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Free Description Material Orders

|

‘With Free Description’ shopping carts are used for ordering products that are not available on Terrier Marketplace.

UNIVERSITY
or Organlzatlonal Chart Finance ACCT XWalk Repomng
Step 2. Click Place and ¢ Click ‘Procurement’ tab in

Manage Orders FTemps Internal Service Request A BUWO rkS*
] Step 1. Click
Work Overview Active Queries P t
Place and Manage Orders OCUHETEN X CIle IPIace and Manage
Shopping Carts All(3) Saved (0) Awaiting Approval (0) Public Templates (0) '
~ Services O rd ers
Help (P2P Guide) Shopping Carts - All
@, . 1 . I
Advanced Search [ Rk Ciisi NEmR0as % CI ICk ShOp ping Ca rt .!:

Create Documents

* 3 Step Shopping

| ST Step 3. Click Shopping Cart

To

*Individuals must have the designated ‘Shopper’ role in BUworks to place shopping cart orders.
TClicking Shopping Cart will open a cart in a new window.
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Quotes from the supplier should be on hand at the time of placing the order.

Create Shopping Cart
| Order | | | Print Preview | | | Close || Save || Check || Park |

% Click ‘Set Values' to set Single-Cart

Number 1000752310 Document Name BUWTNS503 04/05/2018 08:33 Status In Pro De _F au I t\V a|u e S*
w General Data
Buy on Behalf of: [77616 heag % Click ‘Add item’
Name of shoppina cart: |BUWTN503 04/05/2018 0833
Default Settings: Set Values . * I L. ,
Step 4. Set Default Settings % Select ‘With Free Description’ to
Team Shopping Cart: [ | Make available to my purchasing substitutes generate a pop-up window

Approval Process: Display / Edit Agents

Step 5. Click Add Item

vltemW
: - Step 6. Select With Free
: Description

T TOUUUT

Old Shopping Carts and Templates

‘ Terner Marketplace 14100000

*If required or applicable, set default delivery address and account assignment before adding an item to the shopping cart.
See ‘Single-Cart Default Settings’ for instructions (http://www-staging.bu.edu/sourcing/how-to-place-orders/).
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The number of line items added to the shopping cart must reflect the number of line items in the supplier’s quote;
standard shipping charges should not be included in the shopping cart.

Add Item with Fre

Step 7. Enter Product
Information Ofx] % Enter the following product

Description: *

Internal Note:

Product Category:
Quantity / Unit:

et Price / Currency:

Delivery Date: |07/20/2017

[How to Create a Free Description Cart

I you know the supplier is not registered, enter the
supplier name and contact information (including

email) in this box.

14100000 SUPPLES-OFFICE
1.000] [EA

10.00) [USD

[Add to tem Overview | §Cancel | .

Step 8. Click Add
item to Overview

(@)

O O O O O

information:

Description & Internal Note
Product Category*

Quantity

Unit: EA = Each
Net Price: Price for 1 unit
Delivery date

Click ‘Add Item to Overview' to add
item to the cart

* General Ledger (G/L) codes are automatically assigned based on Product Category.

See 'How to Assign Product Category’ for instructions (http://www-staging.bu.edu/sourcing/how-to-place-orders/).
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The number of line items added to the shopping cart must reflect the number of line items in the supplier’s quote;
standard shipping charges should not be included in the shopping cart.

Create Shopping Cart
[Drder] Print Preview ] | [ Ch!e_]:_Suvc_Jl Check ][ PArkJ

Number 1000592204 Document Name BUWTNSO2 07/14/2017 14:21 Status In Process Created On 07/14/2017 14:21:20 Created By THOMAS SYMANCYK

7
L 4

w General Data

Click ‘Add Item to Overview' to
T e s ool add item to the cart

Default Settings: Set Values

Header Data: Vales

Team Shopping Cart Make avalable to my purchasing substiutes

Approval Process. Display / Edi Agents ’:’ CIiCk lDetaiIS’*

Budget: Dsplay

Document Changes: Display

K/

_ % Scroll to the bottom of the page
K Step 9. Click Details to review item detail tabs

= Number [kem oduct Category  Product Category Description Quantity Unk NetPrice/Limt Currency
= 0001 Materal How 1o Create a With Free Description 14100000 SUPPLES-OFFICE 1EA 10.00 USD
lindafinad Bam Tuna 14100000 SIPD FENFFINF 1 000 nnn nen

Account Assignment i Notes and Attachments Delivery Address/Performance Location Sources of Supply / Service Agents

kem Type: Material Order Quantity / Unit 1]|EA ()] each
Product D m) Ordered Quantty / Unit 0.000
Description: ® |How to Create a Wih Free Description Open Quantiy / Unit 0.000
Product Category: | 14100000 (9] SUPPLES-OFFICE Price / Currency’ 10.00/ |USD_|(P| Price Unit 1
Order as Direct Materiak Not to Exceed Price: 1
Not Separately Priced.
Organization Incremental Funding Active:
Purchasing Group: |Purchasing Group 117 ¥ | Show Members Goods Receipt
Company Code: |TRBU 'I:l Trustees of Boston Univ Invoice Receipt
Further Properties Goods Receipt Non-Valuated
Suppler Product Number

Tax / Amount |00 w | nnnnen
m

*The line item must be highlighted (appears yellow) to click the Details button.
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The number of line items added to the shopping cart must reflect the number of line items in the supplier’s quote;
standard shipping charges should not be included in the shopping cart.

Step 10. Review % Review the following information
Item Data | chese [ poc *in the ‘Item Data’ tab:

N Description & | I N
Number 4 Document Name BUWTN503 04/17/2018 12:49 Status In Process Created On 04/17/2018 12:49:04 Created By THOMAS SYMAN ¢ O eS c rl ptl O n n te r n a O te
. *
o Product Category
Notes and Attachments Delivery Address/Performance Location Sources of Supply / Service Agents A .
o Quantity
Identification Currency, Values and Pricing
Item Type: Order Quantity / Unit: 1/ |EA each O U n it- EA -
o
Deodtiioin Ordered Quantity / Unit: 0.000
. Open Quantity / Unit 0.000 E acC h
Step 11' CI ICk Account Price / Currency: 10.00| USD Price Unit 1 . . .
Assignment [FICE Not to Exceed Price: O Net Prlce: Prlce for 1 unlt
| Not Separately Priced: .
Incremental Funding Active: O Del |Ve ry date
Organization Goods Receipt: []
Purchasing Group: |Purchasing Group 115 | Show Members

Invoice Receipt: []
Company Code: |TRBU Trustees of Boston Univ Goods Receipt Non-Valuated:

FurtborProperts et At [ E o00 50 % Click ‘Account Assignment’ Tab

Supplier Product Number:

Service Master Record: Display
Period of Performance: lig| (@]
ST = Service and Delivery

Inentarm Kol | acatinn: m |
i

* See ‘How to Assign Product Category’ for instructions (http://www-staging.bu.edu/sourcing/how-to-place-orders/).
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Account Assignment Category depends on the assignment number used to pay for the line item.

Create Shopping Cart

‘_Eﬁ Pnanrewew_i Close || Save | Check || Park | ’:’ CIiCk lAccount ASSignment
& No source of supply found for item ’
Category’ dropdown:
Select one of the following:

Number 1000752344 Document Name BUWTNS03 04/17/2018 12:49 Status In Process Created On 04/17/2018 12:49:04 Created By THOMAS SYMANC'

- Details for item 1 Limit Item
o Asset
ttem Da (  Notes and Attachments | Delivery Address/Performan @) COSt Ce nter: 1XXXXXXX
Asset .
You can see who bears the costs and, if necessar, yc C:::Center everal cost centres o Order: QXXXXXXX
| [ Ad Lin Delete | [ Spit Distrit
Step 12. Select Account N = — o WBS Element
] W ign Number  Jacc
Assignment Category (85 clement

.00 Cost Center r 1202020000

" & Enter cost or internal order/fund
4 > number to be charged for this

Step 13. Enter purchase*
Assignment Number

*To split the cost of a line item between two separate accounts see ‘Split Product Costs’ instructions (http://www-

staging.bu.edu/sourcing/how-to-place-orders/).
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Free Description shopping carts should always have documentation attached.

Orders over $5,000 require documentation be attached to submit the order.

v tem Overvew +» Click ‘Notes and Attachments'
[ Detais || Aad hem 4 || Copy |[ Paste |[ Dupicate || Delete | tab
B Line Number RemType Step 14. Click Notes Product Category Product Category Descripton  Quantt

« 0001 Materal oo 14100000 SUPPLES-OFFICE

and Attachments

lindafinad Bam T 14100000 CIDD FENFFYF

;...m..mm.,c......mm.o.ﬁ\/? ~ « Click ‘Internal Note’ or ‘Supplier
Text’ blue link to add notes to

tem Data Account Auqnmenl Notes and Attachments Delivery Address/Performance Location Sources of Sug .
the supplier or buyer
‘w Notes
Soucadices +» Click '‘Add Attachment’ to attach
-E"w- . .
step15.Add e documents including, but not
notes .
: limited to:
‘w Attachments K/
|[ Adéhmchmem: <£‘ Step 16' Add Fiter Settings ’0‘ QUOtES
stegory $Crphion AttaChmentS* jrnaly only Checked Out Type Size(KB) Changedby Changed on 0:0 Proposals

lIJ The table does not contain any data

% Price lists
% Proof of Competitive Bid

*See ‘Adding Attachments’ for instructions (http://www-staging.bu.edu/sourcing/how-to-place-orders/).
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Suppliers assigned at line item level*.
If the supplier number not available, submit shopping carts without the supplier assigned and provide supplier
information in the notes of the shopping cart.

w tem Overview

[ Detais |[ Add tem 4 |[ Copy |[ Paste |[ Dupicate |[ Delete |

Bl Line Number RemType Product D Description

o 0001  Material

llndafnad Ram Tuns

Details for item 1 How to Create a With Free Description

Item Data Account Assignment Notes and Attachments

Product Category  Product Category Description  Quantty
SUPPLES-OFFICE

VIO FNFFVF

How to Create » Vith Free Description 14100000

14100000

Delivery Address/Performance Location

Sources of Supply / Service Agents

No supplier has been assigned; select and assign one of the following sources of supply

No possible sources of supply found in the system
Sources of Supply
Assign Supplier || Compare Suppliers

B Supplier Number Supplier Name

Contract

Step 18. Enter

Supplier Number

Supplier:

B

* Significant line item changes may result in un-assigning an assigned supplier.

Item

AN

Step 17. Click
Contract Item Description SO U rCES Of S U pp Iy

Step 19. Hit Enter

Enter -

7
%*

7
L 4

7
L 4

7
L <4

Click ‘Sources of Supply / Service
Agents’ tab to assign the
supplier

Enter supplier number or search
for the supplier +

Hit ‘Enter’ on keyboard to assign
the supplier

Repeat steps 5-19 to add each
product to the shopping cart as
a line item

+ See ‘Search and Assign Supplier’ for instructions (http://www-staging.bu.edu/sourcing/how-to-place-orders|).
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Suppliers assigned at line item level, and should be the last action before placing the order.

Step 22. Click Order

e Shopping Cart . . .
Torser] | Eomtzmuen] | [cose [savef crece [ J—  Step 20. Click Check % Click ‘Check’ to review the

0 Line 1: Enter a start date that precedes the end date Sh 0 p pi ng Ca I’t 'FO r e I’I’O I’S
& Funds Management error; Annual budget exceeded by 7.292,33 USD (FM PB Availability Control) for document item 00001
Number 1000592136 Document N4 #503 07/07/2017 13:19 Status In Process Created On 07/07/2017 13:19:19 Create 0:0 ReVi ew errors an d ma ke
*
v GeneralData changes as needed
"| Step 21. Check for | | g
Buy on Behalf of: LYK Header Approval Note:
Name of shopping cart EI’I’OI‘S
Default Settings: | 0:0 Click lO rder’

Header Data: Values

w tem Overview
[ Detaits |[ Acd rem 4 |[ Copy |[ Paste || Dupicate | Delete |
El Line Number RemType Product D Description Product Category  Product Category Description  Quantity
* 0001  Material How to Create a Vih Free Descrigtion 14100000 SUPPLES-OFFICE 11
. lAAs frnad Ram Turas 14100000 DD FNFFF 1600

* Details for item 1 How to Create a With Free Description

o *Red icons indicate errors must be corrected before clicking Order
/N Yellow Icons are notifications that do not require action to click Order
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Sourcing & Procurement
Additional Resources

Ordering Information Invoice Payment Information

Sourcing & Procurement: Accounts Payable:

Website: Website:
Email: Email:
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