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User Settings 

Set email Preferences 
In order to receive email notifications as carts progress through the approval process and/or to receive notifications 
when carts are assigned to them, Users need to set their email preferences accordingly. 
To set email preferences click on View My Profile under your name in the upper right.  Then click on Email Preferences 

under User Information and Settings. Click the box next 
to each notification that is desired then click Save. These 
preferences can be changed at any time.  
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Action Items and Notifications 
In the upper right corner of the screen it will show info on your recent carts, action items, and notifications.

 
Click the red box to see the message. 

 

At any time you need help, click the  for a pop-up screen for all topics.  You can also click the  in bottom left to 
search the menu if you get lost. 

 

Personalize Carts 

Change Cart Name and Description 
Shoppers may find it helpful to rename shopping carts in order to facilitate searching for them later. Any naming 
convention can be used. Typical components are Cart Date, Supplier, Shopper, and Cart #. 
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To rename a cart click in the Cart Name field, delete the system assigned name, enter the new name.  Add a description 
if you like and click Save.  

Set an eBuy Favorites 

Set Favorites in a Punchout Catalog 
Most Punchout catalogs have functionality that allows Shoppers to set personal Favorites or Shopping Lists within their 
sites. The OfficeMax functionality is shown as an example. Documentation for other Punchout sites are available on the 
eBuy Training page under the Supplier Catalog section. 
To set up a Shopping List in the OfficeMax catalog click on Manage Shopping Lists in the sidebar on the OfficeMax 
punchout web site.  

 

Click on Create New List 
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Enter a name for your list in the List Name field. 
Add a Category and sort criteria. Click Continue.  

 

Shop by Category, make a selection, and Add to Shopping List 

 

Add items to the list as desired.  
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To access shopping lists that have previously been set up click on the Shopping Lists tab, then on the list you wish to 
view. 

 
 

 

Set Favorites in eBuy (Hosted Catalog) 
Shoppers can set personal Favorites on the eBuy web site for Hosted catalog items.  
Click on add favorite under the Add to Cart button of the Hosted Catalog.  

 

 

A pop-up window will display 
to create a new, personal or 
shared folder.  Click the New 
button.  

Enter a Name and Description, then click 
Save. 

 
Click Submit.  Product has been successfully 
added to Favorites. 
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To access your favorites, click the Shopping Cart, then 
View Favorites.  

 

Assign Carts 

Set Profile Values 
Each department has Requesters and Initiators that their Shoppers will be required to send shopping carts to for 
approval. Shoppers should set the designated Initiator or Initiators as profile values. This will allow them to select their 
Initiator from a drop down list rather than having to search each time and will eliminate the possibility of a cart being 
assigned inadvertently to the incorrect Initiator. 
After finalizing the cart and clicking on Assign Cart, the box shown below will be displayed. To set a specific initiator as a 
profile value, click on Search for an assignee.  

 
Enter the identifying information for the appropriate Initiator. At a minimum enter the person’s Last Name. Click Search.  

Click Select. 
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Click Add to Profile, then the Assign button. 

 

In the future the Initiator can be selected by clicking 
on Select from profile values. A drop down box will 
display. Click on the down arrow. The Initiator can 
then be selected from a list of previously selected 
values.  

 

Or under My Profile-User Information and Setting, click Cart Assignees 

 
…and set Assignee as Preferred. 

 This Assignee will become your default. 

 
Assignees may also be deleted by clicking Remove. 
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Set Delegates 
When Initiators/Requesters plan to be out of the office they should set a Delegate to receive and approve the shopping 
carts that are assigned to them in their absence. If a Delegate is not assigned, their carts will be inaccessible to other 
Initiators/Requesters who might be able to approve them. Delegates can be set for a short period of time (an afternoon, 
for example) or for an extended period of days, weeks, or months. 

First, navigate to My Carts and Orders > 
View Draft Shopping Carts 
Click Assign Delegate 
 

Search for your Delegate and Select.  

Substitute is set.  Just click End Substitution to unassign. 
Note: A user must be set up as an Initiator or Requester in 

PReqs before they can be set as a Delegate. 
To add a new Initiator or Requester, click on the link to PReqs Access Form on the blue sidebar in the PReqs system, 
complete the form, and click on Send to Workflow.  
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Compare Items 
When using the eBuy product search, users can elect to view similar products in a side by side comparison.  
Note: Search results will include items from both Hosted catalogs and Punchout catalogs from suppliers who support 
searches in this field. 

On the Home Shopping page, main search, select Lab Supplies and type flowcell.  Click  

 
Click compare from the list displayed you wish to view. 
Then, at the top of the list, click Compare Selected 

 
The comparison is displayed.  Click the checkboxes for the items you wish, and click  to add to the active cart. 

 
If no items from the Comparison were selected for a cart, click to return to the product search.  
If items were selected from a Punchout supplier, you will be required to punchout to order.  If items were selected from 
a Hosted supplier, they will be added to your cart and proceed by placing order or assigning cart. 

Working with Carts 

Un-assigning a Cart 
Shoppers may at times need to retrieve shopping carts after they have been assigned to an Initiator/Requester. In eBuy 
this retrieval process is called “Unassign”. This may occur when an Initiator is out of the office and has not set a Delegate 
or when the Shopper needs to make a change to the cart.  
Note: A Shopper cannot unassign a cart once the Initiator/Requester has approved it and sent it to PReqs. However, if 
a PReq has not yet been created, the Initiator may click on Edit/View eBuy Shopping Cart in PReqs to return to the cart 
in the eBuy system. At that point the Shopper can retrieve the cart by unassigning it. 
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To unassign a cart, navigate to View Draft Shopping Carts  

Locate the My Drafts Assigned to Others section and 
click the Unassign button next to the cart that is to be retrieved.  

 
The cart will be returned to the Shopper. It can be edited at this point, if desired, and then re-assigned to the same, or a 
different, Initiator.  

Delete a Cart in eBuy 
A Shopper can only delete a cart in eBuy when it is in Draft status. At any point in the cart creation process, and prior to 
assigning the cart, the Shopper can save the cart as a Draft. They then have the option to return later to complete and 
assign the cart or to delete the cart if they choose to do so.  
If a cart needs to be deleted after being assigned, the Shopper must retrieve the cart by unassigning it. See previous 
section. An Initiator/Requester can delete a cart that has been assigned to them prior to clicking Place Order and 
sending the cart to PReqs. Once the cart has gone to the PReq system it cannot be deleted. Instead the Initiator must 
Submit the cart and then Void the resulting PReq. 

Navigate to View Draft Shopping Carts and the My Drafts section.  Click the Delete button next to the cart that is 
to be deleted.  Caution: Once the Delete button has been clicked, the cart cannot be reactivated.  
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Copy a Cart 
In eBuy it is possible to quickly reorder items by copying a previous cart to a new cart. Please note, however, that this 
functionality is not supported by all suppliers. 
Open the View My Orders, either Last 90 Days or Last 5 Orders 

 
Click the cart number you wish to copy. 

When the cart is displayed, under Available Actions, select 
Copy to New Cart and click . 

The items from the selected cart will be copied to a new cart. The new cart 
can be edited as needed, renamed, Internal Notes added, and assigned to the Initiator. Shoppers are cautioned that 
pricing may have changed since the original cart was created or require to punchout to reorder. They should always 
verify current pricing, and edit it as needed, before assigning the copied cart.  
  

11 | P a g e  
 



 

eBuy Features and Special Processes 
Preferences, Favorites, Delegates, and Carts 

 

Move Items from One Cart to Another 
eBuy also allows a Shopper to move selected items to a new cart without copying the entire previous cart.  Search for, 
and select, the cart containing the item(s) to be copied following the procedure described in the previous section.   
Click the select box next to the item(s) to be moved.  Select Move to Another Cart in the drop down menu and click . 

 
eBuy will verify the cart you wish to move the items to. 

The items from the selected cart will be moved to a new cart or a cart 
specified. It can be edited as needed, renamed, Internal Notes added, and assigned to the Initiator. 

Remove Items from a Cart 
Items can be removed from draft shopping carts either individually or all at once and works the same way as moving 
items.  
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Search Orders and Documents 
Search for all documents that the user has access to according to user profile permissions and document access 
permissions. Users can perform a simple search by looking for exact document numbers, partial document numbers and 
other keywords explained below.  
Order and Document search provides a way to search for documents as well as the ability to search across multiple 
documents. eBuy Requisitions and Purchase Orders can be searched using this tool. 

 
Click on Search Documents. 

 
The search box will search for eBuy PReqs and POs with flexible date options. 
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Search Option and Features 

 

Advanced Search 
Narrow down your search results ahead of time by pre-selecting what you wish to search. Advanced search can also be 
performed across all documents. Searching by custom fields now include ranges and starts with capabilities. This feature 
allows you to enter the Document Number, Owner, Supplier, and/or Catalog Number (SKU). 

 
Item and Product information can also be added to your search.  

 

Search can be date ranges or document types. 
Or filter by Owner or Supplier 
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Saving Document Searches 
Document searches can be saved and re-run. For example, a user may want to see all of the open POs for his 
department at the beginning of each week. Searches can be saved using relative date ranges so that the date range 
doesn’t have to be set every time you run a saved search. Click Save Search and give it a name. Saved Searches will 
display on your Document Search Home page or at the top of the search results page.  

                                                  
After saving a search you can go back and edit the name and description of the search. To edit the parameters that you 
have saved, you can click the link to run the search and then make your edits and save the search again. 

Quick View 

Use the quick view icon  next to a search results document number. This will contain a next & previous link when 
accessed via the document search tab. It allows you to scroll through document search results without having to 
navigate back to the actual results. 

     

My Purchase Orders 
Within the document search tab, there is a link for my purchase orders. When the “my” option is selected, the user 
views a list of the last 90 days of eBuy PReqs and Purchase Orders. You will have the ability to modify the dates being 
searched or filter the data after the information is presented. 
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