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SciQuest Homepage
Catalog types

1. Similar to other online shopping sites; you will search for products, add them to
a cart, and then submit a purchase order (PO) to buy the products. In SciQuest
there are three types of catalog categories you will use. You will notice the three
types of options.

Ball State University

Showcased Suppliers

Moving, Storage and Inventory Forms

Purchasing Services Request Forms

e wnN R

Payment Request Forms

C' & httpsy//solutions.sciguest.com/apps/Router/Home?tmstmp=1618476407392 a % O »E:

W e All~ seach(ameq) 0 ooouss W © D £DL

Simple Advance Go to: Non-Catalogftem | Favorites | Forms | Shep | Quick Order  Browse: Suppliers | Categories | Contracts | Chemicals

Ball State Uni ity Supplit
Notifications/Updates all State University Suppliers

8all State University supports the promotion of diversity with vendors who

su goods and 3 Ball State Central Stores Ball State Excess Ball State Technology
- EaimO Excess Catal Technology St

o ) cess Caalog nology Sore

In SciQuest there are three types of catalog categories

Hosted Catalogs: includes products from authorized suppliers. You can search for
products from within the purchasing system.

Punch-Out Catalogs: includes authorized suppliers and the suppliers maintain the
catalogs directly.

Non-Catalog: items include products or services from suppliers who do not maintain
catalogs within the purchasing system.
Product or service information is entered manually. To select an item
enter the product or SKU number, description, quantity, and price for the
item or service you are purchasing.

You can search for the suppliers, but if the university has not purchased
products from this supplier within the past 12 months, you will not find
them in the system. You will need to submit the “New Supplier Request”
form.

Revised April 2021
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Home page

Taking actions on the Homepage can be done by clicking on icons on the left or by
clicking on the items in the upper right hand corner (see above). Items in the upper
right hand corner include the following:
a. Quick Search
After clicking on Quick search, a dropdown appears and it
Q | defaults to “All items”. If you type a PO#, RQ# or Invoice # the
items appear in a dropdown for you to select. Hint: when
searching for PO# you only need to type the number.
b. Shopping Cart
This allows you to view all items in your cart. You can trash items ™
@ from the dropdown, and manage your Shopping Cart.
c. Favorites
Displays your personal bookmarks and site bookmarks.
d. Action Items
Items assigned to you for approvals that require action. |w

e. Alerts
Notifications to you in regards to actions that are being taken.
Alerts are managed in “My Profile”.

f. Help
Provides help on SciQuest Navigation. It includes all of SciQuest’s
features. Note: some features Ball State University might not be
using.

g. User Profile
Gives you access to “My Profile” and your pending or completed
requisitions. This is a quick and easy way to find them.

o D D2

Help ~ Search (Alt+Q) Q 100uUsp W

Kimberly Kordyl

& 0 2

Unassigned Approvals

Requisitions

10

Administrative ltems

Import/Exports - Completed

Manage Search Exports - Completed

m
4

Notifications

Form Request Review Workflow

Left Side Navigation Bar




Shopping

Simple Search

A user can search two primary ways for a product. A basic or simple search provides
a “Google-like” experience. All of the words entered in the keyword text box must be
found in the items displayed in the product search results. When a simple search is
performed, to find the most relevant search results, the system searches many
different things.

All ~ Search (Aft+Q) Q 100usD W < 1@ @1

Simple Advance: Goto: Non-Catalog Hem | Favorites ns | Shop | Quick Order  Browse: Suppliers | Categeries | Contracts | Chemicals

It is generally more effective to select the “Advanced” search or utilize filters after
you have completed your simple search. This will help to focus the search and limit
the results. When utilizing the Simple or Advance searches you will not see items
from certain suppliers because they have live pricing (to ensure we get the best
price). B&H photo, Office Depot, CDW-G, Kirby Risk, Wayne Pipe & Supply are
examples. Ball State University has also identified categories on each Showcased
supplier so you know what supplier to utilize.

Advanced Search Bar

Simple Advanced

Advanced Search Everything

Lab Supplies

Find Results That Have  ,

Other Options
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Filters

New Shopping Screen

Add sort options and hide option on left side

Sort Options

Click to view more options Add to Favorites v

8y Product Flag 7o) PAPER, WHITE MULTI-PURPOSE 8.5X11 HAMMERMILL 10% REC (10 REAMS PER BOX)

O 4 Gree Ball State Cer
O a& ﬂ >

0 @ #ez

S S . EL PAPER NOVABLOT 200 X 250 MM (P/500) Add|t|ona| Ca rt OptIOI’lS

O . B sioma Aldich nc

EA

Add to Draft Cart or Pending PR/PO

GEBO-1106-19
£a

OMPARE
HYBOND BLOTTING PAPER L + W 20 CM + 20 CM SHEETS PACK OF 100 EA -'"‘dlj and Ehe':k:ult

79.70 USD

¢ 0DoO0O

GERPN6101M

& - | Add to Draft Cart or Pending PR/PO

By Supplier Class v COMPARE
O B E Paper Roll 2-1/2 in.W White PK3

By Catngory v W W Graingerinc Add to PO Revision L
2 g 1TLW4 @ Order From

O Mesking tape R LTS
’_‘ Sleeve Filter Paper Reusable

Non-Catalog in SciQuest

Non-Catalog items include products from vendors who do not maintain
hosted catalogs within the purchasing system, also for purchases of goods
and/or services from companies who are awarded bids for unique
products/specialized services.

To order a non-catalog item you will need to enter a product description,
catalog number, price, manufacturer name, and part number for the product
being ordered. You can also enter a detailed description, supplier, and price
for the service.

The more information entered, the more it will help keep you from ordering
the wrong product.

You can access the non-catalog entry form from various points on the
Storefront and the Shopping Cart.

2. CLICK ON the NON-CATALOG link from the home/shop screen.

All ~ Search (Alt+Q) Q 0.00USD W Ol 14) A,@.l
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3. Select Non Catalog after Selecting your Supplier
1- All = Search (Al+Q) Q 0.0
Go to: Non-catalog ltem | Faverites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

|- Search For Supplier

Supplier A rental
Supplier Type All ¥ / 2
Showing 1 - 4 of 4 Results
Results Per Page

Supplier Name
A Rental Service Co 3

—

A Classic Party Rental

Add Non-Catalog Item

Supplier:  Existing Supplier v %

Item

Packaging

Additional Details

Type
cd

?

Sort by:

Preference

All Occe

[[] ® Radiosctive
D Rad Minor

[] @ Select Agent
[] &Toxin

[ & Energy Star

[ & Green

Note: Regardless of each option, if you cannot find the supplier you are searching for, you will
need to complete a Supplier Request form first. After the supplier is made available, you can
then continue with your Non-Catalog order. Remember, only suppliers used within the past 12
months will be made available. When selecting a supplier you should utilize the default PO and

default AP, unless you need to select a different address based on your payment.

3. In the Non-Catalog window, ENTER details about the product in the fields

provided.

a) Catalog No.— Optional. You may enter the SKU or product number here.

b) Product Description—include a SKU or product number and a brief

description of the product or specialized service you are purchasing. There

is a 255 character limit.

c) Quantity — Enter the quantity amount you want to purchase.

Return to Index




d) Price Estimate—Enter a cost for the product. The amount you enter here will
be multiplied by the quantity.

e) Packaging—Select a packaging option from the menu of choices relative
to how the item(s) you are purchasing are packaged.
Add Non-Catalog ltem x

Supplier:  Existing Supplier w % v

ne Q Fulfillment Address +  Distribution Methods >

PO Purchase Order 1 - 413 N Meridian 51, Tallahasse.

Item pvy

Description % CatalogNo.  Quamtty *  Price * Packaging

Additional Details R4

Product Flags
a Manufacturer Name [] & Controlled substance
[] & Recyeled

[] # Hazardous material

[] @ Redioactive

. escrenon @Y
g \ s ard bockbessing servces +

Contains

Search by typing key word list and enter
then select commodity code by clicking on
the “+” sign.

Starts with...
If you know the first three numbers you can type
and enter and at that moment select commodity

radAa kg Alickine An tha Y07 cian

4. You must select a Commodity Code to further describe the type of product you
are purchasing.

This information will help the University collect information about
the types of purchases made annually. The Commodity Code
selected will determine which Ball State Purchasing Agent will
review (if order is greater than $1,000).

Selecting an accurate commodity code is important. When choosing a
code, think about the broader category the product you are purchasing
may fit into if you were looking for it in a store. To select the broader
category the product you are purchasing would logically fit into, click on
“commodity code” to find a complete list. We have provided a list of “Key
Words” to help you with this as well.

Return to Index



Supplier Search or if you know
the name you can type the
supplier name and then select
from list

Fulfillment Address is where
the PO address, which is
usually the physical or mailing
address for this supplier

Distribution Method is how
PO will be sent to supplier. If
this needs changed a supplier
request for will be needed

sine Q Fulfillment Address -~ Distribution Methods >

PO Purchase Order 1 -413 N Meridian St, Tallahasse..

Itemn Evs
Description # Catalog No Quantity Price Packaging
EA - Each
P v
Additional Details ~

Product Flags
[] & contrelled substance

D & Recycled
r Part No [[] # Hazardous material

[[] @& Radicactive

The manufacturer name and part number
may be needed to further describe the [] @ Rad Minor
product if it is being purchased through a [ 4 Select Agent
third-party supplier [] 4 Toxin

[] e Energy Star

[] & Green

If the product has qualifying characteristics, you
must check the appropriate box which best
describes its category type so proper handling and
security measures can be made for its delivery,
storage and disposal.

Return to Index



5. Select SAVE to add the item to your cart. It can be found on the bottom right hand
corner.

6. After you have reviewed your cart and are satisfied with it, you can
choose to view your cart or select CHECKOUT. Viewing your cart is
good way to verify you have not combined your cart request with a
Oform request. Combining different types of forms from Showcased
Services or mixing Ball State University catalogs with other suppliers
will delay your requests.

7. If you forgot to add a commodity code, the system will prompt you to
enter one, you can enter it on this screen or the CHECKOUT screen,
however if there is any information that is incomplete, the system will
present you with a red warning that this is a “required field.”

Select the magnifying glass to search for a commodity code.

To view PR Approvals before submitting click on “What’s next for my
order?” to view approval steps. Requisitions also have the ability to add
INTERNAL/EXTERNAL Notes and Attachments. Refer to attachments to
learn how.

8. Once required fields are completed and verifications made, select SAVE

9. Select PROCEED TO CHECK OUT.

The action taken on Step 9 will confirm that your request has been accepted
by the system and it will provide you with a requisition number. If you click
on the blue link for a requisition number, it will allow you to open the
requisition. This indicates that your order has been confirmed. You will
receive a confirmation notification that your order has been accepted by
the system. The confirmation will show in your email notifications.

You will also have other OPTIONS such: Print, view Approval Status, Recent
Orders or Return to home page. Simply click on the appropriate action.

11
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@ Requisition 2742099 Submitted

Summary

Requisition Number

Requisition status

Requisition date
Requisition total

Number of line items

Return to Index

2742009

Pending

2019-08-20 BSUODOTE7429 01

&/21/2019

120000 USD

1

Options

& print
Approval Status
Recent orders

Return to your home page

12



Completing a Standing Order

Non Catalog items on a Standing Order should be for purchases of goods and services
on an annual subscription basis and/or repairs for contracted services.

First, you will need to setup Standing Order items or services as a Non-Catalog
purchase. Most Standing Orders are based on a Fiscal Year, but can be based on the
time of the contracted service.

Completing a Standing Order

1. Select “Non-Catalog item” from the SciQuest Home Page

1

/ - Al Search (Alt+Q) Q 0.0

Go to: MNon-catalog Item | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

Completing a Standing Order

Complete “Non-Catalog” orders just like the example above, except
“Product Description” should include the words “Standing Order” and an
ending date. You should also select “Standing Order” and enter end
date under the “General” section on your requisition. You can access
this by clicking on the pencil.

st e P — ]

Brief Description should include “Standing Order” and
Ending Date

Cart Name .

Description

Preparedfor 2
Non PO Only

Check if Standing Order
Select Date Standing Order Ends

Include only if change
needed in PO terms

[ o I

13
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NOTE: If the supplier you need is not listed, you will need to complete a “Supplier
Request Form”

Requisition Approval Status
There are multiple ways to find Pending

Click on “PR Approvals” Tab

o el Requisition Status Ke
Requisitions. k Y
. .. Pending
1. My Pending Requisitions e
. . . . v Complete
a. Click the personicon in upper right hand . o Bid
= Out for Bi
corner of the screen ~
. “ . L. ” x Rejected
b. Click on “My Pending Requisitions
. “« N ” - Withdrawn
c. Click on “Requisition Number
Returned To Requisitioner | Returned
d.
e. Click on “View Approvers” pending
Total (10.00 USD) £y
Subtotal 10.00
Tax1 0.00
Search (Alt+Q) Q 0.00USD W v @ ﬂ; Tax2 0.00

ubmitted Date: Last 90 days ~ | Quicksear | Shipping 0.00 Add Filter = Clear All Filters
1 Handling 0.00

View My Profile
10.00

Dashboards ] Requisition Mumber ¥ Requisition Status ¥
Manage Ssarches 1 3159080 Assign To Myself - Pending
Manage Search Exports 315 Pendi
1 318 What's next? ~ .
Set My Home Page _
1 2 - Pending
=

Search Help For A Solution

M Show skipped steps
My Pending Requisitions 27

Submitted

My Recently Completed Reguisitions n

Kimberly Kordy
Banner Budget Authorization

27 ]
13
47
{10}
+
Logout “ ’—|— =
. Org Approval

Central Mail FUrchasing Approva

My Pending Purchase Orders

My Recently Completed Purchase Orders

Angie Boyle
arh

Roger Hassenzal

14
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How to Utilize Favorites

Using shopping favorites will stream line your shopping experience, and reduce
search time for selecting items in the future. Once you have located your item, we
suggest if it is something that you order often, that you add it to your favorites list
for future orders.

To create favorites you must first create a folder 1 Farce *
and then Edit item Details
Select the item you want to add as a favorite.

Ball State Central Stores, Catalog No. 120250970

name 4 MELAMINE, DAKOT.

Select “Create New”

Select “Top Personal Folder”

Name the folder: “Shopping Favorites”
Then select “Save Changes”.
Users can have one general folder for favorites 2.
or multiple folders for different suppliers.

f. When adding a new item to a folder, select the

favorite’s folder that you have created

previously, by selecting title of folder to place

the item in from the favorites list. =

® oo oo

Top level personal folder

Top level shared folder

Adding Shopping favorite: -
1. To add an item to the favorites list select the /
heart option in the top left hand corner of the @ 4.
product window.
2. Create or select the Favorites folder to save the
favorite item.
3. Select a folder to save the favorite in by selecting the
Folder name.

Selecting Shopping favorite:
To Select favorites when shopping:
1. Go to General “Search bar” at top of showcase and type key word filter.

Simple Advanced Go to: Non-catalog ltem | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chem

central storeg| * I

Recommendations

Central Stores Paper
! ®
du
o SHEET, COROPLAST OPAQUE WHITE 4MM X 4' X 8

ta

15
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2. Shop items from favorites list by going to :
Side Navigation bar>ShopingCart>Shop>View Favorites

Shop (Alt+F)
Shopping

My Carts and Orders
Admin

Shopping Settings

Search...

By Keyword ~

. Go To

Shopping Home:
Advanced Search
View Favorites

View Formms

Purchasing Choice

MNon-Catalog Hem

If you know what item you would like to purchase and do not know where to

purchase the item from. This feature is should only be utilized for Purchase Orders
that are greater than $1,000.
To utilize this feature please follow the directions below:

CLICK ON the NON-CATALOG link from the home/shop screen.

Gf 1o: Non-Catalog item | Faverites

Add Non-Catalog Item

Supplier: | Existing Supplier v %
Q

Item

Description %

Purchasing Choice

Additional Details

/1.

Forms

Catalog No.

Shop | Quick Order

v D B2

All ~ Search (Alt+Q) Q 0.00USD W

Chemicals

owse: Suppliers | Categories | Contracts

Type and select “Purchasing Choice”

Quantity % Price Packaging

EA-Each v

Product Flags
D @& Controlled substance

[] & Recycled

[] # Hazardous material
[[] @ Radioactive

[[] & Rad Minor

D 4 Select Agent

[] 4& Toxin

[] i Energy Star

[ # Green

m Save And Add Another

Close

Complete the Non-Catalog items you are requesting to purchase.
Include as much information that you know about each item to ensure that our
Purchasing Agents know what item is being requested. Once the requisition is routed

Return to Index
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to a Purchasing Agent, they will review the item, select the appropriate suppliers,
and send out for a quote if deemed necessary.

Accounting Code Splits

Account Code Split by Header

Utilizing what SciQuest calls a header is the FOAPAL information that is listed
under the “Accounting Codes” section. Any account information listed in the
in the header section will apply to all items listed on the requisition.

Requisition ~ : 135093712

If you cannot see “Accounting
Codes” you can click on the
carrot to expand

! ot sk -
Accounting Codes a
Please enter a the appropriate Fund, Org, Account and Program combination

Chart Fund Organization Account Program Activity

Location
1 100100 110080 733010 2008 no value no valug
1 100100 110090 733010 2008 no value no valug

Click Pencil to Edit
Account codes

17
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My Profile

User Cart Notification Settings

1. SELECT User Profile, please refer to Viewing User Profile

2. SELECT User’s Name phone number Email etc. option listed in profile

3. SELECT the Shopping Carts & Requisitions in the Notification List.

a. Click on “Edit Section” next to pencil

b. Select from your Code Favorites Select appropriate Notification
option: None, Email, Notification (Just within SciQuest, Email

4. SELECT User Profile, Please refer to Viewing User Profile

5. SELECT User’s Name phone number Email etc. option listed in profile

6. SELECT the Shopping Carts & Requisitions in the Notification List.

a. Select “Edit.” Select from your Code Favorites. Select appropriate
Notification option: None, Email, Notification (Just within SciQuest,

Email and Notification within SciQuest)

My Profile » Motification Preferences

User Name

& Integration

» Shopping

Shopping, Carts & Requisitions

Change Re: S1S

ng Director
Supplier Management
Form Requests

Return to Index

Carts & Requisitions

Notification Preferences: Shopping, Carts & Requisitions

The in-application notifications are not yet available for all Email Motifications.

Prepared By - Cart Assigned Notice

Prepar y - PR line item(s) rejected
Prepared By - PR rejected/retumed

Cart Assigned Notice

Receive PR and PO netifications for Carts
ed 10 Me

Assigned Cart Processed Notification
Assigned Cart Deleted Notification

PR submitted into Workflow

PR pending Workflow approval

PR Workflow Notification available

PR Workflow complete / PO created

PR line item(s) rejected

Cart/PR rejected/retumned

Sourcing Event created from Requisition
PR created from an awarded

Cart created from an awarded Sourcing
Event

Sourcing Event

& Default
 Default
@ Default
@ Default

© Default

@ Default
@® Default
@ Default
@® Default
@ Default
 Default
O Default
@ Default
@ Default
@ Default

@ Default

@ Override
@ Override
O Override

© Override

O Override
O Override
@ Override
@ Override
© Override
© Override
© Override

© Override

Email

Email & Notification

Email & Notification

lone

None
Email
MNotification

None

None

None

Email & Notification

Email & Notification

Email & Notification

Metification

Metification

Metification

Email & Notification A

Email & Motification

Save Changes [Jlste=c]

18



Set User Default Ship To Address
Search for an address

Return to Index

1. SELECT user icon to far right

2. SELECT ‘View My Profile’

Viewing User Profile 1

—
Seargffl (Alt+Q) Q 3.00USD W o @ 1@

| View My Profile

Dashboards

Manage Searches
Manage Search Exports
Set My Home Page

Search Help For A Solution

My Recently Completed Reguisitions

My Recently Completed Purchase Orders

Shipping Addresses

BL101
sV120

3. From the menu, choose ‘Default Addresses’
Saving your default shipping address

4. SELECT ’'Addresses for Profile’

?
Select Addresses for Profile

5. ENTER a Building Code/Room Number in the empty text filed labeled,

Nickname/Address.

6. SELECT Search
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7. SELECT the address from the returned results. You may need to click
through pages of result to find the needed address.

User Name

4. |ENTER BUILDING CODE |

Default Addresses

Ship To | Bill To

2
Select an Gadress 1 edit Select Addresses for Profile
Shipping Addresses Edit Selected Address 2
g0 — Nickname
3 |oEFauULT DDRESSES S— e > D -
Defaults Current Default svizo
Can ADDRESS
Attn: =
Phone: +1 (765) 285.1532

UTS-Unified Technology Support
Center

Address Line 1

Address Line 2 BL101-R2
Address Line 3 3407 N Tillotson Ave
City Mundie

state N

Zip Code 47308

Country United States

5.|seLecT BuiLoing |

Salect as Default Address

8. Now, SELECT the checkbox to 8.
set this address as a default.

Default Addresses
Ship To  Bill To
9. Next, SELECT Save 2
. , B
Select an gadrass o edl 1 ‘elect Addresses for Profile il Delete Address
Shipping Addresses 2
BL10M Mickname BL101
t
SV120 Default
Current Default V120
Address
ADDRESS
Attn: = Kimberly Kordy!
Fhone: +1 {765) 285-1532
Address Line 1 UTS-Unified Technelogy Support
Center
Address Line 2 BEL101-R2
Address Line 3 3401 M Tillotson Ave
City Muncie
State IN
Zip Code 47308
Country United States
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Set User FOAPAL Defaults
1. SELECT your View User Profile Icon

2. SELECT View My Profile

Viewing User Profile

Custom Field and Accounting Code Defaults Search (4#70) Q 3.00UsSD W @ D

User Mame Header (int) (Codes Code Favorites

L.J?|

View My Profile

Custom Field Name Default Value Description Edit Values
Dashboards

U Account Mo Default Value Ea
~ et I Manage Searches
Def; s chivity o Default Value
Custom Field and Accounting Code m Manage Search Exports
Chart No Default Value m
Defauhs Set My Home Page
Default addr Fund ho Defaut value m Search Help For A Solution
Location Mo Default Value Ea
Organization N Ea My Recently Completed Requisitions [ 6 ]
Brogram Neo Default Value m My Recently Completed Purchase Orders e
N ‘Work Order Number Mo Default Value m
Faoe “

Default Account Code creation

Custom Field and Accounting Code Defaults

3. SELECT the Edit Button

Header (int) Codes  Code Favorites

oz

Custom Field Name ription Edit Values

4. Next, SELECT “Create New Value”

Fund Mo Default Value

5. Enter a value or Description and et values [ Close|
then click Search. Create New Value

Value Cescription
100100 Current Operating Fund

6. SELECT the box aligned with the
account code value by checking
boxes, and then select “Add

* Custom Field Values marked with an

14
Va I ues asterisk are role-based values, Users can
only madify the Default status of these
Custom Field Values.
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7. SELECT the box aligned with the account code value by checking boxes, and then
select “Add Values”

Custom Fighagd Accounting Code Defaults

Header (int.) | Codes | Code FaviMe

m?
Custom Field Name Default Value Descrmigy Edit Values
Fund Mo Default Value
/7 Edit Rlues [ Close |
Create Nevv Value
Search For Value &
Value Descripti Field Name Fund
Value l10o10d ]
Description
Results Per
Page

* Custom Field Values m

marked with an

gsterisk are role-based Resulis Val

values, Users can only Per Fa UE; o

madify the Default Page ”‘1"' e ;

status of these Custom

Field Vi .

=0 Vales Select Value Description
Current Operating
100100 Fund

Add Values | Back to Search

Accounting Code Favorites
Code Favorites set-up

Viewing User Profile

1. SELECT your View Profile Icon

2. SELECT View My Profile

Segrch (Al+0) Q 3.00USD W 0 D O

View My Profile

3. SELECT Default User Settings

Dashboards

Manage Searches

4. SELECT Code Favorites Tab Mznans Sesrn Bunnns
5. SELECT ADD button to initialize code favorite

6. Enter FOAPAL utilizing search function or manual enter.
Please refer back to see a full list of Accounting Codes or Searching
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for Accounting Codes.

7. Enter the Nickname for the Default User Setting Code.

Custom Field and Accounting Code Defaults

User Name Header (int) Codes  Code Favorites - Code
2

selecting it as your default accounting

4= Add

Please enter a the appropriate Fund, Org, Account and Program combination. 7

Freshman

Chart Fund Organization Account  Program Activity Location

10007 155150 no value 2006 FRESHO  no

Offi Institutional Freshman
Orientati Support

Please enter a the appropriate Fund, Org, Account and Program combination. 7 X

Nickname |1 O Detauit
Chart Fund Organization Account Program Activity Location dd
split

100100
Select from pr Select from all values... Select from prof Select from all v Select from pr Select from all values.. Select from all values...
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Withdrawing and Copying a Requisition

Withdrawing a Requisition

Requisitions only can be withdrawn by the requestor and can only be done if the
requisition is pending. If the requisition has been assigned a Purchase Order number,

Purchasing Services will have to close this Purchase Order.

/a.

Samreh (AltsdY Q Qousy W o -@ .B'].

Views hlly Prof

Requisition ™ g
Assign to myself
Approve/Complete Step & Show Mext
Approve/Complete Step
Withdraw Entire Reguisition

Copy to New Cart

Submitted Date: Last 90 days ~ | Quick search

[ Requisition Number ¥ Requisition Status ¥
O 3107307 ooy b Lz
. -
O 3107928 el
[0 3168962 Pending
Withdraw Entire Requisition ®
Once a requisition is withdrawn, it cannot be reinstated. Glick OK to
withdraw, or GANCEL 1o leave the requisition unchanged.
pe Rea

2
expand | clear

Characters beyond the limit are not saved, i.e., the note is truncated. Once
the note is attached, it is accessible from the History tab of the document

p Cancel

d./

Supplier
Purchasing Choice
Purchasing Choice

Purchasing Choice

Requisition ~ :

Summary

General

Requisition Name
2020-11-05 B5US01193145 01
2020-11-05 B5U00302702 01

2021-02-05 55U801222697 01
3166912

e.

2/4/2021 1212 PM

2021-02-04 BSU000383704 05

Normal

Kimberly Korcy!

a) Locate the pending requisition by clicking on “My Pending Requisitions” or
typing requisition number in the search bar.
b) Click on dropdown for “Available Actions” dropdown next to the “Down

Carrot” button

c) Select “Withdraw Entire Requisition”
d) Type Reason for withdraw and click “ok”
e) On the requisition it will now say withdrawn

Return to Index
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Copying a Requisition

We do not recommend copying any requisition that is older than six months.
1. Find the Requisition you want to copy
2. Make Sure the Cart is empty by viewing cart
3. Select Available Action, “Copy to New Cart”
4. Requisition you copied will appear in your cart so you can edit

All + Search (Alt+Q) Q 000uUsD W o D 0.
I - -
3.
There are no items in your cart View My Cart
& b
Checkout
! Requisition ~ : 3171193
0.00USD

Return to Cart . e -
& You are unable o proceed until addressed.

Copy to New Cart
9 # Shipping o Billing £ -

Add Comment
- foson ShipTo Bil To
u

Continue Shopping Attn: Kirberly K

ew carts
\‘9 see configuration for this requisition
" Kimberly Kordyl U
Biing Options
a Davery Options
o *
*
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Customizing a Requisition

You have the ability to edit a requisition you are working on in the sections below.

You can edit the appropriate section by clicking on the “ i the right hand corner of

each section.

a. General -Cart Name, Description, Priority, Prepared for, Special
Handling, Standing Order and terms.

b. Ship to- Shipping Address,

General

Expedite, Requested Delivery Date

Cart Name

Edit Phone Number, Name for Current Address

Description

— \f

Type Building code Prefix to find addresses

Ship To

Prepared for

+N(765) 2851543

Purdhasing

SVIgD-R1

34071 Tillotson Ave

A
Q ResultsPerPage 10y

Delivery Options

Mundle x
IN
Best Carrier-Best Way
4730
ate no value
Uniteq@States
Osvi20 - Kimberly Kordyl, 4§ (765) 285-1543, Purchasing, 8V120-R1, 3401 N Tillotson Ave, Muncie, IN 47306, United States *

() BL101 - Kimberly Kordyl, + Vss_wzss-lsm UTS-Unified Technology Support Center, BL101-R2, 3401 N Tillotson Ave, Muncie, IN 47306, United States

Attn: Kimberly Kordyl
Phone: +1 (765) 285-1543

Purchasing
SV120-R1
3401 N Tillotson Ave

Muncie, IN 47306 -
United States

Delivery Options

[ ~——p] Additional Charges could be applied

Best Carrier-Best .y

=

===} Request Only

Return to Index
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c. Billing - Ball State University Remit to Address should always remain as
“Office of Accounts Payable”

Return to Index

Please enter a the approprizte Fund, Org, Account and Program combination.

Chan

Office of Accounts Payable
should NOT be changed \

Bill To
) CURRENT ADDRESS

gall state University
[0 addtomyaddresses

Offics of

Administration Building G0
4

Muncie
N
473060720

United States

Q  ResutsPerPage | 10y

Billing Options

Accounting
Date

Fund Organization Account

¥ 2 [=]

Profile Values

100100 - Current Operating Fund

Organization Values

Search

/ revision or a copied requisition

Billing Ao
BillTo

Ball State University

Office of Accounts Payable

Administration Building G04

Muncie, IN 47306-0720
United States

Billing Options

Accounting Date only needs changed if its

d. Accounting Codes - FOAPAL information, add splits, header
information appears on every line in Requisition

To Add more elements to your list see
Custom Fields

Program

)

~

I3 | scroll to view rest of Account Codes
and to Add Split

Please enter a th {ate Fund, Org, Account and P bination, .
e enter a the appropriate Fund, Org, Account and Program combination Scroll to view rest of Account Codes and
Chaet Fund Organization Arcount to Add Split

¥ ; [» ¥ Q

Profile Values

2006 - Institutional Support

Organization Values

2003 - Public Service

2004 - Academic Support

% of Price

% of Quantity

Amount of Price

R Sl B K Scroll to view rest of Account Codes and
a a s to Add Split
ﬁhlrohrlﬁ’i
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e. Internal/External Notes and Attachments-Items that you want
suppliers to see should only be applied to External notes and
attachments

External Notes and Attachments
Internal Notes and Attachments

Will be sent with the Purchase order outside of the
Notes and attachments for only our organization organization. Do NOT place other supplier information or

quotes in this section

Internal Notes and Attachmej £ External Notes and Attachments £
ternal Note no value ote to all Suppliers no value

Add Artachments for all suppliers Add

(® File (O Link

SELECT FILES.

External Info

Type internal or external note here

Save Changes Close P

expand | clear

f. Capital equipment and minor equipment cannot be combined in
header and must be done by line

g. Quote Number If a vendor included a quote number you can enter
the quote number on the line that applies

Edit Phone Number, Name for Current Address

180 Communications LLC - 1 Item - 1.00 USD \ -
A SUPPLIER DETAILS a

no value PO Numbe! To Be Assigned

no value

ltem Catalog No Unit Price Quantity Ext. Price

test 180 Communications LLC - 1 tem - 1.00 USD w0
es

EDIT SUPPLIER DETAILS

A [TEM DETALLS &

no valug Contract o value
470000C
no value
Edit Phone Number, Name for Current Address 28
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h. Shipping to Multiple Locations
User has the ability to change the shipping information at the line level so that the
shipment can be sent to multiple locations within one order.

1 EA 200 - [
Select the Line item by clicking checkbox to right of total.
4 Then, click the Ellipse to open menu options
Override
2 Items
Supplier
180 Communications LLC - 2 Items - 3.00 USD Ship To

A SUPPLIER DETAILS Delivery Options

no value P mbes To Be Assigned Bill To
mbe: o value Please enter a the appropriate Fund, |
Item Catalog No Onit Price Quantity Remove
line item 1.00 1 EA Requires Sourcing
A ITEMDETALLS &
no value e e value Add to Favorites
o0 / Cleaning Equipment and Supplies SreATEemE aa Move to Another Cart
Edermalhiote e vale Add to Draft Cart or Pending PR/PO
e a Add to PO Revision
2.00 1 EA 2.00 w » s

Current Address - Kimb . 1 (765) 2051543, Purchasing, SV120-R1, 3401 N Tillotsen Ave, Muncie, IN 47306

V120 erly Kordyl, +1 (765) 2851543, P g. SVI20-R1, 3401 N T Ave, M Na *

2 lineitem 1 2.00 1EA 2.00 -

A [TEMDETALS & ra

no value ternal Note no value

e ent Add
Code 47000000 / Cleaning Equipment and Supplies
) Exte no value
Order Numbe no value
A Add

been overridden for this line &) #° [

Kimberly Kerdyl, +1 (765) 285-1532, UTS-Unified Technology Support Center, BL101-R2, 3401 N Tillotson Ave, Muncie, IN 47306, United States

Select the Additional Shipping location for the selected line item. By Search or
radio button (See address selection)
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1. Changing Supplier

User has ability to change the selected supplier while in cart. You can
also edit when an incorrect supplier has been chosen.

options. Next select Change Supplier
2 tems

Select Check Box at Supplier Header, then select down carrot to open menu

Vv

180 Communications LLC - 2 tems - 3.00 USD

SUPPLIER DETAILS

Item Catalog No Unit Price

Quantity
ine item 1 1.00 EA
A ITEM DETAILS &
47000000 Q
Cleaning Equipment and Supplies
ine 1 2.00 EA

A ITEMDETALS @

47000000 Q

Cleaning Equipment and Supplies

hipping

Move to Another Cart
Add 1o Draft Cart or Pending PR/PQ

Add to Favorites -
Ext. Price

Remove Selected Items
1.00
Change Supplier

Add to PO Revision

Requisitions can be edited, when completing the requisition or after copying the
requisition. Note: Do not copy a requisition that is older than six months.’

2Items the sunolier

Select Looking Glass to search for supplier, enter in portion of
supplier name. Select Filter, then select plus sign to change

180 Communications LLC - 2 ltems - 3.00 USD

SUPPLIER DETAILS

Name

100 Black Men of Chicago
PO Purchase Order 1: 3473 5 King Dr $te 206 Chicago, llinais 606164108 United
States

1000bulbs.com
PO Purchase Order 1: 2140 Merritt Drive Garland, Texas 75041 United States

12 Stars Media Productions.

PO Purchase Order 1: 16095 Prosperity Dr Ste 600 Noblesville, Indiana 46060-4320
United States

PO Purchase Order 2: 11787 Lantem Rd Ste 202 Fishers, indiana 46038-2891 United
States

180 Communications LLC

PO Purchase Order 1: 413 N Meridian St Tallahassee, Florida 32301 United States

3D Company Inc

Cancel

Return to Index

shipsing TE—

Move to Another Cart

Add to Draft Cart or Pending PR/PQ

Add to Favorites -
Remove Selected ltems

Change Supplier

Add to PO Revision
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Managing Carts

Managing Draft Carts
There are different methods to access Draft Carts. Returned Draft Carts will be
located on the “Assigned Cart” tab within the Draft Cart area, if the cart has
been returned.

Supplier | Existing Supplier v | % v

Select Supplier Q 4

Search for Supplier by selecting Looking Glass Icon for Quick search, Select
Plus option and save supplier changes.

X Required fields e

Method 1: Accessing Draft Carts using the Action Bar on the left side
of the Showcase:

1. SELECT the Shopping Cart
2. SELECT My Carts and Orders
3. Then SELECT View Carts

Shop (Al+P) ir— * = & ~iun Shopping Cart
Shopping View Carts

wee . —was (LBST90 Days)
My Carts and Orders

Method 2: Accessing Draft Cart by using the Activity Bar located at
top right of the showcase:

1. Select the Shopping Cart

2. View My Cart, this takes you into the current cart
3. Accessing Draft Cart using Menu Search (Alt+M) option, Type
“Draft” and select “Draft Carts: from Menu

Menu Search (Al+)

Draft

Provide search terms
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Suggestions for managing carts:
1. Do not use different vendors in one Draft Cart unless they are all

“Showcased Suppliers”
2. Do not combine Ball State Catalogs with Showcased Services or

Showcased Suppliers
3. Do not mix “Showcase Suppliers” with “Ball State University” suppliers
or “Showcased Suppliers”

Carts Types:
Active Draft Cart — Current cart that is being prepared for submission.
Draft Carts- Carts waiting for processing, not yet completed.
Assigned Cart — Prepared carts that are assigned to another user for
submission.
1. Users can switch which Draft cart is their active Draft cart.
2. Users can choose how they would like to view their Draft carts.
3. Other Draft carts remain in view mode, which users can review without
making the cart active.
a. Can’t find a cart? Be sure to check “Assigned Carts” tab
4. Assigned Carts, are carts that users have had returned to them by an
Approver, or carts that other users have prepared for them.
a. Assigned carts are made “Active” in the same manner as listed
below.
b. If users assign a cart to themselves, the cart is placed in the Draft
Carts for the user to process.

The “Draft” or “Assign Cart” tabs allows you access to a cart and to the following
options: “View”, “Active”, “Remove” or “Move/Split”
¢ View- allows you to view your carts
e Active -allows you to activate a cart and check out
e Remove -Deletes a cart. Once you remove a cart it will be deleted
e Move/Split- allows you to move items to and from different carts

To take action on items in the cart, follow the directions below:
a. Users can select the checkbox, at the top of the window box to
move an entire cart to another draft cart. This will clear their
“Current Active Draft Cart” and they will then proceed to the
Showcase to shop.
b. Users can select multiple or individual items and move them
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to another cart, leaving only the items in the cart, they would
like to currently process.
i. Select items by clicking on the checkbox at the end of
each item.
ii. User can also select the ellipse on the line item and
move each item individually.

! =R
180 Communications Inc = 2 tems O and|
1.00 D
t and Supg 2 N CAR
F v
ACTIONS FOR 2 SELECTED ITEMS ~ I:l 100 ) 100 ’
>
5 Move to Another Cart > .
Add to Draft Cart or Pending PR/PO >
Add to Favorites
Remove Selected Items

Add to PO Revision

Requires Sourcing

e

5. How to rename the Draft Cart or Assigned cart:
It is not required to change the name of the draft cart, which defaults to
the user’s information. However, changing the name to something
meaningful can help identify to other users and yourself what this
requisition is.
a. Double click the name; proceed to click to the right of the
Shopping Cart for the user name listed.
b. Type the alternate name that the user would like to utilize for
the cart.

Shopping Cart~>  2013-08-27 cart test 3

or Kimberly Kordyl

Additional Menu Options available to user to update the Draft Cart:

1. Change the Supplier- Users can change the supplier that they
selected for the items while items are in draft cart, or they can do
an address change.

a. Caution: Different suppliers will probably have different
catalog numbers and varying costs for the items moved.

33

Return to Index



2. Remove Line items — users can choose to remove selected
item(s) from the Draft Cart.

a. Users can remove items, when it is determined that a
different product is desired.

b. Another tool that users have to remove items from the cart
is the “trashcan” icon, select the “trashcan” after opening
the view option on the top action bar.

3. Adding items to Favorites-For items that are ordered often; users
can place them into their “Favorites” for future orders.

Assigning a Cart to another User
1. When Assigning carts, the user will need to search for the name of an
individual using the search function.
2. When individuals are not found in the name search, they cannot accept
an assigned cart due to role settings.
3. Shoppers have ability to assign cart to another user when checking out
the cart. (Requestors and Approvers submit)

Searching for items while in the Active Draft Cart:

Users have the ability to search for items via Simple, Advanced and Non Catalog
searches, while items are in draft cart. To utilize this feature Please refer to
shopping instructions.

Shopping Cart = 20210211 B5U000343 "

1 ltem
180 Communica tions LLC - 1 lem - 1.00 USD

SUPPLIER DETAILS
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Moving, Storage and Inventory Forms

Courier Request
Note: Holiday or Early Campus Closing will be an hour earlier.

Please visit Purchasing Services Central Mail website for all other questions or concerns regarding Central
Mailing Services.

Approved Courier Request Items Required Information
Campus Envelopes Contact Name
Fed EX Packages Phone Number
UPS Packages Submit Date
DHL Packages Preferred Date of Pickup

Request Mail Tubs
Request Mail Trays

Courier Item Requested
a Find Correct Item type
b Enter both “From” and “To” locations
¢ Should include: BUILDING CODE/ROOM NUMBER, e.g. HP374, AL250

COURIER REQUEST FORM CUT OFF IS HOUR BEFORE Campus Closing.
(This means if submitted after this time, the request will be completed the next day)

Moving, Storage and Inventory Forms

1]
b—
Courier Request Form Move Request-B450 Loaning of Equipment-B24
PR — SN rerrrrrr—a <. [T
uuuuuuuuuuuuuuuu T
BALL STATE
UNIVERSITY

Halkday or Early Campus Closing It will bs an hour earlier

ny otner Releass).
I you Ravs qusstions procsssing fhe Courlsr Form
st

- DHL Packages
- Request Mall Tubs
* Request Mall Traya

ncem regarding Centsal Maling Services.
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https://www.bsu.edu/about/administrativeoffices/purchasing/central-mail

Move Request B450
When do | use a B450?

Recycled Items:  Request for us to pick up recycled items such as batteries, lamps, toner, etc.

Excess: To remove items from departmentally permanently

Inter-Department Move items from room to room in the same department

Move:

Department Dept moving from one location to another on campus.
P Needs to be scheduled with Movers

Loaned: Temporary use between departments

Long Term

Storage item: Storage for items for departments

Stolen/Lost: If equipment is lost or stolen
Traded: Purchased item and trading in an old item
Transferred: Item moved permanently to a different department

What do you need to complete a B450?
BSU Inventory Number: Need the BSU tag number on the item that is being moved or excessed.

Item Description: Brief Description of the item
Serial Number: Serial number if you don’t have BSU Inventory Number
Location Bldg./Room . .
g Need location of item(s)

From:
Location Bldg./Room
T £ Need location where the item(s) are moving too/

00:
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What Account Codes should | use?

733210-Minor Equipment: for non-computer equipment valued at less than $5,000 per item

734025-Computer Purchases:  for computers valued at less than $5,000 per item

734020-Computer Software

Purchased: for software valued at less than $100,000 per license

To Complete a Move Request B450

To Complete an Equipment B-24

1. Login to SciQuest

2. Look for “Moving, Storage and Inventory Forms”
3. Click on “Move Request B450”

4. Complete Form

5. Add and go to Cart )
) Moving, Storage and Inventory Forms
6. Proceed or Assign Cart
= i A
Courier Request Form Move Reguest-B450 Loaning of Equipment-B24

Must complete all Required Fields

Only select one choice on each

form for items that it applies to
BALL STATE UMIVERSITY - MOVE REQUEST B450

et Boget T ek s o o s e e st e - ¥ should use multiple forms if needed
Subt Dot retred Dt o Completon
PO——

f—— Contot Hame Depertment
Requestor Phone Contact Name Requestor Department

If move is tied with B24, mention here Any information about Item in regards to condition, or size

If Time sensitive, mention here If no Room#, explain where

Adanions Mot sngrarm Sarsge Purpess
ITEMS OVER 1,808 MUST HAVE 85 WVENTORY MUMBER
392304 Video Projector S/N 12336 SvV120 AD220 Organization

Return to Index
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Loaning of Equipment-B24

To Complete an Equipment B-24

1. Login to SciQuest

2. Look for “Moving, Storage and Inventory Forms”
3. Click on “Loaning of Equipment-B24”

4. Complete Form

5. Add and go to Cart

. Moving, Storage and Inventory Forms
6. Proceed or Assign Cart

=Y

Courier Request Form Move Request-B450 Loaning of Equipment-B24 _

Must complete all Required Fields

Must Complete all Required Fields

Detivery: 2 Pick Up:
Time of loan permitied may not exceed twe weeks. Date I -

- Preferred Pick up Date
ey o I Building Code/Room # p
Oate " e Preferred Pick up Time

Date Need Delivered

Actual Delivery Time Needed

Time of Day Needed

Pame Department Phome

Requestor Name . Requestor Department

i Requestor Phone

If Urgent let us know, If there is B450 related to same event please note here.
Preferred date is only a preference, If time sensitive please include information about certain date.

Tips to Complete Form
1. Must complete all required fields

2. Actual Preferred Pickup date and Delivered date may
vary depending on timing of event (eg. AM day before)

3. Submuit the form, Do Not assign.
4. DO NOT mix this form with other suppliers
5. DO NOT use Equipment Account codes on B-24s
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Purchasing Services Request Forms

Supplier Request

e The Supplier Request form is processed by using the Showcased Services within
SciQuest and it now follows an independent workflow.

e Supplier Request form is used to update or to add new suppliers to SciQuest/Banner.
After users submit a Supplier Request Form, it will be forwarded directly to
Purchasing Services supplier team.

e For a company reimbursement/refund, company stipend or company goods and services,
we must have information on the Authorized Representative who can confirm any future
changes associated with bank account or contact information. This should not be the Sales
Representative.

e Each required section of this form must be completed as requested, in order for the
form to submit properly. Users have ample opportunity for a final review prior to
submitting the form.

e Any comments or questions regarding the requests are either located in the user email
notifications that are forwarded as the form flows thru the workflow process [provided
the user has them turned on] or in the History Tab located within the form. This is how
users receive notifications as it will be found within the system.

e Should users have any questions when processing this form, or a supplier request, please
contact Purchasing Services at: (765) 285-1532.

Navigating the Form

Users have the ability to proceed/move thru the form in one of two ways:
1) Selecting the heading on the left hand side of the form
2) Selecting the buttons located at the bottom of each section.

(These options are interchangeable).

Form Headings are located along the left hand side of the form and are as follows:
Instructions, Details, Questions, Requestors Information, New Supplier Request, Review and
Submit, and Form Approvals. Simply select the heading by clicking on the desired section
you would like to complete. .

As sections are completed a green check mark will appear located to the right of the
section, the checkmark will remain gray for those areas not completed. If it is not completed
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correctly, the form will not allow you to proceed with the final request.

As users move thru the form they may periodically be asked to “leave” the page, or “stay” when
moving back and forth thru sections. Users should respond by indicating that they want to <leave page>
and it will proceed to the next section.

Supplier Request

Form Mumber 3372926
Purpose Generic Request
Status Incomplete Form Type New Supplier Request

e CM{DJ D

Reguestors Information

New Supplier Request

deview and Submit

Form Approvers

Supplier Request Form Sections by Title Headings

Instructions:
This section gives the basic overview of the form, therefore please review

the form instructions prior to processing your form.

Please provide information for the New Supplier Request in the given fields.

Bold fields are required. Please call (765)285-1532 with questions or issues with
the form. If your Supplier Request is urgent, please contact Purchasing Services.

Attach W9s, and other supporting documentation, listed in the “Supplier
Information” Area of this form.

Additional Information:

Please make sure that you attach the appropriate information for your supplier
below.

Note: If you are requesting a BSU affiliate to be added, or are selecting a
reimbursement/refund, a W9 is not required.

If this is a company that is being added so you can purchase goods, please
make sure you include how this supplier should receive their purchase order
(email or fax).
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Details:

This section simply gives the details of the form that has been selected. It is
recommended that the user change the Form Name [Template Title], to reflect the
form number and name of the supplier they are processing. This will list for the user the
name of the individual they have submitted along with the form number so that it will
be reflected in their search listing. To do this: <Click> the Form Name field and change
the document title name to the form number listed on the left hand side along with the
name of the Individual or Company, then select <Save> prior to proceeding.

Questions:
This section consists of two sections the “Requestors Information” and the “New
Supplier Request”. In each section, each field that is required for the user to complete
will have a star located to the right of the field title. Simply <click> on the field below

the title to complete the form. There will be a green check mark listed by each
completed section.

Requestors Information:

This section contains the contact information of the departmental user. It is the only area
where the department should place their department information in order for the form
to be processed correctly. If this information is entered into fields outside of this area, the
request will not be processed.

New Supplier Request:

This portion of the form must only contain information of the supplier that is to be
processed. In this section the user must indicate what the form request is for, and indicate
if the Supplier is an Individual or a Company. The questions will change based upon users’
responses. In order for the remainder of the form to proceed, it requires a response. When
a W9 is required for the user, an option to attach will appear and it will allow you to attach
the document. For a company Reimbursement/Refund, please provide an explanation for
the reimbursement.

Attachments:

Attachments are located within the “Questions” area of the form under “New Supplier
Request Form”. When a W9 is required, the option to attach the documentation will appear.
If it is not required, then the attachment option does not appear for the user.

This is the only area that a user will be able to attach documentation regarding this request.
Multiple documents may be attached here if required. If multiple attachments are necessary,
add and save after each document. The user has the ability remove these documents if needed.
Simply select the <Edit> button to the right of the section and select Delete>. If you have a W9
for your Supplier this is where you need to attach the .PDF format of the document.

41
Return to Index



Review and Submit:
Users must review the form prior to submitting, the system will not skip this section.
Once reviewed, the user is required to select the <Submit> button located to the bottom
right of the screen and then select Confirm with a <yes> response for the form to be
submitted.

Notifications:
The user will need to resubmit the form utilizing this response section once they have
made any correction. Once the form is submitted and assigned a number for the
independent workflow, the user can then utilize that number to search for the form. The
user should no longer see the notification.

Form Approvals workflow:
The form is located in a separate workflow (not a regular requisition workflow form) and it will

have its own set of approvals. Once the user has completed processing the form, they can
then select it by clicking on the “Form Approvals” section. They will also have the ability to
locate it under “Form Request Actions” notifications that have been forwarded to them or
thru their email notifications.

The Workflow Form notification is located at the Bell, listing for the user the stage of their
requests as they are processed. The user will receive an email notification provided they
have requested that option in their user notification setup to be turned on.

All ~ Search (Alt+Q) Q 0.00USD W o B D2

Automatic email notifications will only forward to the user if it has been returned to them, or if
the item has been processed. To review items you can utilize the search document/form options
within SciQuest.

Return to Index



Searching for the Supplier Request Form:

To locate the form users can <click> on the notifications that have been forwarded to their email
notifications, or they can utilize the search box and select “My Procurement Requests” from the
Orders on the side.

Orders Quick search

Search + All Orders

My Orders Requisitions

S Purchase Orders
Channe Danunaste
Procurement Requests
Imroices

Receipts

Apply appropriate filters and/or

Created Date: Last 90 days ~ | Quick search Q @ agd Filter ~

Clear All Filters

< > Page 1 of 3 1-200 of 458 Resuhs

How to review Comments on Returned Requests:
The search listing that is provided to the user will give them a way to review their items, how they have
been completed, and to review if there have been any notes placed on their requests once they have
been processed. To access the form, <Click> on the form name, beside the form number to select the
form in order to make the appropriate changes, or to view the responses/comments on the history tab.

Questions - New Supplier Request

On This Page * Response |s Reguired
Q  Question Text Is Searchable

Supplier Information (3)
Reimbursement for Company {1)
Company Supplier Information (16}

< > Page 1 of 2 1-20 of 27 Results 20 Per Page w
Old
Date « User = Action = Section < SubSection = Context = Field Value MNew Value MNote
2/12/202  System Form Request Form Reguest
1 9:04 Approval Workflow
AM Complete

Returned Carts” & the “History” Tab
For returned carts/requests, the user can navigate the form as before to enter the necessary
corrections, such as an initial or name correction. Then Select <Save> as they proceed thru their
corrections.
To review why a cart has been returned to the user they can review the notes regarding the cart by
Selecting the <History Tab> located in the top right of the form, as listed above.

If changes have been made to the request by users, they must select <Save> as they proceed thru the

tabs for those changes to be made permanent, then select <Submit> Request for that request to be
processed.
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Sole Source Justification

The “Sole Source” form can be accessed on the SciQuest Home page under “Showcase Services”.
A “Sole Source” is a procurement method that does not provide full and open competition. A Sole
Source is utilized when only one source is available. There are restrictions on the use of this
means of procurement and documentation must show justification for using a single source for
the acquisition. It applies to anything $15,000 or more.

If when purchasing Capital Equipment, more than one piece of equipment that is greater than
$5,000, or you want to ensure it’s from a specific vendor by using a “Sole Source:” please go to
step 2.Complete Sole Source Form

Purchasing Services Request Forms

| Cnla Qniirre FArm |

Add or Update Supplier Mon-Competitive Purchases
Sole Saurce Justificstion v —
pm—— : :
-z Prior o compleing the Sele Sourceform, e Suppbr st aescy sl St This can b verfid o pesfoming s search g the Supplie e belen.  tre Supplier
BRE eaLLsTATE e ot i, the Suppler Crste. Form mus be completed fist.
/' INIVERSITY Enter Supplier
Plosse use this. "t request 15000, requived fiekds on the form to submit. If this request s ot It
Eopeved e toquestor il be notiled that ta rter il 30 heough e biddin procoss Suppler Contact
that does ot lend itself ta the traditional prr cactices. Authority ks delegated to the I the recommended company the manufactpffor
President e VP for Business Affirs and Treasures, o other designees.to develop processes and procedures fo the sirategh purchuse and disposal of goods snd
servicesn raches o bt prcticn s ong arc e b on Do the masfacturer +o8 through distiators?
The requestor proficient knowledae in and b sbie o deend ths ustiicaion
o iy b his form am exception
e
B ntecmation
e
Description P Guantity Ext. Price
oo
..... oo
Catatoge: Cralog/SKU
fption [ Quantity
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Justification B

Reasons for Requesting a Sole Source Purchase

Using the checkboxes below, please indicate the reasons why a Sele Source purchase is required. For a more descriptive explanation use your cursor to click on
the reason.

Only known product or equipment which meets the need.

Services require this supplier's special expertise.
Compaonents must be the same brand/manufacturer as what's in current [
equipment.
Service or equipment is needed faor research continuity or University
compliance
Equipment required must be compatible with current equipment to realize (]

efficiencies >_ Select only the options that apply

This particular eguipment is specifically required as part of a grant.

=~

tem selected is from a state commodity contract
There is substantial technical risk in using another supplier.

This purchase will obligate the University to this supplier for future
purchases.
Other (Provide detailed explanation below).

Additional Detail/Explanation

999 characters remaining expand | clear

Total 0.00

1. To make this determination you need to first identify what is Capital Equipment ($5,000 or
more) versus Minor Equipment (< $5,000).

a. Be sure to include installation, training and shipping costs in the cost of the
equipment. (Exclude warranties and software -unless software is valued at $100,000
or more per license).

b. If “total cost is $5,000 or greater than you have to utilize the correct accounting code
for the capital equipment.

c. Mark these items with a “C” (Capital Equipment) so you will know before starting
your requisitions.

d. If not purchasing any minor equipment the form still needs to filled out, but this
section will be for $0.00.

2. ldentify other items on quote.
a) If the quote involves items that are not to be included as Capital Equipment, these
items will need to be included on the Sole Source form as well.

b) Items such as warranty cost, small equipment are not tied to Capital Equipment Cost.

c) Mark these items “M” (Minor Equipment) so you know before starting your
requisition.
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3. Steps to complete both of these items together:
a) Make sure your active cart is empty.

b) Click on “Sole Source Justification” under “Showcased Services”

c) Complete the “Sole Source Justification” form as usual, except only include line items
that you marked with “M” (Minor Equipment).

d) When completed, and you select “Add to Cart” your total should match the items you
identified on your quote as Non-Capital Equipment

4. Adding Capital Equipment to Sole Source
a) Make sure the dollar amounts in your cart that you applied to the “Sole Source

Justification” are correct.
b) Next Click on “Home” and then on “Non-Catalog”.

c) When the non-catalog window appears, select the same supplier you utilized on your

Sole Source

5. Now that they are all in one “cart” you need to apply the proper accounting code to each
individual line to ensure proper routing. Customizing a Requisition.

6. If accounting codes are incorrect, it could cause a delay in your requisition. Reference index
for Account Code Information and Equipment Quick reference sheet.
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Payment Request Forms

Non PO Payment Request Form Instructions

Before beginning this process for a reimbursement, please verify that none of the expenses have been previously

paid/reimbursed.

Selecting the Non PO Payment Request
e Login to SciQuest
e Select the “Non PO Payment Request Form” (Located under Payment Request Forms)
o  When completing the form, any field on the form that is BOLD is required

Completing information fields for Non PO Payment Requests

1. Supplier

a.

Select appropriate vendor
i. If vendor does not exist, complete a Supplier Request form

2. Fulfillment Address

a.

b.

appropriate address.
If the fulfillment address does not exist, complete a Supplier Request
updated

3. Remit to Address
Change this address to where the payment should be remitted. If an invoice is attached, this address should

a.

a.
b.

Return to Index

match the ‘remit to’ address on the invoice.

To view different fulfilment addresses, click on “select different fulfillment center” and choose the

form to have the supplier information

i. If the remit address is incorrect, email ap@bsu.edu to have the correct address added.
4. Payment Type

Choose the appropriate option from the dropdown list

For invoices payable to vendors, and a PO was not created; select “N/A-After the Fact.”

Athletic Official Payments

%

Bank Bond Payments

B3U Foundation Payments (payments from BSU to BSU Foundation)

Candidate Travel Reimb

Conference Registrations

Employee Maving Expense Reimbursement

Employee Awards (reimb for employee awards purchased-BSU Foundation to reimb BSU)
Employee/Student Reimbursements of £1,000 or more

Employee/Student Reimbursements less than £1,000

Food Purchases or Food Reimbursements (Original itemized receipt required).
Speakers/Performers/Consultants (if payment to an Individual & less than £5000.00)
Research Participant Incentive Payment

Revolving fund activity (change fund)

Student Athlete Official Visits

Student Athlete Unofficial Visits

Student Awards/Scholarships

Student Supervisors

US Dept of Homeland Security payments

Workers' Compensation

Other Direct Pay (If no invoice provided)
N/A - After-the-Fact

o

FY

T Ha7ardnns matanal
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5. Product Description
a. Provide a description of the payment request. This will print on the check stub or direct deposit remittance
advice sent to the vendor.
6. Invoice, Receipt, or Total Amount
a. Enter the amount to be paid to the vendor or total to be reimbursed

If there are multiple invoices, they must be entered as separate line items (see further instructions
below).

If there are multiple receipts being reimbursed, a summary sheet must also be attached with the
receipt totals.

Sales tax cannot be paid or reimbursed, unless it is being paid or reimbursed from a fund/org that is
not subject to the sales tax exemption.

7. Supplier Invoice Number
a. Enter the vendor invoice number

8. Invoice Date

If you do not have a vendor invoice number, enter the receipt date or any other beneficial data to
the vendor. This will be printed on the check stub or direct deposit remittance advice.

a. Enter the date listed on the invoice or the receipt provided for reimbursement

9. Due Date

If there are multiple receipts, please use the oldest receipt date.

If this is a student or employee reimbursement over 60 days from the date of purchase, approval is
needed from the Accounts Payable Office before the requisition is approved. Complete the
Accountable Plan Exception Review Form and email it to ap@bsu.edu.

a. Payment will not be sent until the first business day after this date, so if payment is needed on a certain
date, do not use that date as the due date.
10. Documentation of an After-the-fact Purchase
a. Provide a detailed explanation of why the University purchasing policies were not utilized.

Complete this field only for an After-the-Fact request of $1,000 or more
Provide a reason why the request was not submitted on a Purchase Order or paid with a
Procurement Card.

11. Commodity Code
a. Thisis a default value and does not need to be updated or changed.

Documentation of an After-the-fact Purchase

Complete the following fields if this is for an After-The-Fact purchase.

Provide a detailed explanation of why University purchasing policies

were not utilized.

Commeodity Code

Return to Index
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Once the Non PO Payment Request form is completed, click the ‘Go’ button next to ‘Add and go to Cart’ in the ‘Available
Actions’ section at the top of the form.

If you have multiple invoices to enter, they should each be entered as a separate item on the requisition, to prevent
duplicate payments from being processed. Choose ‘Add to Cart and Return’ to add one invoice and to return to the Non PO

form to create another item for a different invoice.

= O X

3365&wantReloadOnClose=5178365& FavPageContext=2&tmstmp=16... |

Available Actions: | Add and go to Cart hd E Close| &
Add and go to Cart

: payment types n¢ Add to Cart and Return sr when a
Add to Cart r
Add to Draft Cart or Pending PR/PO

iervices when the | Add to Favaorites get and

should be used fo sdd to new Cart these

ersity policy and will be reviewed accordingly. b

sle 5 business days prior to the issuance of payment.

EEa b w

tion ?

Click the ‘Proceed to Checkout’ button from your shopping cart. From here, ensure the request information is correct. Enter
the correct FOAPAL information, including the correct account code. Attach any applicable invoices, receipts, or other
needed documentation in order for the request to be approved.

On the requisition header, if the check needs to be held for pickup or if the attachments need to be mailed with the check,
complete the special handling field.

1. Does This Require Special Handling (nonPO)?
a. Choose ‘HOLD’ to have a check held in Accounts Payable
b. Choose ‘ENCL’ to have the attachments mailed with the check
c. Leave blank if neither option is needed

General
Cart Name i
Description i‘
Priority Normal ~
Prepared by
Prepared for
Select 2 different user.
Isthis foran Afterthe  NO - Please note this order will be sent to the supplier for fulfillment -
Fact purchase ora
Direct Pay?
Does This Require i
Special Handling
(nonPQ)? ENCL
Standing Order
Standing Order End [
Date Select from all values.

B o
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Once everything appears as it should, click the ‘Place Order’ button.
Supplier Information ?

Prior to completing the Non PO Payment Request Form, the Supplier/Employee must already exist in SciQuest. This can be verified by performing a search using the Supplier
field below. If the Supplier/Employee does not exist, the Supplier Create Form must be completed first.

Supplier Purchasing Choice more info...
select different supplier
Fulfillment Address PC Purchase Order 1: (preferred)

Ball State University

3401 N Tillotson Ave

Muncie, IN 47306 USA

select different fulfillment center
Supplier Phone +1765-285-1532

Distribution
The system will distribute purchase crders using the method{s) indicated below:

Fax +1765-285-5505
Manual

Remit To Address

Remit To Location List

Ball State University
3401 N Tillotson Ave
Muncie, IN 47306

UsA
Phone 1-765-2851532-
| Please select.s

Please select a Payment Type

Product Description

b
49 characters remaining  expand | clea

Invoice, Receipt or Payment Total

Supplier Inv # | h

Invoice Date l:l &

Due Date

Attach invoices, receipts, or any other documentation substantiating the payment request. No

ent request will be approved without proper documentation.
Internal Attachments

Hesalth and Safety DO Controlled substance

O €3 Recycled

O# Hazardous material
0@ Radioactive

O Rad Minor

O Select Agent

% Toxin

OB Energy Star

O & Green

Check or ACH will be distributed by the Accounting Office. Specific handling requirements should be recorded on the requisition.
Documentation of an After-the-fact Purchase

Complete the following fields if this is for an After-The-Fact purchase.

Provide a detailed explanation of why University purchasing policies were not
utilized.
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Completing Wire Request form

The Wire Request form in SciQuest is used to remit payment to vendors through a wire transfer. This
electronic form replaces paper forms, allowing for expedited payment request and electronic workflow
routing/approvals.

Wire Form

PAYMENT INFORMATION

Supplier 1 X precix
Fulfillment Address 2
Distribution
S S it >
7 =
K a4
oc = S
Purpose of Payment [
Quantity 1
Amount 7 <
Currency Please select -

BENEFICIARY BANK INFORMATION

Bank Name )
Bank Address 10
. BN R e Nire nice o 11

DOMESTIC PAYMENTS
s 12<J

INTERNATIONAL PAYMENTS

1. Enter the name of the vendor you wish to pay. If the vendor does not exist in SciQuest, you must
complete a Supplier Request form (with all appropriate documentation) in SciQuest. Once the vendor
has been created, you may complete the Wire Request Form.

2. SciQuest requires the ‘Fulfillment Address’ when selecting a vendor, even though there will be no
Purchase Order sent to the vendor for wire requests. Therefore, there is no need to edit this selection.

3. Verify the payee is not considered a “Specifically Designated National’ (or ‘SDN’) by the United States.
United States entities are prohibited from paying an SDN. Please refer to the ‘OFAC Website’ link in the
Wire Request Form to search for your payee; if the payee is not listed as an ‘SDN’, you may continue
completing the form. If the payee appears in your search results, contact the Controller’s Office (285-
8444) for further guidance. You must click the checkbox next to ‘Please check box to indicate you have
performed the OFAC SDN search” when you have completed your search. Create a screenshot of your
search results
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4. If the payment is for services provided in the United States, in part, or in total, you must check the
checkbox next to ‘Were services provided in the United States? Check box if yes.” If you are unsure if
services were provided in the U.S., check the corresponding box.

5. Enter the appropriate commodity code in the ‘Commodity Code’ field.

6. Enter the purpose for your payment in the ‘Purpose of Payment’ section of the form.

7. Enter the amount you wish to pay and choose the appropriate currency from drop-down box. A link to
a currency converter website has been provided. Note: it is not necessary for this form request to be in

U.S. Dollars.

8. Attach any supporting documentation for your payment request, including invoices, contracts, etc., to
the form by clicking the ‘add attachment’ button. BE SURE TO ATTACH THE OFAC SEARCH RESULTS.

If submitting an international payment, an IBAN (International Bank Account Number) value may be
required. A link to search for the IBAN (when applicable) has been provided if you have not already
obtained the correct IBAN.
BANK INFORMATION
9. Enter the name of the recipient’s bank in the “Bank Name” field.
10. Enter the address for the recipients’ bank in the “Bank Address” field.
11. Enter any information you wish the vendor to see when the payment is received.

DOMESTIC PAYMENTS

12. If requesting a domestic payment, enter the payee’s bank routing number and account number in the
appropriate fields.

INTERNATIONAL PAYMENTS
Note: If the payment is to go to an intermediary bank (and then forwarded to the recipient’s bank), be sure to

complete the “Intermediary Bank’ portion of the form.

13. If requesting an international payment, enter the appropriate SWIFT Code (bank identification;
between 8- 11 characters) for the recipient’s bank.

14. Enter the appropriate bank account number in the ‘Account Number’ field.

15. Enter the IBAN( Account identification; up to 34 characters) or CLABE (account identification in
mexiceo:18 digits) value in the ‘IBAN/CLABE’ field.

16. If applicable, enter the branch/sort code for the recipient’s bank in the ‘Branch/Sort Code’ field.
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17. If an intermediary bank is listed; enter the intermediary bank’s information on the form.
SUBMITTING THE FORM

1. Click the ‘Go’ button next to ‘Add and go to Cart’ in the ‘Available Actions’ section of the form. Do not
be alarmed that the amount in your SciQuest shopping cart is ‘0.00". The information you entered in
the form is contained in the form itself.

2. Click the ‘Proceed to Checkout’ button from your shopping cart.

3. From here, ensure your request information is correct. Under the ‘Is this for an “After the Fact”
purchase or a “Direct Pay”?’ drop-down box, choose “NO”. The FOAPAL entered for this form will be
the FOAPAL charged after the payment has been made. Once everything appears as it should, click the
‘Place Order’ button.

4. The request will then be routed as any other requisition. You will be notified if it is determined that tax
withholding must occur for your payment request (in order to comply with IRS requirements).

5. If you are an Approver, you will approve the payment request as you would any other SciQuest
payment request.
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Entering Receiving

Complete receipts for products is only required for purchases greater than $5,000.
Any Purchase Order greater than $5,000 must have receiving entered and an invoice for
payment to be completed

Cost vs Quantity Receipt

Either receipt type is acceptable for payment. Quantity receipt is used more often than cost
Cost-Only: enter cost amount that you want vendor to be paid.
Quantity: Quantity means that you have received that number of items and invoice

amount will be paid.

Click on your name and then select “My Recently Completed “Purchase Orders” then click on
Purchase Order

Purchase Order ~ : 112455555

3. 1.

»

A s @ ouyf w o D B2
Add Comment

Create Change Request
Add Notes to History
Cancel PO P ‘Shipping Information P Billing/Payment o

nalize Revision

antity Receipt

Create Credit Memo
Create Cost Receipt
Create Invoice

Print Fax Version

Billing Options

Close PO

S % F & E P o an

Resend to Supplier

See configuration for this purchase order

Steps to Receive and Order

Find the Purchase Order that needs to have a receipt, and click on the checkbox aligned
with the PO number on the right that needs receiving, from the drop down page, select
Create Quantity Receipt or Create Cost Receipt.
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1-3 of 3 Results

£+ 200 Fer Page w

PO Requisition AP Created Shipment Matching Last Invaice Receipt
O = MNumber ¥ Number Status  Supplier Total Amount ¥ Date/Time ° PO Status wner Status Status Requisition Name Distribution ¥  Status Status Status Flags
vy Create Oy 1045 Closed  Guy Brown 479.85 USD 1/25/2021 Completed  Kimberly Sent To Fully 2021-01-21 Cameras 1/25/2021 Fully No Has Comments
Create Cos eipt B:33:24 AM Kordyl Supplier Matched 8:3410 AM  Invoiced Receipts With Invoices
Create Invoice With System
Revisicns
Create Credit Memo
] OpenrO jo47 Open Office Depot 42,79 USD 12/9/2020 Completed  Kimberly Sent To No Matches - 12/9/2020 No No With System
Soft Close PO NC 10:21:45 AM Korgyl Supplier B5U000383704 01 10:2205AM Imvoices  Receipts  Revisions
[m] Close PO B61 Open Office Depot. 2748 USD 11/25/2020 Completed Kimberly Sent To No Matches  2020-11-25 11/25/2020 No No With System
Change PO Owner NC 54331 AM Kordyl Supplier 850000383704 01 5:43:45 AM  Invoices Raceipts Revisions
Hide Multiple Selection
Cost Receipt Quantity Receipt
. . p " : . ’ “ ”
Enter Cost needed by line and select check and click on “Complete Select Lines you want to receive and then click on “Complete’

?
For Selected Lines: [RemoMggected items v | [ Line Status

Cost Line Status Actions

For Selected Lines: m Selected [tems W

Actions

i ~
Received |

| Remove Line |

447633 Cost Received ¥ [ Remave Lin

=

When completed, you can view the Purchase Order under the “Receipts” tab.

Return to Index
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Approving a Requisition

What is an Approver?

The term “Approver” is used to describe someone that is responsible for reviewing and
evaluating Purchase Orders and/or Requisitions. Approvers can take one of the following

actions: Approve, Return/Reject Requisitions or Put Requisitions on Hold.

Viewing “My Approvals”

Contracts

Accounts
Payable

Suppliers

Sourcing

Reporting

ﬁ} Admin
a Setup

APPROVERS WILL NOT HAVE ABILITY TO APPROVE THEIR OWN REQUEST

Orders
Search
My Orders

Approvals

Quick search

Requisitions to Approve
Purchase Orders to Approve
Change Requests to Approve

Procurement Requests to Approve

Requisitions Recently Approved By Me
Purchase Orders Recently Approved ...

Change Requests Recently Approved ...
Procurement Requests Recently Appr...
Assign Substitute Approvers-Requisiti...
Assign Substitute Approvers-Purchas...

Assign Substitute Approvers-Procure...

Approval Notifications

o Current list of Indiana Certified Minoritv. Woman

Step-by-Step to Approve a Requisition

STANDARD APPROVALS:

r, €

sl

Goto: Non-Ca All ~ Search (Alt+Q) Q

Action ltems

My Assigned Approvals
Requisitions To Approve

Procurement Request Approvals

Unassigned Approvals
Requisitions

Procurement Request Approvals
Administrative Items

Import/Exports - Completed

Manage Search Exports - Completed

CI(32] §

<

<

With standard approvals, the approver opens the order and reviews the information and
makes any changes if needed, and then approves the order. To make changes or to return or

reject, users must assign the order to themselves and take action.

1. In the My Approvals folder locate and open the document(s) you would like to

approve.
2. Open the document and review the information and make updates if needed.

Return to Index
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3. Select the Approve/Complete option from the Actions menu to approve the

document and move it to the next step, or select Approve/Complete & Show Next from

the drop-down.

Approving Items to Verify

Look who prepared or who is requesting item.
Accounting Codes (FOAPAL)

Fund and Program match fund is NOT 100100

Correct organization code

Account Code correct
Non Po Payment

Request for Payment

Verify if invoice attached does not have tax
applied
Non-Catalog

If attached quote make sure items matches
quote

Multiple Quote comparisons should only be
included

in “internal attachments

Return to Index

Resources for Approvers

To confirm what program code should be used with
what fund:
Argos Report can be found
Production-INB>Controller>Public>Program Code
Lookup>Dashboard
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Index

Commodity Code Key Word

Equipment Services
Supplies Marketing
Janitorial Organization
Maintenance Components
Computers Travel
Landscaping Reimbursement
Office Food
Educational Transportation

Purchasing Agent Quick Reference

Tim Hagen
Athletic equipment
and Supplies

Electronics

Marketing Services

Medical Equipment
and Supplies
Medical Equipment
and Supplies

Office and School
Supplies

Office and School
Supplies

Return to Index

June Sanders
Architect and engineering
services
Commercial appliances and
dining equipment
Ball State University
branded clothing and
promotion items
Construction and machinery
( Commercial/Industrial)
HVAC equipment and
supplies

Janitorial Supplies

Vehicles

Furniture

Construction
Furniture
Product
Plumbing
Electric

Weld
Lighting
Electronics

Branden Roberts
Electrical equipment
supplies and services

Wire/Cable Bulk

Copiers/MFP
equipment and Kevin
supplies Jarnagin

Printer/fax equipment
and supplies
Printer/fax equipment
and supplies

Security equipment
and Supplies

All food-related
items

Security equipment
and Supplies
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Account Code Section (FOAPAL) Information
Information about specific fund, organization code, account codes and program codes
can be found via SSB. Login to “My BSU”, under “Banner” click on Self-Service
Banner(SSB) and then follow the screen shots below:

Welcome

Welcome,

\\\\\\\\\\\\\\\\

Find the report you need and click the PDF icon on that line to bring up the report. On the
Account code report, scroll down until you find the codes that begin with “7”, which are all of
the expense category codes. You will rarely, if ever, use any of the account codes that begin
with a number other than 7. If you do not see the report you need, click on “Next” in the
bottom right corner to advance to the next page.

e List of Reports available:

e Fund codes can be found on FGRFNDH

e Organization codes can be found on FGRORGH
e Account codes can be found on FGRACTH

e Program codes can be found on FGRPRGH

Return to Index
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Finance Prod

Report Description

Latest Date

PDF TEXT 1 FABCHKR Batch Disbursement Register Wed Mar 17, 2021 3:04pm
PDF TEXT —I FAPTREG Direct Deposit Transmittal Register Wed Mar 17, 2021 3:04pm
PDF TEXT —I FARINVS Invoice Selection Report Wed Mar 17, 2021 3:04pm
PDF TEXT 1 FGRACTG Paosting Process Tue Mar 16, 2021 11:03pm
(;?F)TEXT 1 FGRACTH Account Hierarchy Reporl) Tue Mar 16, 2021 11:06pm
PDF TEXT —I FGRACTV Actvitity Report Tue Mar 16, 2021 11:07pm
PDF TEXT 1 FGRBDSC Budget Status Report Fri Mar 05, 2021 09:04am
PDF TEXT 1 FGRCHFB Changes in Net Assats Tue Mar 16, 2021 6:02pm

FABCHKR v

Common Account Codes

Account Codes

733210 Minor Equipment(Individual item < $5,000

720070 Maintenance Supplies

733010 Supplies

733040 Custodial Supplies

733080 Office Supplies

733090 Instructional Supplies

733100 Research Supplies

730050 Stipends

730080 Other Contract Services (can be used for warranty)

733120 Subscriptions and Publications

733130 Advertising

733210 Meals & Lodging

734020 Computer Software Purchased ($<100,000)
Capital Equipment

738510 Educational Equipment

738520 Auxiliary Equipment

738515 Software Expense Educational

738525 Software Expense Auxiliary

*Capital equipment cost includes installation, training, shipping

Return to Index
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Equipment Quick Reference

Capital Equipment Minor Equipment Computers
$ 2 55,000 $ < $5,000 $ < $5,000
738515, 738525 733210

Installation

Cost of Equlpment

Software
|$ <$100,000 per license ‘
‘ ACCOUNT CODE
- & 734020

Software DO NOT
ol INCLUDE
Warranties

L w”

Capital Equipment and Sole Source Quick Reference

Purchasing Capital Equipment with Sole Source Form

Non-Catalog Sole Source Form

| Capital Equipment | | Minor Equipment |

$ 2 $5,000 $ < $5,000
ACCOUNT CODE ACCOUNT CODE
738510, 738520, 733210
738515, 738525
Cost of Equnpment Installation Software
B ¥ SELECT SAME per license
SUPPLIER

Tralnlng

Shipping

Software $ =
$100,000 per license

Ja

%BALL STATE
UNIVERSITY

| |
| |
| |
| |
| 1
1 |
| |
| |
| |
1 $ < $100,000 Warranties 1
| |
| |
1 |
| |
| |
| |
| |
| |
| |
] ]
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