
Basic Science Administration Purchase Order SHOPPER IBUY Procedure 

 

Instructions as a Shopper 
 
 

1. Go to Northwestern's NuPortal 
 

Nuportal Web link 
 
 
 
 

Select iBuyNu 
 

https://www.it.northwestern.edu/nuportal/


 
 
 
 

 This will take you directly to Procurement Central ‘s website. 
 
 S elect Log in as a Shopper =>  Select Shopper Login



You will now be on the iBuyNU homepage. Read the important news underneath the logo to 
ensure that none of the vendors have special purchase instructions. Select the vendor tile you 
wish to purchase  that will be on the right side of your screen under SHOWCASES. 

 

 
 

Once you have selected your items it will take you back to check and direct to back to Ibuy website. 

1. For all Ibuy orders the Request Description will me in Caps under the Summary Box:  

a. EXAMPLE: E VILLAMIEL FISHER BSA 8/15/2024 

NOTE: There will be a separate job aid for setting up group carts. 

  
 



 
 
 

     Once you have setup your group cart the next step is to assign it to shared group carts. 
1. One the top right corner you will see […] icon  

a. Click on the […] Icon. You will see the shared cart with and select your created group cart. 

NOTE!!!! Once you have selected your group cart there will be NO notifications in 
the system that it has been submitted.  
 

 
 
 

 
 
 
 
 
 
 

 
 
 



 
 

   After you have selected your shared group cart the UNLOCK icon will pop up. Please Click on the UNLOCK icon. 
This will allow the processors to process your orders. If locked, we will not have access to your cart and will unable 
to process. 
 

 
 
 
The next step is to add this request to our BSA PO tools. 
 
 
Copy Link to web browser => https://bsa.po.northwestern.edu/home 
 
NOTE: THIS DOCUMENT IS NOT AN OFFICIAL UNIVERSITY PURCHASE ORDER. 
 
 

https://bsa.po.northwestern.edu/home


 

 
It is best if you can use 2 Monitors when entering the information. 
 
Select New Order tab 

• Enter the information that is in your cart through Ibuy. 
o VENDOR 
o QTY 
o UNIT 
o ITEM# 
o DESCRIPTION 
o UNIT PRICE 

 
 
 

 

 
 
 
 
 
 
 
 



 
 
 
The next step is selecting the appropriate Order Method. In this case you will select Ibuy Order. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Payment detail is where we will receive the chartstring information to process your Ibuy Orders. 
 
If you do not see the chartstring information please add this to the comment box and will use that information for 
processing. 
 
 
 
 
 
 
 
 
 
You must then select the appropriate Account code 

 
 



 
 
 
Then enter the total amount this is in your iBuy Cart. Once entered it the notification on the bottom will turn from Red to 
Green 
 

        =>  

 
 
 
Once the information is complete Submit the order for further processing. 
 

 
 
After submission you can now go back to your iBuy webpage and create a new cart using the […]. If you do not select Create 
New Cart it will add this to your submitted cart. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have any questions, please contact BSA-Procurement@northwestern.edu for any inquiries. 

mailto:BSA-Procurement@northwestern.edu

