58178
Mebraska Mebraska

United States United States

Created Date Buyer Contact Payment

On Account - Met 30 Day

Currency
usD

Shippi
41802012 Shelly Whittaker

swhittakerf@ereighton.edu
402 2803180

Manual Order Delivery

Line Item (Code) Description Delivery Date Units QTY  Price  Total

1 1708734

Beacon Designer Probe/Primer Design Software Each 1 £13.99 513.99%

Page 15
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10. Emails will also be sent to yourself and the buyer when a requisition is declined or a portion of
the requisition is declined. See sample below. Requisitions that have been declined can be
copied in order to create a new requisition.

Creighton University

Requisition R90151 has been Declined

Requisition Approval Summary
Description Unit Price Subtotal Approval

Powershot 100 HS Digital ELPH Camera (Gray) $139.95 $139.95 Declined

Shipping: $20.00
Total: $159.95

For full approval details please view the requisition in Unimarket.

Viewing Orders

1. Click the Dashboard tab.
2. Orders that have been created can be viewed in the Orders area of the information section of
the Dashboard.

Dashboard Matketplace Orders

Thursday, &pril 19, 2012 2:32 P

Creighton University Links
s Buyer Training Guide

o Approver Training Guide
& Reguest Help

Welcome to CUBuyplus Demo, the Creighton University eprocurerment toal

Recently Used Suppliers Requisitions in Progress

Mo reuisitions to display.

Wiew all suppliers iew all requisitions
Crrdlers Requests for Cluote
FPay-LESS Office P 120210 41952012 229 PM 6222 FCWehcarm Creighton-100015 Responded
Bio-Rad Lahoratories 120075 432012 11:46 AW $27,880.00 Chair Guote Creighton-100014 Responded
Alamar Unifarms 120018 SAZ012 241 A $2,450.00
B&H Photo, Yideo 120014 T2 2 12T A 304675
iew all orders Wiew all RFCQls

3. Ifthe orderis visible, click on the order from the list.
4. |If the order is not visible, click View all orders to see all of your orders.
a. The View Orders screen will appear.
b. The top portion of the screen will allow you to search for an order. Select from one or
more of the following search options and the click the Search button.
i. Supplier
ii. Created Date From
iii. Created Date To
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iv. Order Requisition Number
v. Order Type

vi. Receiving

vii. Has Submitted Invoice

View Orders
Supplier
Created Date * 4613 5 Created Date To * 6I6M3 s 7
From
Order/Requisition § Order Type @ -
Humber
Receiving § - Has Submitted -
Invoice
Order State Type Requisition Supplier Order Date Total
127033 Open Standard R97133 Pay-LESS Office Products 412412013 3:27 PN $214 59
127032 Open Standard R97134 Fisher ScientificInc 412412013321 PN $427.00
127014 Open Standard R97120 Pay-LESS Office Products 4/16/2013 3:21 PM $138.90

c. To select an order, click on the Order number from the list.
5. The Order will appear.
@i Order 120210

Creighton University = Pay-LESS Office Products

)2 FDF files require Adobe Reader. Ifyou do not have itthen click here to install it.

Purchase Order Supplier Ship To Bill Ta
Order Number 120210 Buyer Name  Linda Penland Pay-LESS Office Products
13467 Chandler Road
Order Date 471972012 Buyer Email  lindapenlandi@creighton.edu Omaha, ME 68138
United States
Created Date 41972012 2:29 P Buyer Phone 402 2803747
Payment On Account- Met 30 Day On Behalf Of  Linda FPenland

Qpleted Broy

Purchase Order 5o e View Purchase

Order

Order Submission  Send Electtonically Transaction ' Transaction Surrima
Summary v
ReceIVIng Currency  USD Requisition RA0307
Status Community  Creighton University shipping  Manual Order Delivery

Delivery Notes  Flease deliver directly to Shelly.

6. A copy of the purchase order can be viewed or generated at any time by clicking the Purchase
Order PDF that appears in the top section of the order.
7. The receiving status is noted in the Purchase Order section at the top of the screen as well as
with each individual item noted in the Items section. Possible receiving states include:
a. Open —receiving has not been completed on order.
b. Partial —receiving has been completed on some items on order but not all.
c. Closed —receiving has been completed on order.

CUBuyplus® Browser Guide Page 17 Last Updated: 3/30/2015



CUBuyplus®"
Creighton University

Receiving Orders

When an order is physically received, it must be received within CUBuyplus®. The entire order can be
received or individual items. Complete the steps listed below to receive an order.

1. Click the Dashboard tab.
2. Orders that need to be received can be viewed in the Open Receiving area of the information
section of the Dashboard.
Recently Used Supnliers Approvals

m @ (0#5%55 (/'?‘BLICK Mo approvals to display,

art materials

SRARNGER. (GLE ZCcs
“Wiew all suppliers Wiew all approvals

Reguisitions in Progress Orders
Concepts AV RE0441 SM12012 1:02 PM 3111 Pay-LESE Office P 120275 1102012 4:52 PM §378.32
Pay-LESE Office . RE0440 SI12012 12:57 PM §448.50 BEH Photo, Video ... 120273 G9i2012 11:02 AM §1,9308.80
Blick Art Materials RB0439 Gi1102012 12:49 Pl §421.20 Alamar Uniforms 1202345 2420121120 P $24.50
Concepts AV RE0438 SIT201212:42 PM §592276 Blick Art Materials 120140 4122012 250 PM §580.76

Wiew all reguisitions Wiew all orders
Cpen Receiving Requests for Guote
Pay-LESS Office P, 120275 501102012 4:52 PM $378.32 Mo requests for quote to display.
BEH Photo, Video ... 120122 AN072012 252 PW §2942.40
Graybar 120122 411072012 246 PM $55,1858.00
Pay-LESS Office P, 120118 41072012 3:28 Pl $E03.74

“iew all open orders Wiew all RF Qs

3. If the order to be received is visible, click on the order from the list.
4. If the order is not visible, click View all open orders to see all of your orders.
a. The Receiving screen will appear.
b. The top portion of the screen will allow you to search for an order. Select from one or
more of the following search options and the click the Search button.
i. Supplier
ii. Buyer
iii. Created Date From
iv. Created Date To
v. State
vi. Order Number
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Receiving
Supplier . Buyer § .
Created Date * 1112 _— Created Date To ~ 81612 _—
From Z Z
State * Open - Order Number
Item Buyer Supplier Order Date State Subtotal Ordered Received Outstanding
131802 Barbara Washington Pay-LESS Office Products, 6/6/2013 Open &4 Receive All
Inc.
Business Source Jr. Legal Ruled Pad Open $4.06 1 Ky 1 & Receive
Business Source Litlle Coin Kraft Envelope Open $42.12 3 &g 3 & Receive
131801 Kelly Sand Pay-LESS Office Products, 6/6/2013 Open & Receive All
Inc.
Expo Dry Erase Marker Kit Open $36.87 3 8, 3 @& recoive

c. To select the order to be received, click on the Order number from the list.
5. The order will appear. Depending upon if the entire order will be received or only certain items,
complete the instructions in the appropriate section below.

Receiving the Entire Order

1. From the Management area of the upper right portion of the screen, click Receive All.

4y .
- Management: b= Receive All
@i Order 131802
b=
Creighton Universty = Pay-LESS Office Products, Inc.

> POFfiles require Adobe Reader. If you do not have itthen click here to install it.

Purchase Order Supplier Ship To Bill To
Order Number 131802 Buyer Barbara Washington Pay-LESS Office Products, Inc
13467 Chandler Rd
Order Date  6/5/2013 Buyer Email  bjw18647@creighton.edu Omaha, NE 68138
United States
Created Date  6/6/2013 12:07 PM Buyer Phone 402 2804716
Payment On Account- MNet 30 Day On Behalf Of  Ricki Achenbach
State Open Browser Ricki Achenbach
Receiving State Open Purchase Order > Purchase Order
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2.

6.

The Receive Order screen will appear.

Receiving * 510712 e |
A UL |7

Note

Itern Quantity Qutstanding

10-2C-TTP 1

054378 10

13FG22IR 1
I

If the Receiving Date is different than the current date, click the Calendar icon and select the

date the order was received.

If there are any notes to make regarding the receipt of the order, type the notes in the Note

field.

The quantity of each item that was ordered will appear in the Quantity column. Click OK to

receive the entire order.
The Receiving State will now show closed.

Receiving Individual Items on an Order

1. Scroll to the Items section of the order and locate the item to be received.

ltermns
Product City.
. SMART SB635 (SBG35) 1
7" Diagonal Interactive Whitebosard
i Receiving Open i
Account C-101000-425100-7850-110-

— SMART SP-524NB (SP-524NB) 1

:_ccs Paodium Interactive Pen Display
T Receiving Open 1)

Account C-101000-425100-7650-110-

NEC E422 (E422) 1
Ed422 - 4248% LCD Public Dizplay bontor wibuit in ATSC tuner, 192061080 (FHD) nstive rezaltion, RS-232
control, Full &% function, Buitt in speskers, Tablet.. More...

Receiving Open o
Account C-101000-425100-7650-110-

2. Click Receive for the appropriate item.

CUBuyplus® Browser Guide Page 20

Price Subtotal
$1,349.00 fEach  §1,345.00

$1,349.00 / Each $0.00 | @& Receive

$2,303.00 fEach  $2,303.00

$2,302.00 /Each 5000 @8 paceive
$B50.00 FEach  $650.00

$650.00 f Each §0.00 | @& roceive
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3. The Receive item x screen will appear.

itermn 1 on order

Name SMART SBEES

Description 87" Diagonal Interactive Whitehoard

Action * | Receive v

CQuantity *
Receiving Date * S0 2 L ; A

Note |

ity Linit Price Subtatal
Ordered 1 $1,349.00 [ Each $1,349.00
Received a $1,349.00 fEach §0.00
Irvoiced ] I §0.00

4. The Quantity field will automatically default to the quantity ordered. If the quantity received is
less than the quantity ordered, type the number received in the Quantity field.

5. If the Receiving Date is different than the current date, click the Calendar icon and select the
date the order was received.

6. If there are any notes to make regarding the receipt of the order, type the notes in the Note
field.

7. Click OK to receive the item.

8. Receiving will now show closed for the individual item. The overall Receiving State will show
Partial until all items on the order have been received.

Receiving Returns

There are four receiving options:

e Manual Close —use when item is no longer available and/or when the supplier has been notified
item is no longer needed.

e Receive — use to document quantity that has been received.
e Return —use when an item has been returned.
e Undo — use when quantity received was entered incorrectly.

The Receiving sub-menu now shows an accounting of activity for an item.
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Receive [tem 1 on Order 740239 XX

Mame Paper Mate Profile Ballpoint Pen - Bold Pen Point Type -
1.4 mm Pen Foint Size - Black Ink - Translucent Black
Barrel
Action * Receive -

Manual Close

Receiving Date *

- 30 ﬂ

Received *

Quantity

Note
Qty.
Ordered 7
Delivered 0
Received 0
Returmed 0
Invoiced 0

Types of Returns

e Returning previously received items:
Return items that you have previously marked as received in the system. This will
reduce the existing received quantity.

e Returning items just delivered:
Return items that have just been delivered and have not yet been marked as received in
the system. This will not reduce the existing received quantity.

Receive Item 1 on Order 740239 X

Name Paper Mate Profile Ballpoint Pen - Bold Pen Point Type -
1.4 mm Pen Point Size - Black Ink - Translucent Black
Barrel

Action *

Refumn items that you have previously
marked as received in the system. This will
reduce the existing received quantity.

Receiving Date * 41232015

Retun Type * @ | am returning previously received items ¢

© 1am returning items just delivered 2
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Fields to Complete
Return Action — Required — select from Credit, Replace, or Return Only.
Return Code — Required — select from Damaged, Defective, Order Cancelled, Order Changed,
or Other.
Note field — not a required field, but highly recommended to add a note.

Receive ltem 1 on Order 740239 >

Name Paper Mate Profile Ballpoint Pen - Bold Pen Point Type -
1.4 mm Pen Point Size - Black Ink - Translucent Black
Barrel
Action * Return E
Receiving Date * e -
g 1282015 "7 9 /51 Am[~]

Return Type * | am returning previously received items Q

I am returning items just delivered e

Return Quantity * 0
Return Action * Choose One IZ|
Return Code * Choose One E
Note
Qty.
Ordered !
Delivered !
Received 0
Returmed !
Invoiced 0

Processing a Return
1. Select Reopen. A note will be required to explain why receiving is being re-opened.
2. Status will return to Receive.

Qty. Price Subtotal
7 $11.29 / Dozen §79.03
Reopen item 2 on order 740239 X
7 $11.29 / Dozen $79.03 _l. E
Name Avery Framed View Binder - 1.50' Binder Capacity - Letter Receive
- 8.50° Width x 11' Length Sheet Size - 400 Sheet @ Detais
Capacity - 3 x D-Ring Fastener - 2 Pockets - Vinyl - Black
- 1 Each
- 750 %1899 /Each $14,242.50
Description Avery Framed View Binder - 1.50' Binder Capacity -
Letter...
Note * 750 $18.99 /Each 51424250 (R Reopen
O Details

CUBuyplus® Browser Guide Page 23 Last Updated: 3/30/2015



CUBuyplus®
Creighton University

3. Receiving history will now show the new activity.

CUBuyplus

Receiving History for ltem 1 - Paper Mate Profile Ballpoint Pen - Bold Pen Point Type - 1 4 mm Pen Point Size - Black Ink -

Translucent Black Barrel

User Action Created Date Receiving Date Number Delivered Received Returned

Return Action: Replace , Return Code: Defective
Note: Supplier has been contacted

Admin Admin Receive 1/28/2015 9:58 AM 1/28/2015 9:51 AM 2755 7 7 0
Note: Supplier has been notified

Total T 6 1

[C] Show Hidden Receiving History

Admin Admin Return 172872015 10:08 AM 1/28/2015 10:05 AM 2761 1] -1 L ] Undo

4. Selecting Show Hidden Receiving History will expand the details and show all actions in detail.

Receiving History for ltem 1 - Paper Mate Profile Ballpoint Pen - Bold Pen Point Type - 1.4 mm Pen Point Size - Black Ink -

Translucent Black Barrel

User Action Created Date Receiving Date Number Delivered Received Returned
Admin Admin Return 1/28/2015 10:08 AM 1/28/2015 10:08 AM 2761 1] -1 1 € undo
Return Action: Replace , Return Code- Defective

Note: Supplier has been contacted

Motecnoitem s defactiue
Admin-Admin Auto Cl 1 2015 058 AM 1282015958 AM 2758
Admin Admin Receive 1/28/2015 9:58 AM 1/28/2015 9:51 AM 2755 T T 0

Note: Supplier has been notified

Total T 6 1

Important Notes when Returning:
e No notification is sent to the supplier for a return unless an invoice has been submitted.
0 Notification is by email.
0 Recommend that users contact the Supplier to let them know a return is coming.
e Send BSC Specialist a note when a return is done
0 BSC will monitor the first few all the way through the process.

Receiving — Undo

e Undo feature is located in the Receiving History.
e Provides ability to correct a previous Receiving action.
o  When should it be used?
0 Error in quantity received.
0 Incorrect Action was selected, i.e. Receive instead of Manual Close
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Admin Admin Receive 1/28/2015 9:59 AM 1/28/2015 9:59 AM 2758

Total

Show Hidden Receiving History

Close

Receiving History for ltem 2 - Avery Framed View Binder - 1.50' Binder Capacity - Letter - 8.50' Width x 11" Length Sheet Size -

400 Sheet Capacity - 3 x D-Ring Fastener - 2 Pockets - Vinyl - Black - 1 Each

User Action Created Date Receiving Date MNumber

Delivered Received Returned
750 750 0 € Undo

750 750 0

Selecting Undo will open a new menu and require a note.

Are you sure you wish to undo this receiving?

Undo Receiving b4

Mote * |

400 Sheet Capacity - 3 x D-Ring Fastener - 2 Pockets - Vinyl - Black - 1 Each

Receiving History for Item 2 - Avery Framed View Binder - 1.50' Binder Capacity - Letter - 8.50° Width x 11' Length Sheet Size -

[7] Show Hidden Receiving History

User Action Created Date Receiving Date Numb
Admin Admin Receive 1/28/2015 9:59 AM 1/28/2015 9:59 AM 2758
Total
» Ore

400 Sheet Capacity - 3 x D-Ring Fastener - 2 Pockets - Vinyl - Black - 1 Each

User Action Created Date Receiving Date
Admin-Admin Undo-Receive $2872015-10:35-AM 12812045-10:35-AM
Note: Testing Undo-feature

[¥]] Show Hidden Receiving History

Adrin- Admin Reopen 12820451006 -AM 1/28/201510:06- AM
Note-xx
Admin-Admin Auto Close 142842015 858 AM 1282015-8:50.AM
Admin-Admin Recens 1282045-0-50.AM 12812045 950004
Aff Total

Receiving History for Iltem 2 - Avery Framed View Binder - 1.50' Binder Capacity - Letter - 8.50' Width x 11' Length Sheet Size -

Number Delivered Received Retumed
750 750 0

750 750 0

0 0 0
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Closing an Order

There may be situations in which an order needs to be closed after it has been placed or an entire order
is not received and items must be manually closed. Complete the steps listed below to close an order

Click the Dashboard tab.
From the Opening Receiving section, locate the order to be closed.
Click on the order to be closed.

P wnNe

The order will appear. Depending upon if the entire order will be closed or only certain items,
complete the instructions in the appropriate section below.

Closing the Entire Order

1. Notify your BSC Specialist when an entire order needs to be closed and provide an explanation.

Manually Closing an Item on an Order

1. Scroll to the Items section of the order and locate the item to be closed.
2. Click Receive for the appropriate item.
3. The Receive item x screen will appear.

ceive item 1 on order 120257

Name TEST KIT, STREP A DIPSTICK (25/KT)
Description  Nickessaon MedSurg
Action * Receive
Manual Close
Quantity *
RecenngDate * (50 | %50

Note

Qty. Unit Price Subtatal
Ordered 100 $2877 FKit $2,877.00
Received B0 $2877 FKit $1,726.20
Invoiced a ! $0.00

4. From the Action drop down, click Manual Close.

5. A warning message will appear letting you know that goods cannot be received and may prevent
invoices from being matched.

6. The Note field will now be required. Type in an explanation for manually closing the item.

7. Click OK.

8. Receiving for the item will now show Manually Closed and Reopen will appear.

TEST KIT, STREP A DIPSTICK {25KT) {570443) 100 F2B.77 Pkt §2,877.00
McKesson MedSury
Receiving Manually Closed
Account C-101000-425200-7650-110-

L Reopen

9. If the item later ships and needs to be received, click Reopen.
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10. The Reopen item x screen will appear.

Reopen item 1 on order 120257

Name TEST KIT, STREF A DIFSTICK (28/KT)

Description  Mckesson MedSurg

Hote * ||

11. From the Note field, type a note explaining the situation.
12. Click OK.
13. The Receive option will now appear for the item allowing you to receive the additional quantity.
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