Basic Science Administration — REQUESTOR Procedure

1. Visit the NUPortal to access NUFinancials
https://www.it.northwestern.edu/nuportal/?utm source=www.nm.org&utm medium=empl|
ovee-menu-link&utm campaign=nm-main-site
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2. Locatethe “eProcurement” tab or type it in the search bar.

Northwestern | FINANCIALS o < Menu « Search in Menu
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https://www.it.northwestern.edu/nuportal/?utm_source=www.nm.org&utm_medium=employee-menu-link&utm_campaign=nm-main-site
https://www.it.northwestern.edu/nuportal/?utm_source=www.nm.org&utm_medium=employee-menu-link&utm_campaign=nm-main-site

3. Click “Create Requisition” tab

My Requisitions Create Requisition Create Receipt My Receipis
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4. Click on “Web Suppliers”

Create Requisition
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) Favorites
[ Templates
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5. Click on “IBuyNU”

Web Suppliers

iBuyNU



6. Shop for the products you need through the vendors on the right-hand side under
showcases.

Al Search (Ak0) Q oouso w o w &
Shop * New 1
o B s
[+] Simple: Advanced Goto: Favorites | Forms | Quick Order Browse: Suppliers | Categories | Contracts
X .
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L

Organization Message
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Weleome o anline marketplace, d schools with a streamlined, cost-effective way 1 ordar from NU Preferred Vendors. R
Fyousrenewiousing Byt provide a high level some of the benefits of the new Lab Supplies - Hosted ¥
plat to review the iBuy! will provide step by forhow to
Saveacione, sho o sl cosiogs brou s b o et s
When reviening the available supplier catalogs, you will see that your favorite suppliers are listed and ready for you to shop. There are a few that are missing but arent fare. Lonza
behind. To review the list of suppliers who are saon coming and to leam more about BuyNU, please visit the iBUYNL Marketplace
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Lab Supplies - Punchout

~
Guy is now available - s the new office supplies vendor who replaced Offie Depot. We are in the process of validating pricing to ensure our contract pricing is
availalbe. We hope to have this process completed by noon today
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2 Imaging is now available. They are the new Business Card and Letterhead supplier who replaced Active.
v Lab Supplies - Full Catalog Evanston Storeroom Chicago Storeroom Simpson Querrey Storeroom
Quick Links ® My Resources ®
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7. Once you have added all items to your cart, please continue the cart to return to IBuyNU.

Create Requisition

Your JAGGAER Session will expire in: 58:31 [Pl

®f'5h§[§P=E'Jt‘flc : Q Order Status~ Quick Order  Support ;;:munt \9

Shopping Cart

Account: 601330001 Print@ Share &

ftem Price Quantity Subtotal Return Gart 1o
Fisherbrand™ Reusable Glass Low-Form Griffin ® $33.38 / Pack of $66.76
Beakers 12 2
© Catalog Number 7810050 = ‘P?asﬂf Gaeol Order Summary
Capacity (Metrick 50 mL Subtotal - 3 items $87.95
+ Add Promotion Code

© In Stock
@ 2 available for delivery by Aug 20 Order Total $87.95

Ships from GHIGAGO, IL (MWD}

Remave | Save for Later

Fisherbrand™ Disposable Face Mask $21.19/ Case of 500 $21.19

— 1
= -

Catalog Number: 12883001C

@ In S
o Available for delivery by Aug 20
Ships from CHICAGO, IL (MWD)

Remove | Save for Later



8. Click “Final Cart Review” towards the top right.
Create Requisition

P iBuyNUl Alv Search (Alt+Q) sas7usp W o m Dy
Shopping Cart = 191031715 = Assign Cart
r“ Simple Advanced Summary S|
Details v
.Q Search for products, suppliers, forms, part number, etc. n
For
ﬁ 2 Items Select All ~ Mon Carreon
Fisher Scientific - 2 Items - 54.57 USD ] Name
2024-08-28 MAC7499 01
SUPPLIER DETAILS
Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 8/28/2024 8:58:23 AM
« FB50050GRIFFIN 50ML 12/PK Total (54.57 USD) v
= FACEMASK 3 PLY EARLOOP Shipping, Handling, and Tax charges are calculated
‘ o ) _ and charged by each supplier. The values shown here
Item Catalog No. Size/ . Unit Price Quantity Ext. Price are for estimation purposes, budget checking, and
Packaging workflow approvals
Total: 54.57
1 FB50050GRIFFIN 50ML 12/PK FB10050 PK 33.38 Qty: 1 PK 33.38 . |:|
ITEMRETAN A
H “ ” .
9. Click “Checkout” towards the top right.
Create Requisition F
po iBuyNLl All v Search (Alt+Q) 5457USD = O | DO
Cart - 191031715 ® (D .- | Assigncan
Summary Comments Attachments History
General ;. . o]
Total (54.57 USD) v
Ticket Number  no value Shipping, Handling, and Tax charges are
calculated and charged by each supplier. The
Cart Name 2024-08-28 MAC7499 01

Prepared by Mon Carreon

Prepared for Mon Carreon

2 Lines

values shown here are for estimation
purposes, budget checking, and workflow
approvals.

Subtotal 54.57

54.57



10. Please change “Requisition Name” (Vendor-Date-Requestor Name) and add comments as
necessary. Attachments such as quotes can be added under “Header Comments”

Create Requisition H

Order Total 54.57 USD

Checkout

v Requisition Summary

Business Unit NWUNV Northwestern University Priority |Medium .

Requisition Name |BSA 8/28/24 Mon *Requisition Type |MKT

Requester MAC7499 Mon Carreon
Currency USD

‘ [J Header Comments |

> Additional Fields

v Justification Comments

11. Click the “Select All” box and “Mass Change” for carts with multiple lines. For single line
cart changes, please use the schedule/details box.

v Requisition Lines Overview

@ SelectAll Actions ©

2ro

Line1  External ltem
FB50050GRIFFIN 50ML 12/PK

Item 1D Quantity Unit of Measure Price Currency Total

‘3 ScheduleDetais ‘ ‘ > |
Supplier FISHER SCIENTIFIC COLLC 20000 PK 3338 UsD 66.76 USD & L

‘ [ Line Comments. H fi Dekete ‘

Line2  External ltem
FACEMASK 3 PLY EARLOOP

ltem 1D Quantity Unit of Measure Price Currency Total
g

‘2 ScheduleDetals | | >
Suppier FISHER SCIENTIFIC COLLC 10000 o3 e i 1198 £ Sl || |

‘ [ Line Comments. H ff Dekte ‘

Iass Change

12. Enter shipping information with the “Ship To” code and “Attention” (PI/Room

Number/Requestor Name) lines. Please reach out to BSA Procurement if you do not know
your ship to code.

~ Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the "OK’ button is clicked, the data entered on this page will replace the
data in the corresponding fields on the selected lines that are available for sourcing.

Supplier ID Buyer Q
Supplier Location Category Q
~ Shipping Information
Ship To |CDB302HU Q Due Date | |
Attention | FumberReguestor M2 |

~ Distribution Information



13. Next, we will enter the Chart String information
Chartfield 1 — please fill out “Percent” and “Account” code lines. Please see below for
list of account code. Please note that if you have multiple chart strings, you will need to
change the distribution lines under “*Apply Distribution Changes” and change it to
“Replace Distribution Lines”. Change the “Percent” depending on the number of chart

a.

strings and it must equal 100%. Please refer to the below account codes.

COMMONLY USED ACCOUNT CODE

ACCOUNT
CODES ACCOUNT NAME DESCRIPTION OF USE
73300 | Chemicals Any substance that has a deflr}ed c'omp0.5|t|on, contains liquid, powder or gases
substances. Ex Reagents, Antibodies,Oligos.
Equipment . . . .
75450 Service/Contracts Cover the repair and maintenance of the Capital Equipment purchases
External-
75225 | Computing Cloud services, Web page services
Services
Tools and instruments that are the basic tools researchers and technicians use to
73475 Lab Supplies and help them do their jobs in the lab. Examples: Labware, lab trays, lab pans, lab
Hardware utensils to measure, mix, sort, handle, dispense, and analyze lab materials precisely
and efficiently.
75340 Laboratory Services performed at another location examples: Creating synthesis or testing lab
Services results.
73010 Paper and Office General Lab supplies Example: Toners; Pens; Markers, Notebooks, Paper towels,
Supplies Batteries, Bleach
Photography
73500 supplies Photo lens, photo paper
Purchased . )
73100 Any software purchased that is required for downloads.
Software
Radioacti
73350 a |oa. ve items that is radioactive. All orders to be sent to research safety
Materials
75440 | Repair Services Technician to be sent for repairs or send items out to the vendor for calibrations

 Distribution Information

*Apply Distribution
Ch

All Distribution Lines ~

Please enter GL Business Unit before selecting other charffield values

1 rov
Chartfields1 Chartfields2 Chartfields3 Details AgsetInformation Show All
Distribution Line 1, Percent 1. Location 11 GL Unit 11 Account 71
1 100.0000] | al| [nwuny a| [7347s a | + | | — |




b. Chartfield 2 — Fill out the “Fund Code” and “Dept” lines

*Apply Distribution Changes |AII Distribution Lines v |

Flease enter GL Business Unit before selecting other chartfield values

1 row
Chartfields1 Chartfields2 Chartfields3 Details Asset Information Show All
*Fund Code 11 *Dept 11 Program 1.
510 a | |510?000 q| | Q | |i| |;|
c. Chartfield 3 — Fill out the “PC Business Unit” (NWUNV), “Project”, and “Activity”(01).
Please note that some chart strings have a different account code. Also, please note
that some chart strings require the “Chartfield 1” to be filled out.
« Distribution Information
*Apply Distribution Changes |All Distribution Lines w
Please enter GL Business Unit before selecting other charffield values
1 row
Chartfields1 Charfields? ~ Chartfields3 ~ Detalls  AssetInformation Show Al
| PCBusiness nit 1, Project 1. Activity 11 ChartField 1 11
[rwruray Q| 50088763 al [o1 al | al |T‘ |—|

14. Once all information is completed, please hit “Done” on the top right corner.

Mass Change

~ Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK button is clicked, the data entered on this page will replace the data in
the corresponding fields on the selected lines that are available for sourcing.

Supplier ID Buyer Q
Q

Supplier Location Category

~ Shipping Information

Ship To | CDB302HU Q| Due Date | |

Attention | PlI/Room Numben’Request0|

 Distribution Information

*Apply Distribution Changes |All Distribution Lines w

Please enter GL Business Unit before selecting other chartfield values

Chartfields Chartfields2 Chartfields3 Details Asset Information Show All

PC Business Unit . Project 11 Activity 11 ChartField 1 1

NWUNY Q| 50058763 al [01 al | a |E| |Z|




15. Next, click the “Save” button on the top right. Once saved, click the checkout button.

Create Requisition

Checkout

v Requisition Summary

Business Unit NWUNV Northwestern University

Requisition Name |BSA 8/28/24 Mon

Requester MAC7499 Mon Carreon
Currency USD

‘ [ Header Comments ‘

Priority | Medium ~

*Requisition Type |MKT

Order Total 54.57 USD

Edit Requisition

Edit Shopping Cart for Requisition ID REQ2089007

2 item(s) to buy now.

v Requisition Summary

Business Unit NWUNV

Requisition Name |BSA 8/28/24 Mon

Requester MAC7499

Currency USD

Item Description 1)

FB50050GRIFFIN 50ML 12/PK
/A

FACEMASK 3 PLY EARLOOP
/A

Price 1L

33.38

21.19

Currency 1.

usD

usD

Quantity 1L oo ire ™

1.0000

1.0000

Update Cart Checkout

Unit of

PK

cs

2 rows

|E‘ | il Delete |

|E‘ | Til Delete |



16. Next, click the “Check Budget” button, then hit “Yes” for the pop-up message. Click the
“Checkout” button once more.

Edit Requisition

Order Total 54.57 USD

Checkout for Requisition ID REQ2089007

v Requisition Summary

Business Unit NWUNV Northwestern University Priority ‘Medium N

Requisition Name |BSA 8/28/24 Mon *Requisition Type | MKT

Requester MAC7499 Mon Carreon
Currency USD

iBuyNU Orders

Budget Check Status 4. Not Checked

‘ [J Header Comments ‘

‘a Check Budget } l @ Pre-Check Budget
Preview Approvals
> Additional Fields
Edit Requisition
Update Cart Checkout
Edit Shopping Cart for Requisition ID REQ2089007
2 item(s) to buy now.
v Requisition Summary
Business Unit NWUNV
Requisition Name | BSA 8/28/24 Mon
Requester MAC7499
Currency USD
2 rows
Unit of

Item Description 1. Status Tl Price 71 Currency Tl Quantity 7L Measure 1



17. Once the budget is valid, you can click the “Submit” button.

Edit Requisition

Checkout for Requisition ID REQ2089007

v Requisition Summary

Business Unit NWUNV Northwestern University

Requisition Name |BSA 8/28/24 Mon

Requester MAC7499 Mon Carreon
Currency USD

‘ [ Header Comments ‘

Preview Approvals

S AAdAitinnal Eialde

Order Total 54.57 USD
Pre-Encumbrance Balance 54.57 USD

Pre Encumbrance Details

Priority | Medium v
*Requisition Type |MKT
iBuyNU Orders

Budget Check Status @ Valid Budget Details

Check Budget Pre-Check Budget

If you have any questions, please contact BSA-Procurement@northwestern.edu for any inquiries.
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