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Shopper and Initiator/Requester
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eBuy Processes
Shopper and Initiator/Requester

Accessing eBuy

eBuy is the University’s web based market place. The market place hosts supply catalogs from 20+ different vendors
covering a wide range of products. All of the vendors in eBuy have established contracts with the University and provide
the best pricing solutions. eBuy streamlines the procurement process and allows staff to “fill a cart” with items then
forward the cart to their departmental approvers for purchase. eBuy offers an entirely electronic process from
procurement to payment, reducing redundant data entry and human error.

Note: Mac users who experience problems accessing or using eBuy may wish to try using Mozilla Firefox as their web
browser. Some punchout sites also require that users have cookies enabled to work properly. See the Support Browser
documentation on the Purchasing eBuy web site @ https://ap-purchasing.fo.uiowa.edu/purchasing/preqs/ebuy for
further information.

How to Access eBuy

Sign in to Employee Self-Service.

Navigate to Business & Financial Systems.

Click ePro (eVouchers, Preqs/Receiving).

You will land on the One Stop-eProcurement Page.
Click eBuy.

vk wnN e

eBuy can also be accessed via a link on the PRegs sidebar. Click on eBuy. Both methods will
take Shoppers to the University of lowa eBuy home page where they will create their
Shopping Carts.

Shoppers may search for products from Punchout or Hosted catalogs.

Punchout catalogs are accessed online via a supplier’s external website. The user “punches-
out”, or exits eBuy to search and select products from a supplier’s web site catalog, with
specific Ul pricing, then returns the items to an eBuy shopping cart. Hosted catalogs are
“housed” directly in eBuy. There is no redirect to access the supplier’'s commodities. All search
function will span across hosted catalogs.

User: jbergeon

Select the Supplier you wish, or just search for what you’re looking for.

ﬁ I0OWA o8y All ~ Search (Alt+Q) Q poouUSD W ] |L° A 2
Home

p Goto: Favorites | Quick Order Browse: Suppliers = Categories | Contracts | Chemicals

[
Simple Advanced

Ll
|search for products, suppliers, forms, part number, etc n
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Enable Pop-Ups in eBuy

Some eBuy vendors open in a separate browser window (ie...Amazon) and you may need to enable pop-up windows. If
this is the case, here are some instructions using Google Chrome browser to enable pop-ups.

When you click on Amazon the Amazon punchout opens in a separate browser window. In the screenshot below, there
is anicon in your URL bar that you can click on (see red arrow in the below screenshot). You should be able to enable
pop-ups and redirects when you click on this icon. After doing this, try the Amazon punchout.

© O [[ uentycomiemkOlogn X J oo x 4 - o x

- C o oNsons s . 50 -6
T0WA Your JAGGAER Session wi expe b 1844 [T ’

Redirecting to supplier. Please wait.
B This PunchOut wl open n 2 new windowst

Pop-ups blocked:

d redirects from
t.com

Manage

Reset Session Timer

Some eBuy Vendors open in a separate browser window (ie...Amazon). If you are going to be shopping longer than 20
minutes, you will need to click the “Reset Session” button in the original browser tab.

X ﬂ Amazon Business

2% solutions.sciquest.com/apps/Router/PunchoutFrameS

Your JAGGAER Session will expire in: 18:43
IOWA esuy
10WA ot Sesion

‘Cancel Punchout And Retumn To EBuy

Redirecting to supplier. Please wait.

& This PunchOut will open in a new window!!!
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Shopping from a Punchout Catalog

To search for items in a specific Punchout catalog, click the Supplier Logo in the Home/Shop section.

m Alw Search (Alt+Q)

Home

Goto: Favorites | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

simple  Advanced

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

. - Computer
12-18-25 Ul announces Janitorial Supplies and P

Equipment contract for 2025-2030

The Regent Universities have awarded a contract to m m @

Massco Inc for Janitorial Supplies and Equipment. This

contract is in place and available for use by university Stasn‘ﬁ.?rd”rree StaSILﬂ?.rt?‘wFree Sia;;:j‘arﬁnF\ e
departments. The contract provides access to essential Pping PRIng Pping
supplies and equipment across numerous cleaning
categories, offers competitive pricing and dedicated
support. Furniture and Office Supplies
Massca is live on eBuy and all orders should be placed
through eBuy.

'gh eBuy. amazon Wiork Space Ine [PIGOTT]
The awarded contract is active through June 30, 2030. Standard Free Standard Free Standard Free
University departments should begin using Shipping Shipping Shipping

this contract for all applicable purchases.

This will take the Shopper directly to the Supplier’s catalog webpage. Note that the Shopper is, however, still in the
University of lowa eBuy system. It is possible to exit the Punchout catalog at any time and return to the eBuy Home
page by clicking on Cancel Punchout and Return to eBuy. Note: Session expiration lasts 20 minutes. Click the Reset
Session to extend.

The various Punchout catalogs have different looks and feels. Shoppers should practice using the search features on the
various sites as well as the functionality for adding items to a cart, viewing a cart, editing a cart, saving a cart, etc.

Once you have all the items you need, click Checkout to return to eBuy.

¥ Add to Shopping List

] Crayola - Colored Drawing Chalk - Assorted Your Price:$12.21
= | Item Total: $12.21
\M‘ Trem #: N651-0400 Delivery:

P uoM: BX 11In1-3 Days @

(%) Remove Ttem

Cart Subtotal: $12.21

Continue Shopping | | %
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Prior to assigning the cart to the Initiator, the Shopper may click on Internal Note to advise funding information for the
purchase or to add any other pertinent information that needs to be conveyed to the Initiator/Requester. The Shopper
may also enter a cart Description and/or new Cart Name if they wish. Renaming the cart may facilitate locating the cart
if the Shopper needs to search for it at a later time.

H ShOppiﬁg qut for Julie A Bergeon W w

a Exa

Cart Name 2013-08-28 jbergeon 01 Internal Note add note... ;
; Note to all Suppliers (Note: add note..
. " These comments are often
Original Submitter Julie & Bergeon discarded by supplier and
Requester/Initiator Julie & Bergeon may slow down the

processing of this arder).

Supplier / Line Item Details 2

Show line details For selected line items | Add To Favorites |Z| m

OfficeMax more info..

Fulfillment Address

800 West Bryn Mawr Ave, Itasca, IL 60143 AL

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? <b>MODIFY [TEMS</b> | VIEWITEMS Item(s) was retrieved on: 10/7/2013 11:55:13 AM

Line(s): 1
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 Crayola - Colored Drawing Chalk - Assorted £ more info.. NB51-0400 BX 1221 [1 Bx 1221USD I ?
Supplier subtotal 12.21UsD

To return to the supplier’s website to modify or add the items in the cart click on MODIFY ITEMS
Items can be removed from the cart at this point by a.-

clicking on the Select box, choosing Remove Selected ’\/ Add o Favorites ,

Items in the drop down menu, and clicking on Go. femore Selected fems

When all edits are completed click Save. Shoppers who do et Aot ot

not have an Initiator or Requester role will be required to U

assign their cart to their department Initiator/Requester by v

clicking Assign Cart.

Remove All ltems

Lab Supplies
Shopping from a Hosted Catalog
To search for items in Hosted catalogs click on the logo for the gm free vwne BIORAD
vendor. Searches can be typed in the Search box or conducted using Shipping
various criteria including, Categories of items, Descriptions,
Manufacturer Names, Catalog #'s etc., using the Categories link B p.'.‘.: giéis
New England Bio Labs example
. New England Biolabs Incorporated view info... =
Categories 1= Fa— [ carch |

Category Search « Categories

Biochemical Compounds  view (incl. sub-categories)
Cell Biology  wiew (incl. sub-categories)

Chemical Reagents  view (incl. sub-categories)
Electrophoresis  view (incl. sub-categories)
Laboratory Equipment  view (incl. sub-categories)

Maolecular Bielogy  view (incl. sub-categories) . .
Click the category or view

Page | 4



eBuy Processes
Shopper and Initiator/Requester

to see the products in that category.
A list of products for that category from the Hosted catalog will be displayed. From this page the Shopper can select the
item or items they wish to purchase. Click the Sort by drop-down to sort by price, description, size, etc.

Results for: Everything : New England Biolabs Incorporated + beads

Showing 1- 20 of 22 results  Compare Selected: 0

Results per page 20 |Z| Sort by: | Best Match |Z| [2] Page 1|Z| of2[x] 2
Oligo dT25 Magnetic Beads - 25 mg from New England Biclabs Incorporated 185.60 UsD
Part Number 514195 25mg, EA
Manufacturer Info 514195 - (Mew England Biolabs Inc {NEB)) 1 u

add favorite | compare

SNAP-Capture Magnetic Beads - 2ml from New England Biolabs Incorporated 149,60 UsD
Part Number 591455 2mlL, EA
Manufacturer Info 591455 - (Mew England Biolabs Inc (NEB)) 1 u

add favorite | compare

Hydrophilic Streptavidin Magnetic Beads - 5 ml 195.20 Uso

from New England Biclabs Incorporated Sml, EA
Part Number 514218 1 u
Manufacturer Info 514215 - (New England Biclabs Inc (MEB))

add favorite | compare

Enter the desired Quantity for the items to be purchased and click on the Add to Cart button.
Items can also be added to a Shopper’s Favorites list by clicking on the Add to Favorites link below the individual item.

Results per page |20 |Z| Sort by: Best Match E [] Page 1E| of2[x] ?
Oligo dT25 Magnetic Beads - 25 mg from New England Biolabs Incorporated 185.60 UsD
Part Number S14195 25mg, EA
Manufacturer Info 514195 - (New England Biolabs Inc (NEB)) P

add favorite | compare

To view the cart at any point in the shopping process, click cart icon in the upper right beside your name.

Julie A Bergeon ¥ Y% Action Items Motifications |I| W 37120USD Q

~—

2013-10-08 jbergeon 01

View My Cart

371.20 USD

Page | 5



Assigning a Cart - Shoppers

eBuy Processes
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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.

Assign Cart ? X

Search for an assignee

Assign Cart Tao:

Mote To Assignee: e

expand | clear

Mote: After a3 cart is submitted, it can be viswed via History. Prior to being
submitted, the cart can be viewed in Draft Carts and can be unassigned

(withdrawn) if needead.
m Cancel

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

User Search

Last Mame Leichtﬂ
First Name New Search Close
User Name Results per ) o
Email page |10 Users meeting the search criteria: 1 4|Pagelofl|x| ?
Results per page |10 [~ Name 4 UserName = Email a Phone Action
m Leichty, Christine L chris-leichty@uiowa.edu +1(319) 335*0384@ [select]
Click Select.
Click Add to Profile, then the Assign button.
In the future the Initiator can be selected by clicking
Assign Cart ? X on Select from profile values. A drop down box will
Christine L Leichty display. Click on the down arrow. The Initiator can
S;f;a;cchdfct’;a;r;?l'é'”ee then be selected from a list of previously selected
Note To Assignee: = values.

expand | clear

Mote: after 3 cart is submitted, it can be viewed via History. Prior to being
submitted, the cart can be viewed in Draft Carts and can be unassigned

(withdrawn) if needed,
Cancel

Page | 6
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Or under My Profile-User Information and Setting, click Cart Assignees

My Profile / User Information and Settings =

Julie A Bergeon User Information and Settings

jbergecn . X

Active 1,,-_3 User Profile and Preferences
= User's Mame, Phone Mumber, Email, etc.

Language, Time Zone and Display Settings
Email Preferences

MY PROFILE
- Default User Settings
User Information and Settings = l - o -
\'3“‘ Custom Field and Accounting Code Defaults
User Access and Security & Default Addrasses

Permission Settings 7 Cart Assignees

...and set Assignee as Preferred.
Cart Assignees

Add Assignee...

My Cart Assignees ?
Name Action

Christine L Leichty Set as Preferred | Remove |

This Assignee will become your default.

Christine L Leichty (Preferred Assignee)

Assignees may also be deleted by clicking Remove.
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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 PRegs to return to the cart
in the eBuy system. At that point the Shopper can retrieve the cart by unassigning it.

To unassign a cart, navigate to View Draft Shopping Carts

Shopping My Carts and Orders

Open My Active Shopping Cart

View Draft Shopping Carts

View My Orders (Last 90 Days)

View My Orders (Last 5 Orders)

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

My Drafts Assigned to Others

View Cart Cart Number Shopping Cart Name Date Created Assigned To Total Unassign

[BJ 42762291 2% 2013-08-28 jhergeon 01  8/28/2013 Christine L Leichty 365.21 USD  Unassign
(= 44010057 2% 2013-10-08 jhergeon 01 10/8/2013 Christine L Leichty 623,10 USD Unassign

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.

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.

Page | 8
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Place Order - Initiator/Requester

Initiators/Requesters have two options. To review and place order, click on Proceed to Checkout. You may also Assign
Cart to another

After clicking Proceed to Checkout, you will need to click Place Order to
continue to PRegs. . The cart will be loaded to

PReqs and assigned a Shopping Cart Order ID. Shopping Cart Information g
A screen W|” then dlsplay notlfylng the Shopper (V] Congratulations! Your cart was successfully assigned for further review.

that their cart has been assigned.

At this point, you can view the cart in your draft carts list and can unassign it, if needed, until submitted by the
assignee. After a cart is submitted by the assignee, you can view it via requisition history search.

You have assigned the shopping cart to another user. At this time, you may close this frame or the browser.

Cart number 42762291

Cart name 2013-08-28 jbergeon 01
Cart total 365.21 USD

Number of line items 2

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

+ Search for another item

+ Check the status of an order
+ Return to your home page

+ Create new draft cart

Page | 9
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Sending a Cart to PReqs

To access previous carts, click cart icon E on the sidebar to open active carts, review draft carts, or orders placed.

My Carts and Orders

Open My Active Shopping Cart
iew Draft Shopping Carts

Wiew My Orders (Last 90 Days)

Wiew My Orders (Last 5 Orders)

Shoppers can retrieve assigned shopping carts by clicking Unassign. This will bring the cart back to My Drafts for editing.
Once a cart has gone to Workflow in PRegs it cannot be retrieved.

My Drafts Assigned to Others

legend ?
View Cart Cart Number Shopping Cart Name Date Created Assigned To Total Unassign
[EJ 42762291 % 2013-08-28 jbergeon 01 8/28/2013 Christine L Leichty 265.21 USD Unassign

Click cart icon E and locate Drafts Assigned To Me. Click on Shopping Cart Name to access the cart.

Drafts Assigned To Me legend ?
Date Created Cart Description Total Delete
= 42750669 2013-08-27 cleichty 01 8/27/2013 776.64 USD Delete

Active Cart Cart Number Shopping Cart Name

Initiators/Requesters have two options. To review and place order, click on Proceed to Checkout. You may also Assign
Cart to another

After clicking Proceed to Checkout, you will need to click Place Order to
continue to PRegs. . The cart will be loaded to PRegs and assigned a Shopping Cart Order ID.

4) Return to shopping cart ) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may inue by clicking the b

"Place Order" or "Assign Cart".

Page | 10



Approving a Cart in PReqs and Sending to Workflow

Requester Information

eBuy Orders sourced from the Vendor:

Catalog Order Search
turn to Order

y Order
nd UT Contract
p Favorites

» Forms

p Help Center

Requester:

: HawkID:

Sel | FO Phone:
Dept:

Email:

Bergeon,Julie|~ | Ship To:
JBERGEON Description:
PC0O-202-22 Address:

319-335-1726(F
Purchasing
ulie-bergeon@uiowa.edu Phone:

Fax:

End User:
Phone:

PCO-202-22 P [$add
Bergeon,Julie PCO 202

The University of Towa

Purchasing

FCO-202

lowa City, IA 52242-2500
319'335—1725@

1 o

_ Edit/View eBuyv Shopping Cart (Click this link if you need to make changes to the line items). é
» Purchasing Links

Receiver Information

Receiver: Phone:
HawkiD: [ | a2 Dept:
Location: Email:
HawidD Admin
Run Daily Tasks
Error Report
Apply this MFK to all lines.
fund eorg dept sdept. gmt/prgm  iact oact  dact fn octr shid slac

Header Comments that will default to all lines £

OfficeMax More Info

Business Justification for This Purchase:

1 OfficeMax - Slash-Pocket Folders - 8-1/2 x 11,
Assorted, 2 More Info

4 fund org dept

Line Comments

:ijSU 05 0310 00000 50645100 6070 pDDD 00000 &0 0000

Edit/View eBuy Sho

ng Cart

sdept gmt/prgm  iact oact dact

}(addCSU 05 0310 00000 50849100 6070 pUUD 00000 50 0000

Due Dat= 10/07/2013

Order Total: $ 22.62

F10M01937

2.0 PKG $11.31 §22.62

fn car mfk amt

§22.62

slid slac

$0.00
$22.62

Est. Shipping:
Supplier Subtotal:

|Va|idate | | Send to

Workiiow | gl

eBuy Processes
Shopper and Initiator/Requester

Add End User Phone, Receiver, and
appropriate MFK to each line or enter one
MFK to be applied to all lines.

Verify the following fields and edit if
necessary:

e Requester

e Ship To Location

e End User Name

e Due Date

e  MFK (Multiple MFK’s can be entered
for each item if desired)

Line Comments

Vendor Comments

Internal Comments

Enter End User Phone.

The Initiator’s Requester will default. If the
Initiator is associated with more than one
Requester, select the appropriate Requester
name from the drop down menu. Line item
information cannot be edited. Click on
Edit/View eBuy Shopping Cart to return to the
shopping cart in eBuy to change item
information.

Note that some Punchout suppliers will not
allow changes at this point.

Once all information has been verified, click
Send to Workflow at the bottom of the panel.
Once Send to Workflow has been clicked no
more changes can be made to the order.

Choose the appropriate Workflow path and click Continue until routing is complete.

The PReq will then go to the inbox of the first PReq approver. After all departmental approvers review and approve the
PReq it will either upload to PeopleSoft (if less than $50,000 and not capital equipment) or route to the Purchasing
Agent (if $50,000 or more or capital equipment) for final approval. If PReq is routed to a PA it will upload to PeopleSoft
after their approval. When the PReq uploads to PeopleSoft a Purchase Order is created and dispatched to the supplier
electronically by Jaggaer.

If the Shopping Cart contains items from more than one Supplier a separate PReq will be established for each Supplier.
After choosing the Workflow path for the first PReq, the Initiator must send the remaining PReqs to Workflow. Check
your Workflow Inbox to see if additional orders need to be sent to workflow for approvals.

Page | 11
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Searching, Email Preferences and Setting Delegates

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.

Quick rch

»  All Orders

Requisitions

Purchase Orders

Click on Search All Orders.
ﬁ m Al v Search

Orders » Search » All Orders

- = Search All Orders
Quick Filters My Searches Type of Order: All = | Created Date: Last 90 days ¥ | Quick search Q @ | AddFilter ¥  Clear All Filters
Manage Searches QAll
d
My Recent Orders @ Within | Last 90 days v
. (O Between and
Favorite Searches yre found to match your search
You do not have any favorite searches yet. more options >

jr search criteria or removing filters

Apply Cancel

The search box will search for eBuy PRegs and POs with flexible date options.

Page | 12



Email Preferences

Shoppers can make changes to personal settings under the user name. To change email settings, click Email
Preferences.

Julie ABergeon ¥ Y  Actionltems|1] Notifications [1] ™ 0.00L

—

Julie A Bergeon

View My Profile é

Set My Home Page
Return to PReqgs

Page | 13
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The option for receiving notification by email is not the
default. You will need to change this next to “Assigned
Cart Processed Notification”.

Click Save after making any changes.

Return to PReqs is also located under your name.

My Profile / User Information and Settings ¥ / Email Preferences &

% Julie A Bergeon Email Preferences
jbergeon

Active The application notifications are not yet enabled for all items.

Administration & Integration

USER INFORMATION AND SETTINGS Search Result Export Confirmation Email E
Shopping, Carts & Requisitions
USER PROFILE AND PREFERENCES Prepared By - Cart Assigned Notice None [Default]E
User's Name, Phone Number, Email, etc. Cart Assigned Notice Email & Notification El
Language, Time Zone and Display Settings Assigned Cart Processed Notification Email E
Assigned Cart Deleted Notification None [Default)E
Cart/PR rejected/returnad None (Default) El
Purchase Orders
Prepared By - PO Workflow complete None [Default)m
Prepared By - PO sent to Supplier None (Default)E
Prepared By - PO line item(s) rejected None [Default)E
Prepared By - PO rejected None (Defaul) [~
eBuy Received PO - Pending Distribution | Email & Notification El
supplier Received PO Email & Motification
PO Sent to Supplier Email & Notification
Settlement

Prepared By - PO Reguires Receipt notice | None (Default) El

Contract Manager
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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
My Carts and Orders

Shopping

Wiy Carte and Orders 4 Open My Active Shopping Cart

View Draft Shopping Carts .
™ Shop / My Carts and Orders / View Draft Shopping Carts ¥/ Shopping Cart - Drafts
View My Orders (Last 90 Days)

View My Orders {(Last 5 Orders) Create Cart|

<b>Assign Delegate</b>

My Drafts
Search foryour Delegate and Select Active Cart Cart Number Shopping Cart Name
> 38629094 2013-04-10 jbergeon 01
= 40736553 2013-06-19 jbergeon 01
User Search
Last Mame Leicht}d
First Name
User Nams
- " Results per
Email ~ page lT] El Users meeting the search criteria: 1 E Page1ofl E ?
Results per page 10 El

Name 4 User Name = Email S Phone Action

—

[select]

chris-leichty@uiowa.edu

Leichty, Christine L cleichty +1(319) 335-0384@

Current Substitute: Christine L Leichty End Substitution Substitute is set. Just click End Substitution to unassign.

Note: A user must be set up as an Initiator or Requester in
PRegs 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 PRegs system,
complete the form, and click on Send to Workflow.

PRegs Access Form

PReqs Access Form Search
ShipTo Codes Form
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