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What is BuyUSI?

BuyUSI is an on-line application that provides for a one-stop procure-to-pay system. The University
has partnered with ESM Solutions’ easyPurchase on-line application for its procurement needs. The
University has branded this application “BuyUSI” and it is where USI shops! The application allows
for creation of purchase requisitions through vendor catalogs and other order types, providing for a
one-stop shopping experience. Once all approvals are in place within the system, the order is
automatically transmitted to the vendor, and the purchase order is integrated with Banner.

Maximizing Site Performance
Browsers

The preferred Internet browser for BuyUSI is Google Chrome. To download this browser, go to
www.google.com, and type “Download Google Chrome”. Select the link that says “Chrome Browser -
Google”. It will take you to the webpage where you can download Google Chrome.

BuyUSI may also be used with the following browsers:
= Internet Explorer
= Mozilla FireFox at current version
= Apple Safari at current version

Maximizing Site Performance:
Email Notices

The BuyUSI system relies heavily on email notification to communicate issue regarding order
approval notices, order rejection notices, etc.

To ensure you receive all these applicable emails, please do the following:
= Note that all emails will come from noreply@esmsolution.com
= Add noreply@esmsolutions.com to your contacts or address book
= View your email SPAM folder to verify none of the BuyUSI emails have inadvertently been
delivered there.



http://www.google.com/
mailto:noreply@esmsolution.com
mailto:noreply@esmsolutions.com

Creating Orders:
Overview

Orders may be entered in BuyUSI from a desktop, laptop or iPad or smart phone
Orders may be in one cart, regardless of vendor type (catalog/non-catalog/punch-out)
Internet Browsers must be set to allow pop ups in BuyUSI

Orders within BuyUSI fall into one of three main classifications:

1. Catalog Punch-out: BuyUSI takes the user directly to the vendor’s site Catalog. Supplier
icon and link is displayed on the home page which connects to an on-line catalog

. Catalog Hosted: BuyUSI hosts (holds) a file of the vendor’s items, prices and product
information

3. Non-Catalog: Vendor exists in Banner but not found as a catalog in BuyUSI

Creating Orders:
Login

ACCESS BuyUSI:

Go to the MyUSI login page: https://my.usi.edu/web/mycampus/home

Click the “Portal Sign In”

e [ https://rmy.usi.edu/web/mycampus/home l Y Welcome - myUSI

unIvERSITY DF 2D
SOUTHERN [NDIANA

Welcome | Find Username

DO NOT GIVE PASSWORDS OUT Problems accessing the new myUSI? We recommend using Internet Explorer i ble? Try using www.usl.edu/start as an myUSI FAQ | Contact
VIA Email: Be wary of these scams. 7 or 8 or Firefox 3.0 and newer. For a more complete list of browsers we support, i ans of accessing your campus services.
click here.

myUSI
Help & Info

« myUSI FAQ

e Find Username Be informed. Downtime
» Find Password

Legal i

+ Polides

Enter network ID and password



https://my.usi.edu/web/mycampus/home

e )| @ https://cas.usi.edu/cas/login?service=http s2Fmy.usi.edu% Fportal%2Flogin L~ac ‘ & myCampus Secure Login
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A
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UNIVERSITY OF 5 Logln

SOUTH ERN INDIANA Need Help? Call 812-465-1080

Login:

Password:

| Reset Password | Forgot Password
‘ myUSI FAQ | Find Username

Click the BuyUSI button

/]

e' :ﬁg} https:-'-m;.:u;i.edu-‘grcup-m;.'campl I RL-ac H & Home - myUSI
[/ /

UNIVERSITY DF“@
SOUTHERN | JANA

iﬁ ‘4‘ Campus Life | Password Reset HelpDesk Message Admin | Alert Reporting | Office 365 Installation
mEagle Apps

FAnnouncements
Edit Preferences

== USI Online Services Entries =~ Manage Entries

IT Surplus Equipment Store
= FIM_Employee

Additional surplus equipment will be added on May 1st

= (30) 20" iMac computers
— » (12) misc. laptops
.E. g— * (3) Mac G5 computers with 20” wide flatscreen
BuyUST = Alsa: Optiplex 780 computers, Optiplex 760, flat screens

~= Employee Links
To access the store, click here or on the icon above.

IT Surplus Equipment Guidelines

A separate window opens and you are in BuyUSI.




=€ https://training.esmsolutions.com/Shop/BindShopMasterData O~ac|e Shop/Search - easyPurchas...

>SOUTHERN
[INDIANA

shop - jim prior, @ buyusi

m cart (0) checkout approve

Select Catalog |L|

Welcome to BuyUSI.... General

Your ONE STOP shop for all
purchases! m
Central Office Supply

Click on the following for
links: Office Supplies

Note: When you click the Log Out in BuyUSI, you get a ESM logoff page. You can close t_hat window
and you are still in MyUSI.

Creating Orders:
Non-Catalog

Non Catalog: A non-catalog order is an order issued to a vendor existing in Banner but not found as
a catalog in BuyUSI

1. Go to Blue “shop” button on top left part of screen
2. Click drop down arrow on right of “shop” button
3. Select “Non-Catalog Item”




of )| 8] htipsyraining esmsolutions.com/Shop/BindshopMast: O + @ B C | @) shop/search - easy... ‘

File Edit View Favorites Tools Help

x 2 JEEEEN # moweosow Map Search [HIMap Links $ Traffic (@ People Search % Tools [l Facebook B> Listen to the Radio I

==S50UTHERN
_[NDIANA
f@inz: fel@umversnty of southern indiana W/ cart(0) menuv help lo

art (0) checkout approve receive invoice v

Shop
Non-Catalog Il=m [x]

Welcome to BuyUSLI.... Hosted Catalogs

your one stop shop for all
purchases Fairfield Inn Evansville @

News and Events .
Fairfield Inn Evansville  Central Office Supply

- . Punch-Out Catalogs
Administration: 9

Dan Martens Director of Procurement Services
RasTenaL  oroove () Hisher
(812) 464-1790 Scientific

Dell, Inc Fastenal BA&H Photo Video Fisher Scientific Grainger

=y

Deb Weigand Assistant Director of Procurement
Services

Office Supplies
(812) 4641982

OfficeMax
Julie Weinzapfel Senior Buyer Q
(812) 485-1601 Offic (Demo)
Tricia Ticken Buyer Scientific
(812) 465-1058

VWREZS

Becky Weinzapfel Senior Purchasing Assistant
VWR

2/26/2015 |

TIP: No wildcards are needed to complete a vendor search.

If vendor does not exist in BuyUSI, please contact the Procurement Services Help Desk at: 1058

4. At “Supplier” Box/field type in name of Vendor you wish to purchase from (Field is not case
sensitive)

5. Enter or click “Go”

earch % Tools &l Facebook B Listen 1o the Radio KNEEERRIERATTITY

i 2- ®- N
TN[ ANA

approve _receive _invoice ~

Click on name in Blue
Click on green “New Item” button




. In the “ltem/Service” field enter the title of the item being ordered. Enter or tab.
. Unit of Measure (UOM) type in unit of measure (defaults to each). Enter or tab.
o Units of measure supported by BuyUSI are:

Board Feet

Bale

Box

Bottle

Can
Centimeter
Container
Case
Carton
Cubic Feet
Cubic Yard
Hundred Weight
Cylinder
Dozen
Drum
Days

Each

Foot
Gallon
Gross
Gram
Hour




Inch

Kilogram

Kilowatt

Pound

Linear Feet

Lot

Liter

Thousand

Meter

Month

Not applicable

Ounce

Package

Piece

Pack

Packet

Pair

Quart

Quarter

Roll

Set

Sheet

Square Feet

Square Yard

Services

Therms

Ton

Ton

Travel Related Services

Week

Weeks

Yard

Yards

Year

10.Entry Quantity desired. Enter or tab.
11.Enter price (do not use dollar ($) symbol). Enter or tab.
12.Click “Add to cart”.




File Edit View Favorites Tools Help
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non-catalog item - julie weinzapfel @ university of southern indiana

cart(0) checkout approve receive invoice v

Supplier: |Corporate Design

Supplier Nome: Comarnte Dasice

ErOoOEcE@E~TE O

Non Catalog Item/s... * |8

p Search [FMap Links 8 Traffic [@People Search 4# Tools iFacebook B> Listen to the Radio [N ISIREIY
ebry Vel = ercasen- CNN- (3 0B~ N

JTHERN
[NDIANA

non-catalog ite einzapfel @ university of southern indiana

cart(5) checkout approve receive invoice v

Supplier: |Corporsts Design

In Progress: Copacs
Supplier Name: Corporste Desicn

Desk et Catalog tem & List Price: 260,00 USD
MEGProvider: UOM: Each
Supplier: Corporsie Desian I s
Contract Name: s - Non-Catsiog ltem Mem Total: 125000 USD

ErOoBEoE@ErDE 27N

**At this point, you may either add another item for this vendor by clicking “New Item”, order items
from other vendors or catalogs, or place the order. To add more orders from other vendors, follow
the instructions for the type of catalog order you are placing (hosted, punch out or non-catalog).

If you want to check out, refer to the section entitled “Checking out: Convert Cart to Order”.




Creating Orders:
Hosted and Punch-out Catalogs

There are two types of catalog orders: Hosted and Punch-out. The icons for both are located on the
main shopping page.

Hosted Catalog: Hosted catalog orders are where BuyUSI holds (hosts) a file of the vendor’s
items, prices, and product information. You do not actually go to the vendors’ website.

Punch out Catalog: The order actually “punches out” to vendor’s live website. Each site is vendor
specific, therefore these directions are general. Each Website will vary.

Begin by searching for products:

1. Click on Blue “Shop” button on top left part of screen
2. Click on the catalog icon(from main landing page-right) you wish to order from

€ https: ;.esmsolutions.com; gindshopMast O = @ B € | @) shop/search - easy.
File Edit View Favorites Tools Help
x [ |EEEEl  roemwokemy Map Search [FMap Links & Traffic [@People Search 4 Tools i Facebook B> Listen to the Radio I

1. Go to Blue “shop”

TS 7 2. Then click on catalog icon you wish
m cart (1) checkout approve

to order from

Select Catalog |=]

Welcome to BuyUSI.... Hosted Catalogs

your one stop shop for all
P“l’ChRSL‘S Fairfield Inn Evansville @

Nows and Events Fairfield Inn Evansvile ~ Ceniral Office Supply

. . Punch-Out Catalogs
Administration: o

Dan Martens Dwrector of Procurement Services
(812) 4641750 PASTENAL  B+iProovies GRAINGER

Dell, Inc Fastenal B&H Photo Video
Deb Weigand Assistant Director of Procurement
Serviees Office Supplies

(812) 464-1982
(@ officeMax
Officemax (Dema)

Scientific
(812) 4651058

VWREZ D
Becky Weinzaplel Senior Purchasing Assistant
|___VWR Intenaticnal

G e - | il e




3. Atthe “Keyword Search” field, located at the top of the screen, type in the name of the item you
are searching for. (Not case sensitive).

4. Enter

o - R asteD: 0 = At Keyword Search box, type

File Edit View Favorites Tools Help

o =y N Name of item you are

hing for:

shopping results - julie weinzapfel @ univer: f southern indiana - total items found: 24

m cart (1) check pprove receive invoice ~

Central Office Supply - sort by : |Relevance v| rows

Catalog htem #: Central -001 List Price: 356
MFGProvider: OfficeMax Contract Price: 3 33 USD
Supplier: t f ¥ UOM: Box
Contract Name aty:

Item Total: 0.00 USD

Catalog tem #: Central .002 List Price: 1.66
MFGIProvider: Sharpie Contract Price: 1,82 USD
Supplier: UoM: Box

Contract Name: aty:
Item Total: 000 USD

Catalog lem #: Central -005 List Price: 0.4
MFG/Provider: Officelax Contract Price: 0.41 USD
Supplier: Ceniral Of y UOM: Box
Contract Name: ary:
Item Total: 000 USD

Catalog ltem #: Central -006

= NFEY W R EADS

5. Items will pull up.

6. Scroll through items

7. Select the item you want and click on product or quantity/enter.
**For punch out catalogs click on link to specialized areas and follow the individual website
format for ordering. Once your selection is complete, you will be redirected to BuyUSI to
finalize the order.




@) nitpsytaining esmsolutionscom/Shop/BindshopMasterD: O + B C || -8 Shop/Search - easy..
file Edit View Favorites Tools Help

x o [scissons EESER #roe=oso Map Search [FMap Links @ Traffic @ People Search ¥ Tools EiFacebook B> Listen to the Radio I

_NDIANA

shopping results - julie weinzapfel @ university of southern indiana - total items found: 2 cart(1) menuv help

shop|v cart (1) checkout approve receive invoice ~

Central Office Supply x| [stapler ) sortby: Relevance ﬂ rows / pg mﬂ

Catalog Item # YSegtral -010 List Price: 8.62 m
MFG/Provider: Swingll Contract Price: 8 85 USD

Supplier; Cerral O iy UOM: Pack 7\
Contract Name: Oty: 1

Type in itein you are searghing for

Catalog hem #: Central -011

ider. OffceMax All matches Will pull up
Select the one\you wan

Update quantity

Click green “add to cart” button

20002015 ESM Solutions Corporaton, Allights reserved

155PM |
TEBEEOHEND®

8. Click in quantity. (Defaults to one.) Update quantity. Enter.
9. Click green “Add to cart” button
10.0rder is now shown in your cart at the main shop page

**At this point, you may either add another item for this vendor, by searching for another item, or
place the order. To add more orders from other vendors, follow the instructions for the type of
catalog order you are placing (hosted, punch out or non-catalog).

If you want to check out, refer to the section entitled “Checking out: Convert Cart to Order”.




Creating Orders:
Hosted and Punch-out Catalogs

11.Find the search box for the specific website. Enter search criteria and follow prompts for specific
website.

(o) ity mie N " pxic= -
(o) emier.dell.com/portal/standardconfig.aspxic= ent 4

2 Premier.Dell.com - Client & Enterprise Solutions, Software, Peripherals, Services - Windows Intemet Explorer

Buy Online or Call 1-800-388-8239
Shop Support My Premier

¢ orderstans B EQuotes

Premier

Software & Peripherals Best
S&P Sellers,
Choose from our best-seling
SoMware & Peripherals $140.00 e ¥ Addito Cart electronics, PG accessones,
NVIDIA NVS 300 X18 PCIE 512MB-DDR3 ¢ 00 00 c ze »Add1o Cart T,sffﬁa\m prmes
DUAL DVI-VGA - .

CORD PWR 125V.2 $5.00 mize b Addto Cart
ASSYDVD+-RW 8 54799 mize ¥ Addto Car

Ueo-riexlinOne SCLIASIENd Secure 5100 65 » Customize b Add 1o Can ntact Your Accourt Team

Premier Page and PremierConnect B28 Technical Support
Toll Free Number : 1-877-542-3355

Premier Helpaesk Mallbax : premier@asl com
PremierConnectB28 Mailbox: Giobal_b2h_support@dell com
Hours : 7.30am - 5:30pm US CST, Monday - Friday

Software & Peripherals
Use our Selectors 10 quickly find parts for your Del system
¥ SnP Homepage>

<

Tricia Tieken Buyer Scientific

(812) 465-1058
VWRe S

Becky Weinzapfel Senior Purchasing Assistant
VR International

| © |Sllodlezz (v

Results of the search appear here:

(2 Premier.Dell.com - Client & Enterprise Solutions, Software, Peripherals, Services - Windows Intemet Explorer = e =

er.dell.cam/port;
N # Find
University of Alabama aBbCel daBbcer Assveel | A %, Replace

ntense £m, ntense G Change
Intense E Quote  Iemse Qu- L Thange oy

¢ orderstans B EQuotes

Buy Online or Call 1-800-388-8239

Premier

Software & Peripherals Best
S&P Sellers,
Choose from our best-seling
SoMware & Peripherals $140.00 e ¥ Addito Cart electronics, PG accessones,
dispiays and printers.

NVIDIA NVS 300 X16 PCIE 512MB-DOR3  ¢100 00 stomize b Add 1o Cart Shop Now >

DUAL DVI-VGA
CORD,PWR.125V.2 $5.00 ¥ Customize » Addto Cart
ASSYDVD+-RW 8 54799 stomize ¥ Add to Cart

gle:r;‘?ex All-in-One SC Lift Stand Secure 00 o0 ze ¥ Addto Cart

Premier Page and PremierConnect B28 Technical Support

Toll Free Number : 1-877-542-3355

Premier Helpaesk Mallbax : premier@asl com
PremierConnectB28 Mailbox: Giobal_b2h_support@dell com
Hours : 7.30am - 5:30pm US CST, Monday - Friday

Software & Peripherals
Use our Selectors 10 quickly find parts for your Del system

¥ SnP Homepage>

Page: 18 of 20 | words: 1165 | % | 3 |




12.1tems will pull up. Select the item(s) you want.

(2 laptop - Dell - Search - Higher Education Institutions - Windows Internet Explorer ?m@ = [P
= . = — s @
@) hitpy/search dell.com/results aspx?s=hied@c=ysil=enfcs=RCI5907 3&cat 23
= # Find

Buy Online or Call1-800-388-8239 University of Alabama laBbCel 4aBbCel AaBbCel A % Replace
Itense Em..  Quote  Intense Qu..  Change

Search: laptop'

Lt select -

Search Results for "laptop”

Narrow your selection: LTl Help & Support
Product Category
»Laptop Computers (29) Gri | List
P PC Accessories (959)
P D&l Tabiets (3)
rojectors (3
+ Dell Chomebooks (1)
P
¥ Laptop/Notebook Power (481)
re (379) Dell XPS 15 Notebooks
Cooling & Data Center Ultrahigh resclution meets powerhouse performance.
re (350) See Ine diflerence over eighl million pirels can make In the new XP'S 15, avallable
. With UtraShar ™ 4K Utra HD touch dispiay and powerful processors
196 - Up to 4ih Gen Infekd Core™ processors
. WINGows B.1 Operaling System
+ Up to 1TB hard drive
- MSATA 5olld-State arive or 51268 SSO options
. UtraSharp™ 4K UHD 15 6" touch dspiay

123456

aView More

Shop By Brand
PDell (819)

» 3Dconnexion (1)

3M (53

» Apsolute Somware (24)
¥ Actiontec. Electranics, inc Dell Latitude E5450/5450

+ Addonics Technologies Premium design and productivity your mobile workforce needs.

» Adesso | Keep your mobile worklorce productive anywhere with a fully featured, beautifully
BView More designed workhorse laplop thal's secure, manageable and reliable.

¥ Customize it

Page: 19 0f 21 | words: 1368 | <5 | 73 |

Bl € [Cilledlez]w

13.Follow the prompts for each specific punch-out Vendor website (again, vendor website specific)

/2 The Dell Onlir Your System - Explorer = | = o =

Buy Online or Call1-800-388-8239 University of Alabama

Shop Support My Premier Keyword or Service Tag

Review Summary

1 COMPONENTS 2 SERVICES & SUPPORT

XPS 15 - Preconfigured with
standard lead time
Price $1,976.32

[3sPreiminary Ship Date 3162015

Please Take a Moment to Review

Review Your XPS 15 - Preconfigured with standard lead time i AT PM

XPS 15 - Preconfigured with standard lead time Unit Price: $1,076.32
XPS 15, Windaws 8.1 (6481) English

SYSTEM OPTIONS
Operating System Windows 8.1 (848it) English
OTHER OPTIONS

Business Essentials
Tahlat drrassnrias

Tricia Tieken Buyer Scientific

(@12) 4651058
VWRED

VWR International

Becky Weinzapfel Senior Purchasing Assistant

Bl e [Cloilzz|w]




14.Finalize order and select the button on the specific website that allows you to load your cart and
select

@ 9-0 & 0-76E5-%E|-
(2 The Dell Online Store: My Cart - Windows Internet Explorer =N EE]

(@) hup://premierecomm.dell.comydellstore/basketaspxPc=usé 073&-en&s=hied&

AaBbCeL AaBbCcl
Buy Online or Call1-800-388-8239 University of Alabama Dell recommends Windows. Quote  Intense Qu.

= =

My Cart

Secan (B

Summary View | b Detail View

CIMI Order Requisition
— e © Continue Shopping © Save as E-quote O

XPS$ 15 - Preconfigured with standard lead time ¥ Remove ltem Qty Unit Price

XPS 15 (9530) 1
XPS 15, Windows 8.1 (64B1) English

¥ Adjust System Update Total
Estimated Ship date: J16/2015

Coupon Entry
Enter coupon number

$1,976.32

@ Apply Coupon

Note: Coupen savings are only applied to items you have added to your cart

Sub-total $1.976.32

Order is now shown in your cart at the main shop page

Page: 21 of 23 | Words: 1,168 [ <P | 3 |

Bl 2. EJJ@”@H

With Dell orders you must always check “| WILL NOT export...” in order to proceed with order

(23 The Dell Online Store: Shipping - Windows Interet Explorer =

(@ nttps//premiere n dell.com/delistore

# Find
Buy Online or Call1-800-388-8239 University of Alabama ] 5 laBbCcl 4aBbCcL AaBbCcl A\ 2

@ Shop Support My Premier

Shipping ﬂ "Z“’n"i V/ Norton

_ PAYMENT VERIFY & SUBMIT ORDER REG)

* Indicates Required Fieids

Shipping Option

Shipping option refers to the time it takes for your order Joive aher it has shipped - & does not include the time i takes us to process and have your
order built/prepared for delivery.

@ No Charge - Lowest Cost 3-5
2Business Days

Next Business,

® | WILL NOT export this order outside the United States

1 WILL export this order outside the United States
The export of anv product and software ourchased from Defl must be made in accordance with al relevant aws of the United States

Page: 20 0f 23 | Words: 1168 | 3 |

& [alloil2
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(2 The Dell Online Store: Verify & Submit Order - Windows Intemet Explorer

}(\»nnps dell.com/defistore/chkouts

Buy Online or Call1-800-388-8239 University of Alabama

Shop Support My Premier

Shopping
Guarantee

VERIFY & SUBMIT ORDER REQUISITION  f &%, (/Norton

Your Order Requisition is nearly complete. Please review the following details and edit i necessary. Select "Submit Order
Requisition” (bottom right) to submit
Unless you have a separstely signed sgreement between you and Delthat speciicaly spples o this order, by clcking o the 'Subrnn
Your Order”buton, you agree to Def's COMMERC RM E (or purchases meantfor interal use), o the RE

ERMS ALE (for purchases meant for resale), as WE" VARRANTY and applicable CE DESCRIPTION|
THESE TERMS CONTAR MPORTANT NFORMATION ABOUT YOUR RIGHTS AND OBLIGATIONS, INGLUDING LMITATIONS OF
LIABILITY, These terms are hereby fully incorporated into the transaction and are available in hardcopy from Dell upon request

SHIPPING PAYMENT

University of Alabama Purchase Order

Order Requisition Date and Time:
February 27, 2015 1.47 PM CST

ViewlPrint Cart
© Print Order Summary
@ Print Order Details

Payment Method
Shipping & Handling Method Credit Terms
No Charge - Lowest Cost 35 Day Delivery

/ Edit Contract Code

ol

8| sapbcer wambcal A
Dell recommends Windows. A

# Find -
%, Replace

Quote  Intense Qu

k& Select -

‘Shipping

Page: 21 of 24 | Words: 1170 |

L O

15.0rder is now shown in your cart at the main shop page. If you click on cart, your order is now
visible and ready to proceed.

e || €| nttpsy//training.esmsolutions.com/Cart/B

File Edit
x 2

0~ B2 & € can- easypurchase

View Favorites Tools Help

|-

—DSOUTIERN
TNDIANA
cart - julie weinzapfel @ un{versity of southern indiana

shop ~ m checkout approve

receive invoice v

sort by - |Price low 1o high ﬂ rjws / pg mﬂ

Catalog tem #: 210-ABLN
MFG/Provider: Dell
Supplier: Dell Inc
Contract Name:

Total Item(s) in Cart:
Number of Suppliers:
Cart Subtotal:

Tax:

Cart Total:

ook Map Search (5] Map Links & Traffic (@ People Search % Tools 8] Facebook B Listen to the Radio IIESERTEEEET]

W/ cart (1) menuv help

Convert Cart to 1 transaction(s): m

List Price: 1976 32 USD
uom: EA

aty:

tem Total: 1,976 32 USD

' =3

1

1
1,976.32USD
000USD
1,976.32 USD

Convert Cart to 1 transaction(s): m

©2000-2015 ESM tion, Al Aghts resenved.

148 PM

3 220
(o] ey 2 == 227/2015

)




**At this point, you may either add another item for this vendor, by searching for another item, or
place the order. To add more orders from other vendors, follow the instructions for the type of
catalog order you are placing (hosted, punch out or non-catalog).

If you want to check out, refer to the section entitled “Checking out: Convert Cart to Order”.

Checking Out:
Converting Cart to Order:
Header-Entering FOAP(S)

Checkout is where the following actions are performed:
U View Header, commodity and footer information
o Change order type if necessary
Edit the transaction name
Add attachments
Add internal and external notes
Add Description and Business Purpose
Update ship to and bill to information
o Assign Banner Finance Fund, Organization, Account and Program (FOAP) codes
O Request Approval
U View Workflow

To checkout do the following:

1. Click the “CART” tab on the home screen at top. The “cart” tab is where you may review the
items you have selected and change quantities if desired. You may use the “delete” button to
remove an entire commaodity line.

You may also return to “shop” from the cart if necessary. Additional items selected will be added
to the current cart.

. Select the desired “sort by” and click “go”

. To the right you will see “Convert cart to ___ transaction(s)”. The number of transactions is equal
to the number of vendors.




4. Click on green “Continue” button to convert the cart, which begins the process of converting the

requisition to a purchase order.

e‘ €| htps: ng.esmsolutions.com/Cart/Bindy B & | € can - easyPurchase

File Edit View Favorites Tools Help

x 2 mapsgaloy Map Search [B|Map Links & Traffic (@ People Search %% Tools i Facebook B> Listen t adio [
‘—‘%?SOUTI [ERN

cart - julie weinza, niversity of southern indiana cart(1) menuwv help

shop ~ m checkout approve receive invoice v

sortby : [Pricelowtohigh || rows /pg: 10| Convert Cart to 1 transaction(s): m

Catalog item #: 210-ABLN List Price: 1,976 32 USD
MFG/Provider: Dell uoM: EA

B o 1 =n

Contract Name: Item Total: 1,976 32 USD

Total Item(s) in Cart: 1
Number of Suppliers: 1
Cart Subtotal: 1,976.32USD

Tax: 000USD

Cart Total: 1,876 32 USD

Convert Cart to 1 transaction(s) m

CE s e EE

Once you have converted the “cart to transaction(s)” you are taken to the “checkout” tab where you
see the items separated into requisitions (transactions) for each vendor.

Click on the “Check out” Tab

e €| httpsy//training.esmsolutions.com/Requisition/BindReqt O ~ @ B €| Regquisition Workbe...

File Edit View Favorites Tools Help

x 2 JEEEER = moweodiol Map Search [ Map Links & Tratfic (@ Peaple Search % Tools &l Facebook B Listen to the Radio [N

—DSOUTIERN
TNDIANA

checkout - julie weinzapfel @ uniwgfsity of southern indiana cart(0) menuv help

shop v cart (0) approve receive invoice v

selection : |Recent ﬂ Transaction # PO# sortby : Create Date V] rowsipg mﬂ

Transaction #: 18124 Payment Form: PO Selection: Active
* Transaction Name: 02/27/2015-13:50-558 Release Method: | Electronic ~] Status: Unsubmitted Transaction
Room 142-Dell, Inc. edit ﬂ System Note: None

Order Type: |Regular Order
Requester: Julie Weinzapfel SS8 e
Room 142 External Note: ac

Create Date: 2727/2015 Internal Note:
Supplier: Dell, Inc. Fiscal Date: 2/27/2015 T reset
Total Line items: 1 Purchase Order & 20259
Total Value: 1,976.32 USD

Next Step: Provide Missing Data [ v|

* Description:
* Business Purpose:
* Ship To- Attn: Julie Weinzapfel SS8 Root

* Chart of Accounts:
Index Code: Select Index | ¥ | details
" BL Acct. Code: Select Account

© 20002015 ESM Solutions Cororatn, Al ignis reserved.
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You will see your order(s) in number sequence to the left (1, 2, 3, etc.) with a small arrow to the
right of each.

Go to the order you wish to release

Click on the small arrow next to the order number. This will expand the order into three sections:
A. Header
B. Commodity Line Iltems
C. Footer

€ hitps: esmsolutions.com req O ~ @ B G | € Requisition Workbe.
File Edit View Favorites Tools Help
2( JEESER # roeoso Map Search (B Map Links @ Traffic (@ People Search % Tools iFacebook B Listen to the Radio [
Transaction #: 18124 Payment Form: PO Selection: Active

Transaction Name: 02127/2015-13 50-858 Release Method: |Eleciionic S Status: Unsubmitted Transaction
Room 142-Dell, Inc. edi ne
e Order Type: | Regular Order v CohEmhns
Requester: Julie Weinzaplel SS8 el
Room 142

External Note:

A. Header Create Date: 212712015 Internal Note: Lo

Supplier: Dell, Inc Fiscal Date: 22772015

Next Step: Provide Missing Data | w

Total Line Items: 1 Purchase Order #: 20259
Total Value: 167632 USD Description:

Business Purpose:

Ship To - Atn: Julie Weinzapfel SSB Roo

Chart of Accounts:
Index Code: Select Inde:
GL Acct. Code: S

1 tem/Service: ) XPS 1 Need By Date: : Contract Price: 1.676.32 USD
¢ = External Note: UOM: EA

B Internal Note: Rl m

Aux Field 1: item Total: 1976 32 USD

Aux Field 2:

Commodity - TR
Line items ot o Ao

Index Code:
GL Acct. Code: Select Accour!

Transaction #: 18124 Ship To: Suppont Services Dock 1,976 32 USD
8600 University Bivd

Supplier's Terms: 0.00USD
. ooter Support Services Building : 0.00 USD

Evansville, IN 47712 edit 1,876 32 USD

“Bill To - Attn: Accounts Payalbe

@ e EEN e

A. Header:
U Change order type if necessary:
e Go to the header section and find order type.




eople Search 4 Tools &) Facebook B> Listen to the Radio
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checkout - julie weinzapfel @ university of southern indiana

shop cart (0) m approve receive invoice
ection : |Recent Transaction # Poe tby: Create Date

Item/Service:
Catalog Item

° @ 5 ‘ [ ‘\ ‘ d
Use drop down arrow to see all order types and to update as applicable.

The following order types are supported in BuyUSI:

Regular Order Standard Purchase over $500 both catalog or
non-catalog

IT Regular Order Hardware, Software, Licenses, Computer
Maintenance, Software Maintenance
Printing Regular Order Orders that involve artwork, printing,
brochures, etc.

Standing Order Orders that renew each year, Blanket orders
that cover supplies or services

IT Standing Order Software licenses

Physical Plant Standing $5K Projects costing up to $5K

Physical Plant Standing $10K Project costing up to $10K

Project with Retainage Project where we hold a percentage of
contract’s final payment until project
completion

Project over $150K Project costing $150K or more

Furniture Order Any furniture order placed




U Add internal and external attachments and notes:

1. External Notes and attachments: Vendor will see and print on the PO.
Examples would include special shipping instructions, license key information,
etc.

2. Internal Notes and Attachments: Vendor does not see. Example would include
quotation notes, etc.

If the order is a resubmission following a rejection, the previous rejection reason

will display in the internal notes.

Click “attachments” to add attachments associated with the order.

If notes already exist, a portion of the note would be visible on this screen and the

link would say “edit”

If no notes exit, the link will say “add”. Click the “add” or “edit” link to include your

own notes

If notes already exist, be careful not to overwrite them.

Click “Update” to add the notes or attachments

*Notes pop-up in a new window:

L ~ @ B & | € requisition Workbe.

JIEEER # roeostonr Map Search [FMap Links $ Traffic [ People Search % Tools i Facebook B> Listen to the Radio [N

—=3SOUTHERN

checkout - julie weinzapfel @ university of southern indiana

External Note - easyPurchase - Training
Recer

Trans
Transactic

Ri

Cre

Tol

Itemyservice: Need By Date:
Catalog Item #: External Nots:
Internal Note:
Aux Field 1
Aux Field 2

Ship To - Aftn: [Julie Weinzapfel SSB Roc

;‘_‘"\E'J Qs ozE@EENDE

U Fiscal date: should pre-populate today’s date. This shouldn’t change unless the order is
being entered in June for a July 1 date at end of fiscal year




You will see the PO # at this point. This is a system generated number.

.[Type a quote from the document or the summary of an interesting point. You can position the text box

anywhere in the document. Use the Drawing Tools tab to change the formatting of the pull quote text
box.]

€] https esmsolutions.com, P~ @ 2 G| -8 Requisition Workbe
File Edit View Favorites Tools Help

# [Support Services Training Room BN roveocien Map Search [ Map Links @ Traffic [ People Search % Tools [EiFacebook B> Listen to the Radio I

election : |Recent w| Transaction@

Transaction #: 18124 Payment Form: PO

* Transaction Name: 02127/2015-13:50-558 Release Method: Status: Unsubmitted Transaction
Room 142-Dell, Inc. view

Order Type:

Requester: Juie Weinzapiel SSB

System Note: None

External Note: o Next Step:
Create Date: 2/27/2015 Internal Note:
Supplier: Dell, Inc Fiscal Date:
Total Line items: 1 Purchase Order #: 20259

Total Value: 1,976.32 USD Description:

Business Purpose:

* Ship To - Attn:

* Chart of Accounts: |
Index Code:
GL Acet. Code:

1 Mem/Service: XPS 1 Need By Date: 04/0272015 i Contract Price: 1,978 32 USD m
Catalog ttem # ! External Note: UOM: EA
Internal Note: Qty: 1
Aux Field 1: Laptop hem Total: 1,976 32 USD
Aux Field 2: airs raining
Ship To - Aun: Julie Weinzapfel SSB Rool

Chart of Accounts:
Index Code:
GL Acct. Code: 10001-01000-76120-140

Transaction # 18124 Ship To: Support Services Dock Subtotal:  1,676.32 USD
Supplier's Terms: 8600 Universiy Bl Tax: 0.00 USD

& W= | 22° | Wi L@s O E@EBN DT 1

v

you will
do this for each item. (99 characters allowed)

U Business Purpose: type in business purpose for purchase. (why you are buying it. Example: T-
shirts to give away at Springfest). Be as specific as possible. (The order may be rejected if the
business purpose is not complete).

O GL Account Code: (Banner FOAP):
For entering the Banner FOAP information, you have two choices:

1. Select the “Details” link after the title “Index Code”

e The Index is a shortcut to create defaults for the three other codes Fund,
Organization (Org), and Program (Prog).
The index code is usually the same as your Fund OR Organization code, so it
should already look familiar to you. (In Banner, the Program code defaults
from the Fund or Organization code.) Refer to the Financial Manager’s
listing as needed.
If you use an Index code and the other three codes are populated, DO NOT
change any of those three codes individually. i.e. Do not change the
Program code because you think it should be another value.
Note that the Program code is only four digits and all of the other codes are
five digits. Do not add a leading zero to the Program code to make it 5
digits.




You will still need to populate the Account code. The account code should always be a
type of expense and those codes always start with “77.

2. Select the “Details” link after the “GL Acct Code”
Populate the appropriate Fund,
Populate the appropriate Org
Populate the appropriate Account
Populate the appropriate Program
*refer to the Financial Manager’s listing for assistance as needed.

The system will validate for a proper combination of Fund, Organization, and Program
codes as defined on the Financial Managers spreadsheet. Any invalid combination will
cause an alert and prevent the order from being created.

The Chart code is not used because it is always “U” for University. “F” for Foundation is
never used on a Purchase Order.

When using the drop-down list for any of the FOAP elements, note that only the first few
values are shown. You can’t scroll down the list to see all of the codes. If you need a
higher number, start typing the number and the drop-down list will jump to the codes that
start with those digits. Once you choose a code from the list, notice the description that is

displayed next to your code. Take a moment to verify that the description is correct so you
know that you chose the right code number.

You may also perform a FOAP split on this screen:

Click “update” to allow entry in the split detail section

In the “%Split” field, 100% will default.

Change this amount to the applicable percentage

To add another FOAP select another Favorite or search for a FOAP

Once the FOAP information has been entered, click the following:

e Update

e Apply
e Update

B. Commodity Line Items: ltem/Service section
U You can view item information by clicking on the ltem/
Service link
Need by date: Use calendar to select need by date
Ship-to Individual information
Quantity
You may perform a FOAP split by $ on this screen




Click “update” to allow entry in the split detail section

In the “%Split” field, 100% will default.

Change this amount to the applicable percentage

To add another FOAP select another Favorite or search for a FOAP

€| hitps esmsolutions.com Reqt O ~ @ B G | € Requisition Workbe
file Edit View Favorites Tools Help

2 |EEETEl + receoscey Map Search [ Map Links @ Traffic [@ Peaple Search %% Tools i Facebook B> Listen to the Radio [N

Transaction #: 18124 Payment Form: PO
Transaction Name: 02/27/2016-13:50-S58 Release Method:
Room 142-Dell, Inc
) Order Type:
Requester: Julie Weinzapfel SSB
Room 142 External Note:
Create Date: 2/27/2015 Internal Note: = ta
Supplier: Dell, Inc Fiscal Date: 21277201
Total Line items: 1 Purchase Order 8
Total Value: 1,976.32 USD Description:
Business Purpose:

* Ship To - Attn: Ju

Chart of Accounts:
Index Code:
GL Acct. Code:

1 tem/Service: ) XPS 1 Need By Date: ; Contract Price: 1.676.32 USD
e External Note: UOM: EA
Internal Note: oy 1

Aux Field 1: e Total: 1976 32 USD

Aux Field 2:

CO mm Od |ty * Ship To - Attn: Julie Weinzaple! SSB Rool

Chart of Accounts:

Index Code:
GL Acct. Code: Select Account

Transaction # 18124 Ship To: Support Services Dock 1,976.32USD
e 8600 University Bivd 000USD
Support Services Building : 0.00USD

Evansville, IN 47712 1. 578.52 USD

“Bill To - Attn: Accounts Payalbe

@ e EEN e

C. Footer
Update ship to and bill to information
¢ The ship-to defaults to Support Service Dock (which is the main ship to for

campus) If you need to have the order delivered to a different location,
contact Procurement Services at Ext. 1058.

Supplier terms.

Review

Validate

Request Approval (Green button)

View Workflow




€| https://training esmsolutions.com/Req: dreq O ~ @ B 0| € Reguisition Workbe.

File Edit View Favorites Tools Help
x 2 s mopageicny Map Search [ Map Links @ Traffic (6l People Search %5 Tools [l Facebook B> Listen 1o the Radio
Transaction #: 18124 Payment Form: PO Selection: Active
* Transaction Name: 02127/2016.13 50-558 Ralasts Mathod: [Becionc Status: Unsubmited Transaction
Rt 142-Dell, Inc. edit :
oam o Order Type: Regular Order PR
Requester: Julie Weinzapfel 558
Room 142

External Note: add aftachments Next Step: Provide hissing Data |
Create Date: 22712015 Internal Note: 2k aftachments
Suppli Dell, inc. Fiscal Date: 2272015
Total Line ltems: 1 Purchase Order #: 20259
Total Value: 1876 32 USD - Duscription:
* Business Purpose:
“ Ship To - Attn: Jule Weinzapfel SSB Roo

“ Chart of Accounts:
Index Code: Select Index | ¥ | o
“ GL Acct. Code: Select Account [ details

tem/Service: XPS 9590P5 15 Need By Date: : 197632 USD
Catalog Item & 2104511 External Note: add attach FE

Internal Note: add attachments 1 m

* Aux Field 1: : 1,976.32 USD
* Aux Field 2:
* Ship To - Attn: Julic Weinzapfel SSB Roo

Chart of Accounts:
Index Code:
GL Acct. Code: Select Account

Transaction #: 18124 Suppon Services Dock

Supplier's Terms: 8600 University Bivd
ooter Suppor Services Buaking
Evansville, IN 47712 edit

“Blill To - Amn: Accounts Payalbe

€| https://t esmsolutions.com/Req; L-a82 0| € Reguisition Workbe.

File Edit View Favorites Tools Help

% [ Support Services Training Room ISR roveosioy Map Search (B Map Links 8 Traffic [@ People Search % Tools i Facebook B> Listen 1o the Radio

- julie weinzapfel @ uni ity of southern indiana W/ cart (0) menuv help

shop v cart(0) m approve receive invoice ~

selection : Recent E] Transaction # PO#: sort by : |Create Date 3 rows /pg : mE‘

Transaction #: 18124 Payment Form: PO Selection: Active
* Transaction Name: 02127/2015-13.50-558. Relsase Method: |Electronic Status: Unsubmitied Transaction

&
Room 142.Dell, Inc. edit i
EAIE Order Type: Froposal Order v Crb==hee m

Requester: Julie Weinzaplel 558
Room 142 External Note: acd aftachments Next Step: [Request Approval [

Create Date: 212712015 Internal Note: a0 aftac hments
Supplier: Dl Inc. Fiscal Date: 3172015 | 14 reset
Total Line Items: 1 Purchase Order #: 20259
Total Value: 1,976 .32 USD - Description: Laptop
“ Business Purpose: Academic Afiairs training 1
* Ship To - Attn: Julie Weinzapfel SSB Roal

* Chart of Accounts: U
Index Code: details
~ GL Acct. Code: 10001-01000-76120-1400

Thank you for using BuyUS!

155 PM

o
- e 2/27/2015




You will get a message at the top of the screen telling you that the order went through.
Also, the button to the left will change from green “request” to blue “view”

E=REcy |
e €| https: esmsolutions.co gindReq O « @ B & | € Requisition Workbe
File Edit View Favorite: .
£ [[Support Services Training Roo |EEETEl + receoscey Map Search [ Map Links @ Traffic [@ Peaple Search %% Tools i Facebook B> Listen to the Radio [N Lo
v
- = | 1 N

checkout - julie weinzapfel @ university of southern indiana

shop ~ cart(0) m approve receive m

Match - Header
selection : |Recent Transaction # PO# Match - Line ae  [v]| rows
No Match

Transaction #: 18124 Payment Form: PO Selection: Watting
Transaction Name: 02/27/2015-13.50-SSB Release Method: Electronic Status: Pending GL Check

pa: [10]w
Room 142-Del, Inc. view e e e System Note: Hist m
Requester: Julic Weinzapfel SSB e

Room 142 ol : ViewWordow  [v]
ntemal Note:
Create Date: 22712015 e
Fiscal Date: /172015

Supplier: Dell, Inc
Total Line ltems: 1 Purchase Order # 20259

Total Value: 1,976.32 USD

“ Ship To - Attn: Julie Weinzapfel SSB
Room 142

“ Chart of Accounts: U
Index Code:
GL Acct. Code: 10001-01000-76120-1400 detai

1 2000-2015 ESM Soluions Corporation, All ights resarved.
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At this point you can view the workflow and progress of your order.

Viewing Workflow
At Checkout:

Workflow is the approval path an order follows
Viewing the workflow may only be done from the Header of the order
Viewing the workflow is a not a requirement to creating an order.

To view workflow:

¢ Inthe “Next Step” field select “View Workflow”. Click the “view” button once it is displayed




Q )| €] https://training.esmsolutions com/Requisition/BincRect O ~ @ B & || €| Requisition Workbe, | Financial Managers - U. ‘ ‘

File Edit View Favorites Tools Help
x 2 JEEEER)  moeeove Map Search (5] Map Links & Traffic (@ People Search % Tools (i Facebook P> Listen to the Radio [ 46°F Evansville, IN
= :I)I\S]OUTHRRN

- julie weil @ uni ity of southern indiana cart(0) menuv help

shop v cart(0) m approve receive invoice v

selection : |Recent [v] Transaction#: PO# sortby : |Create Date [v] rowsrpg: 10V

Transaction #: 18153 * Payment Form: PO Selection: Waiting
* Transaction Name: 02/02/2015-11:05-SS8 Release Method: Electronic Status: Failed Encumbrance
Roogl2asienaliew Order Type: Regular Order System Note: Alert

Repres=e DB RIS External Note: please ship to teaching

(R B theatre view attachments Next Step: | View Workflow v

Create Date: 3/2/2015 @

Supplieclistenal Internal Note: 03/02/2015 1955 UTC
Total Line Items: 2 Martens Dan, SSB... view
Total Value: 4,484.73 USD attachments (1)
Fiscal Date: 2/27/2015
Purchase Order #: 20265
* Description: Saw Blades
* Business Purpose: Art Exhibit

* Ship To - Attn: Julie Weinzapfel SSB
Room 142

* Chart of Accounts: U
Index Code:
“ GL Acct. Code: 10001-03090-76220-1400 details

Thank you for using BuyUSI

©2000-2015 ESM Solutions Corporation, Al ights reserved.

<[ B ) s

Top to bottom is the consecutive flow of the approval path for the order:

€| httpsy//training esmsolutions com/Rec O~ @ B & | € Requisition Workbe.. = Financial Managers - U.. | |
file Edit View Favorites Tools Help

x 2 JEEEEN « moseow Map Search [HIMap Links $ Traffic [@ People Search % Tools i Facebook B> Listen to the Radio ) 46°F Evansville, IN
=_437[501J'1'1 IERN

checkout - julie weinzapfel @ university of southern indiana

shop ~ cart (0) m approve receive invoice v

selection : |Recent v| Transaction#: PO#: sort by : |Creale Date w| rowsipg: [10[v

" View Workflow - easyPurchase - Training
Transaction # : 18153

Workflow Name Priority Approver/Manager Name Status
Approved - 03/02/2015 19.57 UTC

Approved - 03102/2015 20:09 UTC

oom 142
* Chart of Accounts: U

Index Code:
“ GL Acct. Code: 10001-03080-76220-1400

 2000-2015 ESM Solufions Corporatn, Al Agnis reserved.

@s oe=@BEDE O

Approved-The date and time are shown by the name of the approver
Active-the order is currently waiting in the queue for approval
Pending-the order has not yet gone to the queue




Viewing Workflow
Once order is submitted:

e Login to BuyUSI
At the “Selection” field, chose “Active” then click “Go”

Click the blue “View” button to see the progress of the order

€] https esmsolutions.com/ P~ & B O | -8 Requisition Workbe | Financial Managers - U...

File Edit View Favorites Tools Help

| MEEEEN  rovmocien Map Search [ Map Links @ Traffic [@ People Search % Tools [EiFacebook B> Listen to the Radio [ 28°F Evansville, IN

—50UTIERN
_TNDIANA
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checkout - julie weinzapfel @ university of southern indiana

shop v cart(0) approve receive

invoice ~

selection

Active

Waiting

Hold

| Archive

Submitted

Recewed

|Ad Hoc

Al Last 30 days

Al Last 90 days
It

Transaction #

3 Payment Form:
2015-11:05-558 Release Method:

o 142-Fastenal Order Type:

o=z External Note:
12

Treate Date: 32

Supplier:
Total Line ltems:
Total Value:

S
Fastenal

2

4484 TAUSD

Internal Note:

Fiscal Date:
Purchase Order #:
* Description:

* Business Purpose:
* Ship To - Attn:

* Chart of Accounts:
Index Code:
" GL Acct. Code:

PO#:

PO
Electronic
Regular Order

please ship to teaching
theatre vie hments

0310212015 1955 UTC
Martens Dan, SSB.
attach 1
202712015

20265

Saw Blades

Art Exchibit

Julie Weinzapfel SSB
Room 142

u

sortby : | Creale Date

Selection: Waiting
Status: Failed Encumbrance
System Note: Alert

Next Step: | View Workilow

¥

10001-03080-76220-1400 &

oration, Al ights ressrved




Creating Orders:
“Selection” Definitions:

Checkout Tab

Approve Tab

Recent

Transactions most recently
converted from cart. If items are
added to an open transaction,
then older transactions may
appear as recent

N/A

Active

Awaiting action from the user.
l.e. FOAP splits, approval
request, rejected orders, etc.

Awaiting Action from the user.
i.e. approve/reject

Waiting

Transaction is awaiting action
from another user. i.e. approval

N/A

Hold

N/A

Orders you have placed a
“Hold” on and are awaiting your
approval

Archive

Transactions the user has
archived. These transactions
may not be modified or
processed.

Archive cannot be undone. i.e.
rejected orders that will not be
processed further but the user
wishes to keep them for future
reference.

Archiving will remove them from
the User’s “Active” list.

N/A

Submitted

Order has been submitted to
the Supplier

N/A

Ad Hoc

N/A

Orders which have routed to the
user for an Ad Hoc approval.




Approving Orders:
Overview

Approvals may be performed from a desktop, laptop or iPad
Internet Browsers must be set to allow pop ups in BuyUSI
All orders will route through a predefined approval path known as “Workflow”

If you have “E-mail Alerts” checked in your user profile, you will receive an e-mail when an
order is awaiting your approval.

Approving Orders:
E-mail Notification

¢ You will receive an e-mail notifying you that an order requires your approval.

review and approval of Transaction 18066 - 02/26/2015-16:16-SSB-1st Avenue Trim Shop. Please click here to log into the easyPurchase application to take appropriate action

ease do so at paticken@usi.edu.

ESM Solutions Customer Support Server

NOTE: This is a system generated email. Please do not reply to this email.

Do EEN DT




Approving Orders:

¢ Financial Manager will receive an email from the system notifying them they have an order or
orders to approve. Follow the link in the e-mail or Access BuyUSI:

ACCESS BuyUSI:

Go to the MyUSI login page: https://my.usi.edu/web/mycampus/home

Click the “Portal Sign In”

e 4 https://my.usi.edu/web/mycampus/home P~ @ C | [ Welcome - myUs]

unIvERSITY DF 2D
SOUTHERN [NDIANA

Find Username

DO NOT GIVE PASSWORDS OUT Problems accessing the new myUSI? We recommend using Internet Explorer rouble? Try using www.usi.edu/start as an myUSI FAQ | Contact
VIA Email: Be wary of these scams. 7 or 8 or Firefox 3.0 and newer. For a more complete list of browsers we support, 2 means of accessing your campus services.
click here.

myUSI
Help & Info Portzal Sign In
« myUSI FAQ

* Find Username Be informed. Scheduled Downtime
= Find Password

Legal Nothing scheduled...

+ Polidies

Enter network ID and password

a @& https://cas.usi.edu/cas/login?service= https%3A%2F %2Fmy.usi.edu%2Fc%:2Fportal %2Flogin L~-ac || & myCampus Secure Login

"i
‘e
UNIVERSITY OF ) Login

SOUTH ERN INDIAM Need Help? Call 812-465-1080

Login:

Password:

"—-—"“

Reset Password | Forgot Password
myUSI FAQ | Find Username



https://my.usi.edu/web/mycampus/home

Click the BuyUSI button

/]

e' - \‘" e https:-'-'m;‘usl.edu:’glcup-‘m;:ampl

L-ac H & Home - myUs!

/
/

/
UNIVERSBITY UF\‘_@
SOUTHERN || JANA

iti &

iaEagle Apps

EAnnouncements
Edit Preferences

== USI Online Services Entries = Manage Entries

IT Surplus Equipment Store
= FIM_Employee

Additional surplus equipment will be added on May 1st

» (30) 20" iMac computers
» (12) misc. laptops

]
@ E. g « (3) Mac G5 computers with 20” wide flatscreen
BuyUSI « Also: Optiplex 780 computers, Optiplex 760, flat screens

== Employee Links . .
To access the store, click here or on the icon above.

IT Surplus Equipment Guidelines

A separate window opens and you are in BuyUSI.

Campus Life | Password Reset | Feedback | HelpDesk | JMP | Message Admin | Alert Reporting

Hi, Jinmy Menu v Fonis v Sign Out ﬂo A

Office 365 Installation

(=) |4 hitps./ftraining.esmsolutions.com/Shop/ BindShopMasterData o-ac || € Shop/Search - easyPurchas...

TNIVERSITY BF

===350UTHERN
_[NDIANA

shop - jim prior, @ buyusi

m cart (0) checkout approve

Select Catalog |L| Search Keyword(s), tem Numbers, etc

Welcome to BuyUSI.... General

Your ONE STOP shop for all
purchases! @
Central Office Supply

Click on the following for
links: Office Supplies

cart (0) menu v help‘ ;

Note: When you click the Log Out in BuyUSI, you get a ESM logoff page. You can close that window

and you are still in MyUSI.




Go to the Approve Tab

In the “selection” field select “Active” from the drop down box, then click “Go”

You may use the “sort by” field to group orders together by the applicable criteria

Click “Go”

Orders with green “Approve”, blue “Hold” and red “Reject” buttons are currently awaiting
your approval

e sssssss tions.com, 2 & | @ @1 Facebook Can we guess your leve...| €| Approve Workbenc.
File Edit View Favorites Tools Heip

x 2 J « mocsonic Map Search [FIM eople Search he Radio () 46°F Evansville, IN

approve - julie weinzapfel @ university of southern indiana

\ shop v cart(0) checkout receive invoice v

on : |Active v| Transaction # PO# sort by - |Create Date

Transaction #: 18150 Payment Form: PO Selection: Active
Transaction Name: 03/02/2015-10.56-SSB Release Method: Electronic Status: Pending Approval
143 Fastenl view Order Type: Regular Order System Note: Y
Requester: Martens Dan, SS8 143
Create Date: 31272015
Supplier: Fastenal
Total Line Items: 1
Total Value: 6536 USD

External Note:
kaeriat Noas Next Step: |Approve or Reject
Fiscal Date: 2/26/2015
Purchase Order # 20264
Description: foap fest
Business Purpose: foap test
* Ship To - Attn: Martens Dan, SSB 143

* Chart of Accounts: U
Index Code:
GL Acct. Code: 10001-03140-76105-1500

© 2000-2015 ESM Solusions Corporation, All rights feserved

Approving Orders:
Viewing the Order

The initial view of the order displays the “Header” information with the commodity lines
hidden (collapsed).

Click the arrow beside the number to display (expand) the commodity items.

The header, commodity lines and footer are now displayed




€| httpsy//training esmsolutions.com/Ap BindMaster O ~ @ B G || & (81) Facebook {2 Can we guess your leve...| €| Approve Workbenc

View Favorites Tools Help
mogsgaiony Map Search [ Map Links @ Traffic [ People Search %& Tools EiFacebook B> Listen to the Radie [5) 46°F Evansville, IN

Transaction # 16150 Payment Form: PO Slection: Aciive
Name: 03002/2015-10/68-5S8 Release Method: Electronic Status: Pending Approval
143-Fastenal Order Type: Regular Order System Note: | st

H ead er Requester: Martens Dan, SS8 143 External Note: ‘
~

Create Date: 3/2/2015 Internal Note: Next Step: Approve or Reject
Fiscal Date: 2/262015
Purchase Order #: 20064
* Description: foap test
* Business Purpose: foap test
* Ship To - Attn: Martens Dan, SSB 143

Supplier: Fastenal
Total Line ltems: 1
Total Value: 6536 USD

* Chart of Accounts: U
Index Code:
* GL Acct. Code: 10001-03140-76105-1500 detal

Item/Service: Waterproc Need By Date: Contract Price: 6536 USD

Commodity T B o o e

Internal Note:

“ Aux Field 1: foap test ftem Total: 65 36 USD
“ Aux Field 2: foap test
* Ship To - Attn: Martens Dan, SSB 143

Chart of Accounts:
Index Code:
GL Acct. Code: 10001-03140-76105-1500 detai

Transaction #: 18150 : Support Senvices Dock : 6536 USD
‘8600 University Bivd C 000 USD
Support Services Buikding . 000USD
Evansville, IN 47712 : 6536 USD

Supplier's Terms:

Approving Orders:
Viewing Commodities

e Click the “Item/Service” link in a commodity line to view the vendor’s additional information
(catalog items only) about the commodity.

esmsolutions.com BindMaster O ~ @ B & || @ (81) Facebook = Can we guess your leve...| € Apprave Workbenc

file Edit View Tools Help
=1 |EEEREN + receoscey Map Search [ Map Links @ Traffic [@) Peaple Search %% Tools EiFacebook B Listen to the Radio [ 46°F Evansville, IN Qo

Transaction #: 18150 Payment Form: PO Selection: Active
* Transaction Name: 03/02/2015-10.58-5S8 Release Method: Electronic Status: Pending Approval
143 Fastenal view Order Type: Regular Order System Note: Hisiony
Requester: Martens Dan, SS8 143 External Note:

Create Date: 322015 Next Step: Approve or Reject | v

Internal Note:
Fiscal Date: 21262015
Purchase Order #: 20264
“ Deseription: foap test
* Business Purpose: foap test
= Ship To - Attn: Martens Dan, 558 143

Supplier: Fastenal
Total Line items: 1
Total Value: £5.36 USD

* Chart of Accounts: U
Index Code:
“ GL Acct. Code: 10001-03140-76105-1500

Item/Service: P15 Waterpio: Need By Date:

= . o External Note:

Catalog Item # : I termial Note:

“ Aux Field 1: foap test Item Total: 85.36 USD
“ Aux Field 2: foap test

* Ship To - Attn: Martens Dan, SSB 143

Chart of Accounts: U
Index Code:
GL Acct. Code: 10001-03140-76105-1500 detai

Transaction #: 18150 : Support Senvices Dock : 6536 USD
‘8600 University Bivd C 000 USD
Support Services Buikding . 000USD
Evansville, IN 47712 X 85.36 USD

EE - B o]

Supplier's Terms:




To view FOAP descriptions or FOAP splits, click the “details” link beside “GL Acct Code” either
at the header screen or the line item screen. The details open in a new browser window:

@5 = oo £ - @203 e T —— - p———

( ) QR = resvommr M Search [EMop Uiks @ Trofic [ Peopie Search £ Tools M Facebook B Listen o the Racio Gl 467F

Details - Windows Inemet Explorer

To return to the commodities window from the FOAP details, you have two options:
o Close the browser window which will return you to the commodities screen with the
commodities as you left them: expanded or collapsed
OR
o Click the “cancel” button which will return you to the commodities screen with the
commodities collapsed.

Approving Orders:
Notes and Attachments
Internal and External

Notes:

Any notes the requestor entered on the order will be viewable. The approver may also enter external
or internal notes:
o Internal notes are displayed on the header of the order within BuyUSI; but do not print
on the purchase order and are not sent to the supplier
o External notes are displayed within BuyUSI on the header and on each commaodity line.
The header external notes are printed on the Purchase order directly below the Bill to
address. The commodity line external notes are printed directly below that commodity
on the purchase order.
**If the order is a resubmission following a rejection, the previous rejection reason will
display in the internal notes section




Attachments:
o Internal attachments are only viewed in BuyUSI and are not sent to the supplier
o External attachments are transmitted to the supplier (hosted catalogs only) for orders
which are systematically transmitted and which are not punch out suppliers

Click “Attachments” to view the attachments associated with the order

If the requestor had entered notes, a portion of the note would be visible on this screen and the link
would say “edit”

If no notes exist, the link will say “Add”. Click the “add” or “edit” link to include your own notes.

If notes already exist, take caution not to overwrite them.
Click “update”

g "e https://training.esmsolutions.com/Requisition/BindReat O ~ @ B & H €| Requisition Workbe. ‘ | Financial Managers - U... ‘ ‘ /

File Edit View Favorites Tools Help
[ JEEEE + moeesoion Map Search [FMap Links & Traffic [@]People Search 4 Tools [ Facebook Bllsten he Radio [2J46°F Evansuille, IN

*":I)SOUTI TERN
checkout - julie weinzapfel @ university of southern indiana i
shop v cart (0) m approve receive invoige

selection : [Recent ﬂ Transaction # PO# ort bf - | Create Date v rows / pg mﬂ

> Transaction # 18153 * Payment Form: PO Selection: Waiting
* Transaction Name: 03/02/2015-11:05-SSB Release Method: Electronic Status: Failed Encumbrance

Room 142-Fastenal view Order Type: Regular Order System Note: Alert

Requester: Julie Weinzapfel SSB External Nots: please ship to teac
(R 2 theatre view attachments Next Step: | View Workflow vl
Create Date: 3/2/2015 )
Stppiegias = Internal Note: 03/02/2015 19:55 UTC
Total Line Items: 2 Martens Dan, SSB.. view
Total Value: 4,484.73 USD attachments (1)
Fiscal Date: 2/27/2015
Purchase Order #: 20265
* Description: Saw Blades
* Business Purpose: Art Exhibit

* Ship To - Attn: Julie Weinzapfel SSB
Room 142

“ Chart of Accounts: U
Index Code:
* GL Acct. Code: 10001-03090-76220-1400 details

Thank you for using BuyUS!

®2000-2015 ESM Solutions Corporation, All ights reserved.

NN NCIRTDRE O .- Rl

Approving Orders:
Viewing Workflow

Workflow is simply the approval path an order will follow. Viewing the workflow may only be done
from the Header of the order.

To view workflow:




¢ Inthe “Next Step” field select “View Workflow”. Click the “view” button once it is displayed

**Viewing the workflow is not a requirement to approving an order. It is done at the approvers’
preference.

=
i

g \-e https://training.esmsolutions.com/Requisition/BindReqt O ~ @ B & H €| Requisition Workbe. ‘ | Financial Managers - U. ‘ ‘
File Edit View Favorites Tools Help
2 JEEEER « rovsosioy Map Search [ Map Links & Traffic (@ People Search % Tools 3 Facebook B> Listen to the Radio [ 46°F Evansville, IN
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checkout - julie weinzapfel @ university of southern indiana

shop v cart(0) m approve receive invoice v

selection : |Recent [v] Transaction# PO# sortby : |Create Date [v] rowsrpg

Transaction #: 18153 * Payment Form: PO Selection: Waiting
* Transaction Name: 03/02/2015-11:05-SSB Release Method: Electronic Status: Failed Encumbrance
Room 142-Fastenal view Order Type: Regular Order System Note: Alert

Beguzstecc e External Note: please ship to teaching
Room 142

Create Date: 3/2/2015
Siepiiegliaseral Internal Note: 03/02/2015 19:55 UTC
Total Line Items: 2 Martens Dan, SSB... view
Total Value: 4,434.73 USD attachments (1)
Fiscal Date: 2127/2015
Purchase Order #: 20265
* Description: Saw Blades

theatre view attachments Next Step: | View Workflow

* Business Purpose: Art Exhibit
* Ship To - Attn: Julie Weinzapfel SSB
Room 142

* Chart of Accounts:
Index Code:
“ GL Acct. Code: 10001-03090-76220-1400 details

for using Buy

©2000-2015 ESM Solutions Corporation, Al ights reserved.

Top to bottom
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approve - julie weinzapfel, @ buyusi

shop v cart (0) checkout

e o : : oty CreseDate

Transaction # 21277 Payment Form: 70 Selection: Actie
* Transaction Name: CORY - 0S/04/2015-17:14- Reiease Method: Manusl
Support SV B Order Type: W-Projectuith Retsinage
Cart Originator: Garoine Fields, Support Err e i

Srvidg 100 Neat Stops [View woritow [

_ I Intermal Note: DS/042015 17.08 EST
View Workflow - easyPurchase - Training

Transaction # : 21277

Workflow Name: Priority Nest  ApproverManager Name Status
10000 1 f Approved - D5/0512015 08:18 CST
40000 Active - DSIDS/2015 08:18 CST
50002 . Pending

60000 Pending

Transaction # 21268 Payment Form:
* Transaction Name: COPY - 0S/4/2015-15:31- Release Method: Manual
Support Srv B . e Order Type: W-Project with Retsinage. System Note:
Cart Originator: Garoline Fields, Support Extornal Note: i
sv

EEaph . lext Step: | Approve or Reject | v

Requester: Caroline Fields, Support - 8
e Becky Wenzepiel.. v -
Create Date: 5/4/2015 : -
Fiscal Dates 5152015

Supplier: Simms Painting Company
h Purchase Order #: 20456
Total Line ltems: 3 * Description: Mis: Physical Piant items
Total Value: 6212500 USD * Business Purpose: Physical Plant arounds use

= Ship To - Aftn: [Physical Plant

* Chart of Accounts: See liem Details
Index Code: See liem Details




Under status, you will see one of the following:

Approved-The date and time are shown by the name of the approver
Active-the order is currently waiting in the queue for approval
Pending-the order has not yet gone to the queue

Approving Orders:
Approving/Rejecting the Order

Approving an order may be performed from the header or the footer of the order.
To perform an approval:

e Select “Approve or Reject” in the “Next Step” field. Then click the green“Approve“button.

G | @ (1) Facebook
ISR  roceosiaw Map Search [Map Links 8 Trafic (@ Peppie Search
—KOUTHERN
TNDIANA

approve - julie weinzapfel @ university of southern indiana

shop v cart(0) checkout receive invoice v

Order Type: Refular Order
4% Approve - easyPurchase - Training

ofrove Transaction?

Total Value:

Chart of Accounts: U
Index Code:
GL Acct. Code: 10001-03140-76105-1500

item/Service: Need By Date: Contract Price: 6535 US
External Note: UOM: EA
Internal Note: Goy: 1

Aux Field 1: foap test Item Total: 6536 USD

Catalog Item #

Aux Field 2: foap test

Ship To - Attn: Marte

Chart of Accounts; U

RO o .- N Sart

Rejecting an order may only be performed from the header of the order
To perform a rejection:

e Select “Approve or Reject” in the “next step” field. Then click the red “reject” button
¢ Confirm the rejection by clicking “yes” in the pop-up window. Cancel the rejection by clicking
“no”. This is the last opportunity to cancel the rejection.
39




Type the reason for the rejection in the “rejection reasons” pop-up window

Click update

Clicking close or clicking the x without clicking “Update” will NOT save the rejection reason.
If an order is rejected, the user will receive an e-mail notice. The user may view the rejection
reason in the internal notes of the order at Checkout and take appropriate corrective action.

€ https: esmsalutions.com. D ~ ] 81) FaceNpok Can we guess your leve..| € Approve Workbenc
file Edit View Favorites Tools Help
2 mepegaleny Map Search [FMNp Links @ Traffic (@ People Search %% Tools i Facebook B Listen to the Radio () 46°F Evansville, IN
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TNDIANA

approve - julie weinzapfel @ university of southern infiana

shop v cart(0) checkout approve receive invoice v

Active v

Transaction # 1 Payment Form: F Selection: Active
Transaction Name: O sS Release Method: Elecdpnic Status: Pending Approval
! Order Type: Reaul\Order System Note:

Requester: | an, SS8143 Approve - easyPurchase - TraiNing x
Create Date:

Supplier: Approve Trandaction?

Total Line items:

Total Value: 6535 UST

Chart of Accounts: U
Index Code:
GL Acct. Code: 10001-03140-76105-1500

temiService Need By Date Contract Price: 6536 USD
External Note: UOM: EA
Chinon e € internal Note. aty: 1
Aux Field 1: foa; it Item Total: 65 3¢
Aux Field 2:

Ship To - Aun:

— ~ - Chart of Accounts; U

[ SS9 6 "TNf e o EE e

€| https://trainin i pproval/Bi L - 8 2 O - Approve Workbenc

»[

“Tre Nam

Cart Originator

* Business Purpos
Total Value: 50.00USD = Ship To - Al

* Chart of Accounts: U
Internal Note - easyPurchase - Training

050612015 16:46 CST Julie Weinzapfel, SS8 Room 142 - Rejertion Reason: Please provide BUsiness Purpose for this order.

Transaction #: 21222 Payment Form: PO Selection: Active
* Transaction Nam: 1:03-Support Release Method: Manus! Status: Rending Approval

Order Typs: W.Projsctuith Retainage System Note:
Cartoriginato <. Support Ectornal Notes

e Ceraine e . P—

Once all approvals have been satisfied for the normal workflows, Procurement will finalize and
submit the order to the supplier.




