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Overview of Jaggaer

Access

Jaggaer is a web-based software that can be accessed utilizing the link below. Access will be a single-sign on
which uses the user name and password the individual uses to login on their computer.

Website Address: www.und.edu/jaggaer

UNY NORTH DAKOTA

Please login using your NDUS Account ID

hdus account id Enter ndus account
& Password

Click Sign In

ndus password

Can't Access Your Account?

Navigation

Top of the Home Page (right side) — Snapshot of the system and items that need to be processed.

The Heart icon is used to access The Bell icon will
My Bookmarks, useful if there include the number of

The Quick Search bar is for

locating documents by number ; o
is a place used frequently Notifications you have

Use drop All ~  Search (Alt+Q) aQ W 0.00USD Q W A9
down arrow to

narrow search

The Cart icon show the The Flag icon will include the The silhouette contains
associated dollar value of items number of Action Items you basic user information-

in your Carts have to complete Here you can View your
Profile



http://www.und.edu/jaggaer

The Home icon brings you back
to the main shopping page

The Orders icon allows you to search for
documents including requisitions,
purchase orders and invoices

The Accounts Payable icon allows you to
view invoice information

The Sourcing icon allows you to view
sourcing events

Administer & Setup only available to
Jaggaer Administrators

TIP: To See Icon Names, click the
arrow at the bottom of the Page

Shop
Orders

Contracts

Accounts
Payable

Suppliers
Sourcing
Reporting
Administer

Setup

O\ Menu Search

—

The Shop icon provides you
access to the shopping options
and carts

The Contract icon allows you to view
University Contracts.

The Suppliers icon allows you to search
for current suppliers

The Reporting icon allows you access to
reports based on role.




Quick Reference Guides
Jaggaer Quick Reference Guide

Jaggaer RMM Quick Reference Guide



https://campus.und.edu/finance/procurement-and-payment-services/_files/docs/guidance/jaggaer/jaggaer_qr.pdf
https://campus.und.edu/finance/procurement-and-payment-services/_files/docs/guidance/jaggaer/rmm-quick-reference.pdf

Shopping Home Page

; ; The Access Request Form is
The Shop area is where you will The Oreanization Message :
=rganization Viessage where you submit request to

displays useful information for
the shoppers

enter goods or services you are

purchasing OR you can click on change or remove user roles

the Supplier tiles below to search *Note: Shopper is the default role
additional products for all of UND

Organization Message 7 Forms and Links

Welcome to the

University of North Dakota

E-Procurement Site

Non-Catalog Purchase Form

Payment Request

Access Request Form

For assistance:
Join our standing zoom meeting from 1:00 - 2:00 PM CT on Wednesdays and Thursdays, send us an email, or chat with us.
**Jaggaer Training Videos**

Request Sourcing Event

Request New Supplier
Everything

w || Product Keywords, Description, Supplier, Manufacturer

4 ’ ption, supplier, M # Jaggaer Manual and Videos
Advanced Segrch
& Frequently Asked Questijons
Shortcuts Browse

Favorites Suppliers = Categories | Contracts & Commodity Code List

[# Requesters and Approve
# Account Codes

[# UND Finance Policies
Featured Suppliers  Intl Wire Transfer For
v Office Supplies & oOther Contracts

[# Procurement Decision| Tree

amazon — Qffice STAPLES
- e virtual card virtus! card Finance Blog

@ Jaggaer Training  10/28/2020 8:06 AM

Do you need training on Jaggaer? There
are four ways you can freceive the training.
1. Zoom session https)//und.zoom.us/j/9...

~ Computing & Electronics

o il
virtual card f virtual card virtual card virtual card Only PO :;:;Kj virtgal [ Accounts added to

10/27/2020 1112 AM

The Request Sourcing Event
Form will be utilized when a

Bid/RFP/RFQ, Etc. are
required

The Non-Catalog Purchase
Form will be utilized if you

are not able to find your item
in a catalog.

The Featured Suppliers shows
tiles of the suppliers that have a

New Supplier Form will be
utilized when you are
working with a new supplier.

catalog setup.

The Payment Request Form
will be utilized for an invoice

on an order that was not
placed through Jaggaer.

The Form and Links section
also provide useful tips and
links for training.

TIP: If you do not find the item you are
shopping for in the Shop search bar, use the
Feature Supplier’s catalog tile to punch out
directly on the Supplier’s page to search for
your item




Searching for Carts, Orders and Documents
There are several ways to search for Carts (Items that have not been submitted for a requisition) and
Pending Orders/Requests (Items that have been submitted as a requisition).

Order Search

(1) Go to the left bar and select

the Shopping cart, then My

Carts and Orders (2) Open My Active Shopping

Cart which will show any cart that
is in progress and not assigned

Shop (AR+P) . 5
nen My Active Shopping Cart

(3) Open View Carts to see both
Shopping Active Carts and Carts Assigned

: . View My Orders (Last 90 Days)
My Carts and Orders iew My Orders (Last 90 Days

Admin
(4) Open View My Orders to view

orders you have created in the
past 90 days

Incomplete Non-Catalog Order Form Search

(1) Go to the left bar
and select Orders.

Qrders ¢ Search » Procurernent Requesta ¢ Search Progurement Requests

My Searches « Search Procurement Requests

(2) Open Procurement
Requests which will show any

[ Search Documents

Non-Catalog Forms that have
not been submitted.

Frocurement I1':|:q.|l_"'-'.1".

TIP: This search is to find Non-Catalog Order
forms that are in Draft state (considered an
Incomplete Status) and are not currently
attached to a cart/requisition.




Orders Search

LUINYNORTH DAKOTA

Shop » Shopping » Shopping Home » Shopping Home Page

Shopping Home Page
Orders
Search

My Orders

Approvals

Quick search

y All Orders

Requisitions
Purchase Orders
Change Requests

Procurement Requests

Invoices

Receipts

Search Page Preview

= Search Requisitions [ v A Pinfilter
Quick Filters Qe
Supplier v < 2 Page 1 of 34 1-200 of 6695 Results
Requisition Requisition
[0 MNumber Supplier Requisition blame Status ¥ Prepared For
@ O AMAZON.COM 2020-11-18 0602542 02 Pending Rita
m Amundson
e m (] 38156554 STANDARD LABORATERIES, 2735 - Standard Laboratories Completed Stephanie

INC

Kuske

Submitted

Date @) Total Amount ¥

11/18/2020
10:27:53 AM

11/18/2020
10:24:57 AM

5197 UsD

1,266.30 UsD



Find previously saved searched
on the left side under Manage

Searches by clicking on My
Searches

Use the Gear on the right side
to create a custom filter and

reorder columns

= Search REQUiSitiOﬂS Bisaess v Avinfiters v BixpotAl v
Quick Filters My Searches Submitted Date: Last 90 days ¥ Quick search Q @ Addfiter v Clear All Filters 7
Maitaia Sasmchig ¢ » Page1 of34 1-2000f 6695 Results £ 200 Per Page v I

My Recent Approvals
Requisition Requisition Submitted

My Requisitions . .
[] MNumber ¥ Supplier Requisition Name Status ¥ Prepared For Date @ Total Amount ¥

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply to the lifetime of the current search
unless the search is saved. Columns marked with an * are custom defined data elements

Type to Filter Available Columns... [ Pin Columns as my defaults

[ Account* i3 Requisition Number + 3
[ Accounting Date :* supplier + 4+ T
O Activity * *> Requisition Name + 4+ 0
[ Activity On Hand * :3 Requisition Status + 4 T
O Activity_ID * i1 Prepared For + 4T

Apply Cancel

TIP: If you save your search in a personal
folder (you will need to create one the first
time), you will be able to find that search
again easily using the Manage Searches
function above




Roles

There are three roles within this Procure to Pay system. Each involves significant automation and role expectations
intended to make university policy adherence easier for all those involved.

Roles are assigned by the Jaggaer Administrators. Roles can be added or removed to a user utilizing the Access
Request Form on the Jaggaer Shopping Home Page.

Forms and Links

Non-Catalog Purchase Form
Payment Request

Access Request Form

e Shoppers: All Jaggaer Users are Shoppers. The work involved in this role is described in the Shopping
section and includes how to shop using Hosted and Punch-out Catalogs, as well as how to shop for Non-
catalog goods or services.

e Reguestors: These individuals will be responsible for the financial aspect of the order which includes the
proper Accounting Chartfields, Ship to information, and Business Purpose.

e Approvers: There are several types of approvers.

O Department Approvers: Department approval is completed on behalf of the funding department. A
department approver cannot be a Requestor. There must be two people in the order process.

O Special Approvers: There have been several workflow steps created to automatically route
purchases for approval based on set criteria based on compliance with UND policies. A Special
Approver can be a Requestor if needed (by request).

= **Special Approvers will evolve as needs of the organization change and necessary items
are identified.
= Capital Expense Approver
e Stops for Accounts between 690000 and 699999
= Chemical Approver — CAS Review
e Stops for products that are hazardous, radioactive, toxins, as well as certain
commodity codes that are identified as chemicals, explosives, drugs.
=  Export Controls Approver
e **Stops for live plants, animals, chemicals, fuels, machinery, electronics, testing
equipment, law enforcement, drug
**|ist will evolve as export controls office has a better understanding of orders.
=  Facilities Approver
e Furniture, facility services, land, HVAC, Fire alarm systems, waste services
= Food and Travel Approver
¢ Individuals, Food and Travel commaodities or account codes.
=  Grants Approver
e Any grant project over $5000
¢ |dentified account codes based on grants office specifications, regardless of dollar
value
= IT Director Approver
e **|T Hardware and software commaodities for each IT directory.
¢ UND monitors’ computer end points and peripherals and software.
**Dependent on each IT director by college.
= |T Approver
e CIO approval for software >$5K
= Pl Approver
e All projects require Pl approval.
=  Procurement Approval
e Orders >$10K
e Alternate Procurement Requests
e Change requests
= Secondary Department Approvers
e **Dependent on each department specifications
= Supplier Administration Approver
e Any orders when the supplier is “Request New Supplier”.

10



Shopping
UND has created a number of catalogs which utilize UND agreed upon pricing. Purchases from catalogs will be the
best method to make a purchase.

Catalog Shopping

Hosted Catalog
Hosted Catalogs provide access to negotiated prices UND maintains with our preferred suppliers. ltems in a
hosted catalog will show in the shop section or you can access by using the catalog tile.

There are two options to search a Hosted Catalog — see below:

(1) Once logged in, from the Shopping Home
Page, go to the Shopping Bar in the Shop

section and type in the item to purchase

Shopping Home Page View Another Dashboard |

Organization Message ? Forms and Links 2 7

Welcome to the

University of North Dakota

E-Procurement Site
Help ond additional dashboards qan be found by clicking "view another dashboard" above.

Maon-Catalog Purchase Form

Payment Request Form

Request Sourcing Event

Request New Supplier

Search Everything

& Frequently Asked Questions

Advanced Search

# Commodity Code List
Shortcuts Browse - -
Favorites Suppliers | Categories | Contracts & Account Codes

& UMD Finance Palicies

& UND Finance website

All | Search (Alt+Q)

Shop » Shopping b Shopping Home » Shopping Home Page

== B amazon
Level I
¥ Mair Repair 8 Operations ?
s sares Graybal, m g, ﬁkinlﬁﬂ
+ Scientific/Lab Supplies E
abcam Alroas BIORAD (G} = MCK
20008 il
oosee SRR
‘QIAGEN
v Culinary ?
¥ Culinex
PLEXUS COMPANY L:]

spoon|

Need Help!

TIP: Clicking on a Punch-our supplier will
(2) Click on the Supplier Tile and redirect to their website. Refer to Punch-out
enter what you are looking for in Catalogs section for directions.

the search bar and click search

11



(3) Refine results using multiple
filtering options or enter a keyword

Shop b Shopping » Shoppi

Filter Results 2

By Supplier
Showing only results matching:
PLEXUS COMPANY (18)

By Category T

Commercial use measuring cups (1)
Cookware and kitchen tools (10)
Food service flatware (1)

Tabletop and serving equipment (6)

By Commedity Code
48100000 (18)

By Packaging UOM
€5 (8)

EA (10)

By Result Type
Products (18)

By Manufacturer T

Cambro Manufacturing (2)
Carlisle Foodservice (2)

Oneida (1)

Steelite International Usa,Inc (1)

Vellrath Company (10) more...

Shop » Shopping » Shopping Home b Product Search - Al

jgHome » Product Search - All

(4) Sort the items based on the set

criteria under Sort by

All = Search (Alt+Q) QW 0.00USD OWNA 2

Shop ‘Everything VHSpoon

| | —

?

Go to: advanced search | favorites | forms | non-catalog item  Br

: suppliers | categories | contracts

Results for: Everything : PLEXUS COMPANY + Spoon

Showing 1- 18 of 18 Results  Compare Selected: 0

Results Per Page Sort by: [+ Page 10f 1[x] 2
Deli Spoon, 10", Polycarb, Black, Hang Hole, Cs/12 from PLEXUS COMPANY 21.81 usp

Part Number
Manufacturer Info

C SPO10CW-110
SPO10CW110 - (Cambro Manufacturing)

cs
] |

add favorite | compare

19.94 Usp
C SPOBCWI10 cs

SPOSCW110 - (Cambro Manufacturing) Add to Cart | ¥
add favoritgfl compare

Deli Spoon, 8", Polycarbonate Black, Hang Hole, Cs/12 from PLEXUS COMPANY
Part Number
Manufacturer Info

Windsor Ill Bouillon Spoon, 6, 18/0 stainless steel, Delco® from PLEXUS COMPANY
ON B401SBLF

. [N oo cart v
(5) Identify the item you wish to

Part Number
Manufacturer Info

add favorjte | compare

Measuring Spoon Set,

milliliters, set contains;
Part Number
Manufacturer Info

purchase and enter the quantity

[ERN i tocart v

prite | compare

*** SoftSpoon™, 16-1/2" Spoon-Shaped Spatula, dishwasher safe, flexible blade retains
shape to 212°, NSF, Made in USA from PLEXUS COMPANY

Part Number WOL 52116
52116 - (Vollrath Company)

(6) Select Add to Cart

Manufacturer Info add favorite | compare

Serving Spoon, Perforated White Handle, 13-13/16" from PLEXUS COMPANY
Part Number
Manufacturer Info

131.12 usp
VOL 6414215 cs

6414215 - (volirath Company) Y~ to Cart v

(7) Select the Cart
icon at the top and
select View Cart

All ™ Search (Alt+0)

fay . "
Shop |Everything "||5p00n ” Cullnex gell ?Eu:;,s , Polycarbonate B... View My Cart
uantity:
Price: 199.40 USD []
Ga ta: advanced search | favorites | forms | non-catalog item  Browse:
Results for: Everything : PLEXUS COMPAN' 19940 USD

12




[ TIP: Requestors who shop can select Proceed to Checkout ]

(9) Select Assign Cart

Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 1382531208 - Draft Requisition 4 Logout

+/ Gontinue Shopping

i : 11temis) for a total\af 132,66 usr
¥ Shopping Cart  teronvararon

e -

Supplier / Line Item Details ?
Show line delails For selected line items | Add to Favorites AF E
PLEXUS COMPANY more info..
PRIMARY-ACH | edit
1802 1st Ave S, PO BOX 2925, FARGO, ND 58108-2925 USA
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price  |_
1 Serving Spoon, Slotted, 12" 5/5 Hollow Handle W/Gold Swirl  more info.. VOL 46650 s 13266 1 €S 13266 USD

Supplier subtotal 132.66 USD
Shipping. Handling. and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, Subtotal 132.66
and workflow approvals. Chinmina Ann

(10) Select the (11) Enter a note to

appropriate Assignee assist the requestor if
necessary.

sign Cart: User Search

n profile values (® Search for an assignee

Selected Assignee: Jana K Thompsaon
Assign Cart To: Search for an assignee
Add to Profile [ Add to Profile

MNote To Assignee: Please complete the request for

spoons at Wilkerson.

TIP: If you would like to save the assignee as a
default, check Add to Profile (12) Click Assign

13



Punch-out Catalogs

Punch-out Catalogs are maintained on the Supplier's website. Click on the tile on for the supplier on the
dashboard or an item in a shopping list. This will redirect you to the Supplier's website. The punch-out catalog will
provide negotiated prices which are maintained by our suppliers.

Each supplier's punch-out catalog is slightly different so below is an example of a catalog.

(1) Catalogs can be (2) You can enter an
found under item in the shopping

Featured Suppliers Area as well

All » | Search (Alt+Q) aQ Wooousp O A R

Shop » Shopping » Shopping Home » Shopping Home Page

Shopping Home Page view snother Dashboard

Organizadtion Message Forms and Links 2

‘elcome to the MNon-Catalog Purchase Form

Payment Request Form

Request Sourcing Event
Request New Supplier

Ed T 0
PP @ Frequently Asked Questions
& Commodity Code List

Favorites Suppliers | Categories | Contracts & Account Codes

& UND Finance Policies

@ UND Finance website

Featured Suppliers

¥ Computing & Electronics

o) o) &

Level Il

v Office Supplies

amazon Sffice ==

Levelll

TIP: This will take you out of Jaggaer
temporarily so you can shop on the supplier’s
website.

14



(3) When you punch out to a supplier site, enter
the search criteria in the appropriate location,
such as the suppliers search bar

(4) Add your item to the cart and click the check
out or cart button depending on which site you
are utilizing

business

B
-t of aver 70,000 results for “pens”

Amazan Prime

L prime

2l

Blighule for Fraa Shipping Artist Quality Pens At
| A#  Great Price

[ Frwe Shépping by Amazon ¥
AP AN

Al customers get FREE Shippieg on
orders cwer 535 shipped by Amazon

Shop ARTEZA» ARTEZA Firscliner Fise Peink Pers, Fine Tip

prime

Seller Type
[ Business Seller

Department
Office Products
Ballpaint Pens
Perrs & Pen Retills.
Gel Ink Pens
Fountain Pers
Porous-Poing Pens
Rollrtall Pens
Liguid irik Rollerball Pens
Machanical Pancils
Arts, Crafts & Sewing
Brirwineg Perrs.
= See All 25 Departments

| | !-!'i |' | |.:""|. |'.|:'|' | |:'i.|]"|

Awg. Cussomer Review
Spansceed

‘WoMoxe Retractable Rollerball Gel
Pens, Medium Point 0.7mm Metal

Spansored Sponsoned [
Black Gel Pens, 48 Pack|20 Gel Pens

with 28 Refills) Shuttle Art

12x HEAVIER THAN A TYPICAL PEN
Sensedid Weighted Pens for
Tremars | Parkingons Pens far

Discover Quantity Discounts »

St by Foatured v

PEEEBER
EEE Y

Arteza Metallie Gel Pens 14-Indhiduat. Colors.
Markers, Black Coler (0.4 mm Tips. Setof 12) - Triangular Grig - (0.8-1.0mm Tips, Setaf._.

124

(2 Pack)

PILOT G2 Premium Refillable &
Retractable Rolling Ball Gel Pens,
Fing Point, Black Ink, 12 Count

ZEBRA PENS, bulk pack of 24 ink
pens, Z-Grip Retractable ballpoint
pens Medium paint 1.0 mm, 12

Zebra Pen Z-Grip Retractable
Ballpoint Pen, Medium Point,
1.0mm, Black Ink, 24 Pack

wi Retractable Medium Point Rollerball  Tip Premium Quick Dry Black ink Arthritic Hands, Heavy Weighted (310200 black pens & 12 Blue pens combo... {Packaging may vary)
arand Gel Ink Pens Smooth Writing with...  (Pack of 12 Black) Redlerball Pens to Aid Writing for.. e 5851 wrdrdrdrdr - 536 Hrdrdrdrds - 1586
a
Srdrdrdroy - 127 dridededr -6 ity <54
(] esign cifes 105 5340 3992 gt 6% si5as
Mac 5135 59 31757 £10.32 with ausetiey diccounts S8R0 with cesntiny diccoints S5.73 with auantity diccounts

(5) Submit your cart for approval within the Supplier catalog

business
T

Punchout Group: Punchout Test

Today's Deals Gift Cards Help Sell

Departments ~ Buy Again

Shopping Cart

Eligible for FREE Shipping
O thisisa gift Learn more
|aty: 1w

Delete Save for later

All > Enter keyword or product number Q

Subtotal (1 item): $10.80

Discover Quantity Discounts »

Hello, Anna

Account for University of... ~  Lists ~

7

i Add $14.20 of eligible items to your order to
qualify for FREE Shipping. See details

Price
e PILOT G2 Premium Refillable & Retractable Rolling $10.80 btotal (1 item): $10.80
Ball Gel Pens, Fine Point, Black Ink, 12 Count Business Price . _ _
(31020) s order contains a gift
[ #1 Best Seller @RYANS
\t SRR et Submit these items for approval

Cancel this Session
(Your cart will be saved)

Compare with similar items

Customers who shoooed for PILOT G2

TIP: The checkout process is different for
each supplier so you may need to click
through a couple different screens.

TIP: Often Punch out Suppliers require changes in their

punch out site. If an item needs to be changed once it is in

Jaggaer, you will likely need to restart the shopping
process

15




(6) The supplier will return the items to Jaggaer
and place it in your Cart at the top.

All ¥ Search (Alt+Q) Q W 10.80 USD QA
Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 2872581 - Draft Requisition
Shopplng Cart for anna Leddige 4 Continue Shopping 1 Item(s) for atotal of 10.80 v
subtots 5D

. shipping & handiing D

st
Proceed to Checkout [l m

Have you made changes? () | @ Help [ AddNon-Catalog item | [ Empty Cart | [ Create New Cart | | perform an action on (0 items selected)..| | Select all [

amazon | AMAZON.COM roreinfo...
—

The item(s) in this group was retrieved from the supplier's website. What does this mean?

Name this cart: ‘2020-01 -22 0309796 01

You can no longer access this item(s) on the supplier's website, What does this mean?
Line(s): 1

Product Description Unit Price  Quantity Total ]
PILOT G2 Premium Refillable & Retractable Rolling Ball Gel Pens, Fine Point, Black Ink, 12 Count (31020) 10.80 1 1080 O0
& EA  pinni 0.00 USD
shi :
Part Number BOO1GAQTSW Hafglli:g 0.00 USD

Manufacturer Info 31020 - (Pilat)

Commodity Code [m12700  |P

Writing instruments

Supplier subtotal 10.80 uso

16



Non-Catalog Items

The non-catalog form is utilized to purchase goods and services from non-catalog suppliers.

Organization Message

W Shop

Search Everything

Shortcuts Browse

Shop » Shopping » Shopping Home » Shopping Home Page

Shopping Home Page vicw snother nashbosrd

(1) On the right hand side select Non-Catalog
Purchase Form

All =

Search (AH+Q)

Forms and Links S ?

Welcome to the

University of North Dakota

E-Procurement Site

MNon-Catalog Purchase Form

Payment Request Form

Help and additional dashboards can be found by clicking "view another dashboard” above.

o7 Request Sourcing Event

Request New Supplier
E| Pens.

Advanced Search & Frequently Asked Questions

& Commodity Code List

Favorites Suppliers = Categaries | Contracts ( Account Codes

& UND Finance Policies

& UND Finance website

(2) Instructions section provides direction and
clarification on the form. Once you have read

them, click Next

Non-Standard Purchase ...

Form MNumber 423081
Purpose Procurement Request
Status Incomplete

Instructions
Suppliers
Attachments v
Item Attribute Defaults - (.. v
Form Fields

General Questions

ltems v

Review and Submit

Instructions Request Actions w | History

?

a 'm 0.00USD (VI §

Complete this form if product or service is not found in the catalogs and a competitive solicitation is

not being completed.

If the purchase is greater than $10,000 and you intend‘to complete a competitive salicitation then
please complete the "Request Sourcing Event” form on'the shopping home page under the "quick
links" tile.

Please attach quotes, contract, and any other supporting documentation on the attachment page.
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(3) Suppliers section provides the supplier
information. Enter the Supplier name and click

Search

Non-Catalog Purchase F... Suppliers

Request Actions w | History | 7

Form Number 424058

Supplier Please select a fulfillment center below.
Purpose Procurement Request
Status Incomplete
Instructions Search Registered Suppliers (select "Request New Supplier” if supplier not found)
Suppliers Supplier J&J Calibration
Attachments v Relationship Al
Item Attribute Defaults - (... v Zip Code Within| 5 Miles
Faorm Fields

Clear

General Questions
Items v

Review and Submit

(4) Review the results and select the appropriate
vendor if applicable.

Click Next

Non-Catalog Purchase F... Suppliers

Request Actions w  History 7

Form Mumber 424058

Supplier J & J CALIERATIOM SERVICES
AECSS T PRIMARY-ACH-1099: 460 MAIN AVE, PO BOX 63, WALCOTT, ND
Status Incomplete 58077-0063 USA
Instructions * Modify Search
Suppliers
Attachments v Supplier Name Doing Business As Fulfillment Centers Action
Item Attribute Defaults - (.. 8 &) causraion services PRIMARY-ACH-1099: (preferred)  Selected
460 MAIN AVE, PO BOX 63, WALCQTT, ND
Form Fields

58077-0063 USA

General Questions
ltems v

Review and Submit

| < Previous |
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(5) Attachments section: Attach quotes and

supporting documents for this purchase.
Click Add Attachments

Non-Catalog Purchase F... Attachments Request Actions w | History | ?

o Rl (IR Please add your attachments below:
Purpose Procurement Request

Status Incomplete Add Attachment

Instructions

Suppliers v
Attachments v
Item Attribute Defaults - (... v
Form Fields

General Questions
ltems v

Review and Submit

< Previous Save Progress Next »

(6) Select Upload

Add Attachment

Attachment ™ No File Attached | Upload

* Required Save Changes

(7) Input the Title of
the document and
click Browse or
Choose File to find

Maxirmum upload file size: 25.0 MB your file location.

Then Select Save
Changes.

* Required Save Changes Close
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Add Attachment

Attachment * & Quote | Upload - |

(8) Select Save
Changes again

* Required Save Changes

Non-Catalog Purchase F... Attachments Request Actians w | History | 2

Form MNumber 424058

Purpose Procurement Request  # Attachment
Status Incomplete
1 & Quote Edit ¥
Instructions
Suppliers v
Attachments v

Item Attribute Defaults - (... v
Form Fields

General Questions

ltems v
Review and Submit

< Previous Save Progress Mext »

(9) Select Next

Non-Catalog Purchase F... Item Attribute Defaults - (For non-catalog orders, only complete the "Health and Safety” section as applica-

Form Number 424058 ble.)
Purpose Procurement qum Request Actions -  History 7
Status Incomplete
B Capital Expense ) Yes @ Mo
Instructions Taxable OYes @ No
Suppliers v UNSPSC
Attachments v
Catalog Mo.
Item Attribute Defaults ...
Commodity Code - Edit
Form Fields
Health and Safety O & controlled substance
General Questions [0 ¥ Recycled
O # Hazardous material
ltems v 0 & Radioactive
O Rad Minor
[0 % Select Agent
Review and Submit N
[0 % Toxin
[0 & Energy star
O 4 Green

< Previous Save Progress MNext >

(10) Item Attribute Defaults section allows for chemical
coding. Disregard all sections except Health and Safety.

Mark the appropriate box if applicable and click Next.
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(11) Form Fields section is a landing page for future

questions. Click Next.

Non-Catalog Purchase F... Form Fields

Form Number 424058

Request Actions w+ | History | 7

Purpose Procurement Request ~ Overview Progress
SEIE ez D 1 Q Incomplete
Instructions ltems ] Required fields complete
Suppliers v
Attachments v
Item Attribute Defaults - (... v
Form Fields

General Questions

ltems v
Review and Submit

| < Previous |

Form Number 3230054 .
Pupose  Proamnat B .
Status Incomplete
Instructions General Questions
Suppliers Select one of the following (see help text): *
Attachments v ) Purchase is under $10k (12) wu—ions SeCtion ShOWS

O Alternate Procurement Request
O Purchase of items from a Bid/RFP or items from a UND, NDUS, State, other Cooperative contrad
O Purchase is for a Subrecipient/Subaward

Item Attribute Defaults - (. v

guestions which will drive additional tabs to

T O tmermerey Purcnane display when necessary. First question asks

General Questions ) Fremet Furchese which Procurement Action was completed.

It v . B

o Select the appropriate option.
Review and Submit

If you intend to request a Bid or RFF, please complete the "Request Sourcing Event” form on the
" (13) New Supplier: Select Yes if the supplier
Items

Are you requesting a new supplier?

did not display in step 4. Then enter the
Supplier Name & Email/Phone Information

Review and Submit

@ Yes (O No

Supplier Name

(14) IT Purchase: If the purchase is for
hardware, software or apps, select Yes.

Supplier email or phone number

(16) Select Next

| € Previous | | MNext>
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(20) Items: Enter the item that you are purchasing.
- Unit Price & Quantity

- Description & Catalog #
Be specific as this is what is sent to the supplier to fulfill the order.

Non-Catalog Purchase F... Form Fields - Items Request Actions w | History | 2
Form Number 424058
Purpose Procurement Request Items
Status Incomplete ttem 1
e e Unit Price 66.00 UsD Quantity 2.0000 . Total  0.00 USD
Suppliers v .
Product Description Cable Tension Gage
Attachments v Calibration w/Certifccation
Item Attribute Defaults - (... v
833 characters remaining
Form Fields v
Catalog Mo. 100
General Questions v
Alternate Procurement Fo.. + Commadity Code ?21_{_}0000_— Building and ) Edit
facility maintenance and repair
Contract Questions v services
IT Non-Standard Form v Item 2
Items v Unit Price UsD Quantity . Total  0.00 USD
€ Previous Save Progress Next »
Commodity Codes
Repair Q .
n (21) Commodity Code: Click
, - the Edit button by
Commodity Code Description
23140000 Leatherworking repairing machinery and CommOdlty COde' Enter (22) When
equipment the appropriate description I lick
72100000 Building and facility maintenance and repair and select the com mod|ty cotup ete clic
services - . Next.
This is important as it
72152700 Concrete installation and repair services
drives the workflow
78180000 Transportation repair or maintenance services .
routing.
85160000 Medical Surgical Equip Maint Refurbishment and
Repair Srvs

Close :
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Non-Catalog Purchase F...

Form Number 424058

Purpose Procurement Request

Status Incomplete

Instructions

Suppliers

Attachments

Item Attribute Defaults - (...
Form Fields

General Questions

Alternate Procurement Fo...

Contract Questions

IT Non-Standard Form

Items

Review and Submit

Shopp\ng Cart for requesi2

A S R Y T T

Review and Submit

+ Required Fields Complete

Request Actions w  History | 2

Section Progress
Suppliers +  Required Fields Complete
Attachments +  Required Fields Complete

Item Attribute Defaults - (For non-catalog orders, only complete the "Health and +  Required Fields Complete

Safety” section as applicable.)

Form Fields +  Required Fields Complete

< Previous

Add to Favorites Add an

(23) When you have all green checks on
the left hand side, the form is complete.
Click ‘Add and go to Cart’. If not

complete, click on the appropriate
section and complete required
information.

(R

4 Continue Shopping

Name this cart: |2020-01-21 request2 01

Have you made changes?

2 ltem(s) for atotal of 132.00 uso

subtotat 13200 USD
estimated tsx, shipping & handing:  0.00 USD

Proceed to Checkout [ m

(3 | @ Help [AddNon-Catalogttem | [ Empty Cart | [ Create New Cart | | perform an action on (0 items selected).. |+ | Select All (]

J 8 J CALIBRATION SERVICES moreinfo...

Product Description Unit Price Quantity Total []
MNon-Catalog Purchase Form 132.00 UsD O
open form...
More Actions || Shipping 0.00 USD
Select one of the following: Purchase is over $10k and no Bid/RFP completed Handling 0.00 USD
Cable Tension Gage Calibration w/Certifecation 66.00 2 132.00 usp
Part Number C100
Select one of the following:  Purchase is over $10k and no Bid/RFP completed
Commodiy Code o000 [P
Building and facility maintenance and repair services
Supplier subtotal 132.00 Usn

(24) The form will then be added to your cart.
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Assigning a Cart

(1) Once you have all the items you are purchasing in your

cart and if you do not have the requestor role, you will need
to assign the cart to a requestor to complete the requisition.
Click ‘Assign Cart’

P s e o

Shopp\ng Cart ser requesi2

Name this cart: |202CH)1*21 request2 01

Have you made changes? & |

J 8 J CALIBRATION SERVICES moreinfo...

4) Continue Shopping tem(s) for atotal of 132.00 uso

subtotst 13200 USD
estimated tax shippigl & handiing: 000 USD

Proceed to Checkout QIS Assign Cart

() Help [ Add Non-Catalog item | [ Empty Cart | | Create New Cart | | perform an action on (0 items selected)... || Select All (]

Product Description Unit Price Quantity Total []
Non-Catalog Purchase Form 132.00 UsD O
open form...
More Actions | =|  Shipping 0.00 USD
Select one of the following:  Purchase is over $10k and no Bid/RFP completed Handling 0.00 USD
Cable Tension Gage Calibration w/Certifccation 66.00 2 132.00 usD
Part Number C100
Select one of the following:  Purchase is over $10k and no Bid/RFP completed
Commadity Code 72100000 L
Building and facility maintenance and repair services
Supplier subtotal 132.00 usD
Assi Cart: U S h User Search
ssign Cart. User searc
. . Last Mame 1
(O Select from profile values © @ Search for an assignee Walski
First Name Melissa
Selected Assignee:
) User Mame
Assign Cart To: Search for an assignee
Mote To Assignee: Email
Role
Results Per Page 10

Close Search

(2) If you have not set up a default assignee, select ‘Search for

an assignee’, enter the requestor’s name and select Search.
Then Click Select for the correct requestor.

Mew Search

Name =~ User Name =

Walski, Melissa 0268072

Email = Phone Action

melissa.walski@ndus.edu [select]
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Assign Cart: User Search

() Select from profile values (@ Search for an assignee

Selected Assignee: Melissa Walski
Assign Cart To: Search for an assignee
Add to Profile [] Add to Profile

Mote To Assignee:

(3) Click ‘Assign’

/

TIP: If you would like to save the assignee as a default,
check Add to Profile.

25



Creating a Requisition
The requestor can access the assigned cart through an e-mail notification or the Jaggaer home page.

UNIVERSITY OF
UNY NORTH DAKOTA
Re: A shopping cart has been assigned to you

Cart Name: 2020-01-31 request2 01 : . .
Cart Number: 2881241 (1A) The requestor will receive an email

Prepared for: request2
Prepared by: Anna Leddige

with a link to the shopping cart

Dear Anna Leddige

A shopping cart has been assigned to you by request? (anna.leddige@ndus_edu).
The shopping cart can be accessed for review in "Draft Carts” or by selecting the
URL below.

https://usertest.sciquest.com/apps/Router/ViewAssignedCarts?
AuthUser=5657730&ParamAction=View&Cartld=2881241&tmstmp=1580495796275

If applicable, the user has submitted the following additional comments:
Please approve my office supplies.

If you have any questions with regard to this shopping cart, please contact your
UND Procurement Support Team.

Support Team Contact Information:
+1 701-777-2771 UND.PPS@UND edu

Thank you,
University of North Dakota

(1B) From the Home Page, Click the
Flag icon and select Action Items, Carts

Assigned to Me

All ¥ Search (Alt+Q) Q W 0.00USD v I §

Action Items

My Assigned Approvals

. Carts Assigned To Me o



Shop » My Carts and Orders » View Caris » Assigned Carts » Assigned Carts

Cart Management

(2) Choose the appropriate cart

Draft Carts ™ Assigned Carts

Assign Substitute

» Filter Assigned Carts

Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Created By =
MNormal 2870571 Dining Spoons 1/21/2020 19940 USD  request2
Maormal 2881241 2020-01-31 request2 01 1/31/2020 1049 USD  request2

Shop » My Cants and Orders » Open My Active Shopping Cart » Cart - 2881241 - Draft Requisition

ShODang Cart for request? 4 Continue Shopping

Name this cart: |2020-01-31 request2 01 ‘

(3) Click Proceed to Checkout

Create Consolidated Cart

Assigned To = Action
Anna Leddige View ¥
Anna Leddige View ¥

1 ltem(s) for a total of 10,49 Uz

1049 UsD
.00 USD

subtotat
estimated tax shipping & handling:

Proceed to Checkout or

Have you made changes? & | @ Help [ Add Non-Catalog ftem | | Empty Cart | [ Create New Cart |  perform an action on (0 items selectedj...|v Select All [

amazon | AMAZON.COM rmore info...
~—

The item(s) in this group was retrieved from the supplier's website. What does this mean?

You can no longer access this item(s) on the supplier's website. What does this mean?

Line(s): 1
Product Description Unit Price  Quantity Total []
PILOT G2 Premium Refillable & Retractable Rolling Ball Gel Pens, Fine Point, Black Ink, 12 Count (31020) 10.49 1 1049 t
& BA inpi 0.00 USD
Shi .
Part Mumber BOOTGAOTSW H;:E;;:g 0.00 USD

Manufacturer Info 31020 - (Pilot)

Commodity Code  |44121700 R

Writing instruments

(4) The items at the top of the page show the
minimum items that need to be corrected before the

order can be placed.

@ Almost ready to go! The list below néeds to be addressed before the request can be submitted.
* Required field: Business Purpose

Supplier subtotal 10.49 uso

Place Requisition

* Required field: Account
* Required field: Department
# Required field: Fund / Dept
Requisitions: 2881241 General Document Actions w | History | (2 7
2020-01-31 request2 01
Status: Draft edit
Document Totak:  10.49 USD Cart Name 2020-01-31 request2 01
What's next for my order? o
Description
. Priority MNormal
Requisitons Prepared by Anna Leddige
General Prepared for request2
Hold Check x
Shipping v Business Purpose
© Required field &
Billing v

Work Order Number
Alternate Procurement Request
IT Non-Standard

Accounting Codes

Intrrnal Rinkne and Atkachme g

(5) General Section: Click on ‘Required
field’ by Business Process
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(6) General Section:
Business Purpose — Enter a descriptive business purpose that can stand alone if an auditor was to review.

IT Non-Standard Tracking Number — if applicable, enter the Non-Standard IT tracking number for the form that was
submitted to UIT for this purchase.

Alternate Procurement Request Number - if applicable, enter the alternate procurement request form number.

Work Order Number — If you have a need to track a word order, add that information. Most departments will not
populate this field

Click Save

General ? X
Cart Name |201 9-12-05 0478915 01 |
Description | |
Prepared by David Krause
Prepared for David Krause
Select a different user...
Business Purpose |oopy paper |

IT Mon-Standard Tracking Number | |

Select from all values...
&, Empty field

Software Mame | |
£ Empty field

IT Non-Standard O

Alternate Procurement Request ( ]

Supplier Order 1D | |

Work Order Nurnber | |
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(7) Shipping Section:
Click on Shipping on the left hand side

If the user had a default shipping address under their profile, this shipping
would be populated. Make sure the information is accurate. If not, click Edit.

Requisitions: 2881241 Shipping Document Actions w | Migtory | (& | ?

Status: Draft Ship To edit

Shipping address Attn: Anna Leddige

409 Twamley Hall

264 Centennial Drive
Requisifions Grand Forks, ND 58202-8356
United States

Gegeral v
Shipping v
| Delivery Options edit
Billing v Expedite X
Accounting Codes Ship via Best Carrier-Best Way

Requested Delivery Date
Internal Notes and Attachm...

Rlminr i Adbn mln b T C v

Ship To 7 X

© No User Addresses

Complete the fields below to enter your shipping address for this order. If you need to make a change, sele <Ll £ o ekl
@ Mozilla Firefox
Shipping address select from org addresses | 0 a
25 https://usertest.scquest.com/apps/Router/AddressSearchPopup?Addr
Address Details " 4 PP PP
Attn: * Anna Leddige \
Address Line 1 409 Twamley Hall ] Address Search 2
Address Line 2 264 Centennial Drive i —
City Grand Forks Mickname / Address Text |Dup|\cat|ng
State MD
Zip Code 58202-8356 m
Country United States

(8) Shipping Section:

Click on select from org address
Enter the department or stop number you are looking for and click Search
Select the appropriate stop address

@ Mozilla Firefox

| © &% https:ﬁuser‘test.sciquest.com,?apps,?RGMressSearchPopup b ﬁ ‘ =
Gose |
‘ Click to filter search results \[
Results Per Page Addresses Found: 1 [4]Page 1 0f 1[2] 2
Name Address
Duplicating Services Attn: Anna Leddige
141 Facilities

3701 Campus Road
Grand Forks, ND 38202-3008
United States
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Shipping address
Address Details
Attn: *

Address Line 1
Address Line 2
City

State

Zip Code
Country

Requisitions: 2881241
2020-01-31 request2 01

Status: Draft

Document Total  10.49 USD
What's next for my order?

Reguisitions

General

Shipping

Billing
Accounting Codes
Internal Notes and Attachm...

Notes/Attachments To Sup...

Shipping

Ship To
Shipping address

Delivery Options
Expedite

ship via

Requested Delivery Date

select from org addresses

Complete the fields below to enter your shipping address for this order. If you need to make a change, select a different address from the available options.

Anna Leddige

141 Facilities

3701 Campus Road
Grand Forks

MND

58202-8008

United States

[ save this address for futdre use

(9) Click Save

[S-v [

Document Actions w | History (&) ?

edit

Attn: Anna Leddige

141 Facilities

3701 Campus Road

Grand Forks, ND 53202-3008
United States

edit
x
Best Carrier-Best Way

(10) Delivery Options Section: If you would like to

supply additional information for the delivery you
will add it to this section. To change the section
click edit.

Input the appropriate information and click Save.

Delivery Options
Expedite
Ship Via
Requested Delivery Date

|

[ Best Carrier-Best way |
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Requisitions: 2881241
2020-01-31 request2 01

Status: Draft
Document Total:  10.49 USD
‘What's next for my order?

Requisitions
General

Shipping

Billing

Accounting Codes

Internal Motes and Attachm...
Notes/Attachments To Sup...
Supplier Information

Taxes, Shipping & Handling

Requisitions: 2881241
2020-01-31 request2 01

A S YR G N N

Bill To
Billing address

Billing Options

Accounting Date

No credit card has been assigned.

Dacument Actions w | History | (&) | ?

UND PAYMENT SERVICES
TWAMLEY HALL ROOM 409

264 CENTENNIAL DRIVE STOP 8356
GRAND FORKS, ND 58202-8356
United States

(11) Billing Section: The billing section will be
handled by the payment method within PeopleSoft.

DO NOT make any updates to this area.

(12) Accounting Section: The accounting section represents the chart fields

that will be used for the purchase.

Click on Accounting Codes on the left hand side
Account Code: Click required field under Account to enter the information.

Accounti

g Codes

Status: Draft
Document Total:  10.49 YSD
‘What's next for my order?

Department

edit

edit

edit

Document Actions w | History | (& ?

Fund / Dept Project Program Code

Requisitions
General
Shipping

Billing

© Required field

© Required field

@ Required field

"~ Lines

AMAZON.COM

Accounting Codes

A N SN

more info...

Selected Line ltem Actions

Unit
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Accounting Codes @ Moszilla Firefox

Account Department )
‘ © & 25 htips//usertest sciquest.com/apps/Router/CFValueSearchPopup?Cfld=106
Select from all valfes... Select frem all values...
i ?
@ Required fielﬁ\ @ Required field =) Custom Field Search .
Value | |
Description |ofﬁce suppliesl |

(13) Account Number: If you know the appropriate account

number, enter the number. If not, click Select from all values.
Enter the appropriate description and click Search
Click Select by the correct account number

Close |

Click to filter search results 2 |

Results Per Page Values Found 2 (2| Page 10f 1[2] 2

Value - Description

Fan
536015 Office Supplies T

536030 Recharge - Office Supplies
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Accounting Codes

Account

Department

Fund / Dept

536015

Select from all values..,

@ Required field

Select from all values..,

Q Required field

Q Required field

.-

@ Mozilla Firefox

| © @ 25 hitps;//usertest.sciquest.com/apps/Router/CFValueSearchPopup?Cfld=

[=| Custom Field Search g
value | |
Description |Dup|\'cating |

(14) Department Number: If you know the appropriate

Department number, enter the number. If not, click Select
from all values.

Enter the appropriate description and click Search

Close |

Click to filter search results ?
Results Per Page Values Found 1 (4| Page 1of 12| 2
Value - Description =
3300 Duplicating Services |
Accounting Codes ? X
Account Department Fund / Dept Project Program Code add
split
[| (/3300 | | | |

Q Required field

Select from all values...

Select from all values...
Q Required field

Select from all values...

Select from all values...

Save

Q Required field *
el

recalculate / validate

(15) Fund/Department: If you know the appropriate
Fund/Department number, enter the number. If not, click

recalculate /validate then Select from all values.
Choose the appropriate Fund/Dept from the dropdown

Accounting Codes

Account

Department

Fund / Dept

? X

Project Program Code add

split

536015

|| (/3300

Select from all values...

@ Required field

Select from all values...

@ Required field

- -
Hide all values...

Select from all values...

22436-3300 - Duplicating

22440-3300 - Copier Management Program
22476-3300 - Color Copier (04)

22490-3300 - Copier Equipment Replacement

recalculate / validate
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Accounting Codes 2

Account Department Fund / Dept Project 4‘ Program Code add split

(16) Project: If there is a
Project & you know the
appropriate project

[41000-1120 | [ |
Select from all values...

536015 |
Select from all values..

@ Required field

[1120 |
Select from all values...

@ Required field

Select from all values. Select from all values...

@ Required field

/ validate
@ Mozilla Firefox

V\

‘ © & 25 nhttps://usertest.sdiquest.com/apps/Router/CFValueSearchPopup .- g | = num be I’, enter the num ber-
Close | If not, click recalculate
[ Click to filter search results 2
Results Per Page Values Found 95 [4]page[1 v]ofs[k] 2 /Valldate then Select from
Valua - Description - all values.
UNDO020181 SGC Energia - Consulting q
UND0020691 DOE-FERR-6- Mgt & Rptg-UG Choose the approprlate
UND0021310 DOE-PCRO3-BPS-T13-Mgmt&Rep Proiect and click select
Accounting Codes
Account Department Fund / Dept Project Program Code add split (17) Program code_ |f there iS
[s36015 | | {[1120 | | |[41000-1120 || lunposzoter |

Select from all values... Select from all values...

Select from all values...
@ Required field

Select from all values...

© Required field

Select from all values...
© Required field
@ Morzilla Firefox

a Program Code & you know
the appropriate number, enter
the number. If not, click
recalculate /validate then
Select from all values.

a
- @ ﬂ.|
Close |

® recalculate / validate

| © & %5 hitps://usertest.sdquest.com/apps/Router/CFValueSearchPopup

A

| Click to filter search results -_,|

Results Per Page

Values Found 2508

[4]page 1 ~|of 126[k] 2

Value - Description B Choose the appropriate
00003 05-32-4542 T&L 900; Building .
00004 Inspector Management Planner Program COde and CIICk seIeCt
00005 DESIGN REFRESHER
Accounting Codes 7 X
Account Department Fund / Dept Project Program Code add split
536015 | {[1120 || |la1000-1120 | |uNDo020181 | o000 | o redve
Select from all values... Select from all values... Select from all values... Select from all values.. select from all values...
© Required field @ Required field @ Required field
536015 | [1120 | [a1000-1120 | |unpoozo1s1 | [ooo1o | o remove
Select from all values... Select from all values... Select from all values... Select from all values... Select from all values...
Split Total 0% edH split
recalculate / validate  show monetary calculations
_Cancel | (18) Split: If there is multiple

funding sources, click add split
and enter the additional
funding.

Choose appropriate Split Type
% of Price

Amount of Price

Click Save
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Requisitions: 2881241 Accounting Codes Document Actions w  History | (&) | 2
2020-01-37 request2 01

Status: Draft Account Department Fund / Dept Project Program Code
Dncu‘menl Total: 10.49 USD 536015 3300 22436-3300
| What's next for my order? Office Supplies Duplicating Services Duplicating
Reguisitions
General v Lines Selected Line [tem Actions
Shipping v
Biling v AMAZON.COM
L more info...
~ Accounting Codes v Product Description CatalogNo  Size / Packaging Unit Price Quantity Ext. Price L[]
Internal Motes and Attachm... 1 PILOT G2 Premium Refillable & Retractable Relling Ball Gel Pens, Fine Point,  BOO1GAOTSW EA 1049 1EA 10.49usp O
Black Ink, 12 Count (31020) £y  moreinfo..
Notes/Attachments To Sup... v Accounting Codes (same as header)
supplier Information v
Taxes, Shipping & Handling
Requisitions: 2881241 Internal Notes and Attachments Document Actions w | History | (&) ?
2020-01-31 request2 01
I Status: Draft edit
Document Total: 1049 USD Internal Mote
L VL= (I ) G5 Internal Attachments
o Add Attachments Date
Requisitions —_
General v
Shipping v Lines J Line [tem Actions -
Billing v (19) Internal Notes and Attachments: this area will be to input
AMAZQ
Accounting Codes M comments or attachments for UND employees ONLY. These do
1 I Notes and Attac... i
~ Intema and Attac Ml not get sent to the Supplier. .
Click on Internal Notes and Attachments on the left hand side
Click on edit
Add the note and Save.
Internal Note ? X
Internal Mote P\ease call me regarding this order

965 characters remaining  expand | clear

[5... O
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Status: Draft edit

Document Total:  10.49 USD Note to all Suppliers
‘What's next for my order?

Attachments for all suppliers

Add Attachments

Requisitions
General v
Shipping v Lines Selected Line/ttem Actions w
Billing v

. AMAZON.COM
Accounting Codes

Internal Notes and Attachm... l (20) Notes/Attachments to Suppliers: this area will be comments
Notes/Attachments To Su... or attachments for the SUPPLIER. These will get sent to the
Supplier.
Click on Notes/Attachments to Supplier on the left hand side
Click on edit
Add the note and Save.

External Info

Mote to all Suppliers Per cur discussion on Quote 123

Qﬁgzharacters remaining expand | clear

Ef oo

(21) Final Review: Line Section
Click on Final Review on the left hand side
Review the information and click edit if any updates are necessary
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Requisitions: 2881241

2020 31 requ

Status: Draft

Document Total:  10.49 USD
What's next for my order?

Requisitions
General v
Shipping v
Billing v

Accounting Codes

Internal Notes and Attachm... +*
MNotes/attachments To Sup... v
Supplier Information v

Taxes, Shipping & Handling

Final Review
TIP: If the item you are ordering came from a catalog, do
Lines not make a change in this area. Go back to the catalog to
AMAZON.COM  rmereirfo.. reselect the item and start that process over.

Account Code
Pricing Code
Quote number

View/edit by line item...

The item(s) in this group was retrieved from the supplier's website. What does this mean?
You can no longer access this item(s) on the supplier's website, What does this mean?

Line(s): 1
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price []
1 PILOT G2 Premium Refillable & Retractable Rolling Ball Gel Pens, Fine  BOO1GAOTSW EA 1049 1EA 1049 usp [l
Point, Black Ink, 12 Count (31020) ¢  moreinfo..
Manufacturer Name Pilot Commodity Code 44121700 Internal Note
Manufacturer Part 31020 Writing instruments Internal Attachments
Number
Add Attachments
Supplier Part Auxiliary ID 140-4987536-3902350,1
more info... External Note

Attachments for supplier

Add Attachments

Supplier subtotal 10.49

Shipping 0.00

Handling 0.00
Supplier total 10.49 usD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Subtotal 10.49
purposes, budget checking, and workflow approvals. Shipping 0.00
Handling 0.00

Total 10.48 USD



(22) Place Requisition: If you have ‘This order is ready to be
placed’ in green on top of the requisition, click Place Requisition.

This order is ready to be placed. Place Requisition

Requisitions: 2881241 Accounting Codes Document Actions w | History | &) | 2

2020-01-31 request2 01

Status: Draft Accaunt Department Fund / Dept Project Program Code
DocurnentTotaI: 10.49?USD 536015 3130 22116-3130
What's next for my arder? Office Supplies Procurement & Payment Accounts Payable
Services
Requisitions
General v
Lines Selected Line [tem Actions w
shipping v
LA ¥ amAzoN.com
Accounting Codes v more info...
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price []
Internal Notes and Attachm... +*
1 PILOT G2 Premium Refillable & Retractable Relling Ball Gel Pens, Fine Point,  BOO1GAQTSW EA 1049 1EA 10.49usD [
Notes/Attachments To Sup.. Elack Ink, 12 Count (31020) £  moreinfo...
A ting Cod head
S = v ccounting Codes (same as header)
Taxes, Shipping & Handling
Final Review v Supplier subtotal 10.49
Shipping 0.00
PR Approvals Handling 0.00
Supplier total 10.49 USD
Comments o
Attachment Overview shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for Subtotal 10.49
estimation purposes, budget checking, and workflow approvals. Shipping 0.00
PO Preview Handiing 0.00
Total 10.49 USD

Shop » My Carts and Orders » Open My Active Shopping Cart » Submitted - Requisition 2881241

@ Requisition Submitted

Next Steps

You can view or print this at: Requisition 2881241, or via the Document Search page

® View Approval Status
Search for another item

* View order history
Check the status of an order (23) View Approva|: Click View

Approval Status to verify the order

-
® Return to your home page
® Create new draft cart

passed budget check

Requisition Summary

Requisition number 2881241 Quick View
Requisition status Pending

Cart name 2020-01-31 request2 01
Requisition date 2/3/2020

Requisition total 10.49 USD

Number of line items 1
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Requisitions: 2881241 PR Approvals Document Actions w | History | (5 | ?
2020-01-31 request2 01

Status: Pending Show skipped steps O
Document Totak:  10.49 USD

ari i | Horizontal
Requisitions
" y ~ - ~ - ~
PR Approvals Subr:ﬂ?ed Budget Check 1 Department Approval Budget Check 2 [p8 Create PO
Anna Completed v Active < Future =+ Future = /%
Comments 1) Le(:}dnlge View approvers. Expedite Expedite rinish
behalf of:
Attachment Overview requestz M
2/3/2020
842 AM
PO Preview h : -
Budget Check 1 Response | Budget Check 2 Response |
Approved v Future =
View approvers
Expedite
\ \
(24) Budget Check review: Look at the Budget
Check 1 Response and verify it shows Approved.
If it does not click the history button to
determine the error.
Requisitions: 2881241 Document Actions w | History | () | 7
2020-01-31 request2 01
Status: Pending Show skipped steps. ] @ History - Requisition 2881241 - Mozilla Firefox \ - m] X
Document Total:  10.49 USD
Orientation | [0} 25 I'mps://useﬂest‘sc\'queﬁt.oom/apps/Router)QquudnTral\?Reqld:2S1241 &ViewContent( a e ﬁ ‘ =]
Requisitions L A
. N Click to filter history 2 Export SV
PR A ad Budget Check 1 D, A | |
pprovals Submitted epartment Ap|
Anna Compieted v Active | Results Per Page Records : 18 Page 1 of 1[2] ?
Leddige . i 5
Comments [ 1] ddig View approv L,:;ec- Date/Time™ User = Step(s)  Action = F'er'""e 4 From T Note
behalf of:
Attachment Overview request? 2/3/2020 System  Budget Requisition ¥ Requisition
2/3/2020 8:42 AM Check 1 budget check 2881241
8:42 AM N J Response passed
PO Preview
2/3/2020 System  Budget Message
o 8:42 AM Check 1 transmission
Budget Check 1 Response to external
system was
Approred successful.
2/3/2020 Anna Requisition  Accounting  empty 2/3/2020
N 8:42 AM Leddige modified Date

Worl Step Appro (Department Approy
Group : Deg - 3130

Jana K Thompson  jana.kthompson@ndus.edu

Close
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Assigning a Substitute Requestor

If a requestor will be out of the office and unable to complete this role. They have the ability to assign a
substitute requestor from those individuals with the requestor role.

Shop » My Carts and Orders »

Cart Management

Draft Carts ™ | Assigned-Carts

Assign Substitute

¥ Filter Assigned Carts

Type = Cart Number =

MNormal 2870571

MNormal 2881241

L

*Shn pping

My Carts and Orders
Admin

Shopping Settings

View Carts » Assigned Carts ¢ Assigned Carts

Open My Active Shopping Cart

View Carts

View My Orders (Last 90 Days)

[
L

Dining Spoons

2020-01-31 request2 01

Shopping Cart Name =

Cart Description

Date Created =
1/21/2020

1/31/2020

Total =

199.40 UsD

10.49 USD

Created By =

request2

request2

Create Consolidated Cart

Assigned To =

Anna Leddige

Anna Leddige

Create Cart

Action
View W

View W
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User Search
Last Mame Krause
First Mame
User Mame

Email

(3) Input the requestor that will be

Role handling the orders and click Search
Click Select

Results Per Page

Search

| Mew Search |

Name = User Name = Email =

Krause, David 0478915 david.krause@ndus.edu [select]

Cart Management

Draft Carts Assigned Carts ™

(4) When the original requestor
returns, click End Substitution

Current Substitute: David Krause End Substitution
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Approving a Requisition
The requestor can access the assigned cart through an e-mail notification which takes you into Jaggaer,

through the Jaggaer home page or can approve directly through the email with an approval code.

Department Approval - 3130 Approval Request for
Requisition# 2881241

Dear Jana K Thompsaen,

The requisition listed below has been submitted for your approval.
WARNING: Your approval code is nof set up in your profile, so you are nof allowed to {ake action on this

requisition via email. Action must be taken in your organization's site. You may log into the application to set the
approval code in your user profile.

Folder: Department Approval - 3130
Prepared by: Anna Leddige

Prepared for:

Cart Mame: 2020-01-31 request2 01
Requisition No.- 2881241

Priority: Normal

No. of line items: 1

TOTAL: 10.49 USD

AMAZON.COM

Item 1

Description PILOT G2 Fremium Refillable & Retractable Rolling Ball Gel Pens, Fine Point, Black Ink,
12 Count (31020)

Catalog Number: BOO1GACTSW

Quantity: 1

Unit Price: 10.49 USD

Ext. Price: 10.48 USD

Size/Packaging: EA

Commodity Code: 44121700

TOTAL: 10.49 USD

Accounting Codes
Account:: 536015 - Office Supplies
Department:: 3130 : Procurement & Payment Services
Fund !/ Dept:: 22116-3130 : Accounts Payable
Project:: -
Program Code:: -

Ready to approve, reject or assign this document to yourself?

Additional Information

Summary Details

Hold Check: No

Business Purpose: Pen replacement
‘Work Crder Number:

Altemnate Procurement No

Request:
IT Mon-Standard: No
Comments: (1)

Shipping Address
Atin: Anna Leddige

141 Facilities (1A) Click View Requisition
3701 Campus Road .

Grand Forks, ND 58202-8008 Approvals to review the
United States

information within Jaggaer.

View Requisition Approvals

If you have any questions with regard to reviewing/approving this requisition, please contact your SelectSite
Suppart Team.

Support Team Contact Information:
+1 TM-777-2771
UND.PPS@UND. edu
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Ready to approve, reject or assign this document to yourself?

%

> Shipping

> Billing

> Accounting Codes

> Internal Notes and Attachments
> Notes/Attachments To Supplier
> Line Items

> Other Approvers

Actions

Approval Code *

Comment

My Profile » Permission Settings » Approvals

Jana K Thompson

User Mame 0271774

User Profile and Preferences
Update Security Settings
Change Password
Change Email Approval Code

Change Security Question or Answer

(1B) Review the information
for the order,
Click Take Action within the

email to approver via the
email.

Enter you Approval Code
and Click Approve

Assign to myself

Approve

Change Email Appraval Code

Email Approval Code

Save Changes Close
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*  Search (Alt+Q) Q '™ 100.00USD (VLY I

Action Items
(1C) From the Home Page,
Unassigned Approvals Click the flag icon and select
Action Items, Requisitions
under Unassigned Approvals

<

Requisitions <

Invoices

000

Change Request

e .
4 Department Approval - 3130 [2 results]
Requisition No. Suppliers: Assigned Approver PR Date/Time Requisitioner Amount Action L[]
v 2881241 ©y  AMAZON.COM  Not Assigned 2/3/2020 8:42 AM request2 10.49 USD O
Requisitio 2020-01-31 request2 01 [ Folders 0 Days in folder [Department Approval - 3130]
Mame
No. of ling items 1
This PR has notes v~
v 2879765 ), McMaster Carr - Not Assigned 1/30/2020 12:41 PM  Anna Leddige 1,222,36 USD O
Requisitig 2020-01-30 0309796 03 || Folders 3 Days in folder [Department Approval - 3130]
(2) Click on the Requisition
Number to open the order for
review
< Back to Approvals 10of 2 Results » € » Folder: Department Approval - 3130
Requisitions: 2881241 Summary Document Actions w | History | & | ?

2020-01-31 request2 07

Assign to myself

Status: Pending Approve/complete step & show next
Document Total:  10.49 USD |
General Approve/complete step
Requisitions Copyto New Cart
Add Comment
Summary Status ' pending Add Notes to History
General Department Approval Add Non-Catalog Item
Submitted 2/3/2020 8:42 AM
Shipping Cart Name 2020-01-31 request2 01
Description
Billing -
Priority Normal
Accounting Codes Prepared by Anna Leddige
Prepared for request2
Internal Motes and Attachm... Hold Check x
Notes/Attachments To Sup... Business Purpose Pen replacement
Work Order Number
Supplier Information Alternate Procurement Request x
: IT Non-Standard x . .
Taves, Shipping & Handling (3) Review the details of the order
o8 Approvals and make appropriate changes if
Shippi
— PPing necessary.
Comments
. When the order is ready to be
Ship To
Attzehmen: Cuerview At Anna Leddige approved, select the drop down by
141 Facilities
PO Freview 3701 Campus Road Document Actions and Choose

Grand Forks, MD 58202-8008
United States

‘Approve/complete step’
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Assigning a Substitute Approver
If you will be out of the office, you can setup a substitute approver to cover in your absence. This individual will
need to have the approver role and can’t be a requestor.

Orders » Approvals » Requisitions to Approve » My Approvals - Requisitions

Group Results By:

Orders

Search Requisitions to Approve
My Orders Purchase Orders to Approve
Approvals Change Requests to Approve

Procurement Requests to Approve

Requisitions Recently Approved By Me
(1) Click orders in the Purchase Orders Recently Approved By Me
left hand column Change Requests Recently Approved By Me
Choose Approvals
Choose Assign
Substitute Approvers- Assign Substitute Approvers-Requisitions
Requisitions.

Procurement Requests Recently Approved By Me

Assign Substitute Approvers-Purchase Ordel Assign Substitute
Assign Substitute Approvers-Procurement Requests

Approval Notifications

(2) Options: Click Assign Substitute to All Requisition
Folders, or

Click Assign on the individual departments, or click
multiple boxes, then click Substitution Actions and
Assign Substitution to Selected Folders

Assign Substitute to All Requisitions Folders

Showing 1 - 4 of 4 Results All Folder Results
Results Per Page Sort by: | Folder name ascending v|
Folder Name Approver
Assigned PR Approvals Jana K Thompson
Department Approval - 3130 Jana K Thompson m
Department Approval - 3205 Jana K Thompson m td
Procurement Approvers - Jana Jana K Thompson m U
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Assign Substitute

[~] Include Date Range for Substitution .
(3) Enter the appropriate

Substitute name.
If you want to add a date
range check the box for

Substitute Name * Leddige, Anna

Start Date * 03/03/2020 12:00 AM o include Date Rage for

i, dd/yyyy hhimm a

.
End Date 03/07/2020 12:00 AM

mrmydd/yyyy hhimm a

Substitution and enter that
information then click Assign.

Assign Substitute to All Requisitions Folders || End Substitute for All Requisitions Folders

Showing 1 - 4 of 4 Results All Folder Results Substitution Actions w
Results Per Page Sort by: | Folder name ascending V| [2] Page 1 of 1[x] 2
Folder Name Approver Substitute Action [
Assigned PR Approvals Jana K Thormpsaon ]
Department Approval - 3130 Jana K Thormpsaon Anna Leddige m ]

Start Date: 03,/03/2020 12:00 AM =+
End Date: 03/06/2020 12:00 AM

Department Approval - 3205 Jana K Thompsaon

Procurement Approvers - Jana Jana K Thompsaon

(4) If you have not entered a

date range, you will need to go
back and remove the
substitution when you return.
Click Remove.
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Purchase Order Change Order

(1) Find the Purchase Order needing to be
changed by utilizing the Searching for Carts,
Order and Documents step.

Crdern + Sewch ¢+ Sswch Cocurrests B Shrien - PO JOO00006™

€ Back bo Resulis

Purchase Order:

JOO0000679 Revision O

3047

Purchase Crder

Fpasions

PO Approsais

Shipmgsiy

Change Requests

Inynem
Comments

Asehment Cheeroms

2Tof 81 Resuls » | £ | 3

PO/Eifernnce Mo,
Risvision Mo,
Suppleer Name
Purchase Order Date
Totat

Oparier Pdarrse
Ohahits PRahi

Cewervar Ermad
Requisitszn Mumbes

AP abus

Distribution

Digtributicn Date Tima
Suppler

Lines

Product Desc ription

Hon-Stancdind Puschate Feem [ meo o0

1 CGAS

Esmiirrtint Bucpaiif (oDl Pusimdis Firrm

(2) Click on Document Actions dropdown
Click on Create Change Order Request

[ Aevoss w | ey |07

Commam e &

ot Chirge Begueit
Ksd Mottt oy

JOO000DETR Eonate Qarnity Recwipt

(] Conitt (i Bl g

SAMTA CAUZ BIOTECHNOLOGY INC  mam i o fan Varmon

1R HE0 anr——
Choa POF

Dead Krmne

dunid. brauie @ ndusmdu

B30 v | oot

1

Open

¥

[A2LAB0S tE5 By

T v drtrbuted e st ooe ureg e maitodin rdested beics T e e E s deiiuied
Fax +1 919-658-6100

Emizsl {HTML Body): customenserncescbt.oom

PFelanual

VLR 1250 PM
Sent To Supplier e

Catalog No r.hu '; xm Ext. Price Supplier Recehving lrvoling Makching

FR00USD ZentTo none nome Mo
Suppiin Matckves

ewtwt w1

Shipping, Handing, snd Tis charges are celculsted snd charged by axch supplier, The values shown hare are for estimation Substotal
puip iflew appres sis.

Busdzet checking, and

2F.00
Srpprg 000
Handling [2e]
Tastal 2E9.00
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Create Change Request

This will create a change request for this purchase order. i you selec]
receive an email indicating that a change request has been created fi
order.

Email notification(s):

M anna Leddige <anna.leddige@ndus.edus
O David Krause (Prepared by, Prepared for)
<david.krause@ndus.edu>

add email recipient...

O Abby Admin (Appro

@ User Search - Mozilla Firefox

D &% https://usertest.sciguest.com/apps/Router/Genericls

User Search

Last Mame Parton

First Name Tonya

User Marne

Email

O David Krause (Approved) < david krause@ndus.edu> Role ':|
O Jana K Thompson (Approved) <janakthempson @ndus.edus e
[ Louis Christoffer (Approved) <lowis.christoffer@ndus.edu> Results Per Page :|
O Tonya Parton (Approved) <tonya.patton@ndus.edu> —_—
add email recipient... Search

(3) If you need to notify ad individual of the change, select the correct person.

If the individuals is not listed, click add email recipients.

Enter the name and click search and Select.

Name = Email = Action

Parten, Tonya 0399535 tonya.parton@ndus.edu [select]
i B Segevh b Sewioh Dotuseseln B Buenedy - JEETI0E . Chiengs Reguen]

This change reguest & ready to be submitted _-
Change Requests: Summary Donmmest acions w | Heney @ 7
St ‘Drafy
S I External Communication Options
'.'—Ird:dl.lm“r.h\ Fiasanc] b Sy o lakse
Wil wew] fia ey Oelhey - i

Chasii Rl
Changi: Riquasts Beserad b FRP Syrtem true
Convesctions oh Changs
Summuary Bequest
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Create Change Request

This will create a change request for this purchase order. If you select a user they will
receive an email indicating that a change request has been created for this purchase

order.
Email notification(s):

Anna Leddige <anna.leddige@ndus.edu>

L] David Krause (Prepared by, Prepared for)
< david.krause@ndus.edu>

O] request? <anna.leddige@ndus.edu>
Tonya Parton <tonya.parton@ndus.edus

add email recipient...

User with change request permission:

L] Jan ndus.edu=
LI reqd Tip: Disregard this nd.edu
[1 rea] potification area -edux

O] reg edus

[ req edu>

add email recipient...

Changing funding

(4) Enter the reason for the change order.
If applicable add an attachment
Click Create Change Request

Q84 characters remaining

Attach file to this change request (optional):

File Mo file selected

Attachment Type

File Mame

Create Change Request Close
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Accounting Codes

Aceount [epartmment Fund / Dept Pragect Privgiam Code | et
53220 BO15 204648015
Research Suppliss/Matonals Baumsedical Soiences Millis Research

(5) If the funding is changing for the entire
order, select edit at the header level.

If the change is only for one line item on the
purchase order, select edit at the line level.

Lines e Line Detaili | Selecied Line lem Actions =
SANTA CRUZ BIOTECHMNOLOGY INC o inio Contract
SLA PO Murmlser R00ODQETS
1M T0 FINMELL 5T, [ALLAS, TX T5220-2443 USA Acoount Coda
Pricing €
Tuote nurmbser
Product Description Catalog No Size [ Packaging LUnit Price CQuantity  Ext. Price [\
Non-Standard Purchase Form || mooe infe |
1 eGAS ewtgwt 28900 1 289.00 USD [estie
Procarement Hequest Mon-Standand Parcharse Form
Select one of the Purchase is under Commeadity Code B5121800 Internal Mote
fellowing: $108% Medical labaratorsies iemal Attsdunents
e infa
Aol ARSI
Extermal Mote
Attachenents for supplier
Adkl Aftachments
Accounting Codes T X
Account Department Fund f Dept Project Program Code ] sl
ERET 3130 22116-2130
el friam ol sl Epleut bt all vihar Sabica liewm all valirs

Solect litin all vilasi

wecaltulate § valdig

(6) Update the appropriate Funding and select Save
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Change Requests * 3412446 ~

Summary Taxes/S&H PO Preview External Communication Comments o Attachments History

Resend to...

\/ Suppliers on Change Request

(7) Click External Communication

Then check the box called “Suppliers on Change
Request” to send the change order to the
supplier otherwise leave unchecked.

\/ ERP System Connections on Change Request

«/ PO Exportto RMM
«/ POExptto NDUS Peoplesoft

(8) Click Submit Request on the top of the page.

Orders b Seasch b SewrchDoderests § Sumwmary - JEETI0E - Charge Reguest

This changs request & resdy to be aubmitted

Change Requests: Summary Doosmest dctions w | Hamey il T
Zﬂl’?ll:ll! . [opand AR Coilapse &1
S Orafy
e e i External Communication Options
Yoarw Fariaiedd Clovoraenty 4 Besond to Suppbers on tadew
Wty s ber ey oodin e Bauist &
Change Requests Baserd ba ERP Syatem e
Cimemsctim, g0 Change
Summary Eaquess &

Shop b My Garts and Orders ¢ Open My Active Shopping Can »  Submitted - Change Request

@ Change Request Submitted

Mext Steps

You can view or print this at: Change Request 2887303 (8) Click View Approval Status to see
® View Approval Status €

the approval workflow that the change
= Search for ancther item : .
W e i order will go through. It mirrors the
® Chieck the status of an order requisition workflow.

# Return to your home page
* Create new draft cart
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Orders + Search b Search Documents b Approvals - Change Request

Change Requests: Change Request Approvals Document Actions w | Hisory | (2 | 7
2887303 ﬂ
2020-01-21 0478915 01 - CR(1) \ \ \
s i Budget Check 1 Department Approval Procurement Review Budget Check 2 {4 Create PO
Stanre Pending submitted ) - -
ST request2 Completed v Adtive & Future Future Future™)
View Related Documents On behalf View approvers View approvers &
of:
David Finish
Change Requests Kesuse
2/7/2020
Change Request Approvals Z11PM
Comments o Budget Check 1 Response Budget Check 2 Response
Approved v Future ™
Attachment Overview
View approvers
PO Preview

(9) Check to make sure the Budget

Check 1 Response status is approved.
If not, check the history to determine
why it failed budget check.
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Closing a Purchase Order
If you will not be fulfilling the entire Purchase Order, you can close it to unencumber funds.

(1) Find the Purchase Order needing to be

changed by utilizing the Searching for Carts, (2) Select Close PO

Order and Documents step.

Orders » Search b Search Documents b Status - PO J00000060%

< Back to Results lof 2Resulis w | €| >
Purchase Order: Status Document Actions w | History | (23 | 7
JO00000609 Revision 0 Add Comment pse Al
3040525
Creste Change Request
S B THe M General Information Add Notes to History
Status: Completed
Document Totat: 479.99 USD PO/Reference Mo. 1000000609 Creste Quantity Receipt
View Relzted Documents Revision No. 0 Create Cost Receipt
Supplier Name DELL MARKETING LR maore info Print Fas Version
Status
Purchase Order Date 1/3/2020 ot Close PO
Total 479.9% Cloee PO
Purchase Order QOwner Mame Anna Leddige
Owner Phone
Revisions Owner Email anna.leddige@ndus.edu
Requisition Mumber 2861151 view | print
PO Approvals
Document Status
Shipments AJP status Open
Workflow ¥" Completed
Change Requests {1/3/2020 5:16 AM)
Distribution The system distributed the purchase order using the method(s) indicated below the lzst time it was distributed: view
i cXML (Electronic Integration)
Receipts
Distribution Date/Time 1/9/2020 9:39 AM
Supplier Sent To Supplier view
Invoices
Lines
Comments Size/ i
Py ze n . - . . . s .
Product Description Catalog Mo Packaging Price Quantity Ext. Price Supplier Receiving Invoicing Matching
Attachment O
acnment venien 1 ¥ OptiPlex 3070 Micra:OptiPlex 3070 Micro BTX - 210-ASBI EA 47999 1EA  479.99USD SentTo  none  none No
mere info.. Supplier Matches
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Subtotal 479.99
purposes, budget checking, and workflow approvals, Shipping 0,00
Handling 0.00
Total 479.99 USD

Add Note

Specify the reason for changing the A/P status to closed.

Will no longer be receiving this purchasesl

(3) Enter the reason
R for closing the PO and

BEE characters remaining
Maximum allowed characters are 1000

. . . _ select OK
Characters beyond the limit are not saved, i.e,, the note is truncated. Once the note

attached, it is accessible from the History tab of the docurment.
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Orders b Search b Search Documents b Status - PO JOD0000E09

< Back to Results

Purchase Order:
JO00000609 Revision 1
(Closed)

3040525

Supplier. DELL MARKETING LP
Status: Completed
Document Totat 479.99 UsSD

View Related Documents

Status

Purchase Order
Revisions

PO Approvals
Shipments
Change Requests
Receipts
Invoices

Comments o

Attachment Overview

Tof 2Results w | € | ¥

Status Document Actions w | History | (=g | 7

Expand All | Collapse All

General Information

PO/Reference No. 1000000609

Revision Mo. 1

Supplier Name DELL MARKETING LP more info
Purchase Order Date 1/3/2020

Total 479.99

Owner Name Anna Leddige (4) Note that the A/P

Owner Phone
Owner Email anna.leddige@ndus.edu Status has been

Requisition Number 2861151 view | print

updated to Closed

Document Status

AfP status Closed
Workflow v Completed
{1/3/2020 9:16 AM)
Distribution The system distributed the purchase order using the method(s) indicated below the last time it was distributed: wiew
cXML (Electronic Integration)
Distribution Date/Time 1/9/2020 9:39 AM
Supplier Sent To Supplier view
Lines
Product Description CatalogNo 2%/ Unit uantity Ext.Price Supplier Receiving Invoicing Matchi
pt Packaging Price ity PP "9 "3 =
1 v OptiPlex 3070 Micro; OptiPlex 3070 Micro BTX £ 210-A5BI EA 47999 1EA 479.99USD SentTo  none none No
more info. Supplier Matches
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation Subtotal 479.99
purposes, budget checking, and workflow approvals. Shipping 0,00
Handling 0.00
Total 479.99 USD
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Receiving a Good & Services
Receiving can be completed on a purchase order. You can find the purchase order through a quick search or
document search.

A~ 718 Q WooousD VWA Q2

Quick Search (AR+Q)

. (1A) Enter the PO number, at

the top to locate available
purchase orders.

Document

JO00000718 - Purchase Orders

2881241 - Requisitions

Orders ¢ Search ¢ Search Documents ¢ Document Search

€ Back to Edit Search Start Mew Search

¥ Search Documents

(1B) If you do not know the PO number, you can
search by the supplier or requisition number.
Choose Orders on left side, select Search, Search
documents.

Enter the supplier name and select go

Choose the appropriate Purchase Order by clicking
on the Document Number.

All Search (Ait+Q) a W 0.00USD L L §

Orders » Search » Search Documents » Document Search

Search |All Documents ~ LAmazon.com All Dates \'|m

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

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

B P TV - ——

Results Per Page Sort by: |«] Page 1 of 1[2] 2
Document Number Document Type Document Owner Document Date/Time Supplier Document Total

v 1000000718 I=h Purchase Orders request2 2/3/2020 11:27 AM AMAZON.COM 10.49 USD

v 2881241 5% Requisitions requestz 2/3/2020 §:42 AM AMAZON.COM 10.49 USD
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Quantity Receipt

Quantity receipts are used to receipt commodities

< Back to Results

Purchase Order:

Document Total:
View Related Documents

Status

Purchase Order

Revisions

PO Approvals

Shipments

Change Requests

Receipts

JO00000718 Revision 0

3053282
Supplier: AMAZON.COM
Status: Completed

10.49 USD

All *  Search (Alt+0)

Orders » Search » Search Documents »  Receipts - PO JOOD00O718

1of 34 Results = € | >

Receipts

There are no receipts for this PO.

(2) Go to the Receipt tab to determine if
there has been a previous receipt.

Then click on Document Actions and
Create Quantity Receipt

Q W p.00USD

Document Actions w | History | (21 7

Add Comment

Create Change Request [
Add Motes to History
Cancel PO

Finalize Revision
Create Quantity Receipt
Create Credit Memo
Create Cost Receipt
Create Invoice

Print Fax Version

Soft Close PO

Close PO

Resend to Supplier

VL 3 §
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(3) Enter the Packing Slip Number and

enter appropriate quantity received

Orders b Search b Receipts b Summary - Receipt To Be Assigned

Summary Comments (0} History

Exact Match: PO Mo. JOO0000718
[=] Header Information

=

Receipt Name 2020-02-03 0309796 01 |
Receipt No Receipt Date Packing Slip Mo. Supplier Name Received by
To Be Assigned 2/3/2020 = AMAZON.COM Anna Leddige
mm/dd/yyyy
RECEIPT ADDRESS DELIVERY
2, Mo addresses defined in profile. | Carrier |O‘ther V||
Attn: Anna Leddige Tracking No. l:l
141 Facilities -
Attach t: Attach/Linlk
3701 Campus Road achments ﬁ
Grand Forks, ND 58202-8008 Notes
United States (1,000 Chars. Max)
Receipt Lines ?
Line Details

?

Hide Receipt Details

For Selected Lines: | Remove Selected ltems |m

v
PO Qty/UOM  Previous Add to
PO No. Ii:: Product Name Catalog No. ordered Receipts Quantity i Line Status Actions O
J000DDO71E 1 PILOT G2 Premium Refillable & BOD1GAQTSW 1EA Received | [ Remove Line | O
= Retractable Rolling Ball Gel Pens, .
Fine Point, Black Ink, 12 Count [BeceiveiBe) febwm)
(31020) 9
Contract Mo.

Serial Number |

Attachments Attach/Link
Notes
1000 characters remaining exparld | clear

Orders b Search b Receipts b Summary - Receipt 380408

Create Oty Receipt J Create Cost Receipt

(4) Review and click Complete

Receipt Mo . 280408 (=) has been created for the following PO Mo(s): This will create a receipt number

® PO/Reference Mo, JODD0D0T1E Ig'l
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Cost Receipt

Cost receipts are used to receipt services

All > | Search (Alt+Q) a Wooousp U WA R
Orders » Search » Search Documents » Receipts - PO JO0O0O00D718

< Back to Results 1of 34 Results » | € | >

Purchase Order: Receipts Document Actions w | History | (&) | ?
J000000718 Revision 0 - - { Add Comment '

3053282 There are no receipts for this PO,

T 1 Create Change Request

Supplier AMAZON.COM Add Notes to History

Status: Completed

Cancel PO
Document Total: 10.49 USD

View Related Documents

(1) Go to the Receipt tab to determine if
there has been a previous receipt.

Finalize Revision

Create Quantity Receipt
Status

Then click on Document Actions and
Create Cost Receipt

Create Credit Memo

Create Cost Receipt
Purchase Order P

Create Invoice

.. Print Fax Version
Revisions

5oft Close PO
PO Approvals Close PO

Resend to Supplier
Shipments

Change Requests

Receipts

Receipt Create Date 2[7/2020 8:57:12 AM

Source Manual

Summary Comments (0} History

-~

Exact Match: PO No. J000000658
[=| Header Information

Receipt Name [2020-02-07 0309796 01 |
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned 2777202 =] |:| WELLS FARGO EQUIPMENT FINANCE INC Anna Leddige
mm/dd/yyyy
RECEIPT ADDRESS DELIVERY
Location | v‘ Carrier | Other v”
Attn: Brandon Wallace Tracking No. l:l
409 Twarnley Hall =
264 Centennial Drive Attachments Attach/Link
Grand Forks, MD 58202-8356 MNotes
United States (1,000 Chars. Max)
Receipt Lines ?
Line Details
B
Show Recsipt Detsils For Selected Lines: | Remove Selected ltems m
PO No. PO Line No. Product Name Catalog No. Qty/Cost Ordered Previous Receipts Cost Line Status Actions O
JODD000RSS @ 1 2018 Piper Archer PA-28-181 Contract Payment 3,075.75 3,075.75 | | Cost Received v| | Remove Line ‘ O
Receive/Cancel
JO0D00DESE = 2 2018 Piper Archer PA-28-181 Contract Payment 3,075.75 3,075.75 | | Cost Received v| | Remove Line ‘ [l
Receive/Cancel
(2) Enter the dollar amount

to be receipted and click

Complete

58



Orders ¥ Search » Receipts b Summary - Receipt 381120

Create Oty Receipt | Create Cost Receipt

(3) This will create a receipt number

Receipt Mo . 381120 (= has been created for the following PO Mo(s):

& PO/Reference Mo. JODOOODESE @

Return Receipt

All *  Search (Al+Q) Q '™ 0.00USD (VI L " §
Orders » Search » Search Documents » Receipts - PO JO0O0O00D718
< Back to Results 1of 34 Results» €| >
Purchase Order: Receipts Document Actions w | History | (&) | ?
1000000718 Revision 0 ' F
3053282 There are no receipts for this PO #dd Comment
— Create Change Request
Suppirar LTI Add Notes to History
Status: Completed
Document Total: 10.49 USD “ancel FO
View Related Documents Finalize Revision
Create Quantity Receipt
Status . . .
(1) Go to the Receipt tab to determine if Create Credit Memo
Purchase Order there has been a previous receipt. Create Cost Receipt
Then click on Document Actions and Create Invoice
isi H i Print Fax Versi
Revisions Create Quantity Receipt rint Fax Version
Soft Close PO
PO Approvals Close PO
Resend to Supplier
Shipments

Change Request

Receipts
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Orders b Search b Receipts b Summary - Receipt To Be Assigned
Source Manual

[0 rcaro Jf soevpae J compret|

Summary " Comments (0) || History|

Exact Match: PO No. J000000715
[=] Header Information ?
Receipt Name [2020-02-07 0309796 03 |
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned = [ ] BIO-RAD LABORATORIES INC Anna Leddige
mm/dd/yyyy
RECEIPT ADDRESS DELIVERY

| v| Carrier | Other ~ H

(2) C||Ck Show Attn: Eric Morris Tracking Mo. l:l

323 Harrington Hall N
Receipt Details 241 Centennial Drive Attachments pittach Rk
Grand Forks, ND 38202-7101 Motes
United States (1,000 Chars. Max)
?
J
H Show Receipt Details For Selected Lines: | Remove Selected ltems m H
PO No. PO Line No. Product Name Catalog No. Qty/UOM ordered  Previous Receipts Quantity I Add mry Line Status Actions [}
1000000715 Ed 1 Micro Test Tubes ~ 2239500EDU 1 EA [Retumed ~| [ Remove tine | O
Contract No. Returned For
Serial Mumber | RMA N/ |‘|234 < |
Attachments M
Motes
(3) Click
1000 charzcters remaining expand | clear
Attach/Link to
attach any [occ|

pertinent items (4) Enter the Quantity to be

Add Notes if returned

appropriate. Select the Dropdown under Line
Status and update to Returned
Update the reason for the return by
clicking the dropdown by Returned

(5) Click Complete

For

If you have received a Return
Material Authorization (RMA) No
form the supplier enter that
information.

Orders ¥ Search b Receipts b Summary - Receipt 381117

Create Oty Receipt J Create Cost Receipt . . .
(6) This will create a receipt number

Receipt Mo . 281117 =1 has been created for the following PO Mo(s):

® PO/Reference Mo, 1000000715 %
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Payment Request Form

(1) On the Home Page, select Payment Request

shop » Shopping b Shopping Home b Shopping Home Page

Shopping Home Page ... snciner oechiocara

Organization M

Welcome tothe

University of North Dakota
E-Procurement Site
Help and additional dashboards can be found by clicking “view another dashboard™ above.

Nen-Catelog Purchase Fogs

Payment Request Form

i Available Actions: | Addl and ge 1o Cant ol - N

UNIVERSITY DT

NORTH DAKOTA

@ Mailla Faefox - o

m x

Supplier Information ] D 8 %5 nupsfusertessoquest.comiapny RouterFormSupplierSearchPopupiTn (9tm  » @

lnter Supglier ] bvese) PO wan not d you ded
o curd | Supplier Search

Sovv o uppher [ u ekt o the “Altermate

¥

et tandard/click-thiu end user license agreesment (EULRA).
-5ald

(2) Input the supplier or select supplier search
Enter the supplier name and click the magnifying

glass.
Click Select by the correct Supplier.

@ Mozilla Firefox — O X
i © & 25 hitps//usertest.sciquest.com/apps/Router/FormSuppliecSearchPopup 0% o & o | =
'; Supplier Search ?
{ | Supplier Hugos B

Results Per Page Suppliers found: 1 Page 1 of 1 2

Supplier Name/Address Select
! | HUGOS #3 a
PRIMARY: 1950 32MD AVE 5 5TE 3 GRAMND FORKS, MD 53201-6656 USA Select
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? Instructions

Suppliee i complete the invai ¥ he senvices and it ived and @ previeushy izsued and you did nat use your purchasing
card, Fur example, a supplier o bown has 8 cheng 1 sel you for last month's purch I "ﬁuplalﬂlmlnanrm.q‘h
Fulfillment Address PRIMARY: (prefemed) Al sectinn: Comp is section for purchases greater than ar equal ta $10,000 and a contract does nat currently evist. For further details, click the question mark on the Al
1950 LMD AVE 5 5TE 3 Section® g Caract H o Ay
GRAND FORKS, ND 35201-6656 LSA N
Non-5tandard Software section:
Distribut Do =f the follewing apply®
The syitem wil dotrilnte prerchase wedens usng the methuds) irsdbuated e, T f coata more than £5,000.
E 1 G10-650-E100 hat requires & !WDEG contract, agreement, or General Counsel addendum that is different from a standard/click-thru end user license agreement (EULA).
= = S Selucion iRtegratea or peath o Seoial Medin
Ernail (HTML Budy) Lisaswarson @guhuges.com lszawars, saftwaze, or pps that stores of has or
Manusd Cusrom anfoware nmzm By am surside verder explistcly rm- » mm purchase
" [ | -Uff-the-shelf application scftware that is modified by an cutside vendor enncu:ky for a UND purchaser.
[ known, provide the contract | | ~The purchase u for n server or necuork npplinnce thit providea server fun
mamiber Elect 1 and ﬂl-'\liﬂﬁl‘ of the apove.
Invoice Information ¥ Attachments
Supplier Inw # Nzase ] Intemal Mtachments
Inveice Date wnoam | PREp e —— Date
[y .
Business Purpose Snacke for the readents halle P
Eectrorc spprovel of this Ly e P amidfos GCA Offrces, serves s alteststion that the charges sre applicable bo the statement of work,
sppesr d progn date is sat
220 Ingracurs semanieg expand | clear
Is this & Wire Payment? 2 ¥
) Mo
Special Instructions
LT s—p—— expand | clear

(3) Complete the Invoice
Information section

Add Attachments

Attachment Type @ File () Link

File *

(5) Click Select files...
Find the file you would like to attach and
click Save Changes

Click add Attachments

ltems
Description Price Quantity
|Grano|a Bars | |?_.?‘3 | |1O |
[Trail Mix - | |29 [E |
b A
|Lemonade | |?_.99 | |5 |

(6) Enter the items that were purchased.
Click recalculate list total

Total

(4) Add a Copy of the suppliers invoice

?

Ext. Price
27.90
18.87
14.95

61.72

recalculzte fist total
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Payment Request fopdable Actions: [ Asd and go 1o Can ~ [ oo | &

(7) As long as your order if not over S10K
or a software/hardware purchase, go to

MIVIAIETY OF
NORTH DAKOTA :
the Top of the Page and click Add and go
to Cart
Supplier Information 7 . c
i e o . g Sce next page if either of the above are

e Sohure pole caed, For example. & suppher i charge sccount o for last munth's g
Falfill H PRIMARY: Alterste procursment ection: Compilete tht section lor purt e grester than ce squal o §10,000. true'

1550 320D AVE S 5TE 3 Saction de coninet

GRAND FORKS, ND S8201-6555 USA.

Hem-Standasd Scftvare seotice:
renn Do amy of the fallowing apply?
Tha spatern =4 oty the moathose) -IT solucion costa sore than §5,000.
Fax -1 919-655-5100 ~Soltware LhaL requifes & signed conlract, agresment, or General Counsel addendcs that i differeat Irom a Standard/click-thiu end use:r license agreement (EULA].
# " -Solution integrates or posts to Social Hedis.
Errail (HTML Bedy) LisaswansenSgohuges.com mm.:: S4TTWATE, OF ADPS ChAE Stores Of Bad m—
Manual Tom aoftwere crested by an outside vendor cicly for a m parch
W kown, provide the contract | | 0‘{ -the-shelf applicetion softvere that i modified by an cutaide vwﬁe ewhel:iv for & UND purchaser.
~The wrm“ i3 for s server or necwsrk appliasce chat provides server fumcticma
number Upgrades, renewals, and support of the above.
Inveice Infermation T Attachmants &
Suppler lov & BT Intesnal Attachments
lvoice Date 2o @ ] Size Date
il A w0 ZI20KE IV e

Buminmia Purpou ‘Snacks for the residents halls.

Subcentracts and Subreciplents (Accounts 6240000
Electrovic appioval of this payment by the Pl and/or GCA Officer, sesves a3 attestation that the chisges are spplicable 1o the statement of work,
ol

(8) The request is now a Cart that can either
be assigned to a requestor or proceed to
checkout.

Refer to Assigning a Cart or Creating a
requisition if instructions are needed.

Shopping Cart forrequestz 4 Continue Shopping 1 lternis) for a total of 61.72 v

subtotat  61.72USD

Mame this cark: |ZD.ZU-D.2-1U request2 01 estimated tax shipping & ing 000 USD
Proceed to Checkout [
Have you made changes? @ | " Help | Empty Cart | | Create Mew Cart | | Perform an action on (0 items selected)... | '| Select All [
HUGOS #3 o inio
Product Description Unit Price Quantity Total [

D Payment Request 81.72 61.72 ]
open form_.
[opaste | o g 000USD

- 1 0.00 USD
Is this a Wire Payment? Mo More Actions | » |  Handling

CommodiyCote [
@ Required field

Supplier subtotal ~ €1.72 UsD
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f AR Eyscinuet FAaen, 2
| Altesnate Procurerment Type [ -
3500 pmaraciens remang expand ] cles
il this purchsse i the ability for cther vendors to compete on future purchases O o
O ves
Justifieation for this purchase
e e T pand ] heae
Purthase available from ane source - NDCC $4-444-05(2)(a) o
Purchase i5for toiad - NDCC & o (]
: it itation - NDCC 54.44.4.05(2) <) o
(< 2 NDCE HeddA-C5(2d) a
Used commeaity svailable on short nobice - NOCE 34-44.4-056210g) (m]
i + NDCC 5444 4.052)0) [m}
Compatibi i o ity swed equi HDCE H-HA-520) [u]
(53 vendors 5 NS 14 =]
Payment Ca ry (PCT - pplier be g behalf of UND? O He
Oves
Hars the exqueprmert cestiicatron been completed Bequied O Ho
! ©) et Appnestie
O ves
A T SAiad i Edghadi isticn of this form,
i 1P potce of sthat
abad s wandinih ) oot e that ctabah, it o
’ B by ot
best of the your and bebel, ifies that he! she has v dlict of & it purchase, and is i Code of
Coniuct Violstioa of ths codéis cous for .
| Non-Standard IT Request 2
Software Narme | |
I this 2 rerveunall? 2 He
| O v
1ty wht i " —
1 this is nek & remewal, please complete the information below. UMD HITE
Type |
Dty chaszification -
|Clice ta review data clasticstions
e ———— pe—ryyreet
Busneys Need/ Problem
3200 charas semaining expand | est
Peopused Seluticn
308 cnaverve semaiing expand | ciear
Comtittmney b with Organizstion’s Mizeon
0 e ey Fepand | clear
Hes a VAT b h s s
O ves
T Lega Review: H contis grmates than §2500 or any of the fccwing are applicable cgal teviews it equired. 1. i
Total
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Non-PO Invoice / Matching Exception Invoice Approval
Discrepancies in invoicing will be primarily handled by Payment Services. Payment Services will work with
Department Requestors on invoice questions.

Mon 2/10/202011:13 AM

worzr UND.PPS@UND.edu

Comment added to Invoice VOD0OD150
io  MParton, Tonya

LN)UN]VERSITY OF
¥ NORTH DAKOTA
(1) The requestor will
. o Re: COMMENT ADDED TO INVOICE # V0000150
receive an email with a

comment or questions Dear Tonya Parton,

regarding the invoice. Tonya Parton has commented on Invoice V0000150
Click View Comment

Comment: Please review the invoice for accuracy. Review the accounting lines, and
the amount invoiced. If approved, please indicate via Comment your approval.

To reply to this comment click on the following link

View Comment

Support Team Contact Information:
+1 TO01-777-2771 UND.PPS@UND edu

Thank you,
University of North Dakota

Orders » Search » Search Documents » Comments - Supplier Invoice No. 4a2a5757138f (Doc. No. V0000150)

< Back to Results 1of 4Results w £ >
Invoice Number V0000150 Supplier Account No.
Supplier Invoice No. 4a2a5757138f

Supplier Name AMAZON.COM

Buyer Invoice Approvals Matching Comments (3) Supplier Messages Attachments History

Add Comment

Show comments for ‘ Invoice 4

Records Found: 3

(2) Review the

Tonya Parton [Reply To] [New Comment]

Applies To: Invoice - V0000150
Comment Added - 2/10/2020 11:30 AM

comments

Please review invoice for accuracy. Comment your approval.




Orders » Search » Search Documents » Surmmary - Supplier Involce No. 4a2a5757138f (Doc. No. W000150)

Irvoice Number V0000150 Supplier Account No. ilable Actions Add C t " [ Go |
Supplier Invoice Mo. 4a2a5757138f (3) Click Buyer Invoice tab to
Supplier Mame AMAZON.COM . . . . a8
review the items on the invoice
Buyer Invoice Affvovals Matching Comments (3) Supplier Messages  Attachme . .
— - — : Once you have reviewed Click
y  Payment Discount, Tax, Shipping & Handling ?
Hide header Go by Add Comment Hide value descriptions
General ? Mote/Attachments 7
Invaice Type Inwvoice Remit To External Note Extrinsic: carrierMame=PPI Test Mode
Pay Status In Process PO BOX 530958 Order - CARRIER_NAME |
nwoice Number 150 ATLANTA, GA 30353-0958 rEerL::.sucz carrierTrackingNumber=P_.
Supplier Invoice No. Aa2a5757138f usA Internal Note
Supplier Name AMAZONCOM  mare info.. Address 1d 21
Bill T External Attachments
e ounes Ams vzuw.z e UNDBPAYMENT SERVICES Sizo Date
tnvoice Date 21512020 TWAMLEY HALL ROOM 409 Internal Attachments
Discount Date 264 CENTENNIAL DRIVE STOP .
Due Date 3/6/2020 8356 Size Date
Terms 0% 0, Net 30 A
Terms Discount 0.00USD et bt
Payment Information ? Discount, Tax, Shipping & Handli ?
Match Status Matched ™
e s Electronic Accounting Date 2752020 Discount, tax, shipping & handling
Contains substituted item(s) x FO.B N/A Allocation Sum of All
Payment Method Unknown Header-level Sum of lines
Record No. Terms Discount 0.00 USD
Discount 748 USD 0.00 USD
Record Date
Hold Check % Tax 1 000 UsD 0.00 USD
old © Tax 2 0.00 USD 0.00 USD
Shipping 748 UsSD 0.00 USD
Viewedit by line item... Handling 000 USD 0.00 USD
Total 39.99 UsD
Viewfedi by line item..,
Codes t
LINE
Account Department Fund / Dept Project Program Code
536015 3130 22116-3130
Office Supplies Procurement & Payment Services Accounts Payable
WViewedit by line item...
Line Item Details 1
Hide line details
J000000727 .
l::” Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 < 1 “Made for Amazon" Portable Battery Base for Echo (3rd Gen) and Echo Plus (2nd Gen) - Black §- BOTIM5HE58 EA 39.99USD 1EA 39.99 USD
mere infe.. =748 USD
Manufacturer Name: Mission Cables PO Number 1000000727 External Mote Extrinsic: soldBy=PPI Test Mode
Manufacturer Part Number UPC-752830507661 PO Department Order - SELLER_NAME
Supplier Part Auxiliary ID 134-1324937-3370733.1 Substitute Item x Intemal Note
mare info.. Line Match Status Matched External Line Attachments
Matching Summary Internal Line Attachments
Ordered Received  Net Invaiced
Quantity: 1 1 Fl Discount, tax, shipping & handling
Ext Price: 3999 USD - 79.98 USD Line-level
Discount 0.00 UsD
Related Documents Tax 1 0.00 USD
Invoices: 1/ Credits: 0 / Receipts: 1 show list Tax 2 0.00 USD
Contract Mo, Shipping 0.00 USD
Commedity Code 52000000 Handling 000 UsD
Domestic Appliances and Supplies
and Consumer Praducts
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Add Comment

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):

] Anna Leddige (Prepared for, Requisition prepared by)
<anna.leddige@ndus.edu>

[ Jana K Thompson (Receipt Creator)
<jana.k.thompson@ndus.edu>

¥ Tonya Parton <tonya.parton@ndus.edu>

add email recipient...

This invoice is accurate, we received one additional iteml

(4) Select the individual to
respond to and add the
comment.

Add an attachment if pertinent
Click Add Comment

Attachment Type File v

File Name

Add Comment Close
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Invoice Status (Paid, In Process, Payable?)

1. Find the invoice document (starts with a “v”).

Easiest way is to use the quick search at the top of Jaggaer.

All = 17432 Q 0
Quick Search (Alt+Q)

railat

Requisitions

139054060

Purchase Orders

JO00017432

Invoices

V3218738

If you’re on the requisition or purchase order document, click view related documents to view related invoices.

mary

L]
]

Purchase Order: JOO0O017432 ie

Invoices: V3218738 Print

General

2. From the invoice document page, check the pay status field.
Paid = Paid, voucher should also have a record number and record date.
Payable = not paid, the voucher is pending in peoplesoft to be paid around the due date.

In Process = invoices is in the invoice workflow in jaggaer.

Example of Payable Invoice
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Invoice Type

Pay Status

Invoice Number
Supplier Invoice No.

Supplier Name

Invoice Qwner

Invoice Date

Discount Date

Due Date

Terms

Terms Discount

Invoice Name

Payment Terms Qverride

General

Invoice

Payable

V3218738

35657

PROBITAS PROMOTIONS  more info..

Susan Holden
12/14/2020
no value
1/13/2021
0% 0, Net 30
0.00 USD

2020-12-16 0270892 01
X

?

Addresses

Remit To

1123 N 42ND 5T
GRAMND FORKS, ND 58203

UsA
Fhone 1-701-7461211-204
Address1d 7

Bill To

UND PAYMENT SERVICES
TWAMLEY HALL ROOM 409

264 CENTENNIAL DRIVE STOP 8356
GRAMD FORKS, ND 58202-8356
United States

Payment Information

Override Accounting Date x
Invoiced By Susan Holden Accounting Date 12/16/2020
Match Status Do Not Match F.O.B. Destination
Invoice Source Automated Payment Method Unknown
Contains substituted item(s) x Record Nao. no value
Record Date no value

Example of an In Process invoice

To view where in the workflow the invoice is at, click on the approval tab.

Supplier Invoice No.
Supplier Mame

Invoice Owner

Invoice Date

Discount Date

Due Date

Terms

Terms Discount

Invoice Name

Payment Terms Overrice

Invoiced By
Match Status

Invoice Source

Contains substituted itemis)

November 2020 Sales Tax

TAX COMMISSIONER,ND OFFICE OF THE STATE
mare info...

Melissa Sola
12/22/2020

no value

12/22/2020

0% 0, Net 0

0.00 USD

2020-12-30 0613627 01
X

Melissa Sola
Do Not Match
Automated

x

Usa
Address 1d 2

Bill Te

UND PAYMENT SERVICES
TWAMLEY HALL ROOM 409

264 CENTENNIAL DRIVE STOP 8356
GRAND FORKS, ND 58202-8356
United States

Payment Information

Override Accounting Date x
Accounting Date 12/30/2020
F.0.B. Destination
Payment Method Check
Record No. 123020
Record Date 12/30/2020

Buyer Invoice | Approvals  Matching Comments  Supplier Messages = Attachments (1) | Histol
Summary Payment Information Discount, Tax, Shipping & Handling Codes
Hide header
General ?
Invoice Type Invoice
Pay Status In Process
Invoice Mumber V3219668
Example of a Paid invoice
General ? Addresses ?
Invoice Type Invoice Remit To
Pay Status Paid 600 E BOULEVARD AVENUE DEPT 127
Invoice Number V3219599 BISMARCK, ND 585030953
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Request New Supplier

TIP: Utilize this form if you are working with a new supplier and will be
purchasing something in the future.

Shop b Shopping b Shopping Home ¥ Shopping Home Page

(1) On the Home Page, select Request New Supplier Form

Shopping Home Page i, inotner pecnives

Organization M

Welcome to the

MNor|-Catalog Purchase Form
University of North Dakota
E-Procurement Site
Help and additional dashboards can be found by clicking “view another dashboard™ above.

Payinent Request Form

ReqWfft Sourcing Event

Request New Supplier

Search Evervthing e Product ke

Request New Supplier

(2) Enter the supplier Name

. _ Click Submit
Supplier request form Mew Supplier Request

Supplier name * John's IT Company]

* Required Close
"

Suppliers b Requests b My Supplier Requests b Questions

My Suppiier Requests

John's IT Company Questions

Template New Supplier
Reguest Overview
Request Status  Incomplete

X Print Request | History | 7

Progress
General Request Questions Incomplete
Questions New Supplier Details Incomplete
General Request Questions

New Supplier Details

Review and Complete

Supplier Request Workflow
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Suppliers b Requests b My Supplier Requests
My Supplier Requests

John's IT Company

Template New Supplier

Request
Request Status  Incomplete

Questions
‘General Request Questions
New Supplier Details

Review and Complete

Supplier Request Workflow

b Questions - General Request Questions

Questions - General Request Questions

Company Information

Supplier Name *

John's IT Company

Reason for Request *

MNew Supplierl

1988 characters remaining

¥ Required

Suppliers b Requests b My Supplier Aequests b Questions - New Supplier Details

John's IT Company
Template New Supplier

Request
Request Status  Incomplete

Questions
General Request Questions
New Supplier Details

Review and Complete

Supplier Request Workflow

Questions - New Supplier Details

On This Page

Addreszes (9)
Contact Information (7)

Addresses

Name *

Grand Forks

Address Type *

Fulfillment

Country

Street Line 1

123 Main Street

Street Line 2

Street Line 3

City/Town

Grand Forks

State/Province

P

ND

ostal Code

58202

21 Print Request

(4) Enter the Reason for the Request
and click Next

< Previous

(5) Enter the address information

History | 7

Mext >

BAprint Request  History | 7
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Contact Information

Name *

John Smith

Type™
Sales El

First Name

Last Name

(5) Enter the content information

and click Next

Title

Email *

John.Smith@JohnlT.com

Phone

701-746-2345 ext.

International phone numbers must begin with +

# Required

< Previous Save Progress Next »

Suppliers b Requests b Wiy Supplier Requests b Review and Completa

My Supplier Requests

John’s IT Company Review and Complete B print Request | History | 2

Template New Supplier
Request
Request Status  Incomplete

+" Required fields complete

Section
Questions v . o s o
Questions (6) Click the certification box
General Request Questions General Request Questions CI|Ck Complete Request
MNew Supplier Details v New Supplier Details
Review and Complete
Certifi
Supplier Request Workflow | certify that the statements and information in this request are true and correct to the best of my knowledge and belief.

* Required < Previous Complete Request

Confirm

(7) Click Yes

Are you sure are ready to complete your new supplier request?
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Sourcing Request (Bid, Request for Proposals, Request for
Quialifications)

TIP: Utilize this form to request a procurement sourcing event for a
purchase over S10K.

(1) On the Home Page Click Request Sourcing Event

Shop b Shopping b Shopping Home b Shopping Home Page

Shopping Home Page . anconer pashoosra =

Organization Message

Welcome to the
University of North Dakota

Payment Requesf Form
E-Procurement Site
Help and additional dashboards can be found by clicking *view another dashboard® above.

Non-Catalog Purdhase Form

W Shop

Request Sourcing Event

Request New Supplier
Search Everything F| Product Keywords, Description, Supplier, Manufacture

. |
Initiate Sourcing Request
(2) Enter the Title
and click Open
Sourcing Request Title ™ Tehirts / Request Form
Sourcing Request Template UMD Sourcing Request
B Required Close
[ e |

Sourcing b Requests b My Sourcing Event Requests b Instructions

< Back te My Sourcing Event Requests

Tshirts Instructions Request Actions w | History | 7
Form Number 425808

R Please use this form to request a new sourcing event. This could be a Request for Proposal or a Request for Bid. Once submitted, this form will route to Procurement where
Tz ST B it will be evaluated.

Request
Status Incomplete

Details v
Instructions

Attachments v
Questions

Product Line ltems
Service Line ltems

Suppliers v

Review and Submit

Form Approvals
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Sourcing » Requests b My Sourcing Event Requests b Attachments
€ Back to My Seurcing Event Requests
Tshirts Attachments Request Actions w | History | 2

Form Number 425808 Please add your attachments below.

Purpose Sourcing Event

e
Status Incomplete
Details v

(4) Add attachments if

Instructions

necessary.
Example: Specifications

Attachments v

Questions

Product Line ltems

Service Line ltems

Suppliers v

Review and Submit

Form Approvals

< Previous Save Progress Next >

Add Attachment

Attachment ® Mo File Attached = Upload

B Required

(5) Click Upload
Click Browse & add the
pertinent document

File ® %3110.xsx Click Save Changes

Masxdirmum upload file size: 25.0 MB

* Required Save Changes Close

Title * Specifications

Add Attachment

TIP: Word documents
are preferred for
Specifications

Attachment *

* Required Save Changes Close
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Sourcing # Reguests b My Sourcing Event Requests } Attachments

< Back to My Seurcing Event Requests

Tshirts Attachments Request Actions w | History | 7
| Form Number 425808

Purpose Sourcing Event # Attachment

s rﬂlﬂl 1 & Specifications | Edit | ¥ |

Details "4 Attachment

PO ADPTUV s

< Previous

MNext >
Sourcing » Requests b Wy Sourcing Event Requests # Questions - Questions
< Back to My Sourcing Event Requests
Tshirts Questions - Questions Request Actions w | History | 2
:nnn Hmiee . * Response Is Required
Y R : Q  Question Text Is Searchable
Status Incomplete
Request Information
Details L4
Select the Type of Request * Q
Instructions
() Request for Proposal
Attachments v 4 ® Request for Bid
F () Request for Information
Questions (O Request for Qualifications
(O Quote request .
Product Line ltems (6) Answer the questions and
Service Line ltems Has funding been identified for this purchase? * click Next
Suppliers 4 @ Yes (O Mo

Reviewandisubmit Are federal grant funds utilized? *

(O Yes  (® Neo

Form Approvals

Daes this purchase consist of IT hardware,
software, applications? *

) Yes ® No

Department *

3130 - Procurement & Pa},rmer'lt|v E

Primary Commodity *

Athletic Wear

Supplier List

Adidas: john@adidas.com
Daydreams: jola@daydreams.com
585 Promotions:
sales@585promo.com

1910 characters remaining

< Previous Save Progress Mext >

Do any of the fellowing spphy?

T scluticn costs mare than $5,000.

Sebtware that regares 8 segned contrach, sgreement, or Generel Counsel sddendum that iy
differet i i {FULE).

Scluticn inbegrates or pasts to Sccial Media.

Hardwrare, soltwees, o spps that steves or has inbegrabion with sermsteve or confidential
—

Cu ofty explicitly for p .

ol splicali ddved by aUmD

hat exphitly
purchasar.

for & server or functions.
Subreniptions inchadng Electonic resourees]
Upgrades, renemai, snd suppoet of the sbave.
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Sourcing # Requests b My Sourcing Event Requests » Questions - Request for Bid
< Back to My Sourcing Event Requests
Tshirts Questions - Request for Bid Request Actions w | History | 2

Form Mumber 425808 * Respense |s Required

Purpose Sourcing Event
.

Status Incomplete Request for Bid

Specifications *
Details 4 pec
Instructions Cotton Blend
Attachments 4
CQuestions

1988 characters remaining

General Request Information +#

Delivery date *
Request for Bid
04/01/2020
Product Line ltems /017, E
mm,/ddfyvyy
Service Line ltems
i e Delivery address *
uppliers .
(7) Answer the questions and
Review and Submit 264 Centennial Dr .
Grand Forks, ND 58202 click Next

Form Approvals

1960 characters remaining

Will the vendor be on-site longer than 30 days
or require any State licenses? *

) Yes (@ Mo

Award of bid items *

By Line Item E|
Pricing of bid items *

Firm Fixed E|

Will there be a service contract? *

O Yes ® No
Is training needed? *
(O Yes ® No

€ Previous
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Sourcing ¥ Requests b My Sourcing Event Requests b Product Line tems

< Back to My Scurcing Event Requests

Tshirts Product Line Items

Form Mumber 425808

Purpose Sourcing Event Please add your first Preduct Line ltem.
Request

wiis st

Details v

Instructions

Attachments v

Questions v 4

General Request Information «*

Request for Bid «l

Product Line Items (8) Click either Product Line

Service Line ltems Items or Service Line Items on

Suppliers < the left hand column

e e dependent upon what is being
procured.

Form Approvals When you are on the right

tab, click Add Product Line or
Add Service Line

Add Product Line Item

Name * T-Shirts

Description T-Shirts for lens Basketball

2472 characters remaining

Catalog Mumber

I .
Cuantity 250,00 .
Unit of Measure E& - Fach E|
Commodity Code 53102900 - Athletic wear Ediit | (9) Enter Information and Click
Save Changes
* Required Save Changes Close

€ Previous

Reguest Actions w | History

?

Togress Mext >
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Sourcing # Requests b Wy Sourcing Event Requests b Product Line ltems

< Back to My Sourcing Event Requests

Tshirts Product Line Items

Form Mumber 425808 :
. Add Product Line ltem ™
Purpose Sourcing Event

Request

Status Incomplete
Details v Name
Instructions T-Shirts
Attachments L
Cuestions L

General Request Information «*

Request for Bid L
Product Line ltems L
Service Line [tems L
Suppliers L

Review and Submit

Form Approvals

Sourcing # Requests b My Sourcing Event Requests # Sarvice Line liems

< Back to My Seurcing Event Requests

Tshirts Service Line Items
Form Number 425808
Fomyrss FrrEnEE Please add your first Service Line [tem.
Request
om e
Details o
Instructions
Attachments v
Cuestions 4
General Request Information «*
Request for Bid 4
Product Line ltems o
Service Line ltems L
Suppliers v

Review and Submit

Form Approvals

Item
Status

-

Request Actions w | History | 7

Line ltem Actions w

Catalog
Description Number Qty UOM m
T-Shirts for Mens - 250 Each Edit | ¥ | O
Bask...
{5ee full description)
€ Previous Save Progress Next >

Regquest Actions w | History | ?

(11) If you are only

procuring a product,
click Next. If not, enter
the correct information.

€ Previous
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Sourcing b Requests b My Sourcing Event Requests b Suppliers

< Back to My Sourcing Event Requests

Tshirts Suppliers Request Actions w | History | 7
Form Mumber 425808
Purpose Sourcing Event Form Suppliers | Add Suppliers to Form
Request
Status Incomplete
Details v Search Registered Suppli
Instructions Supplier (12) D|Sregard thIS
Attachments Relatienship Ssu pp“er page as you
Cuestions

Supplier Contact previously entered the
General Request Information e potent|a| supphers
Commadity Code under General Request

Information. Clear

Click Next

Request for Bid
Product Line ltems

Service Line ltems

L8 8 8 888

Suppliers

Review and Submit

Form Approvals

SRS -

Sourcing b Requests » My Sourcing Event Requests b Review and Submit
< Back to My Sourcing Event Requests
Tshirts Review and Submit Request Actions w | History | 2

Form Mumber 425808 + Required Fields Complete

Purpose Sourcing Event
Request
Status Incomplete Section Progress
Details v Details +  Required Fields Complete
Attachments +  Required Fields Complete
Instructions
Questions +  Required Fields Complete
Attachments v
Product Line [tems +  Required Fields Complete
Questions s
Service Line ltems +  Required Fields Complete
G | R t Inf it g
SEclS Sl b L Suppliers ¥ Required Fields Complete
Request for Bid s
Product Line ltems '
Service Line ltems 4
Suppliers 4
Review and Submit

Form Approvals

< Previous Submit

Confirm

(14) Click Yes
Are you sure you want to subrmit this form?
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Sourcing » Requests b My Sourcing Event Requests ¢ Form Approvals

< Back to My Sourcing Event Requests

Tshirts Form Approvals
Form Mumber 425808
Purpose Sourcing Event
Request -
Status Under Review Submitted
2/10/2020 11:36 AM

Details
Instructions
Attachments 4
Questions b

General Request Information +*

Request for Bid s
Product Line lterns +
Service Line ltems 4
Suppliers b

Review and Submit

Form Approvals

Sourcing Request Dept Procurement Review
Active < Future =+
View approvers View approvers

(15) Click Form Approval to see

where the form will route

Finish

History | 2
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User Default Settings

There are defaults available for each user that will auto-populate within the current forms.

(1) From the Home Page, click the A= Search (AQ) Qa wemusn @ R
A LR LR Bt silhouette in the upper right hand
Shopping Home Page | corner
Click View My Profile Dashboards

Manage Searches

University of North Dakota Manage Search Exports

E-Procurement Site Set My Home Page
Help and additional dashboards can be found by clicking “view another dashboard” above,
My Pending Requisitions

I "

- L . . My Pending Purchase Orders
Search Everything v | Product Keywards, Description, Supplier, Manufacturer

advane My Recently Completed Purchase Orders

Shortcuts Browse
Logout

Favarites Suppliers | Categories | Contracts

e g iy S — T P v o e

My Profile b Users Name, Phane Numer, Email, ete

request2 User’s Name, Phone Number, Email, etc. ?
User Name  request? First Name:
Last Name
User Profile and Preferences
Phone Number exl,
Language, Time Zone and Display Settings nseroatinal pheng pmbete FUSE hapt: WS (2) ClICk the d rOdeWI’\ by Defa u It
App Activation Codes Mohile Phone Number U ser Settl ngs
Early Access Participation International phone numbers must begin with «
B Upﬂ:u Security Settings o - E-miail Addrass * L = =
Default User Settings |
Custom Field and Accounting Code Defaults Authentication Method Local
Default Addresses Uk Nama® requestz
Cart Assignees
Checkout Settings
Payment Options * Required
WVirtual Payment Options
User Roles and Access
Ordering and Approval Settings
All > Seareh (AQ) a wei2usD @ AT R
My Profile ¥ Custom Fleld and Accounting Code Defaulis
request2 Custom Field and Accounting Code Defaults ?
User Name  request2 Header (int) Codes Code Favorites
T
Custom Field Name Default Value Description Edit Values
User Profile and Preferences
' ) ) - Account No Default Value Ea .
Update Security Settings Depariment e . (3) |f you WOU|d Ilke to add a
Default User Settings
Custor ield and Accounting - fond /e o DeleltVeloe — department to default, select code
L Project Mo Default Value E3a
Default Addresses H H
brceram Code Mo Dot Voo - in the header and edit under the

Cart Assigrees

departments

Checkout Settings
Payment Options

Virtual Payment Options
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My Profile » Default Addresses

request2

User Name request2

User Profile and Preferences
Update Security Settings
Default User Settings
Custom Field and Accounting Code Defaults
Cart Assignees
Checkout Settings
Payment Options

Virtual Payment Options

My Profile » Cart Assignees

request2

User Name request2

User Profile and Preferences
Update Security Settings
Default User Settings
Custom Field and Accounting Code Defaults
Default Addresses
Checkout Settings
Payment Options
Virtual Payment Options

Ship To Bill To

Select an address to edit

Default Addresses

Shipping Addresses

Procurement and Payment

Services

Cart Assignees
Add Assignee...

My Cart Assignee

Tonya Parton

David Krause

?

Select Addresses for Profile

(4) To default a shipping address

Click Default Addresses,
Select Addresses for Profile

Name

(5) To default a cart assignee,

select Cart Assignees
Click Add Assignee

Action

SetasPreferred‘ Remmre|

SetasPreferred‘ Remwe|
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Saved Searches

1 Documents B Document Search

Orders b Search b S

Orders

Search Search Documents

My Orders Procurement Request

rovals
App Receipts

View Saved Searches
Download Export Files
Create and Manage Export Templates

es b Document Search

Orders ¥ Search b View Save

Add New w» Manage Searches

This "saved searches” page is a filtered view of "favorites.
+ Personal Personal”) or document searches that are being shared with you |
button after perferming a document search and follow the prompts.

You have no personal searches. folders listed on the left.

f

L

s b Document Search

Orders » Search b View Save

Add New UND Shared searches

4 Personal
fou have no personal searches. Invoices pending no receipt
Pending invoices that need to be receipted.

The folders listed on the left contain decument search
ted under "Shared”). To add a documents C
se the top-level "favorites” tab to manage (create, delete, move/copy, edit) the

hto a folder, s

Actions for Selected Favorites w
Exporn E ]

-

you have saved (listed under
23V

Search

“ Shared

UND Shared searches Invoices pending not matched
Invoices in workflow that are not matched.

Pending orders

—

pending purchase requests

POs receipted no invoice
POs fully receipted with no invoice.

Solicitations - in progress
Solicitations in progress that have not been awarded.

83



Orders ¥ Search b Search Documents b Documnent Search

« Back to Edit Search Start MNew Search
Search Details

Saved Pending orders

Search:

Filtered by

Type: Requisitions

Date Range: All Dates

Workflow Status

Pending
=

Refine Search Results

Type

Requisitions =
Date Range

All Dates v
Supplier

Request Mew Supplier (32)

HALF BROTHERS BREWING COMPANY (23)
STAPLES COMTRACT & COMMERCIAL (22)
MORBYS OFFICE SERVICES (17)

Current Workflow Step
Department Approval (103)
Export Controls Approval (30)
Budget Check 1 Response (B)
Food and Travel Review (4)

Prepared For
Carissa Sigdahl (15)
David Krause (7)
Anna Leddige (7)
Drawn Seaver (7)

Prepared By
David Krause (22)
Tonya Parton (22)
Carissa Sigdahl (11)
request? (9)

Approved By

Jana K Thempson (11)
Deborah Jehnsen (10)
Rebecca Lucke (B)
Dawn Seaver (3)

Status Flags

With Errors {10]

With Lines Awarded From Sourcing (2]
With Attachments (2)

Custom Fields
Account
Alternate Procurement Request

Date Payment Canceled

Department

Product Flags
Recycled (4)

Form Type
Services (83)
Check Request (11}

[remove 2l

[maore]

[maore]

[maore]

[more]

Showing 1 - 100 of 161 Results
' Results Per Page -
Requisition No.
22880415 1%

> 2889344 [

212889135

21 28891301

2 2889170 1%

2852483 [,
2 28857912,
- 2886901 [
2 2886169 1%

2883026 2 0

o 2881603 1
2 2879765 L0,
o 2872683 13

2872623 3
2 287268110
2 2869356 1%
v 2865340 %
v 2850831 5%
v 2852589 10,

\ 2852555 [0,

2852465\
¥ 2852400 51X

» 2852523 5
» 2852383 5
¥ 2852453 53
2852504 1

w 2852451 5%
» 2852498 10
» 2852450 10
¥ 2852500 12
v 2852452 53

2852501 X
* 2852454 10
» 2852503 5
¥ 2852495 12
» 2852496 50

~ 2852443 [}

* 2852364 [
v 2852365 [
» 2852366 1

» 2852385 5

Supplier({s)

AMAZON.COM
STAPLES COMNTRACT & COMMERCIAL

COCA-COLA BOTTLING COMPANY HIGH COUNTRY

AMAZOMN.COM
MNORBYS OFFICE SERVICES

AMAZON.COM
MNORBYS OFFICE SERVICES
STAPLES CONTRACT & COMMERCIAL

MNORBYS OFFICE SERVICES
STAPLES CONTRACT & COMMERCIAL

MNORBYS OFFICE SERVICES

GRAYBAR ELECTRIC COMPANY INC
INTERIOR MOVE CONSULTANTS,INC
WALKER PARKING CONSULTANTS

GRAYBAR ELECTRIC COMPANY INC
LOWES HOME CEMTERS INC

STAPLES CONTRACT & COMMERCIAL
MCMASTER-CARR SUPPLY CO
GEMESEE SCIEMNTIFIC CORPORATION
BIO-RAD LABORATORIES INC
GEMESEE SCIENTIFIC CORPORATION
VWR INTERMNATIOMNAL LLC

QIAGEM INC

VWR INTERNATIOMNAL LLC

MNORBYS OFFICE SERVICES

MNORBYS OFFICE SERVICES

HALF BROTHERS BREWING COMPANY
Request Mew Supplier

HALF BROTHERS BREWING COMPANY
HALF BROTHERS BREWING COMPANY

HALF BROTHERS BREWING COMPANY
Request Mew Supplier

HALF BROTHERS BREWING COMPANY
Request Mew Supplier

HALF BROTHERS BREWING COMPANY

(4) This search can be filtered

by all the criteria on the left.

HALF BROTHERS BREWING COMPANY

GRAYBAR ELECTRIC COMPANY INC
HALF BROTHERS BREWING COMPANY

HALF BROTHERS BREWING COMPANY
HALF BROTHERS BREWING COMPANY
HALF BROTHERS BREWING COMPANY
HALF BROTHERS BREWING COMPANY

HALF BROTHERS BREWING COMPANY

(5) Department may be a
common filter to use. Click

Department
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Apply Custom Field Filter

Department | |5 Exactly Add another Department

Select from all values

(6) Enter a specific department or
choose a range and click Save

Orders + Search » Search Documents B Document Search

« Back to Edit Search Start New Search

Showing 1 - 19 of 19 Results All Dates
Search Details ? ! |Results Per Page Sort by:| Best match
Requisition No. Supplier(s) Requisition Name
Saved Pending erders (modified) -
Search: 2 2886901 12 INTERIOR. MOVE COMSULTANTS,INC 2020-02-07 0309796 01
2728861 691‘\ WALKER PARKING COMSULTANTS 2020-02-06 0309796 01
Filtered by 2881603 [ STAPLES CONTRACT & COMMERCIAL 2020-02-03 0478915 01
Type: Requisitions
Date Range: All Dates v 2879765 1, MCMASTER-CARR SUPPLY CO 2020-01-30 0200796 03
[remave il - 2343539_;1 Abby's Lawn Service 2019-12-03 0140549 02
Workflow Status STAPLES CONTRACT & COMMERCIAL
Epe:t‘""gm 2 2780551 24 BIO-RAD LABORATORIES INC 2019-10-08 0526649 01
partme .
E1s Exactly: 3130 v 28433800, CDW GOVERNMENT LLC 2019-12-05 0586649 01

h Expon Search | 2019-11-20 request3 03

Save Changss (7) If you want to save the 2019-11-21 0399535 01
Save New Search
Refine Search i
updated search, click the O15-10-16 0389535 02
Type dropdown by Save Cha nges and 2019-11-19 shopper5 01
Requisitions E| Select Save New Sea rch 2019-08-19 david.krause 01
Bid 2 8-15-2019
Date Range B
2 2TMI9T I} MW, Watermark 2019-07-18 lynette.geatz 03
- :
All Dates D 227110358 BIO-RAD LABORATORIES INC 2019-07-17 carl.iseminger 01
DELL MARKETING LP
Supplier % P 26004365, tonya's resort 2019-07-09 tonya.parton 01
STAPLES CONTRACT & COMMERCIAL (3) . . X . "
BIO-RAD LABORATORIES INC (3) 22694411 Y Al's Landscaping Services 2019-07-03 anna.leddige 02
CDW GOVERNMENT LLC (2) - 2573544__191 Abby's Lawn Service Landscaping services
Abby's L Service (2 T
y's Lawn Senvice (2) fmerel 264533224 Acme supplier 2019-05-02 david.krause 02
Current Workflow Step T Results Per Page

Export Controls Approval (10)
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Add to Saved Searches

Step 1: Edit Saved Document Search Details

: *
Mickname Department Open Orders

¥ Add Description

Step 2: Select Destination Folder
Top level personal folder

€ The destination folder is not select Top level shared folder
ZolEE B T = Subfolder of selected folder

Add New &

4 Personal

You have no personal searches.

4 Shared
AP Saved Searches
UMD Shared searches

Step 3: Select Export Template

Default Export Ternplate Screen Export E|

* Required Cloze

Create Personal Folder

Mame*

|. Anna's Searchsl <«

Description

254 characters rerm.aining

* pequired Save Changes Close

(8) If you want to save the
updated search, click the
dropdown by Save Changes

and select Save New Search
Select a personal Folder

(9) Name it as you wish and click

' Save Changes
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Add to Saved Searches

Step 1: Edit Saved Document Search Details

Nickname * Departrment Open Orders

¥ Add Description

Step 2: Select Destination Folder

“ Personal

Anna's Searchs

4 Shared

AP Saved Searches
UMD Shared searches

Step 3: Select Export Template

Default Export Template Screen Export

3 Required

Add Mew &

(10) Click Save
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Orders ¥ Search b Search Documentz b Document Search

€ Back to Edit Search Start Mew Search

Search Details

Saved Department Open Orders
Search:

Filtered by

Type: Requisitions

Date Range: All Dates

Workflow Status

[] Pending
Department

[ 1s Exacthy: 3130

Save Changes 7 Q=N LEs X

Refine Search Results

Type

Requisitions E|
Date Range

All Dates E|
Supplier

STAPLES COMTRACT & COMMERCIAL (3)
BIO-RAD LABORATORIES IMC (3)

CDW GOVERMMEMNT LLC (2)

Abby's Lawn Service (2]

Showing 1 - 19 of 19 Results

? ‘' Results Per Page
Requisition No.
E
2+ 2886901 '
I
2r 2886169 14
20 2881603 [y
2 2879765 4

[y
[remaove ] w2 2843639 B4

2 2780551 1
[m

2 2843380 1,

v 2834041

(11) The results of the search can be
exported into a spreadsheet.

Click Export Search

20 2832622 14
2 21413771
2271412130 %
2 2713197 [y

2 2711035

E 2 2699436 %
2 2694411 2
2673544 2 %
[rore]

o 26453324
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[ 4
Document Search Export
Request Export (Step 1of 1) ?
File Name * Pending Orders
Description
Request Export Template Transaction Export v
Description Systern Default Transaction Export
* Required
[

(12) Input a File Name

Click Submit

Request Submitted

The export request has been successfully submitted.
Pending and completed exports are available in:
Orders = Search = Download Export Files

Mote: The time required to complete this export request depends upon the si
of the request as well as the size and number of other pending requests

Close

Go to Page: Download Export Files

(13) Click Go to Page:

Download Export Files

Search (Alt+Q) o Wooousp W A R

Orders b Search } Download Export Files b Search Resuhs Exports

Download Exports | Recurring Exports

Exports with a status of 'Complete’ are available to be downloaded. Exports with a status of ‘Pending’ are currently being queued by the
system. The amount of time it takes to generate an export file will vary based on the amount of data being exported.

If you would like to receive a notification when your export is ready, make sure 'Search Result Export Confirmation’ is selected in your
Naotification Preferences

[+ Click to filter exports Remove Selected

Results Per Page Results found: 1 [4]Page1of1[z] 2
FleName 4  Description & “e"“:;‘“e')“e" ~ Expiration Date = ExportFileSize = ExportStatus = []
Pending Orders.zip 2/11/2020 2:20 PM 2/18/2020 7.0 KBytes Completed O

[*] Templates

(14) Click the zip file

Click OK

All * | Search (Alt+0Q)

Opening Pending Orders.zip

You have chosen to open:
[ Pending Orders.zip

which is: zip Archive
from: https://usertest.sciquest.com

What should Firefox do with this file?
(O} QpEn wwth; 7-Zip File Manager (default)
() Save File

[] Do this automatically for files like this from now on.

Cancel
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ChUsers\ANMNA~1 LEDVAppDatat Local Ternpi Pending Orders.ziph,

File Edit View Favorites Tools Help

P = <y o w ¥ 1

Add BEdract Test Copy Move Delete Info

[’: (@ cUsers\ANNA-1 LEDVAppDatatLocal\TemphPending Orders.ziph,

Mame Size Packed Size Modified Created
@Pnanding Orders.csv | 35 095 6093 2020-02-1115:20

.Pending OrdersFormData_.csv 2 2020-02-11 1520

Home

Cut - - I y = AutoSu
S el = e 5 s
g 1) Copy T Conditional Formatas  Cell 3 Dot ROt [&] Fan-
Paste . = = = = ] L] - - nzett  Del
@ - - A - = = = Sl Merge & Cemter - = [ b Formattng = Table  Styles -
. ¥ Fomat Pasites B I U-O L e $- % el 2 . . . & Clens+
Cliphaard -, Fant = angrment = Humber = e cells
al v 5 PRID
A A B i =] E F G H 1 J K L M N =] P (=] R 5 T u v w X

1 [PRID I R Date Descriptic External R PR Name Supplier Il Sugglier hSupglier FPF Line 1D PR Line # Consolida item Type Form Type SKU/Catal Product D Product 51 Quantity Unit Price Unit Price Extended List Price List Price | Current - © Current -
2 2/7/2020 8:42 2020-02-0° L1E+03 INTERIOR 185504 8G0GG04 1F MNonCatalc Services Consultant 1 10,000.00 10,000.00
3 | 2886169  2/6/2020 19:32 2020-02-0 L1E+09 WALKER P 176850 8604554 1F MenCatale Servicas Consulting Services 1 10,000.00 10,000.00

4 | 2881603 2/3f20209:11 2020-02-00 4059364 STAPLESC 13035 8591162 1F 50 Hosted Preduct 647748 Kensingto 1 1 27.2 FERERTER 27.2 22,95 umiwTawS
5 | 2879765 1/30/2020 12:41 2020-01-31 4061989 McMaster 278 B5B6262 3F PunchOut Product  4360K822 Standard-Wall PVCF 8 067 5.36
6 | 2879765 1/30/H020 12:41 2020-01-31 4061989 McMaster 278 ASRA261 2F PunchOut Product  5233K63  Clear Masterkleer S 500 037 185
T | 2879765 1/30/2020 12:41 2020-01-31 4061989 McMarster 78 Punchut Product IST3 100 10.32 1,032.00

8 12/5/2019 10:15 2019-12-00 4059364 Staples 13035 10 105.71 mumiMmeN - 1,057.10 963 UMM
9 : afaf: 0191300 AD5UIEA Staples 13035 : 1 S99 mEm—— 5959
10| 2843639 12752019 10:35 019-12-0 19 Abby's Lawn Service ( 15) YOU r OUtpUt can be 0 1,000.00 10, 000,00

11| 2780551 12/5/2019 10:0% 2015-10-0¢ #5328 BIO-RAD L 613 . 1 61 FERER & Gl HRERT

12| 2780551 12/5/2019 10:09 2019-10-0i 8528 BIO-RADL  T6L3 manli pulated to meet 1 61 RemERRER 61 55 smEmReRs
13| 2843380  12/5/20199:28 2019-12-0' 4059764 COW GOV 753 1 124.73 12473
14| 2843380  12/5/20199:28 2019-12-0' 4059764 COW GOV 753 yo u r' n eeds 1 45.53 45.53
15| 2843380  12/5/20199:28 2019-12-0! 4059764 COW GOV 753 1 2276 2276

16| 2834041 1121319 15:14 2019-11-21 8528 BIO-RAD L TE13 12 61 iRy a2 ELUULEL )
17| 2834041 1121319 15:14 2019-11-21 4059764 COW GOV 753 BARDGAS 3F PunchOut Product 3425138 Logitech H570¢ On B 1 46.52 46.52
18| 2838081 11/71/201915:14 2019112 405976 COW GOV 783 BABIBGT SE PunchOut Product 2453060 Microsoft Wirehess & 1 072 072
19| 2E3aal 11/21/2019 1514 2013-11-21 4059764 COW GOV 733 BAL2bLG aF PunchOut Preduct 3846LEE HP thin client to Mol 1 919 79.19

20| 2839041 11/21/2019 1514 201%-11-21 8528 BIO-RAD L f6l3  8A62719 1F S0 Hosted Product 1652916 O-Rings 5 Unit bl 13 FEREREER 13 12 SRERTERE

21| 2834590 112112019 10:19 2015-11-2 3301 VWR INTE 7990 BAG1EL0 F 50 Hosted Product  470094-54 COFFEE FI 1600 Item 1 11245 memRmeR 11243 109,21 SwHRmER
22| 2834590 11/21/2019 10:19 2019-11-2. 126526 AMAZON, 1964 B461E13 1F PunchOut Preduct  BOTIWWE Amazonfresh Colom 1 15.1 151
23| 2787730 11/19/2019 16:07 2019-10-16 0399535 { Qlympus America 8455749 2F MonCatal: Services 5 year service contra 5 12,000.00 60,000.00
24| 2787730 11/19/2019 16:07 2019-10-16 0399535 { Qlympus America 8456748 1F MonCatal: Services 6299 Olympus Micrascope 1 65,000.00 65,000.00
25| 2832622 11/19/2019 14:07 2019-11-1' 126423 DIGI-KEY ¢ 4302 8456489 iF PunchOut Product  356-8866-NTIE CABLE 18LB 2.008 100 011 1109

26| 71377 8192019 12:30 2019-08-1! 13035 R199%48 1F d Product 254268 Southwor 500 1 3925 muNIMITIN 39.25 37.7 UMM
27| N3 8192019 8:55 Bid 2 815 L COrmpany 2199444 1F o, Product computer 1 100 100
28| anar rfisfamewng J01907L TEHE MWL Watermark 110416 1F ¢ Services 2383 Filter pres 4 1 19, 750,00 19, 730,00
28| 2711085 717/ 2019 8:33 2019-07-1 4050057 Dell 7793 §104531 F PunchOut Product  365-0257;: Dell standard 19 Inch 1 0 n

30| 2n103s 7172019 8:33 2015-07-1 8528 Blo-Rad L 613 H1ASL0 1F 50 Hosted Preduct | 1650921 Thick Blot 25 Unit 1 74 FERERIER M 7O SRR
31| 2u93436 W16 2019 827 2015-07-0 1EH9 tonya's resort BOSIIGE 1F MNonCatalc Servicas bolts and EA 3 5000.00 15,000.00
32| 2694411  7/3/2009 15:07 2019-07-0. 1E+09 Al's Landscaping Sen 8058435 1F Contract NonCatalog 123 Widget 3 15 50 750
33| 2673544 6/3/20196:36 Landseapl  1E+09 Abby's Lawn Service 7958241 1F NonCatalog Product Landscaping service: 1 89,000.00 £9,000.00
34| 2645332 5/2/200910:04 2019-05-02 david.kra Acme supplier Taz1402 1F MenCatale Servicas ‘asdfasdfasfdasfd 10 10 100
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Alternate Procurement Requests

In-progress
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Contract Requests

In progress

When to request a contract
1. Complete this Contract Request when ALL the following apply:
A. Total Contract Value of the product/service exceeds $10,000 ($5,000 for IT/Software); AND

i Total Contract Value = initial cost + recurring costs and/or renewals over the life of the
contract

B. Purchase is NOT a one-time purchase; AND
C. A procurement method has been completed (one of the following):
i Solicitation Completed (Bid/RFP/RFQ);
ii.  Alternate Procurement Request (APR) has been approved;
iii. NDCC or Policy Exemption allowing purchase without a competitive solicitation; or
iv. Emergency Purchase form has been completed and approved.
2. DO NOT fill this out for:
A. One-time purchases;
B. The Total contract value is less than $10,000 or $5,000 for IT/Software; or
C. Contract Renewals or Contract Amendments.

For one-time purchases, complete a Non-Catalog Order or Payment Request, depending on
circumstances surrounding the purchase. See Jaggaer Manual or Videos for more details.

3. IMPORTANT NOTES:

A. If the cost of the order is over $10,000, DO NOT SIGN anything until Procurement has approved
the purchase or has directed you to sign;

B. Ifthereis an order form/agreement/contract/or any document requiring a signature or
references Terms and Conditions, DO NOT SIGN ANYTHING until you have had them reviewed by
General Counsel;

C. Once legal reviews and all parties agree to the terms, and/or if procurement approves, verify the
person signing the agreement for UND has authority to do so according to UND’s Contractual

Signature Policy.
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Contracts

In progress

How to reference an existing contract in a non-catalog order or payment request

1. Complete the appropriate form (non-catalog or payment request) per usual until you get to the cart.
a. If you are unsure on how to get to your cart or place an order, refer to the Jaggaer Manual.

2. Click on, “Select price or contract....” next to the item/form needing a contract reference.
S~

Supplier / Line Item Details

NORBYS OFFICE SERVICES

PO BOX 12066, GRAND FORKS, ND 58208

Catalog No

Supplier subtotal

Subtotal

25,000.00 USD

26,000.00

26,000.00 USD

Select a Price and Contract Here

Step 1: Select a Price Step 2: Select a Contract

Price set currency USD O No Contract
@® 500.00 USD

: UND-2021-0043 (Testing Supplier Price List)
(Current price)

Cancel

3. Select the appropriate contract and click OK (the contract name is after the number).

a. If you have multiple contract items from multiple contracts (one or multiple suppliers), each

contract will need its own form. Likewise, if items are being purchased that are not part of a

contract, a separate non-catalog order/payment request will need to be created for the
non-contract items.

i. e.g., | have 2 contracts with company A and 1 contract with company B. | will enter one
non-catalog order/payment request for each contract with company A and one non-
catalog order/payment request for company B. If | wish to order additional items from
either company, unrelated to a contract, | will need to submit an additional non-catalog
order/payment request with the non-contract items on it.

4. You should now see the contract number referenced on the line level.

ckaging

Unit Price

Quantity Ext. Price

26,000.00 1

26,000.00 USD

5. Continue with your order as usual.
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How to search for a contract

1. Locate the contract medallion on the left hand navigation menu, and navigate to “Search
Contracts.” (Medallion > Contracts > Search Contracts).

Type to Search Contracts...

Contracts

Contracts Contracts Home

.
4L Search Contracts
Approvals

View Saved Searches

‘n’é Libraries
Search Contract Attachments

2. You can search under “simple search”, or for more search options, you can select “Advanced

Search.”

Advanced Search 2

Search Contracts

Contract ‘ Search by contract name, number, summary, etc. )

Active for Shopping Al v
By Start/End Date All v
Created Date All Dates v

TIP
For more search options, use
the "Advanced Search"
feature, which allows you to

search by Supplier Name,

Dates, Value, Solicitation
Number, Department,
amongst other options.

ADDITIONAL QUICK SEARCH OPTIONS

1. Locate the search bar in the top right of Jaggaer’s home page and type in the contract number,

contract name, or supplier and hit “ENTER.”
a. Depending on your search, you may get multiple results in addition to the contract

searched.

All ~ @AIHG} ) 0.00USD W v 1O O
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2. Under the Contracts Medallion, you will find a box that says, “Type to Search Contracts...” where
you can type in a search option (Contract name, number, & supplier) similar to the option listed
above in #1 and hit “ENTER.”

Contracts ype to Search Contracts... I D1

Contracis y Contracts Home

ALl Search Contracts
Approvals

View Saved Searches
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*NEW** - Order Status and Shipping Information

Please note, if there is ever a question on your order status, contacting the supplier directly is acceptable and
encouraged.

The following suppliers do not have order updates and/or shipping information. You will need to follow up with
them directly for order status updates.

Abcam — contact information is provided on their punchout site

Boeing - contact information is provided on their supplier page in Jaggaer under contacts

Border State Industries — contact information is provided on their punchout site

Cullinex (Plexus) — contact information is provided on their supplier page in Jaggaer under contacts
Norby’s — contact information is provided on their supplier page in Jaggaer under contacts

Qiagen - contact information is provided on their punchout site

Sigma-Aldrich - contact information is provided on their punchout site
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The follow suppliers contain order status and/or shipping information on their punchout sites.
Airgas

1. Navigate to the Airgas PunchOut site.
2. Click on “Order History”

J e w [ =l s
- C @ soltions seguesteomapps/Router Punchout FrameSetTRetuimbi =hitgpes b2Fsolution quest.com2Fappsied S 2Fshopping DashboardUserDetais % 3FtmstmpR3T1807! esuppliorid = 643%8punchoutSessionld = BipunchoutOperation =¢r LB ] e 3
UMD Punchin

My Liszs

Airgas.

n Alr Liquide compurry

Arcouwnt Dashooan

-
Account Dashboard
Customer Contact tnformation Alrgas Contact Information
“ t Name: UNIVERSITY OF NORTH DAk’
| ITY OF NOATH DAKOTA 264 E
GRAND FORS, Nortn Dskota S8202-83561U5 Argas ey
PTG TA
TOP FREQUENT PURCHASES sosaccreoro: [N ERE vennr | -
PROD AVAILABILITY ary PRICE
A il Timialyin 3o > i ==
|.!|1HNI|_“ Cyfinlds Fackage dor
hirgas i 10 T4
B
' ADD TO CART
..imll”“
ADD TO LET

hitga: s rdeha

Select the “Search by Order Number” drop down and select the “Search by Purchase Order”

Enter your purchase order number
Enter the proper “Date Range” for your order
Click Search

Iw x .- 0 KOS < 4

ok w

- L Ot = o Mo =
r—— Fod 4 s - 8 tass s
PRODUCTS Seerch Froducts o Manufscturer o
Order Histery
ncon At
a o oy
: - . anc
i ax
T STOMERPO -  ETATUS
akacas coeernia e "
C Z0T0 Alrgen, Inc. ANl Fights Reserved. | Frvacy Stalermeat de 8 Fivacy Fo
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Amazon

1. Navigate to the Amazon punchout site
2. Hover over the “Hello (your name)” and click “Your Orders”

business All = Enter keyword or product nun COVID-19 medical & safety supplies »

~—
Punchout Group: Jaggaer Punchout

Deliver 1o Jaggact : 2 L 2y it = s 5
Grand Forks 58202 Departments -  BuyAgain PPE for Work  Add People y 3 o B s e Pralae A\

Best sellers in Office & School Supplies Account Details

Blue Sky 2021 Weekly & Monthly Plannes,

Flexible Cover, Twin-Wire Binding, 5* x &

Enterprice (124094} Business Settings
prime

Your Account

| 522 a1 buying options

OI
3 . . Manage Suppliers
\ ™ ! ¥
Bulk Ordering
. i Business Analytics

Category Savings Evaluation
Recurring Deliveries
Scissors, iBayam 8” Multipurpose Scissors
Bulk 3-Pack, Ultra Sharp Blade S
Comfort-Grip Handles, Sturdy Sharp Scisso... Manage Your Business
prime
Buying Policies & Approvals

| see at buying optiors
el e Billing & Shipping

Members
Certifications
System Integrations
Quick Actions

Add People
Set spending limits

Cancel Purichout & Sign Out

3. Enter the correct time range your order was placed and which orders you want to view

Your Account » Vour Or

To view orders placed by users in your business account, select View All Orders below or go to Business Analytics.

: Q search all orders [l] Search Orders
BLACED &Y ToTAL ORDER 4 1128088858 4137010 Recommendations for items
View order detalls  Invelce ~ from across our store
~ Jaggaer Punchout
Developing
. Linda S. fazio
Pending Approval e
This order needs to be approved in your purchasing system ek pkage o
smm  Natural Alternative Pelletized Lime Enriched with Protilizer Beneficial Microbes for Acidic [ Ao cont
e, Soils 25 1b Bag (700!
= ; The Ten
ck
prime
[Aawcn
SHETO roTAL
‘ORDER 4 113-0201346-2762619
Jaggaer Punchout order details  Invaice =
Paperhac
- — 561.01 vprime
Arriving Wed, Jan 6 Track package [Asdwan

SalesdLess #6 Poly Bubbla Mailers 12.5%19 Inche:
Waterproof Cushioned Mailer 50 Pack

ipping Padded Envelopes Self Seal Occupational Therapy
Marjorle € Scafta
Paperback

389.95 prime

| Add ta cart

Therapeuti
SHPTO BLACED BY TOTAL ORDER # 114-083713 Shart Geller

L2020 TWAMLEY HALL ROOM View arder details  Invoice ~

= Hardeower

GetHelp W  Cancal Session

Homepage

Javascriptvoid(0)
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B&H

1. Navigate to the B&H PunchOut site
2. Click the “Orders & Quotes”

4 PunchOut X J ‘Sutus - PO J0D00I665S x| +

B a *

nld=&punchoutperation.. ¥ M @ i

R solistions sciquest.com32Fapps¥2FRouter% 2FShoppingDashboardUserDetails%3F tmstmp%3D 160758893 56708 supplierid=40708498&punchoutSas:

€ 3 C @ soltionssciguest.com) ter/PunchoutFramaSet?Returntirt=https%3A%2F 32

Caneed

UND PunchOut

&

[g_u A The Professional’s Source Since 1973 ! My Cart v

Photography ~ Computers  Pro Video Lighting ProAudic  Moblle  Tvs&Entertsinment  Camcorders  Surveillance optics  Audio-Visual

SeouH BARDTA

Good afternoon.

Welcome to B&H!

Photography Computers TVs & Entertainment Professional Video Mobile

i i ),
[ e &,
Photo Accessorles Drones & Camcorders Lighting Audio-Visual Surveillance Optics

3. Enter your phone number and your Purchase Order number

- The Professional’s Sourca Since 1973 = My Cart »

Photography  Computers  Prowideo  Lighting  Prosudio  Mobile TV AEnterisnmens  Camooders  Survelllnce  Optin Audioviusl Mo

My Account / My Orders

Order / Quote Lookup

To locate an order or quote that was submitted by phone, chat, in-store or
online, please enter the phone number you provided and your order/quote
number.

TNTIrarm

JO00006525
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CDW Government LLC

1. Navigate to the CDW PunchOut site
2. Hover over your name and click “Orders”

CD PEOPLE
WHO
GETIT

Return To Home:

ACCOUNT MANAGER

Overview

Order Informarion »

Quotes

Bundies &Favorites >

Saved Carts

Search.

Hardware Software Services IT Solutions Brands

Hello, Univ of North Dakota!

University Of North Dakota | account = 1091094

To awoid subscription interruptions, please provide craciit card consent before 12/31/2020.

Organization Orders

6 3 1

Open Backordered

Q. UnivofNort... =

Quotes

B Cart(0)

[y  Quick Order Status

Orders Pending Approval

Bundes Favorites

<

ACCOUNT MANAGER

Sign Oue AddMuliple

-

1

Canceled

Add To Cart
voices &Credits
Coue > » Most Recent Orders View AllOrders (21
Software >
Tools & Services > ~
: e All Quotes Search Quote = H
s
Support > + Most Recent Quotes View Al Quotes (1
B H H “« ”
3. Enter your PO number in the field and click “Search
PEOPLI - 2 Cart(0)
e . e
GETIT
Hardware Software Services IT Solutions Brands Tech Library
-
. Recent Orders
@ Product Orders Cloud Orders

ACTOUNT MANAGER

Ove

w
My Account >

Order Information >

Quotes.

Search All Orders (jast 3 yeareT
[ 1ooc0t6009

\-"-_——-__

through Onder Reporting -

Select account(s) from the list below and click continue to view their recent orders:

¥ Account # Account Name Address

ufie Hom

10075148

243 cent

(] 1oosezan

4148 Campus 4 Stop 201

© Account 1091994 - University Of North Dakota (last 45 days)

4 order =

+ Purchase Date troz

o 1000018110 LGRI MATTISON

501 N Columbia g Pharmacology, Ph

nial Dr Stop 815 Universin

¢ Purchased By 4 Subtotal

olagy and

s N 58,

worth Dakota Grand Forks MD $8202-6055

Clifford Hall Room 300 Grand Forks NO §8202-8011

4 Status v Actions

$21.61 Not vet shioped Track Order
12/23/2020 1000017983 PALL SMITH £330.55 Al #ems shipped Track Order
View Inveice

1000016855

All #ems shipped
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Dell

1. Navigate to the Dell PunchOut site
2. Click the “Order Status” button

o PanchOun

C @ delcomipromieufen

b it b J S - PO 000012738 ] + 4 ~
confe/ o » 8O

Comact Us 1-800-2747799-5139385 University of Nonh Dakota VabuePoin Logout

Standard Configurations
University of North Dakota ValuePaint 022-MNWNC-108-PA [ WNZSAGW

1 configuration will be retiring within the next & months.

= Jumg io retiing configuration in list

Sclecied (0] = Smavcdy by product pame, type, categary anad m Al Cotegorhs -

Ouick spees Custarmize & Buy

Conference Aoom OptiFfex 3080 Desiicp: dedl.cot
WFF
ustomize £ Buy | EEEEEEEEYT
OptiPlix 7080 Tow skt o
. ¥
uick Spec [ By
“ This configuration will be retired o o sround Det 30, 2020. Dell recommends the Precision 3640 Tower a8 a possile replacement
Lear Mare
] Enginoering & Mines Precision dell com
. 2630

3. Enter your purchase number into the “PO Number” field

ik ® % | Sawha s PO DO0ONITH * |+

You afe viewing your Premier account. To view yous Persanal account (My Account), lag ous and sign back in

University of North Dakota ValuePoint 022-MNWNC-108-PA / WN25AGW RC969553

Order Number Dell Purchase 10 Customer Humber Order Status
Actiity Time Frame From Date To Date
w Past 2 yea v m ]
Chiar Update Results
" e in U Export | =f Customize Columns
ORDERDATE T OROER NUMBER T POHUMMR PRODUCT DESCRIFTION STATUS ] DELVERY ACTIVITY
I, 2000 4 Ded raSherp -
1 V6 2000 4 Ded
8, 2020 s Del Mob
Page 1 af 1 4014 2§ w| Rems pet page

4. Your orders will appear on the bottom with a “Delivered” link that takes you to tracking
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Fisher Scientific Industries

1. Click on your PO number in Jaggaer to view the status

i hResullsENavDataKiey=T161 2207087145 1 53602244B586501500 4l mstmp= 1612207173559 L -
" Sesren oy a  oowo w om O
rouisce s Seeviea Pivss Py cffoctiva My 75, 2015, By clasing this banner, you acknawladge hat when yous =0 our Salutian,we pracass your perscnalinfeematicn s dossibod in our Sardca Privacy Folicy x
" - Ao - 2 -
Supplier o
[ — p———

FISHER SCIENTIFIC COMPANY LLC

s
o)
°
Ry
°
°
°
°
.
°
o
-8
°
s
o)

2. From there you can click on the “Shipments” button to view shipping

swonimy o oouso W o w D

Purchase Order Shipments cocs = | ey | @0
JO000207118 Revision 0
Shipments

FIERSCENTEIC
Shment s

Shipmant Line Datails
Line

on Cotalog g Saed Ut ol B Seatw Estimated Ship Drte -
o Deserpt No BRSUPC oaging b V™Y prs  uantiy 5] s
ASSCREN| SENCHLNER 14127360 o ' seniorfimed
s
! shinpes

Alternative

1. Navigate to the Fisher Scientific Industries PunchOut site
2. Click the “Order Status” button
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J FunchOut x | J saus

- o

€ > C @ e

UND Punchout

B SCQUESLCOMB2Fapps%2F Router%2FShopy ABoarUseD 3 758693567085 punchoutsessionid=&punchoutoperation

FisherScientific  Fisher Healthcare  Fisher Science Education @

) fisher scientific

part ot Thermo Fisher Selarifc

Shop Products

Antibodies & Protein Biology
Balances, Scales & Weighing

Cell Culture & Analysis
Centrifuges & Microcentrifuges
Chromatography

Chemicals

Equipment & Instruments
Forceps. Spatulas & Litensils
Furniture. Storage. Carts & Hoods
Glassware & Plasticware

Heating & Cooling

PCR & Molocular Biology

pH and Electrochemistry

Pipets, Pipettes, Syringes & Needles
Safety, Gloves. Glasses & Cleaning
Teaching Supplies

Testing & Filtration

Tubes & Yials

RNAI, Oligos, and Assays Taols

See All Categories

3. Enter your purchase number in the “Search” field

4 Fetua % ) Sewa PO 00CONSRET %] +
& & C B sohtioniisguetoom
UND PunepOut

Weicome. Tayior! Manage Your Account Sign-upforbmail | B

Chemical Structure  SafolyDataSheels  Cerlificales Special Offers  Order By Catalog Number

Your Account
ch by keyword, Catslog Number, CAS Number A -

SearchAll ¥ | Sear Fisher PunchOu.

The Fisherbrand
Guarantee

It’s Qur Promise

1 QUArante

Learn More »

Programs & Special Offers
Maximize Your TIFn_é. ¥ View Our Special Offers Discover What's
and Budget g Save on all Kinds of products. Possible Now

. .
Enolnowand o , v MM | SecAllOffers » SRR —\l r

Fisher Scimrite Fisher Hedlthcate  Friber Sclence Education. 0

© fisher scientifio

Order Status

SELECT ACCOUNT -
DEs5 11001

# Al Osders
My Wed Ordens

SEARCH ORDERHISTORY  + @

1000016887

Pait 6

REFINE RESULTS -
OROLE STATUS -
—] Open (i}

PO NUMBER -
“| poootessTin)

CREDT CARD -
| swein

Welerne, Taypiar Mandge Your Accoust St Up o Crmasit W ""F"'Im;::ﬂl-' -
ChemicalStruchisre  Cortificates  SafetyDataSheels  Ouder Status &P Ovder By ©

Search A8 w | 5

Items Invoices Show | 15 w| Entries

s

Open View Detain

4. You can click “View Details” to see tracking info
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GraybaR

1. Navigate to the GraybaR punchout site
2. Click the arrow next your zip code number and click the “Order history”

e My Ship-to-Account Hi, 1208202
G baR Products ¥

UNIVERSITY OF ND - PUNCH OUT PUNCH-
i A

Keeping Operations e ——
Running Through :
Anything

Focused Maintenance and Repairs That Ensure Top
Performance 24/7

Live Chat ()

Featured Categories

e Electrical Distribution

. .. . e ﬂ Conduit, Raceway and =
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Innovative Office Solutions LLC

1. Navigate to the Innovative office Solutions PunchOut site.
2. Hover over the “My Account” and click the “My Account” button

: . T3 " w
@mnovahve d | - [ . @

SHOP HEALTH &
SAFETY PRODUCTS

TR = | S ,i"’; ) O

3. Click the “View Orders, Inv0|ces & Quotes” button
@innovatwe‘ B ... oL

Order Approval & Saved Carts
Agprove & iect prova,

Company Purchase History
A catoiog of tems toms gurchased by your company: fiter catalog by manufocture, categary & mare

Search Far Previously Purchased ltems
to find items you have previously purchosed.

¥ a

Search resuts display area

it 1ol e S S e a2t =2D

4. Enter the proper date range and click search
@innovahve' B . L

rders

Search 2y

-oR

Sales Orders Matching Your Search Criteria

Action D# Date Sales Pool Account Dept Cade

503166313 113/2020 110716 Unwersity of Nerth Dakota 8356
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Lowes

1. Lowe’s will send an email to you.
2. Click the “Check Order Status” button

We Received Your Order

We'll email you any updates to your order, including information on
shipping, delivery or store pickup.

Delivery: Please note that due to high demand of delivery orders at this time,
your delivery may be delayed. You will receive a phone call confirming your

delivery date.
Order # 429505232
Invoice # 78670
PO # J000019186
Delivery

3. Enter your email and order number.

Home > Check Order Status

® Check Order Status

Already have a MyLowe's
account? Sign in to view your
orders.

Complete the form below to view past orders or check the stalus of your order.

Select order type:

,, Online N

Don't have an account?
Sign up for free to track your
orders and enjoy all the benefits
of MyLowes’s

Email address:
Flease enter the email address used to place the order

Confirmation or Order Number:

429505232|

CHECK ORDER STATUS

4. You'll be redirected to the Order Details page where you can view the status of your order.
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Order Details PRINT

Back to Check Order Status

Order Details

Crder Date: 01182021 Order & 429505232 Total:

Truck Delivery

Delivery (1 of 1) RESCHEDULE DELIVERY
Ready For Delivery
M Scheduled Delivery: January 29, 2021 | 12:00pm - 4:00pm CT

. 30-in 4 Elements 4.8-cu ft Unit Price  Quantity Total
B Freestanding Electric Range (White)

Item #: 1957070 | Model #:

- WFC150MOJW

Payment Information

Subtotal:

Truck Delivery: FREE
Tax: $0.00
Total:
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McKesson

1. Navigate to the McKeeson punchOut site
2. Hover over the Home button and click the “Check Order Status”

MEKESSON | sewchailprocuts ~ P

Home Products Orders Lists ScanMamsger Tools Support Rescurces

ISP

Ract Viour Accourt Mensger

0 items tatal $0.00

A s (0| Reveder Guide Help it
' oy | IEEEIER ) ovick add sont| Recern + | can [ " More Options._ v
Hem ¢ Description Warmtscurer Mi# oM Price Gy Totsl Swve  DeleteEdit

Cart entry tips to help you get started
Keying in the item and UOM together

withar the ttem 's field, yow may put in th ilem nurmiber and LOM together. An cxample would be '48scs, 'S04208by’, of ‘800112 B 1f you heare 0ff the LOM,
hirgasffimemg rickgsstmeonyiimpde statukmek el ttemen 1o defaclt 1 1o whittever viu crevicushy ordered

3. The Tracking information should be there for you to track.

Hello Punchout User

Home Products Orders Lists ScanManager Tools Support Resources #3829279 STUDENT HEALTH SERVICES
Submitted Order Status (Dec 23, 2020 to Jan 21, 2021) © Contact Your Account Manager
All orders || W Shipped Orders (4) = Check ltem Status  Export Backorderstoxls  Expori Canceled to xls =]
Find | |in [AlFields v| From [1223r20 |& To [ | | IEEE
Status PO Order # Date - ShipTo#  ShipTo City State  Lines B/O Track
COMPLETE  J000019409 92311936 1/15/21 4100379  STUDENT HEALTH SERVICES GRAND FORKS ND 7 0 Track
COMPLETE  JO00018827 91421895 1/8/21 4100379 STUDENT HEALTH SERVICES GRAND FORKS ND 6 0 Track
COMPLETE Joooo18708 91241137 w2 4100379 STUDENT HEALTH SERVICES GRAND FORKS ND 7 0 Track
COMPLETE Joooo18123 90137063 12/29/20 4100379 STUDENT HEALTH SERVICES GRAND FORKS ND 6 0 Track
Displaying Orders 110 4 << Prev Next
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McMaster-Carr

1. Login and navigate to the “Activity” button

1
« c @ 0 as S memastercom/orcer-history a8 | Q search noaE» =
B Other Bockmaris
MdMASTER-CARR. Find CONTACT US ORDER wnvir -
Activity + How X
Log Out =
Filter Orders Placad cn Joruary 5 Lines To Current Placed cn Decorrbor 31,2020 oo e

Ordar status
Placza

saven

Order refarance

210812
210018
J00001 7132

Jnoams7an

Product description or part

Conirol of  Sealingand  Fastening
Licuids, Coaling and o
e
s

Home | Heip | Refurs | Carsers [ Mabie Agp | Sefings

21-0842

Daliverad January 11

Rarbed Fitling for Use Flarhied Fitting for Use
. with Ghemicals with Chemicals.

Rarbed Filling for Use:
with Chemicals

Placad

ember 24, 2420 T Copy 2 Lines 1o Current

nnnn1R701

21-0815
Dalivarad January &

 Hinge with =

S
Holes, Self Closing,

Alurminum s
* Door Lea
Pleated Fans! Air
Filiers. 5
™
Mer
Placed on December 17, 2020 G Gopy 1 Linc To Gunont
Joooo17132
Delivered

O 0l Resistant Buna N Backup Rings
0

de, for Dash Number 228
By using i webslie, you agree to our Terms and Sandilicns and Frivacy Poicy

2. See order details and tracking number on this page.

« c @ © & % hitps/wwwmemaster.com, orcer-history/order/5

MdMASTER-CARR.

6001 5cS5ehaT e

Q search noe »

B Other Bookmaris

Find CONTACT US ORDIR ATy .
Activity ower ] Send documents  ©J Howe
Purchase Order. ecember 11, 220
J00001713:
Daliverad Dacambar 14
Clear
# Buna-N Backup Rings 2
Dinsh Narmber 228 Packs of 50 Pack Merchs
Shipping
Total
Dativary address
University of North Dakots
Energy & Environmental Aesearch Cir
15N 230 51
Grand Forks ND 58207-6048
[l Packing List
Billing addrasa
University of Nortn Dakota
Payment Semvices:Teaily Hall Rm 403
Car
« 0815 | sooomiszer A
S84 Contenriai 00 | F >
Grand Forks ND 68202 8365

Home | Heip | Refurs | Carsers [ Mcbi Agp | Sefings

By using i websiie, you agree to our Terms and Sandilicns and Frivacy Poicy
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Office Depot

1. Navigate to the Office Depot punchout site
2. Hover over the “1” in the circle, hover over the “orders” button, and click the “Order Tracking” button

Office
DEPGT

Products v [ Search

ta| Je

L) Orders 17 Order By tem

3. Scroll down and you can see

Business Dachboard

Reent dndesy srocorg um

-
15360258000
15M6RES02001
15360477000
00T

TEIABLE0Y

oz

LI

Ll

Ll

Ll

R T

Rob0an T

KO NT

HOS01

i

na

an

an

all of your orders

L%, Shopping Lists rder Tracking Manage Account

>
Reorder

My Lists

Order By ftem

Log out

Vim Al Gt sty

4. Click on an “Order Number” to view your order information

Harma | Grde i Ovdes Detal

Order# 149875924-001

g5 s b S S g

v oD

- I e e 0

Tt Tont Sriprart | Vew Cain Ducain | Rt Cater

5. From there you can click “Track Your Shipment”

i s

e a2
CORGARD sl BOOM 300
GRUND FORCE 1D

S vk
SRR

s

5 ot By et

17 Shopping Lists
Billing
Asuwunte ST
Cornm
Lot
Faymears Mathos
Dot
P s T Do
noroe oz
1
b
ey Fou
e
T
o

=

Binmrke

Dirder Detail Summary
Geder placed on 0171252621

Ordered B asraziye|
Vour Tedal

Sutdatat

Delivery Fee:

e
Totak
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Staples

1. Click on your PO number in Jaggaer to view the status

b iquest com apalh

UNDNORTH DAKOTA

» K

i |

¥ B o &

5 ] deTime ¥ POHals PO Onner E Maishing Slats T Amount
o conTaAcT & cou 20 93027 o | Comieted | 159227 Fystipes o
[ o ) 1501 RTRACT & COMMIRCIAL Compleiedl)  1par05: Riyshippsd o Matchas
o o AMAZOKTOM 117242000 12676 20 (et 3836771 Sent Vo Suppler Fully helched
o ° 5 CONTRACT & COMMERTIAL 12y G034 o1 | Compleied —_— Pty Shipped e Matches
o ° ——— R e R — A Mo
g - i CONTRACT & COMMERCIAL: 172520 42417 20 | Commplleted 20075351 by shippsd T e
(5] -8 I CONTRACT & COMMS 171202071 120800 1 | Kompleted 94238 Py shippodt o Matches
B N - @ il *_C5 CONTRACT & OOMMIRCIAL 1201 13018 Compbied 34 i Tuly Shipped N Matches

2 Typs here 1o search

A tmetmp=16122075 76465 * %0
LINDNORTH DAKOTA wr sempes 8 oxwo W om  Da

u wcknomledye Ui wheryou se

Solution, we proceas your persarslinformalicn s desceibed 1 cur Service Prvacy Poiey. =

Purchase Order:
000017980 Revision 1
(Closed)

o & W 2 [

shipments v
- e Shiomant e Hotica Date Matica Tyne Shipmant Date Dalivery Date
st —

Conrmation

L

0515007 v S0 et 220
&
e Contact
Shipmant Lina Datils 2
e " Cataog S/ un B Sams  Eatimaced Ship
- Dezeription NP BarcodeWPC S0 ey S S S Seatus

s [ 1 1

Swinghre EZTouch Stipi, 20 i
i, Rk (E6474)

Alternative

3. Navigate to the Staples punchout site
4. Click the person button and click “my order”
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Products Services

M1 Staples

https/fac-onderstaplesatvantage com/ptcmyonders

5. Enter your order or purchase number and click “apply” to view your order

Services

M Staples

Products

My Orders

Quick search
Viewing 1-1 of 1 orders
By order number )
Order # Date . Total
Apply

e 186822273 10/05/20 $37.47

Advanced search  Collapse all i

By accounting info

1000012107

Locking for previously ardered
pont projects?

Customer Service Company Information

Help Center About Stapies

Return an ltem Careers
contact Us Corporate Responsibility
Store Locator Financial Information
Auto Restack News

Policies & Legal CA Transparency in Supply Chain

Messages

Account#: 1058399

(Myoes )

Frequently Purchased

Quick Order.

Search

Status PO®

Delivered 1000012107

Staples for Business
Overview

program Benefits

Facility Solutions

Print Solutions

Print & Marketing Senices

Breakroom Solutions

Ship-to

IOCORNELLS..

workiife 3 Chat  Ship To Location: OPEN:UNDBROW.

Brint This Page

show: 25 | 50 | 75 | 100

Actions
Return
Recet (odf)
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VWR International

1. Navigate to the VWR International punchOut site
2. Click the “Your Orders” button to view all of your previous orders

Retum to Application

Sacrch oy ke, suppbr, orpert marbar Q Hello, P

My Account

Products Disclplines Services Request a Quote Order Entry

Update to Avantor’s response to the coronavirus (COVID-19) pandemic

Homs + My Account @P:H“ £ Share
My Account Welcome
My Dashboord T — =
[ @ Your Orders ) L]
My Orders | 2 OpenOrders / 2
\ b g

Shopping Lists

G S Tool: Invoices | OrderEntry | ShoppingLists | Custom Cotologs
Custom Catologs

Invoices

B28 Settings

My Quotes

Request o Quote

View Quote Supporting research on COVID-19

Easy access to critical products nesded for the
identification and research of COVID-12 based on
current Centers for se Control and Prevention
(€DC} recommendations.

LEARN MORE |

hitps/fus . com/store/account/wekcomePagesp h!_‘

3. If the button isn’t there for you, hover over the “my account” button and click “my orders”

Retumn to Applicotion

Products Disclplinas -

Request o Quote

Managing Supplies and Inventory |
for Over 160 Years

Your inventory should benefit your scientific initiative,
not delay it — and if your supply management is not
at its most efficient, your staff could be spending
valuable time just trying to get the products they
need

View Cuote

Features
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