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INTRODUCTION

BobcatBUY is the application used by Ohio University to automate eProcurement and payments to
maximize savings and increase productivity. Data from this system is used to negotiate discounts
and decrease the number of PCard purchases. The University assigns roles to BobcatBUY users. As a
result, BobcatBUY’s workflow automatically routes purchase requests to the appropriate staff for
review and approval. This allows planning units and Finance to monitor funds being spent.

BobcatBUY User Roles
User Role Definition
Shopper Shopper is the default user role for all OHIO employees.
Requester A Requester is assigned by the planning unit. A Requester
approves and submits requisitions up to $1,499.99.
Approver #1 Approver #1 is assigned by the planning unit. Approver #1 must
approve and submit requisitions between $1,500 and $9,999.99.
Approver #2 Approver #2 is typically the planning unit’s Chief Financial and
Administrative Officer (CFAQ). Approver #2 must approve all
requisitions over $10,000.
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Purchasing Process

BobcatBUY’s workflow will route a requisition to the appropriate OHIO staff person for any
necessary functional reviews.

What is the process?

@ Submits Requisition A Sends PO to Supplier

Campus identifies
a need for goods

Procurement checks
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i Invoice is paid Goods are delivered -5 ——

o
Esther’s colleagues are happy. ﬂ

Supplier receives payment.

Log in to BobcatBUY

Mozilla Firefox is the recommended web browser for BobcatBUY. NOTE: Please allow pop-ups.

1. To access BobcatBUY, from the Finance website, click the BobcatBUY icon.

@ & https://www.ohic.edu/finance B e
irchasing o State Contracts Search @ Oracle Bl Interactive D... 3 Finance | Ohio Univers... F Inter-University

q;; OHIO Finance

Agcounting Budget « Purchasing & Payments « Systems Capital Prajects « Treasury Resaurces «

= X ~» & BB

BobcatBuy Concur Oracle e-Business My Personal PaymentNet

Suite (a-Riz} Infarmatinn

2. Login with your OHIO ID and Password.
3. Complete DUO Multi-factor authentication.

Option 2:

<2y OHIO
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1. Alternatively, visit OHIO’s home page, click Faculty/Staff, and click the BobcatBUY button
(on the left).

EZ é Bobcat 5UY

2. Login with your OHIO ID and Password.
3. Complete DUO Multi-factor authentication.

Navigation

BobcatBUY’s main page provides important information and announcements under the News Flash
section. You may navigate using the left vertical ribbon or the top right ribbon. Under the Preferred
Suppliers section, you will find all of the supplier catalogs that are available. The supplier’s logo is

shown along with subtext that describes the category of items the supplier offers. Also available on

BobcatBUY’s main page is the link to Non-catalog Item order form.

_g é aﬂhcat By

LN . Shop © Shopping
'.
Shop | Everything m ‘
E Go tor advanced search | favorites | forms | nen-catalog item | quick arder  Browse: suppliers | caotegories | contracts | chemical
m
" News Flash ~ Preferred Suppliers ?
B BobcatBUY 18.2 Upgrade - System Unavailable T

The BobcatBUY 18.2 upgrade will be implemented Monday, July 30. This upgrade will have
minimal impact on the overall user experience. Users will observe slight visual changes with
na changes to functionality.

H" In preparation for the upgrade, BobeatBUY will be unavailable from Friday, July 27, 9pm ET

DAIGGER Mrgas; INNE‘ cowg)

2

DIRECT

Icon/Button Definition

News Flash BobcatBUY’s main page provides important information, announcements, and
links.

Left Vertical Ribbon

Home Use the Home icon to navigate back to BobcatBUY’s main page.

Shop Use the Shop icon to find and manage your shopping carts. You may create a
new cart or view existing carts.

Page 4
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Icon/Button

Definition

Shopping My Carts and Orders

Open My Active Shopping Cart
My Carts and Orders | P Y pping

View Carts
Admin View My Orders (Last 90 Days)

Documents

All transactions within BobcatBUY are assigned a document number. The

documents icon will allow you to search for documents. You may also see
recent approvals as well as exported searches.

Documents

Document Search
Search Documents
Approvals
View Saved Searches

Download Export Files

My Forms

Suppliers

Suppliers allow you to search for a supplier. This search will show you both
active and inactive suppliers.

Suppliers

- Manage Suppliers
Manage Suppliers 9 PF

Search for a Supplier
Import/Export

View Saved Searches
Configuration Settings Create New Supplier

Workflow Setup

You may also search for a supplier from the main page, but this search will
only show active suppliers.

Shop | Everything ~

@

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

NOTE: If you do not enter a supplier name in the Supplier search field, the
results will display an alphanumeric listing of all active suppliers.

OHIO

Page 5
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Icon/Button

Definition

Enter a Supplier and click Search.

Prebarence Supplier Name

"-\-\-»ufg

Shop Everything

WARNING: It is recommended that you do not use the Shop Everything field
on BobcatBUY’s main page. This field only works with hosted catalogs.
Currently, the majority of OHIO suppliers are punch-out catalogs. Each
supplier maintains them; they are not hosted within BobcatBUY.

Shop | Everything v |

Top Right Ribbon

(Your) Name

Your name will display your recently completed requisitions. You can view
your user profile or logout of BobcatBUY.

Diana McGrew~ % w2 & WooouUsp [EERNCUSEe)

Diana McGrew

View My Profile

Dashboards
| Set My Home Page
upplie
Logout o
Search Help For A Solution p
7 A A
IS My Recently Completed Requisitions n
Gas My Recently Completed Purchase Orders n

Bookmarks The star icon will display your bookmarked favorites. You may bookmark
(star) certain pages within BobcatBUY and access your favorites here.
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Icon/Button

Definition

DianaMcGrew > % w28 & Wooysp [EEGalGiese)

Bookmarks
My Bookmarks

Search Documents

Site Bookmarks

QOrganization Message

Action Items
(flag)

The flag icon will show you any pending action items; they may be assigned or
unassigned. If your role is solely to shop, you will not see anything here.

Diana McGrew ™ % W27 & Wqoop usp [HEuECuse)

Action ltems

My Assigned Appr
Action items typically
Invoices display for staff who have

bpliers | cat
Unaccigned appre| SOMeE type of approver role.

Requisitions To A

Requisitions

Invoices

Notifications
(bell)

The bell will display any notifications of current transactions. You may turn off
notifications; however, it is highly recommended that you keep them enabled.

naMcGrew>  [m?% A& Woooyusp [FEREGITEe)

Notifications

No New Notifications

Click here to see all notifications

Cart

The cart icon will display the contents of your active cart. You may view your
cart’s detail before selecting View My Cart or Checkout.

OHIO rose
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Icon/Button Definition

DianaMcGrew > Y (w28 & W0 usp [SERGNARRe)

My Cart 2018-06-29 mcgrewd1 01

Srose IiLUDR STARTER View My Cart

Quantity: 2
Price 062 UsD

0.92 USD

Quick Search Similar to documents search, this search field allows you to search for a
specific document by entering the document number. It is recommended
that you leave All selected, so it will search all documents in BobcatBUY.

Diana McGrew ¥ All ¥ Search (Alt+Q) Q

SETUP USER PROFILE

In BobcatBUY, you may setup your default user settings within your user profile to save time when you
are shopping. Specifying defaults for the following user settings is a real time-saver:

e Custom Field and Accounting Code Defaults — your frequently used account numbers
o Default Addresses — your campus address where your purchases will be delivered
e Cart Assignees — your requester/approver depending on your user role

1. Inthe top right ribbon, click to select your Name and click View My Profile.

2. Verify your personal information (name, phone number, email, and organization) is correct.
NOTE: This information is uploaded from OHIO’s Human Resources system. If this
information is incorrect, contact the Employee Service Center (ESC), 740-593-1636, or email

uhr@ohio.edu.
3. Click to select Default User Settings (on the left).

rose 8 OHIO
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Diana McGrew User's Name, Phone Number, Email, etc.
User Name mcgrewd1 First Name Diana
Last Name McGrew

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings

Phone Number +1 740-593-1957

Mobile Phone Number

“ - i L L i i +
Update Security Settings International phone numbers must begin with

Default User Settings E-mail Address * mcgrewd1@ohio.edu
Custom Field and Accounting Code Defaults
Department (HR 830035 PROCUREMENT (83003! | ~
Default Addresses Organization) *
Cart Assignees
Financial Approvers Position b2
User Roles and Access User Name * megrewd
Ordering and Approval Settings
Authentication Method SAML v

Permission Settings

Default Shipping Address

You may setup your default campus addresses to specify where you want your purchases to be
delivered. You may setup several addresses to choose from or one address as your default. To add
an address, you must select from the master list of OHIO addresses. You may customize the
nicknames for your selected addresses. You may also add a name to the Attention line; fill in the
department, and the floor/room/suite line. Alternatively, you may leave them blank and fill them in
when you are shopping.

In the top right ribbon, click to select your Name and click View My Profile.

Click to select Default User Settings (on the left).

Click Default Addresses.

Click the Select Addresses for Profile button.

In the Nickname/Address field, enter your building’s name and click Search. NOTE: In
BobcatBUY, there are currently 250 approved campus addresses to choose from. Addresses
are only available in BobcatBUY, if they have been approved by University Planning.

vk wNE
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Select Addresses for Profile

Address Search

Nickname / Address |
Text

Results Per Page

Addresses Found: 251 |4|Page|1 ~ ‘of 2 )
Name Address
O 29 Park Place Attn: Diana McGrew
Ohio University
Dept:
FI/Rm/Ste:

29 Park Place
Athens, Ohio 45701
United States

‘\:: 29-1/2 Park Place Attn: Diana McGrew
Carriage House Ohio University
Dept:
FI/Rm/Ste:

29-1/2 Park Place

6. Click the radio button next to your building’s name.
7. Enter the following:

Field Name Enter...
Nickname Enter a nickname (me, a co-worker’s name, faculty, etc.)
Default Click the checkbox if you want this to be your default shipping
address.
Attn: Enter your full name.
Dept. Enter your department.
FI/Rm/Ste Enter your room number.
(Floor/Room/Suite)
Click Save.

Page 10
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Default Addresses
Ship Te il To
T
Shipping Addresses Edit Selected Address ?
Baker University Center Nickname
Bennett Hall Default [¥I | To specify the address you use most
Bird Arena Current Default Westl] often, select the appropriate address
ress
West Union St Office Ctr Y and click the Default checkbox.
Attn: Diana McGrew
Contact Line 2 Ohio University
Dept: Procurement
FI/Rm/Ste: 205C
Address Line 1 West Union St Office Ctr
Address Line 2 160 West Union St
City Athens
State OH

8. When you have finished creating your list of addresses, they will display on the left. Your
default address will display in bold.

NOTE: If you ever need to remove an address from your list of shipping addresses, you may return to
Default Addresses and click the building that you would like to remove, and click the Delete Address
button.

Default Addresses
Ship Te Eill To
?
Select an address to sdit Select Addresses for Profile Delete Address
Shipping Addresses Edit Selected Address ?
West Union 5t Office Ctr Mickname West Union 5t Office Ctr
Default
Current Default West Union St Office Ctr
Address

Default Cart Assignee

In BobcatBUY, if you have the shopper user role, you may create a cart and shop for items; however,
you must assign your cart to your planning unit’s authorized requester. To save time, you may
specify a default cart assignee so that when you assign your cart, it will automatically route to your
requester via BobcatBUY’s workflow.

1. Inthe top right ribbon, click to select your Name and click View My Profile.
2. Click to select Cart Assignees (on the left).

e

1804
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3. Click the Add Assignee button.

Cart Assignees

Add Assignee...

My Cart Assignees ?
Name Action

Julie Allison Set as Preferred | Remove

ATTN: IF YOU DO NOT KNOW WHO YOUR REQUESTER/APPROVER IS, ASK YOUR SUPERVISOR, YOUR DEPARTMENT’S
FINANCIAL MANAGER, OR YOUR PLANNING UNIT’S CFAO. THIS IS ALSO THE PERSON WHO CAN PROVIDE YOU WITH
THE APPROPRIATE ACCOUNT NUMBER(S) TO CHARGE YOUR PURCHASES.

4. Inthe Last Name field, enter the person’s last name and click Search.

User Search

Last Name Allisor{

First Name

User Name

Email

Department v
Role ooz
Results Per Page 10 e

5. From the list of names that display, next to the appropriate person, click Select.
6. If you purchase items for multiple departments, you may search for additional assignees.

MNew Search

Name = User Name = Email = Phone Action
Allison, Julie allison allison@ohio.edu +1 740-593-0342 [select]
Allison, Michelle shockey shockey@chio.edu +1740-593-1870 [select]

Page 12
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7. When you have finished creating your list of cart assignees, you may select one as your

default. To specify your default cart assignee, next to the appropriate person, click the Set
as Preferred button.

Cart Assignees

Add Assignee...

My Cart Assignees B
Name Action

Michelle allison Set as Preferred | Remove |

Julie Allison Set as Preferred | Remove |

NOTE: If you ever need to remove someone from your list of cart assignees, you may return to Cart
Assignees and click the Remove button next to the appropriate person’s name.

Cart Assignees

Add Assignee...

My Cart Assignees ?
Name Action

Michelle Allison Set as Preferred | Remove |

Julie Allison Set as Preferred | Remove |

OHIO Page 13
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Default Accounting Code Favorites

In BobcatBUY, every transaction requires an accounting string (cost center) to account for whose
budget will pay for the purchase. If there is a specific account string that you use often, you may
specify it as your default cost center. Alternatively, if you use several accounting strings, you may
setup all of them without specifying a default. Then you may select the proper accounting string
each time you make a purchase.

1. Inthe top right ribbon, click to select your Name and click View My Profile.

2. Click to select Custom Field and Accounting Code Defaults (on the left).
3. Click to select the Code Favorites tab.
4

Click the Add button.

Custom Field and Accounting Code Defaults

Header (int) Header (ext) Codes Code Favorites Cart

Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the "Add" button and entering a commonly

used combination of accounting codes with or without splits. Code Favorites are accessed during checkout
by editing the codes section or by selecting it as your default accounting codes in your profile.

| Add

Accounting Codes

?

procurement ‘ Edit Delete ‘

Account Entity Source Org /PTA Entity /  Source / Task Organization Activity/Award Function
Type Project / Task COrg

General 10-100000-830035 10 100000 830035 0000 80

Ledger GENERAL|UNRESTRICTED|PROCUREMENT GENERAL UNRESTRICTED PROCUREMENT  UNSPECIFIED GENERAL

General ADMINISTRATION

Ledger

In BobcatBUY, there are two types of accounting strings: General Ledger and Grants. They each have
their own structure and required fields. In the system, both accounting structures share the same

fields. As a result, you will see a “/” in the field titles to indicate what that field will populate (Entity,
Source, Org/PTA).

ALWAYS CLICK SELECT FROM ALL VALUES WHEN ADDING YOUR ACCOUNT STRING.

Page 14
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Field Name Enter...

Nickname You may assign a meaningful nickname to your saved accounting
string in order to easily recognize and retrieve it.

Default Click the checkbox if you want this to be your default cost
center.

Account Type Click to select General Ledger or Grants.

Entity Source Org/PTA Click Select from all values. Enter the value (including hyphens)
or description and click Search. Next to the appropriate value,
click Select.

Entity/Project This field will auto-populate.

Source/Task This field will auto-populate.

Organization/Task Org This field will auto-populate.

Activity/Award Click Select from all values. Enter the value or description and
click Search. Next to the appropriate value, click Select.

Function Click Select from all values. Enter the value or description and
click Search. Next to the appropriate value, click Select.

Click Save.

5. When you have finished creating your list of accounting codes, you may select one as your
default. To specify your default cost center, for the appropriate account, click the Edit
button, click to select the Default checkbox, and click Save.

—
Accounting Codes

Mickname [ Default
Account Type Entity Source Org /PTA Entity / Project Source / Task Organization / Task Org Activity/Award Function

General Ledger 10-100000-830035 10 100000 830035 0000 80
Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... Select from all values,

Cancel

NOTE: If you ever need to remove an account from your list of accounting codes, you may return to
Custom Field and Accounting Code Defaults, click the Code Favorites tab, and click the Delete button
for the appropriate accounting string.
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Accounting Code for Payment Requests

In BobcatBUY, you must also setup accounting codes for Payment Requests. Payment Requests are
stored a different module in BobcatBUY; however the process for adding them is the same.

1. Inthe top right ribbon, click to select your Name and click View My Profile.

2. Click to select Custom Field and Accounting Code Defaults (on the left).

3. Click to select the Code Favorites tab.

4. Scroll down. Under Code Favorites for Check Requests & Invoices, click the Add button.

You must also setup accounting

Code Favorites for Check Requests & Invoices
codes for Payment Requests.

 Add

Accounting Codes

procurement (default) | Edit Delete |

Account Type  Entity Source Org Entity / Project Source / Task  Organization /  Activity/Award Function
/PTA Task Org

?

General Ledger 10-100000-830035 10 100000 830035 0000 00

ALWAYS CLICK SELECT FROM ALL VALUES WHEN ADDING YOUR ACCOUNT STRING.

Field Name Enter...

Nickname You may assign a meaningful nickname to your saved accounting
string in order to easily recognize and retrieve it.

Default Click the checkbox if you want this to be your default cost
center.

Account Type Click to select General Ledger or Grants.

Entity Source Org/PTA Click Select from all values. Enter the value (including hyphens)
or description and click Search. Next to the appropriate value,
click Select.

Entity/Project This field will auto-populate.

Source/Task This field will auto-populate.

Organization/Task Org This field will auto-populate.
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Field Name Enter...

Activity/Award Click Select from all values. Enter the value or description and
click Search. Next to the appropriate value, click Select.

Function Click Select from all values. Enter the value or description and
click Search. Next to the appropriate value, click Select.

Click Save.

5. When you have finished creating your list of accounting codes for check requests and
invoices, you may select one as your default. To specify your default cost center, for the
appropriate account, click the Edit button. Click to select the Default checkbox and click

Save.

pr— i m— a =
Accounting Codes

Nickname [ Defautt

Account Type Entity Source Org /PTA Entity / Project Source / Task QOrganization / Task Org Activity/Award Function
General Ledger 10-100000-830035 10 100000 830035 0000 80
Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... Select from all values)
m Cancel

NOTE: If you ever need to remove an account from your list of accounting codes for check requests
and invoices, you may return to Custom Field and Accounting Code Defaults, click the Code Favorites
tab and scroll down. Under Code Favorites for Check Requests & Invoices, click the Delete button for
the appropriate accounting string.

Notification Preferences

BobcatBUY sends notifications (within the system and via email) to users as transactions move
through workflow. You have the ability to turn the notifications off in your user profile. WARNING: It
is highly recommended that you keep your notifications enabled.
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Notification Preferences

Administration 8 Integration

Shopping, Carts & Requisitions

Purchase Orders

Catalog Management

Accounts Payable
Contracts

Form Requests

Position

User Nan

Authenti

Organiz

X Requil

1. To change the notification settings, in the top right ribbon, click to select your Name and

click View My Profile.

2. Click to select Notification Preferences (on the left).

3. When the list expands, click to select the area for which the notifications are being
generated (Shopping, Carts & Requisitions).

4. Click Edit Section.

Notification Preferences: Shopping, Carts & Requisitions

The in-application notifications are not yet available for all Email Notifications.

# Edit Section

5. Click the radio button to change the setting. Use the drop down menu to override the
default. The choices from the menu are: None, Email, Notification (in BobcatBUY), or Email

and Notification.

Notification Preferences: Shopping, Carts & G [NETTE

The in-application notifications are not yet available for all Email Notifications.

Prepared By - Cart Assigned Notice

Prepared By - PR line item(s) rejected

Prepared By - PR rejected/returned

Cart Assigned Notice

Receive Req and PO notifications for Carts
Assigned to Me

Assigned Cart Processed Notification

(®) Default
(®) Default
@) Default
() Default

\

C) Default

(@) Default

() Override
() Override
C) Qverride
(®) Override

@) Querride

() Override

None

None

None

i None

None

None
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SHOP AND MANAGE CARTS
Create Cart

In BobcatBUY, it is recommended that you create a new cart for each shopping event. WARNING:
You may only have one supplier per cart.

1. Inthe left vertical ribbon, click the Cart icon, trace to My Carts and Orders, and click View

Carts.

Shopping My Carts and Orders

Open My Active Shopping Cart
My Carts and Orders P Y PPIng

View Carts i

Admin View My Orders (Last 90 Days)

2. On the Draft Carts tab, click the Create Cart button.

Cart Management

Draft Carts.

Type = Cart Number = Shapping Cart Name = Cart Description Date Created = Total =
Normal 105205729 2018-06-29 megrewd1 01 G298 092USD  view ¥
Normal 105205869 2018-06-29 megrewd1 02 62972018 GOTUSD  view
Normal 105708350 2018-07-12 megrewd1 01 TM2/2018 000USD  View ¥

ATTN: IN BOBCATBUY, ONLY ONE SUPPLIER IS PERMITTED PER CART.

3. When creating a cart, change the Cart Name to something meaningful to describe your
shopping purpose/contents. This will allow you to easily identify it, when reviewing your list
of carts. The (optional) Description has a limit of 250 characters.

4. |If a cart needs to be expedited for a valid reason, click the down arrow and select Urgent.

5. Click Save.
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i Continue Shopping

0 Item(s) for a total of 0.00

¥4 Shopping Cart o piana mecrew

Edit Requisition
Add Non-Catalog Item | [ m

Cart Mame 2016-08-11 megrewd1 01 Prevailing Wage

Description

Urgent M) oo

Requisition has no line items

Edit Requisition

NOTE: When a cart becomes active, all items added from shopping will go into the active cart.

Cart Management 7
arts ™

» Filter Draft Carts

Type = Cart Number = Shopping Cart Name < Cart Description Date Created = Total = Action

Normal 105205729 2018-06-29 megrewd1 01 6/29/2018 092USD  View ¥

Normal 105205869 2018-06-29 megrewd1 02 6/29/2018 BOTUSD  View ~

Mormal 105708860 2018-07-12 megrewd1 01 1272018 0.00USD  view -

Mormal 106969107 (B 2018-08-11 megrewd1 01 new cart 8/11/2018 000USD  view ¥

Example 1: Shop a Punch-out Catalog

In BobcatBUY, a punch-out catalog leaves BobcatBUY and connects to the suppliers own catalog
website. Each punch-out catalog’s landing page will look a little bit different; each supplier designs
and maintains their own website.

Most pages will contain similar information. Each website will welcome you as part of Ohio
University. You will always see the top ribbon, identifying your screen as a BobcatBUY punch-out.
Each site will have fundamental on-line shopping functions: a key word search feature to find the
item (s) you are looking to buy, a cart to show you the items you have selected, and your order
history.

The top ribbon will also display the amount of time you have to complete your shopping. NOTE:
Each punch-out catalog allows 120 minutes of shopping time before the session ends. If you require
additional time, you may add time by clicking the Reset Session button. If you would like to end your
shopping event, you may click Cancel Punchout.

WARNING: IF YOU HAVE ITEMS IN YOUR CART AND YOU CLICK CANCEL PUNCHOUT,
THE ITEMS IN YOUR CART WILL NOT BE SAVED.
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From BobcatBUY’s main page, click to select a Catalog icon

v Preferred Suppliers

information:

Some websites will identify OHIO’s account representative and/or provide customer service contact

OHIO
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Message News updates

Last update by: ACCOUNT MAINT
Effective October 1st, 2017 Kaye Dykes will be your account manager.
Email: kaye.dykes@officedepot.com
Phone: 937-286-0586
For questions on product and delivery please contact Customer Service - Tel: 888 263 3423

For nawigational questions about the website, please contact our Intermet Help Desk - Tel: 800 269 6388

Most suppliers have their products categorized to make finding them easier. You may continue to
drill down into the subcategories until you find the product(s) you are looking for.

Taking care of business Order By Item | My Lists

Sell & 20

Search by Keyword or ltemif Q My Account«  Orders =

Office Supplies Paper Ink & Toner Breakroom Cleaning Technology Furniture School Supplies Print & Copy

Home / Paper / Copy & Printer Paper / Copy & Multipurpose Paper

Shop Paper

Copy & Multipurpose Paper 353 results

Featured ltemns

New Arrivals (; LETTER LEGAL LEDGER | TABLOID 3-HOLE PUNCH
B5x11in B85x14in 11 x17in 85x11in

Categories

Product information will display, including item number, item description, price, photo, availability,
product distinctions, and quantity. Product distinctions may highlight if a product is green,
hazardous, or a best value. The product description should also include the number of pieces that
are included in a quantity of “1.”

1. When you find an item that you would like to purchase, in the Quantity field, enter the
desired Quantity and click Add to Cart.
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Itemn 116946
Boise® ASPEN® 30 Multipurpose
Paper, Letter Paper Size, 20 Lb,
30% Recycled, FSC® Certified, 500
Sheets Per Ream, Case Of 10
Reams

Availability: 632
« Sold Online
» BESTVALUE

ECOJ Eco-conscious

[£4) Recycled content

53205 / carton

Qty Add to Cart

Add to list

After you add an item to your cart, confirmation will display. Additionally, the cart icon will display

the number of items in the cart as well as the cost.

Account S0696452  Hi, megrewd1  Logout
Taking care of business Order By ltem | My Lists
Office 1 o 1=
DEROT Search by Keyword or ltem# Q A @ © = r :SI:I::‘
< 1 Dy il ! My Account- Orders- Quick Order- My Lists- Cart-
Office Supplies Paper Ink & Toner Breakroom Cleaning Technology Furniture School Supplies Print & Copy MY OFFICE DEPOT -
Home ¢ Find Your Product
The item listed below was added to your shopping cart. Customers with
similar interests
Your 3
also viewed
Description Pricefunic .
Bolsed® ASPEN® 30 Multipurpose Paper, Letter Paper Size, 20 Lb, 30% Recycled, Fsce S32.05/canon 4 —_
Certified, 500 Sheets Per Ream, Case Of 10 Reams. -H‘“\._._ =
" Item # 116946 Entered ltem # 116546 ’
+ BESTVALLE = 'l " fag %
5710 reviews
Boise® X-58 Multi-Use Copy
Paper, Letter Paper Size, ...

2. You may continue shopping, view your cart, or check out. When you have finished

shopping, click the Check Out button.

Continue Shopping

SHOPPING CART CHECK OUT

OHIO

UNIVERSITY

Page 23

Finance and Administration/Purchasing



BobcatBUY Fundamentals User Guide Effective Date: 10/25/2018

3. When you click check out from the supplier’s site, you will return to BobcatBUY and the
item(s) will display in your active cart. To complete the catalog purchase, click Edit
Requisition.

. Continue Shopping
1ltem(s) for a total of 32.05

Edit Requisition or Assign Cart

¥ Shopping Cart o iene mecow

Add Non-Catalog ltem | (5 Ex
Cart Name 2018-08-11 megrewd1 01 Prevailing Wage ]
Descripion o it
Urgent MNormal ~
Supplier / Line Item Details ?
shaw line details For selected line items | Add to Favorites al o |
OFFICE DEPOT INC o infe Contract
PO Number To Be Assigned
Add non-catalog item for this supplier...
[The itemi(s) in this group was retrieved from the supplier's website. What does this mean?
MNeed to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 8/11/2018 4:25:02 PM
Line(s): 1
Product Description Cataleg No Size / Packaging Unit Price  Quantity Ext. Price '_]
1 Boise(R) ASPEN(R) 30 Multipurpose Paper, Letter Paper Size, 20 Lb, 30 Recydled. FSC[R) Certified, 500 Sheets 116946 T 3205 1CT 32.05 USD D
Par Roam aca OF 10 Boame b mocs infe

Each section in the top green bar has a corresponding tab within the requisition. The ultimate goal is
to see all green checkmarks (v) across the top green bar before submitting your request. NOTE: Red
explanation points (!) indicate there is an error in that section and/or additional information or
action is required.

Diana McGrew > d¢ % 4 W3zg

LBl = shcp - MyCansand Orders © Open My Active Shapping Can =

: ; . TV L ;: i Ssubmit Requisition|
L] @ "mteenal Notes and : . & brtemal Notes and 3 Edit Required Al
Attachments 8] % Aftachments Fields
&
o Return to shopping cart ¢ Continue Shopging
m 4k Almost ready to go! The list below needs to be addressed before the request can be submitted.
» Required field: Account Type
8, * Required field: Activity/Award
4 # Required field: Entity / Project
# Required field: Entity Source Org /PTA
i # Required field: Organization / Task Org
: ® Required field: Source / Task
o
B View Approvals | C h History
o Summary Shipping Billing  Cost Center  Object Code Supplier Info (=

Hide value descriptions
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Tab Definition

General The General tab displays the Cart Name, Description, Status, etc. To edit the cart
information, click Edit.

Shipping This is where your default address with auto-populate. The address displayed is what
will print on the purchase order (PO). As a result, verify the attention, department,
and FI/Rm/Ste are filled-in as appropriate for delivery.

If you would like to select a different address, click Edit. If you setup up multiple
shipping addresses in your user profile, click the down arrow and select the desired
address. Alternatively, to search for a new address, click Click Here and then click
Select from Org Addresses.

Requisition View Approvals Comments Attachments History

Summary  Shipping Billing Cost Center Object Code Supplier Info

Shipping ?
Ship To dit
Shipping address Attn: Diana McGrew

Chio University

Dept: Procurement

FI/Rm//Ste: 205C

West Union 5t Office Ctr
160 West Union 5t
Athens, OH 45701
United States

Delivery Options edit
Expedite x
Ship Via Best Carrier-Best Way

Requested Delivery Date

Billing Most of the time there is no action to be taken on the Billing tab. The Bill To address
is Accounts Payables and the Accounting Date will default to today’s date. The official
accounting date for Oracle will be the date the PO is created. During the months
surrounding fiscal year-end close, the accounting date becomes a required field.
During this time, users may use the future date of the new fiscal year to setup new
POs.

Billing

Al Invwoices Directed To: i
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Tab Definition
Cost This Cost Center tab is for the accounting string. If you created an accounting code
Center favorite, it will default into these fields. The accounting string is the mechanism that
indicates which OHIO organization will pay for the purchase. To populate the fields,
click Edit.

If you setup an accounting code favorite, but did not specify a default, select from the
drop down menu.

CLICK SELECT FROM ALL VALUES TO ADDING YOUR ACCOUNT STRING.

The account string is returned to the field and populates the related fields on the
screen. WARNING: If you only enter the Entity Source Org/PTA field, it will not
populate the related fields. The Activity/Award Code is a required field for GL
accounts and Grants. Award for grants will populate. Activity for GL is based on the
event/transaction, so you must manually select the activity. The function is a required
field for GL but not for grants; it is not hard coded as a required field. As a result, you
must remember to assign a function to your accounting string for GL accounts. If you
do not, the Purchase Requisition Validation program will return your requisition with
an error code. Once you have selected all of your accounting codes, click Save.

Add Split (Header Level)

A purchase may be split among more than one accounting code. It can be a combination of GL
and/or Grants accounting codes. The split is by % only, but it can be a % of quantity or % of amount.
By default, accounting codes are at the header level of the requisition. That means all lines within
the requisition will use the same accounting code.

1. To split costs for all of the items in the cart, at the Cost Center (header level), click Edit.

2. Click Add Split to enter the second line. Continue to select add split if you have more
than two accounts to charge. The sum of the percentages of all of the lines must equal
100%.

3. Click Save.
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Accaunting Codes

Select from your code favanter

ol e Erity Source Org PTA Entity [ Praject

Task Crganization / Task Ovg [rm— Fundion ot Price
Genenal Ledger 000000000000 1 D000 000000 i L
O Reguired field O Bequined tield . O Required field O Required Tl
Grarks 1002131518230 11002 ) 50530 1519330 =
Spit Tetal 0%
-

Add Split (Line Item Level)

Accounting codes can be overridden at the line level. In the line detail of the requisition, you will see
the notation Accounting Codes (same as header). To modify this for the line item, click Edit.

OFFICE DEPOT INC e o

Product Description

Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 Boise(R) ASPEN(R) 30 Multipurpose Paper, Letter Paper Size, 20 Lb, 30 Recycled, FSC(R) Certified, 500 Sheets Per 116946 T 3205 1CT 3205 UsD :_:
Ream, Case OF 10 Reams {) nore infe
Accounting Codes (same as header)
edit
Supplier subtotal 32.05 USD

You may assign accounting codes at the line level just like at the header level. You may select from

code favorites, select from all values, and add splits. If you select a different accounting code for a
line item, the requisition will display Values have been overridden for this line.

OFFICE DEPOT INC oo i

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price | |
1 Boise(R) ASPEN(R) 30 Multipurpose Paper, Letter Paper Size, 20 Lb, 30 Recycled, FSCIR) Certified, 500 Sheets Per 116946 cr 3205 1€T 3zos5usD | |
Ream, Case Of 10 Reams € e i
Accounting Codes

F values have been overridden for this line

Arcount Type Entity Source Org /PTA Entity / Project Source / Task Organization [ Task Activity/Award Function sdit
Org
General Ledger 10-451600-830035 10 451600 830035 1035 a0
Object Code

The object code defines what is being purchased. The object code allows

purchases to be categorized (Example: Office Supplies). Click Edit to select from
all values.

Object Code

OHIO
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You can search by the code or by the description. Purchases are usually
expenses so be sure that when searching you select an expense code. They
usually start with a 7. When searching by description you may use a key word
such as “supplies” to choose from a list of codes. When you find the code that
best describes what you are buying, click Select.

Close
|~ Custom Field Search ?
Value
Description |supplies
r f2s Values Found 31 | Page of 2|k| 2
Value -~ Description -
FOOD SUPPLIES select
FOOD HAMDLING SUPPLIES select
MNUTRITION SUPPLIES select
OFFICE SUPPLIES select
711520 PAPER SUPPLIES select
711620 LINEM SUPPLIES select
711630 OTHER SUPPLIES select
711650 PROGRAMMING SUPPLIES select
7i2000 ATHLETIC SUPPLIES & EQUIPMENT select

Object codes may be overridden at the line level too; however, you may only
have one object code per line.

Object Code  Suppher [nfo e

Object Code ?

IT Questions IT questions must be answered to determine if additional review is required for
the purchase of software, web hosting, and cloud storage.

Compliance Compliance questions must be answered to determine if additional review is
Questions required.

Uniform Uniform guidance questions must be answered for purchases using Federal
Guidance Grant funds.

Click Assign Cart.
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I'T Questions

The Office of Information Technology (OIT) no longer reviews every IT purchase as was done in the
past. A series of questions were developed to identify high-risk IT purchases, so they can be
reviewed and approved prior to purchase. Primary areas of risk include:

e Software,
e Web Hosting
e Cloud Storage

The following questions are designed to determine the level of review needed. Sensitive data and
offsite data storage trigger IT security reviews, while the final question determines if an accessibility
review is warranted to see if the software meets ADA compliance.

IT Questions 2K
Does this cart include the purchase | v |
of technology (Software,cloud Q Required field
storage)?
Will this Purchase store any sensitive ~

information?

Will this purchase store data offsite A¥%
(cloud service)?

Will this service be used by more v
than 50 students or members of the
public?

1 m Cancel

1. If you are purchasing software, web hosting, or cloud storage, you must answer “Yes” to the
first question. Then answer the following three questions

2. If the answer to the first question is “No,” there is no need to answer the remaining
questions.

3. After answer the questions, click Save.

Compliance Questions

Compliance questions were designed for the Affordability & Efficiency (A&E) mandate. If a non-
preferred supplier is used for an expense category in which a preferred supplier is required, you
must seek an exception. Click here to learn more about the
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Compliance Questions ? X
Does this purchase require A&E v |
Purchasing Exception? © Required field

Exception requested by?

Exception Reason | hY
A&E Justification

A&E Justification

1. If you are purchasing an item from a non-preferred supplier, for an expense category in
which a preferred supplier is required, you must answer “Yes” to the first question.
NOTE: Answering “Yes” to the first question will trigger the approval review from you
planning Unit’s Chief Financial and Administrative Officer (CFAO).

2. Complete the additional fields to communicate the request for exception to the CFAOQ.

3. Due to a character limit, there are two fields for Justification. For auditing purposes,
enter an official justification reason (for exception).

4. Click Save.

Uniform Guidance

Uniform guidance for purchases using Federal Grant funds has recently changed. The micro-
purchase limit of $10,000 requires the aggregate purchase to be supported by three quotes up to
the bid threshold of $50,000.

Uniform Guidance 2_X
Does the purchase total $10,000 or v
greater on a federal award? C}_F-{e_cw-i“red field

m Cancel

1. Answer the Uniform Guidance question. If you answer “Yes,” the requisition will route
to Grants Accounting for review regarding compliance with the micro-purchase
requirements.

2. Click Save.
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Approval Workflow

Each of the questions (IT, Compliance, and Uniform Guidance) could trigger additional steps in
BobcatBUY’s workflow; however, the typical workflow only requires departmental approval. The
validation steps ensure a valid accounting code was used.

Requisition View Approvals Comments Attachments History

- Funds Available Validation Wait for Validation Department Approval Funds Available Validation 2 Wait for Validation 2 & Create PO /eq{

Subwminted Fulure = Future™=* Future =+ Future =* Future =+ Future =*
Future Finish
view approvers view approvers wiew approvers

Department Approval
Requesters

e Requesters are assigned at the organization level.

e If the requisition is less than or equal to (<) $1500, it routes to the Requester.
e The Requester reviews and approves the requisition.

e A Requester may self-approve a requisition up to $1499.99.

Approvers

e Approvers are assigned at the organization level.

e If the requisition is greater than or equal to (>) $1500, it routes to the Approver #1.
e The Approver #1 reviews and approves the requisition.

e Arequisition over $10,000.00 must be reviewed and approved by the Approver #2.

Requisition History

All changes, approvals, and actions are captured with user name and timestamp in the History tab of the
requisition. Here, you may follow the requisition workflow from creation to approval.

........
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Assign Cart or Submit Requisition

1. After completing all of the necessary information, on the requisition, verify there are green
checkmarks (v') across the top green bar.

2. If you are a shopper (user role), click Assign Cart to assign your cart to your authorized
requester. NOTE: If your request is less than $1500, once your requester submits (approves)
your request, it is sent directly to the supplier as a PO.

3. If you are a requester (user role), click Submit Requisition.

W Shop - My Carts and Orders

" Cemst " @ Ubject Intesral Notes and s . Comphance 1 Fxternal Notes and .
m » Altachments - Questions b CQuestrors Attachments

&) Retumn to shopping cart & Continue Shopping

~ .AII done! The required information has been completed 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.

Wiew A ts Comments Attach ts History

e The shopper assigns the completed shopping cart to the requester for review.
e The requester submits the cart, which becomes a requisition.

Once a requisition is assigned/submitted, a confirmation will display. It will include the Requisition
Number.

™ Shop My Carts and Orders Open My Active Shopping Cart= Submitted - Reguisition 10696910

& Requisition Submitted

Next Steps

You can view or print this at: Requisition 106969107, or via the Document Search page
* View Approval Status
* Search for another item

* View order history
* Check the status of an order

# Return to your home page
* Create new draft cart

Requisition Summary

Requisition number 106969107 Quick View
Requisition status Pending

Cart name 2018-08-11 mecgrewd1 01
Requisition date 8/11/2018

Requisition total 32.05UsSD

Number of line items 1
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Requisition Status

You may also view recent activity under (Your) Name in the right top ribbon.

View My Profile
Dashboards

Set My Home Page
Logout

Search Help For A Solution

My Recently Completed Purchase Orders

My Recently Completed Reguisitions n

The requisition will display the status of where it is in the process. Pending status means it is still

being reviewed in workflow. The workflow step is identified along with the person’s name to which
the requisition is assigned.

Withdraw Requisition

If for some reason the requisition needs to be called back from processing, the originator of the
requisition may withdraw the requisition.

& Documents Document Search Search Docurnents + m
Avaitable Actions: | Witheraw Entire Requisition ~ | [E

Requisition \iew Approvals  Comments  Attachments  History

Summary  Shipping Billing Cost Center Object Code Supplier Info

=y

General r Shipping ? Billing ?

Status «" Pending edit  Ship Te wdit | All Invoices Directed To: wdit
Departmant Approval Attn: Diana McGrew Accounts Payables
Submitted B/11/2018 5:23 PM Ohio Univissity WUSOE, Room 213

Deot; Proasement 1 Ohia University.

1. To withdraw the requisition, on the requisition under Available Actions, click Withdraw
Entire Requisition and click Go. The status now shows the requisition as withdrawn. The
requisition will return to the originator’s cart.
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#) Documents Document Search Search Documents = Summary - Requisition 106969107

Requisition View Approvals Comments Attachments History

Summary Shipping Billing Cost Center Object Code Supplier Info
General ? Shipping
Status + Withdrawn Ship To
(8/11/2018 5:26 PM) Attn: Diana McGrew
Submitted 8/11/2018 5:23 PM Ohio University
Dept: Procurement

Cart N 2018-08-11 d1 01

art ame megrew FI/Rm/Ste: 205C
Description new cart West Union St Office Ctr
Urgent Normal 160 West Union 5t

Prepared by
Buyerld

Diana McGrew
146680

Athens, OH 45701
United States

Diana McGrew

Ad Hoc Approval (Req) Delivery Options

HR_Person_ID 146680 Expedite x

Oracle HR Person ID Ship Via Best Carrier-Best Way

. 4
Prevailing Wage Requested Delivery Date

View/edit by line

Remove Selected Items

Within the cart functionality, there are other actions available that are useful when managing your
cart.

1. If you have items to delete, click the checkbox located to the right of the item to select it.

2. Inthe For Selected Line Items field, click Remove Selected Items and click Go.

3. If you want to select all items, click the checkbox at the top of the section where all items
are located. In the For Selected Line Items field, click Remove Selected Items and click Go.

W Shop © My Carts and Orders > Open My Active Shopging Cart = En
1 Continue Shopping
- 2 ltem(s) for a total of 0.92
¥ Shopping Cart o tima mecew
et netiion IO Acign o |
Add Non-Catalog Item | =5 | save |
Cart Name 2018-06-29 megrewd 01 Prevailing Wage ]
Description
Usgent Normal
Supplier / Line Item Detalls ?
Shew ine details For selected ling items | Remave Sebected Items Rl G- |
State Electric  «ore e Contract
Free Shipping O Number To Be Assigned
Addd non-catalog item for this supplier...
The itemi{s} in this group was retnieved from the supplier's website, W,
Wou can no bonger access this item(s) on the supplier's website. What &
Line{sk 1
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext.Price | |
1 FLUORSTARTER{  more infe SYLFS-2 EA 045 |2 £ oszusp [
Supplier subtotal 0.92 USD

Another useful action is if you want to move an item to another cart. Select the item(s) to move and
choose the action Move to Another Cart and click Go.

Page 34

<r=g: OHIO

Finance and Administration/Purchasing UNIVERSITY



BobcatBUY Fundamentals User Guide Effective Date: 10/25/2018

For selected line items _ Mowve to Another Cart b m

To save time, you can copy an existing item from a requisition to a draft cart. For example, if you
want to purchase the item again. From the existing requisition, select the item(s) to copy and
choose the action Add to Draft Cart or Pending Req/PO and click Go.

For selected line items Add to Draft Cart or Pending Req/PO m

When a requisitions is processed successfully, a PO is created and the requisition status changes to
complete. The PO number is referenced on the requisition. Likewise, the requisition is referenced on
the PO and each will link to the other document.

Supplier / Line Item Details

For selected line items | Add 10 Favorites
VWR International LLC DBA Ward's Science o o Contract VWEL_Eandl mere infa

PO Number 413356

The itemis} in this group was retrieved from the supplier's website. What does this mean?
Need to make changes?  VIEW ITEMS  ltemis) was retrieved onc 67172018 2:10005 PM
Lineis): 1

NOTE: All of the information regarding managing carts is applicable to all carts, regardless of the
form used to create the purchase.

Example 2: Non-Catalog Requisition with Supplier Setup

A non-catalog item may be used when an item is not available through one of OHIO’s preferred
supplier catalogs.

1. From BobcatBUY’s main page, click the Non-catalog Item link.

Shop |Everything " || m ’

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

2. You may select the supplier from the supplier search. If the supplier you wish to purchase
from is not setup, in the Enter Supplier field, enter NOT AVAILABLE. This will trigger the
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requisition to route to Purchasing’s Supplier Management to be setup. The proper
supporting documentation (Supplier/Payee Information Form and W9) for supplier setup
must be uploaded to the requisition as an attachment.

Non-Catalog Item X

Enter Supplier |
or
Supplier Search

Brief Description of Service Catalog No. Quantity Price Estimate UoM

254 characters remaining expand | clear
= Product Details

Commodity Code 3 & Controlled substance
%3 Recycled
# Hazardous material
& Radioactive
& Radiation Generating Equipment
& Select Agent
£ Toxin
= Energy Star
A Green

LEEE UL EEEl  Save and Add Another | Close |

3. Additionally, a quote from the supplier must accompany the non-catalog form as an
attachment.

4. Complete the form with the information from the quote. NOTE: Create a separate line item
for each line item on the quote.
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Non-Catalog Item ? X
NOT AVAILABLE select different supplier
Street, City, State 99999

[ Distribution Methods
Email (HTML Attachment)

Brief Description of Service Catalog No. Quantity Price Estimate UoM
buy stuff [123 1k o ] [En v
245 characters remaining expand | clear

= Product Details

Commodity Code & €& Controlled substance

y] % Recycled

# Hazardous material

& Radioactive

& Radiation Generating Equipment
& Select Agent

£ Toxin

[ Energy Star

A Green

LRV L RS Save and Add Another ‘ Close |

5. Select a Commodity Code that best defines the item you are purchasing. Similar to the the
object code, the commodity code is another way that purchases are categorized and
analyzed.

Y Mozilla Firefox

@ & https;//solutions sciquest.com/ar 67% e @ W =
Close
(-] Commodity Code Search ?

Code starts with...

Description supplies

contains...
Results Per Page Results 5 [+]Page 10f1 (x| ?
Code & Description -
66 Athletic Supplies select
81 Electronic Supplies select
564 Instructional Supplies select
528 Laboratory/Medical Equipment & Supplies select
535 Office Equipment & Supplies select
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6. When you have finished completing the form, click Save and Close. The information will be
saved to your active cart. You must review the cart just like the catalog requisition and verify

there are.
7. To complete the Non-catalog Item purchase, click Edit Requisition.

1. Continue Shopping

1ltem(s) for a total of 32.05

¥ Shopping Cart o iene mecow
Edit Requisition or
Add Non-Catalog ltem | (5 Ex
Cart Name 2018-08-11 megrewd1 01 Prevailing Wage
Descripion o it
Urgent MNormal ~
Supplier / Line Item Details ?
how line details For selected line items | Add to Favorites - E
OFFICE DEPOT INC  more info Contract
PO Number To Be Assigned
Add non-catalog item for this supplier...
[The itemi(s) in this group was retrieved from the supplier's website. What does this mean?
MNeed to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 8/11/2018 4:25:02 PM
Line(s): 1
Product Description Cataleg No Size / Packaging Unit Price  Quantity Ext. Price 1
1 Boise(R) ASPEN(R) 30 Multipurpose l’aoer Letter Paper Size, 20 Lb, 30 Recydled. FSC[R) Certified, 500 Sheets 116946 cT 3205 1CT 32.05 USD __]

Par Roam Cace O 10 Reams S mos in

Each section in the top green bar has a corresponding tab within the requisition. The ultimate goal is
to see all green checkmarks (v') across the top green bar before submitting your request. NOTE: Red
explanation points (!) indicate there is an error in that section and/or additional information or

action is required.

Diana McGrew > d¢ % 4 W3zg

L] Internal Notes and T4 Compliance ‘External Notes and 5 £t Required w
Mtachments Cuestions Attachments Fields
&
Jpping cart &) Continue Shopping
Ak Almost ready to go! The list below needs to be addressed before the request can be submitted.
® Required field: Account Type
Pe
ih.
o

View Approvals  C h History
o Summary Shipping Billing  Cost Center  Object Code Supplier Info

Tab Definition

General The General tab displays the Cart Name, Description, Status, etc. To edit the cart
information, click Edit.

Shipping This is where your default address with auto-populate. The address displayed is
what will print on the purchase order (PO). As a result, verify the Attention,
Department, and FI/Rm/Ste are filled-in as appropriate for delivery.
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Tab Definition

If you would like to select a different address, click Edit. If you setup up multiple
shipping addresses in your user profile, click the down arrow and select the
desired address. Or to search for a new address, click Click Here and then click
Select from Org Addresses.

Billing Most of the time there is no action to be taken on the Billing tab. The Bill To
address is Accounts Payables and the Accounting Date will default to today’s date.
The official accounting date for Oracle will be the date the PO is created. During
the months surrounding fiscal year-end close, the accounting date becomes a
required field. During this time, users may use the future date of the new fiscal
year to setup new POs.

Cost Center This Cost Center tab is for the accounting string. If you created an accounting code
favorite, it will default into these fields. The accounting string is the mechanism
that indicates which OHIO organization will pay for the purchase. To populate the
fields, click Edit.

If you setup an accounting code favorite, but did not specify a default, select from
the drop down menu.

CLICK SELECT FROM ALL VALUES TO ADDING YOUR ACCOUNT STRING.

The account string is returned to the field and populates the related fields on the
screen. WARNING: If you only enter the Entity Source Org/PTA field, it will not
populate the related fields. The Activity/Award Code is a required field for GL
accounts and Grants. Award for grants will populate. Activity for GL is based on the
event/transaction, so you must manually select the activity. The function is a
required field for GL but not for grants; it is not hard coded as a required field. As a
result, you must remember to assign a function to your accounting string for GL
accounts. If you do not, the Purchase Requisition Validation program will return
your requisition with an error code. Once you have selected all of your accounting
codes, click Save.

Add Split (Header Level)

A purchase may be split among more than one accounting code. It can be a combination of GL
and/or Grants accounting codes. The split is by % only, but it can be a % of quantity or % of amount.
By default, accounting codes are at the header level of the requisition. That means all lines within
the requisition will use the same accounting code.

1. To split costs for all of the items in the cart, at the Cost Center (header level), click Edit.

2. Click Add Split to enter the second line. Continue to select add split if you have more
than two accounts to charge. The sum of the percentages for all the lines must equal
100%.

3. Click Save.
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f
| Accounting Codes

i Select from your code favoiites

| it Trpe Erdity Souree Org PTA Entity / Projeet Souree [Tk Organssation | Task Ovg Aetity hard Fundtion watPrice >
j Genenal u-ann 000000 000000 0000 80 L

l O Requived feld © Reguired field O Required tield O Required forkt O Requaed fisld

8

] Grarts 11002 ) 250530 1519230 30

] it Tetal 0%
1 e

Add Split (Line Item Level)

Accounting codes can be overridden at the line level. In the line detail of the requisition, you will see
the notation Accounting Codes (same as header). To modify this for the line item, click Edit.

OFFICE DEPOT INC o o
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 Bolse(R) ASPENIR) 30 Mumpurpeu Paper,Letter Paper Stae, 20 b, 30 Recycied, FSCIR) Certified, 500 Sheets Fer 116048 T 3205 1T szosusp ||

Ream, Case Of 10 Reams §)-
Accounting Codes (same as header)

Supplier subtotal 32.05 USD

You may assign accounting codes at the line level just like at the header level. You may select from
code favorites, select from all values, and add splits. If you select a different accounting code for a
line item, the requisition will display Values have been overridden for this line.

OFFICE DEPOT INC oo

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 Boise(R) ASPEN(R) 30 Multipurpose Pape( Letter Paper Size, 20 Lb, 30 Recycled, FSC(R) Certified, 500 Sheets Per 116946 cr 3205 1€T 3zos5usD | |
Ream, Case Of 10 Reams € ore
Accounting Codes
F values have been overridden for this line

Arcount Type Entity Source Org /PTA Entity / Project Source / Task Qrganization / Task Activity/Award Function sdit
Org

General Ledger 10-451600-830035 10 451600 830035 1035 80

Object Code The object code defines what is being purchased. The object code allows
purchases to be categorized (Example: Office Supplies). Click Edit to select from
all values.

You can search by the code or by the description. Purchases are usually
expenses so be sure that when searching you select an expense code. They
usually start with a 7. When searching by description you may use a key word
such as “supplies” to choose from a list of codes. When you find the code that
best describes what you are buying, click Select.
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Object codes may be overridden at the line level too; however, you may only
have one object code per line.

Internal Notes

Users may upload attachments for both internal and external use. Internal

and attachments are for review within the University. Unsigned contracts,

Attachments supporting documentation, and approval communications are among the types
of documents typically uploaded as an internal attachment.

IT Questions IT questions must be answered to determine if additional review is required for
the purchase of software, web hosting, and cloud storage.

Compliance Compliance questions must be answered to determine if additional review is

Questions required.

Uniform Uniform guidance questions must be answered for purchases using Federal

Guidance Grant funds.

External Notes Users may upload attachments for both internal and external use. External
and attachments will be sent to the supplier when the PO is created. Fully executed

Attachments agreements and quotes are the primary documents typically uploaded as
external attachments. This is OHIO’s way of supporting the PO amount and
scope of work expected from the supplier.

Click Assign Cart.
Attachments

On the summary tab of the draft requisition, in the middle section, you will find sections for adding
attachments, and answering questions have been developed to determine if additional OHIO review
is needed in certain situations.

You may upload attachments for both internal and external use. Internal attachments are for review
within the University. Unsigned contracts, supporting documentation, and approval communications
are among the types of documents typically uploaded as an internal attachment. External
attachments are attachments that will be sent to the supplier when the PO is created. Fully
executed agreements and quotes are the primary documents typically uploaded as external
attachments.

* External Notes and Attachments

=

1. To add an attachment, click Add Attachment.
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2. You may browse your computer files to upload a file as either internal or external.
NOTE: PDF is the recommended file format for attachments. The maximum file size is
9.54 MB.

3. Once you have selected the PDF file, verify it is fully uploaded and click Save Changes.

Add Attachments

Attachment Type {.:' File (™) Link

File *
Select files...

Maximum upload file size: 9.54 MB

quired Save Changes Close

*n

1]

NOTE: You may change a file attachment from external to internal or vice versa by right-clicking on
the attachment and selecting Move to internal/external documents.

I'T Questions

The Office of Information Technology (OIT) no longer reviews every IT purchase as was done in the
past. A series of questions were developed to identify high-risk IT purchases, so they can be
reviewed and approved prior to purchase. Primary areas of risk include:

e Software,
e Web Hosting
e Cloud Storage

The following questions are designed to determine the level of review needed. Sensitive data and
offsite data storage trigger IT security reviews, while the final question determines if an accessibility
review is warranted to see if the software meets ADA compliance.
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IT Questions ? X
Does this cart include the purchase I
of technology (Software,cloud Q Required field
storage)?
Will this Purchase stare any sensitive ~
information?
Will this purchase store data offsite v
(cloud service)? '
Will this service be used by more ~
than 50 students or members of the
public?

m Cancel

1. If you are purchasing software, web hosting, or cloud storage, you must answer “Yes” to the
first question. Then answer the following three questions

2. If the answer to the first question is “No,” there is no need to answer the remaining
questions.

3. After answer the questions, click Save.

Compliance Questions

Compliance questions were designed for the Affordability & Efficiency (A&E) mandate. If a non-
preferred supplier is used for an expense category in which a preferred supplier is required, you
must seek an exception. Click here to learn more about the

Compliance Questions ? X
Daoes this purchase require A&E | W
Purchasing Exception? © Required field

Exception requested by?

Exception Reason | R |

A&E Justification r -

A&E Justification |

1. If you are purchasing an item from a non-preferred supplier, for an expense category in
which a preferred supplier is required, you must answer “Yes” to the first question.
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NOTE: Answering “Yes” to the first question will trigger the approval review from you
planning Unit’s Chief Financial and Administrative Officer (CFAOQ).

2. Complete the additional fields to communicate the request for exception to the CFAO.

3. Due to a character limit, there are two fields for Justification. For auditing purposes,
enter an official justification reason (for exception).

4. Click Save.

Uniform Guidance

Uniform guidance for purchases using Federal Grant funds has recently changed. The micro-
purchase limit of $10,000 requires the aggregate purchase to be supported by three quotes up to
the bid threshold of $50,000.

Uniform Guidance A
Does the purchase total $10,000 or v
greater on a federal award? G_I;{.equ-i“red field

J Ef concel

1. Answer the Uniform Guidance question. If you answer “Yes,” the requisition will route
to Grants Accounting for review regarding compliance with the micro-purchase
requirements.

2. Click Save.

Assign Cart or Submit Requisition

1. After completing all of the necessary information, on the requisition, verify there are green
checkmarks (v') across the top green bar.

2. If you are a shopper (user role), click Assign Cart to assign your cart to your authorized
requester. NOTE: If your request is less than $1500, once your requester submits (approves)
your request, it is sent directly to the supplier as a PO.

3. If you are a requester (user role), click Submit Requisition.

When the request is assigned/submitted, click the View Approvals tab. A new step will display in the
workflow showing the request will route to Supplier Management for supplier setup.
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Requisition View Approvals Comments Attachments  History

-’ Funds Available Validation Wait for Validation Department Approval New Supplier Review Procurement Review Funds Available Validation 2 Wait for Validatic
Submitted Future =+ Future =+ Future =+ Future =+ Future =+ Future=* Future =+
Future

view approvers W Approvess SW approvers

Comments

Comments allow you to communicate with other BobcatBUY users involved in the requisition
process. Comments are visible to everyone throughout the purchasing process. To ensure the
intended recipient receives the comment, you may select them as an email recipient. The recipient
will receive an email notification including a link to the comment.

1. To view comments, click the Comments tab.

Requisition View Approvals  Comments (1) Attachments (2) History

Show comments for Requisition v

Records found: 1

Moriah Hudspeth [Reply To] [New Comment]

Applies To: Requisition - 108811100
Comment Added - 9/24/2018 5:44 PM

Account number approved.

Email sent: Craig Bantz <cbantz@ohio.edu>, Renee Perry <perryr1@ahio.edu>
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2. You may view comments for each document type or click to select All.

« c @ 7@ b oo sciquest com T— ! 1100ARes s e @ ¢+ MO =

ONWave %2 Ol Parchasing () State Contracts Search () Oracle Bl intmrsctive [ %2 Finance | Obio Univers.. 7 intes-University Counc_ 3 Wellow Page - Detail %8 Suppller Inirance 4.

g éluh(at-- ¥

3. To add a comment, click the Add Comment button.

This will add a comment to the document. If you select a user they will receive an email
indicating that a comment has been added to the document.

Email notification(s):
I:‘ Diana McGrew (Prepared by) <mcgrewd1@ohio.edu>
Moriah Hudspeth <hudspeth@ohio.edu>

add email recipient..

1000 characters remaining

Attach file to this document (opticnal):

Attachment Type File v
File Name
File | Browse... | No file selected.

Add Comment Close

4. |If a person has taken action on the requisition, their name will automatically display. If you
would like to send the comment to a specific person, click the checkbox next to the
appropriate person’s name. You may also click the Add an Email Recipient link and search
by name. NOTE: The recipient must be an active BobcatBUY user.

5. Enter your comment text. NOTE: The comment field is limited to 1000 characters.
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6. To attach a file to your comment, click Browse. Navigate to where the file is saved and click
to select the appropriate file. PDF is the recommended file format for attachments. The
attachment will be added as an internal attachment.

7. Click Add Comment.

SUPPLIER SEARCH

There are two ways to search for a supplier in BobcatBUY. The first option will only show active
suppliers; the other will show both active and inactive suppliers.

1. To see active suppliers, from the main page, in the Browse section under Shop Everything,
click Suppliers. This search will return an alphabetical listing of all active suppliers.

Shop [Everything v || m I

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

2. You can look through multiple pages to find the desired supplier, or you may Click to
expand Search for Supplier Filter.

: iy Diana McGrew ¥ 28 wsroauso  (EEEENTNEECY
A ::Z g Bobcat 50y W * = & Ws51.04USD
.!. ™ Shop - Shopping © Browse By uppliers =
i
& [/ Click to expand Search for Supplier Filter 7 back to shop
Showing 1 - 200 of 4000+ Results What does "+" mean?
m Results Per Page | 200 Sortby: Best Match  ~ 4/ Page|1 ~ of20i»| legend ?
. Supplier Name Type Preference Supplier Name Type Preference
& 1157 DESIGNCOMCEPTS ALAN M STEVENS
||| 3M COGENT INC ALAN MESHEKOW
3WIRE SYSTEMS INC DBA ARCASTOR ALBERT DUNN
H’ 519 CLASSIC CARWASH DBA PND PARTNERSHIP INC ALBERT GOLDBARTH

A B S BROS INC DBEA THEC'S RESTAURANT
Q A &S PLAY ZONE
A DANGGER AND CO INC

ALCO INC DBA UST ENVIRONMENTAL CONTRACTOR
ALCON LABORATORIES INC
ALEX EVERSOLE
o A ) STOCKMEISTER INC
A+MCD MANAGEMENT LLC DBA MCDONALD'S

ALEX MILLER
ALEXANDER LOCAL SCHOOL DISTRICT

veEwwwwww
B REYH LR E LYY

3. Inthe filter, enter any portion of the suppliers name and it will return the results that match
your search criteria. Example: Enter “Depot” and click Search.
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z é Bobcat £0/)
™ shop Shopping  Biowse By
L]
& Search For Supplier ? bac
Supplier Office Depof
m Supplier Type | All =
g
BRI chowing 1 - 200 of 4000+ Results What does *+* mean?
ik Results Per Page | 200 Sort by: Best Match  ~ 4 Page 1 - of20r| legend 7
Supplier Name Type Preference Supplier Name Type Preference
[ 1157 oesionconceeTs » ALAN M STEVENS >

3M COGENT INC ALAN MESHEKOW

LR

3WIRE SYSTEMS INC DBA ARCASTOR ALBERT DUNN

v v

4. The second way to search for a supplier is using the Supplier icon. In the left vertical ribbon,
click the Supplier icon, trace to Manage Suppliers, and click Search for a Supplier.

Suppliers

Manage Suppliers Manage Suppliers

Search for a Supplier
Import/Export
View Saved Searches

Configuration Settings

Create New Supplier

Workflow Setup

5. Inthe Search field, enter any portion of the suppliers name and it will return the results that
match your search criteria. Example: Enter “Office Depot” and click Go.

Search |office depoﬂ_ Advanced search

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

NOTE: There are 21 suppliers that match Office Depot. On the left, the display indicates there is 1
active supplier and 20 inactive suppliers. The active supplier is displayed with a green check mark.
Suppliers are deactivated when they become invalid.
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* = & W5i04UsD

" Z é Bobcat Uy
L] b3 Mana - S Logout
™ Showing 1 - 21 of 21 Results Awailable Actions
a Search Details Fiesults Por Page | 200 Sart by: | Best Match 1/ Page o1k legend ?
By % Office Depot Type O [ Manage (7]
[
A scorchTermsoffice depot Diversity Classifications: None
4 X Office Depot (Office Depot Office Max)  Type: O [ Mana v I
. 1' DUNS Number. 93-102-5387
r_ﬁ Diversity Classifications: Nong
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DOCUMENT SEARCH

All transactions within BobcatBUY are assigned a document number. There are two ways to search
for a document number:

1.

3.

In the left vertical ribbon, click the Documents icon, enter the document number, and click
Search.

To search using other criteria, from the main page, in the Go to section click Advanced
Search. Advanced search will allow you to search by a particular document type. Each
document type has different search parameters.

Search |Purchase Orders ‘ | |All Dates

Enter search terms such as document numbers, suppliers, and product information.

Go to: advanced search | my requisitions | my purchase orders | my invoices | my forms

For requisitions, some common search parameters include: supplier, date, and the user that
either prepared the requisition or approved it. Additionally, there are several date
parameters to choose from or you may select a specific date or date range.
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BobcatBUY will display a list of documents that match your search criteria. The number of results as

well as the number of pages will display. You may drill-down to the individual document to view the
details. You may edit your search or start a new search.
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