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Minnesota State Marketplace — Basic User Guide

Shopping through Purchase Order
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Introduction and overview

Minnesota State Marketplace is our new e-procurement solution that automates most procurement
processes. The system allows users to procure goods by shopping in an online marketplace that provides
both catalog and non-catalog options. Users place goods in a shopping cart and initiate a series of workflow
events, reviews, and approvals. This tool will increase efficiency as approvals are obtained electronically,
and purchase orders are distributed automatically to vendors. A strong control environment is maintained by
restricting user privileges to specific roles, and keeping logs of user activity. This guide will introduce users
to the system, and cover basic navigational techniques. As users become familiar with the system they can
customize the Marketplace for their needs with dashboards and advanced navigational techniques.

System access and security roles
Request access to the system by logging in to your Minnesota State Employee Home page and selecting
Security Administration under Employee Applications.

Employee Home

Employee Applications
Tuition Waiver - The Tuition Waiver application for MNnSCU employees
Supervisor View - Supervisor View of Employee Data

Security Administration - Requesting and approving ISRS security requests

Faculty - Faculty Application

eTimesheet - eTimesheet application for MNSCU employees

On the “Dashboard” tab (blue field on left), select “Web”

Select “add web roles”
In Approval Group select “Finance”
In Role, Permission, or Report Name type “pc” (to filter for e-procurement roles)
From the list select the role(s) needed and then click “Add checked web roles”
i. Note: if you need help determining which role(s) to choose contact your supervisor or your C/U
System Administrator/Superuser. Role descriptions listed below.
1. Shopper: These users can shop for items, and submit a cart to requestor for processing.

Qa0 oo

2. Requestor: These users can shop foritems and submit carts that they created or carts that
were assigned/forwarded to them from a shopper. They also are responsible for confirming
receipt of orders

3. Approver: These users can review (approve, return, or reject) purchase requests that are
assigned to them.

4. Buyer: The lower level of regular purchasing employee for an institution, with access to
create and/or process orders to an institution defined level of authority.
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5. Purchasing Temp: A student or temporary purchasing employee for an institution, with
limited access to create and/or process orders to an institution defined level of authority.

6. Purchasing Lead: The Purchasing Lead role would be given in addition to the Buyer role,
and is the higher level of regular purchasing employee for an institution, with access to
create and/or process orders to an institution defined level of authority, and who manage
the day to day system activities. These users would often be given access to conduct
sourcing events and manage contracts.

7. Accounts Payable: This user would be able to view and create invoices and receiving
records to complete the three way match and approve payments for processing. Their
approvals will interface to ISRS directly to initiate payments, bypassing the current PO
Payoff process in Web Accounting.

8. Receiving: This role provides the capability of recording the receipt of goods and noting
exceptions or issues.

e. You will receive a notification once your request is reviewed and approved or denied.

Dashboard
Uniface

Web

User Maintenance

Security Rights Approval Group: Finance ﬂ

Role, Permission, or Report Name/Number: pe* °
Incompatible Security

Approval Managers @

17 Web Roles found.

Administer Application
(Add checked Web Roles)

Legend

Web Role Name Description Approval Group  Web Permissions [ Reports

[ PC_MARKETPLACE_BUYER = Buyer Finance »
[ PC_MARKETPLACE_CONTRACT_ADMIN 7  Contract Administrator Finance 3
[ PC_MARKETPLACE_COMTRACT_MGR &)  Contract Manager Finance »
[] PC_MARKETPLACE_DEPT_APPROVER )  Department Approver Finance »
[0 PC_MARKETPLACE_INST_SYS_ADMIN 5 Institution System Admin Finance »
[] PC_MARKETPLACE_PAYMENT_VOUCHER -’  Accounts Payable Finance »
[l PC_MARKETPLACE_PURCHASING_LEAD =7  Purchasing Lead Finance »
[ PC_MARKETPLACE_PURCHASING_TEMP L’  Purchasing Temp Finance 3
[ PC_MARKETPLACE_RECEIVING 7 Receiving Finance »
[] PC_MARKETPLACE_REQUESTOR ) Requester Finance »
] PC_MARKETPLACE_SHOPPER = Shopper Finance »
O PC_MARKETPLACE_SOURCING_VIEW (=) Sourcing Read Only Finance 3
[] PC_MARKET_CONTRACT_APPROVER ) Contract Approver Finance »
[] PC_MARKET_CONTRACT_READ_ONLY C7  Contract Read Only Finance »
[] PC_MARKET_SOURCING_EVENT_MGR =’  Sourcing Event Manager  Finance »
[] PC_MRKTPLACE_SOURCING_APPROVER -7 Sourcing Approver Finance »
[l PC_MRKT_SOURCING_EVENT_CREATORS?  Sourcing Event Creator Finance »
(Add checked Web Roles)

Once your security request is approved follow the login instructions below:

1. Access Employee Home with your StarID and password
2. Under ‘Administrative Applications’ select ‘Purchasing’
3. Inthe left navigation menu, select ‘Minnesota State Marketplace’

Purchasing Home

Main Menu

Minnesota State Marketplace

4. Login with StarID and password
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Navigating in the Marketplace (after login)

N

oW

8.
9.

"
» B
. Shop € 5
= —
o Office Supplies and Furmiture '
‘ e | |
&
o Computers and Pristers 1
DLt | =
Forms and Services )
L P
Heip Centes

Shopping Home — Default landing page

Main Menu Options - The options displayed are based on user roles assigned from ISRS security. Each
menu contains sub-menu options.

Menu Search — This feature allows you to search for specific screens and functions in the application
User Menu — Access and update your user profile by selecting your name

Bookmarks — Create and access bookmarks for commonly used pages

Action Items — Action items are tasks that require action on your part. Action items are grouped together
by task. Click on the task to take you to the appropriate area of the Marketplace.

Notifications — Notifications are designed to alert you when an activity has taken place or something
requires your attention.

Cart Preview — Cart preview allows you to get a quick view of the active shopping cart.

Quick Search - This allows a variety of searches to be performed from anywhere

Setup defaults and favorites

To start, select the dropdown icon next to your name in the top right of the Marketplace. Once selected,

chose ‘View my Profile’.

*

Deanne Drummond ¥

Deanne Drummond

View My Profile

Dashboards
Set My Home Page
Logout

Search Help For A Solution
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Default Addresses

When submitting a requisition, you must enter a ship and bill to address every time. By setting these
defaults, the system will remember them save you some time! Follow these instructions to setup your

default addresses:

After selecting ‘View my Profile’ select ‘Default User Settings’ then ‘Default Addresses’.

Perform these steps for both the ‘Ship to’ and ‘Bill to’ address:

™

efault User Settings

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Payment Options

1. Chose the button ‘Select Addresses for Profile’

Select Addresses for Profile

2. Select templates of ‘MSU Moorhead - Receiving’ for your ship to address and ‘MSU Moorhead — AP’

as your bill to address:

Select Address Template

Select | MSU Moorhead - Receiving

Address
Template

Select Address Template

Select Address

Template

MSU Moorhead - AP ~

3. Make sure the default box is checked for both and shipping, then click ‘Save’. Your name will default
in the ship to address so the Post Office knows who to deliver it to.

Ship to:

Edit Selected Address
Nickname MSU Moorhead - Receiving
Default
Current Default MSU Moorhead - Receiving
Address

ADDRESS

Attn: Deanne Drummond

Contact Line 2
Address Line 1
Address Line 2
City

State

Zip Code
Country

Minnesota State University Moorhead
183 MacLean Hall - Post Office

1104 7th Ave. S.

Moorhead

Minnesota

56563

United States

Bill to:

Edit Selected Address ?
Nickname MSU Moorhead - AP

Default

Current Default
Address

ADDRESS
Contact Line 1
Contact Line 2
Contact Line 3
Address Line 1
City

State

Zip Code
Country

MSU Moorhead - AP

Minnesota State University Moorhead
Business Services - Accounts Payable
218-477-2061

1104 7th Ave S

Moorhead

Minnesota

56563

United States
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Accounting Defaults and Favorites
Setting up your cost centers as a favorite default will save you a lot of time when ordering. They appear on

the requisition for you to select from a dropdown instead of entering it every time. To setup your cost
centers as a favorite default follow these instructions:

1. After selecting ‘View my Profile’ select ‘Default User Settings’ then ‘Custom Field and Accounting
Code Defaults’.

Default User Settings

[Custom Field and Accounting Code Defaults]

Default Addresses
Cart Assignees

Payment Options

2. Select the ‘Code Favorites’ tab

Custom Field and Accounting Code Defaults

Header (int) Vendor Codes |Code Favorites

3. Select the first ‘Add’ button

Accounting Codes ?

RC_ID Cost Center  Grant Nbr Project Fiscal Year Bank
Funding Nbr

4. Choose a ‘Nickname’ that will assist you in knowing what cost center to use — we also recommend
entering the cost center number as part of the name. For example ‘Business Services 215010°.

COUEs Im your promme,

Accounting Codes

Nickname (Business Services 215010 L

5. Once you enter a Nickname, under the Cost Center, choose ‘Select from all values’

Cost Center

[Select from all values... |

6. Search for your cost center by entering the cost center number in the ‘Value’ field, then select
‘Search’

[~/ Custom Field Search ?
Value 215010

Description ‘

7. Press ‘Select’ when your cost center appears (note: all cost center numbers include a 3 digit code tied
to your college/university)
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Results Per Page Values Found 1 4|Page 1of1 x| 2

Value - Description =

215010 - 072 Business Services select

8. After step #7, you will be brought back to the previous page. Select the current Fiscal Year from the
drop down box. For example, 2018.

Fiscal Year

9. The finished product should look like this:

Before saving -

Accounting Codes 7 X
Nickname |Business Services 215010 [] Default
RC_ID Cost Center Grant  Project Fiscal Year Bank add
Nbr  Funding split
Nbr
0072 215010 - 072 2018 ~ T
Select from profile values... Select from profile values...
Select from all values...
m Cancel

After saving —

Accounting Codes B

Business Services 215010 (default) Delete |

RC_ID Cost Center  Grant Nbr Project Fiscal Year Bank
Funding Nbr
0072 215010 - 072 2018 T
MSU Business 2018 Treasury
Moorhead Services Account

Additional Notes:

e You can also check the default box to have one stored as your default.

e You can save a split as your default, meaning you can set it up using multiple cost centers.

Shopping — creating a cart
Users have several options for shopping. All methods are designed for items to be added to a cart, and then
forwarded to a department approver for review. Once a shopping cart is approved, it will become a
requisition and go to the business office for additional review. More than one item can be added to a cart,
and in most cases items from multiple shopping methods can be added to the same cart.
Shopping Options:

Hosted Catalog: Imported into the Marketplace

Punch-out Catalog: Redirected to vendor site

Non-Catalog order: Order information entered by user, and distributed to vendor

Blanket Order: Frequent orders to same vendor throughout the semester
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Shopping using a Punch-out catalog
There are several vendors who have created custom websites for colleges/universities to use that reflect
our contract prices. You will see them first thing when you login:

v Office Supplies

in) innovative g%{’ig% @

M

v Lab Supplies

® tstzine

¥ MRO/Facilities

pome | [

~ Electronic Components; Computer Equipment, Software & Supplies
fa | i

@ m insas EN POINTE @i/

Shopping for items within a Punch-out catalog is much like other online shopping experiences. Here is an

example:

1. Select ‘Office Depot’

Office
DEPOT

2. Perform a quick search or select the ‘Punch-out’ link

OFFICE DEPOT INC PLYMOUTH (-]

PunchOut

3. Once you are connected to the Office Depot site. Searching for pens is easy:

Office Order By Item | My Lists
DEPOT. ™ a)

4. Alist of items will appear. Find the one you want, enter the appropriate quantity and then select
‘ADD TO CART'.
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Item 1373887

TUL® Gel Pens, Retractable, Fine
Point, 0.5 mm, Gray Barrel, Black
Ink, Pack Of 12

Availability: 247

' Sold Online

' Sold in Stores

» BESTVALUE

5939 / dozen

||

Add to list

» Safety Data Sheets

5. View your cart and checkout once you are finished shopping. Note that the checkout view and

process may vary slightly among vendors’ punchout sites.

My Account~ Orders~ Quick Order~ My lLists~ Cart~

o WAL 8 LS. B R

S Company Name: MINNESOTA STATE COLLEGES TCPN

TUL® Gel Pens, Retractable, Fine 1 $9.89
Point, 0.5 mm, Gray Barrel, Black
Ink, Pack Of 12

nt

Sub-Total: $9.89

VIEW CART

T ESTimate SNIppIng & Taxes
Checkout

Order summary

Subtotal $9.89
Estimate Shipping & Taxes

Total (1 Item) $9.89

@ Order by item #

You will be brought back to Marketplace to finish your order and checkout.

Shopping Cart for beanne brummond

Name this cart: | 2017-11-29 b522c8df-48ce-40be-aa82-5ae506

4 Continue Shopping

1 ltem(s) for a total of 9.89 usn

Have you made changes? | Update | 1 | 7 Help | Add Non-Catalog ltem | | Empty Cart | | Create NewCart | | Perform an action on (0 items selected).. ‘v Select All (]
Office | OFFICE DEPOT INC jjg Detailed Edit | Add Non-Catalog 1tem
DEPOT | (i DEPOT INC, CHICAGO - 001

1105 XENIUM LN N #100, PLYMOUTH, MN 55441 USA

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

Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 11/30/2017 10:38:55 AM

Line(s): 1

Product Description Unit Price Quantity Total []
TUL(R) Gel Pens, Retractable, Fine Point, 0.5 mm, Gray Barrel, Black Ink, Pack Of 12 §- 9.89usp |1 9.89uso J
Part Number 1373887 bz
change price
Manufacturer Part Number  OM96455
Commodity Code
! 000000 s . (Mors Acions
Office Equipment and Accessories and Supplies
Taxable O
Capital Expense O
Vendor subtotal 9.89 usp
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Shopping using a Hosted Catalog
1. From the Shopping home page, search the item you are looking for.

Shop Everything -~ |pens m ’

2. A hosted catalog item (note: if you shop from a hosted catalog, you will remain within the
Marketplace, rather than being directed to an external site) will show the dollar amount in the
search. If the item you search for shows no dollar amount, but an option to ‘Order from Vendor’ that
means the vendor is setup as a Punch-out catalog.

Shop Everything - lengraving pen m ’

Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: vendors | categories | contracts | chemicals

Results for: Everything : engraving pen

Showing 1 - 20 of 27 Results

Results Per Page 20 ~ Sort by: Best Match - 4/Page 1 ~ of2|%| ?

Q AIR ENGRAVING PEN from SNAP ON INDUSTRIAL C 135.02 uso
— Part Number AT187 EA
larger image Manufacturer Info AT187 - (Snap-on Industrial) 1
i add favorite | compare
AIR ENGRAVING PEN from SNAP ON INDUSTRIAL C 60.23 usD
Part Number 5980 EA
Manufacturer Info 5980 - (Snap-on Industrial) 1
Iw add favorite | compare

larger image
Engraving Pen 1 CFM from GRAINGER W W INC Order from Vendor 52
Part Number 21AC06 EA
Manufacturer Info 21AC06 - (SPEEDAIRE) add favorite | compare

i
larger image

3. Find the item you want, enter the appropriate quantity, and select ‘Add to Cart’

Q AIR ENGRAVING PEN from SNAP ON INDUSTRIAL C 135.02 usp
—_— Part Number AT187 EA

larger image Manufacturer Info AT187 - (Snap-on Industrial) 5
Ik add favorite | compare

4. Once you finish shopping, you can check out from your cart. You cart total is in the top right. Select
the total and checkout.

rtal [ MMB @ sEmaA4 [I] INFORUM [€] AccuRadio Online

* v 42 wi3502USD [EERURClse)

Deanne Drummond ¥

2017-11-29 b522c8df-48c...

L AIR ENGRAVING PEN View My Cart

135.02 USD
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Non-Catalog order

When ordering something that is not available on a catalog, you will place a non-catalog order. For example,
you are ordering promotional items or purchasing a membership.

1. Select the ‘non-catalog item’ option from the Shopping Home page

Shop Everything -

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

2. Start entering your vendors name or vendor number (you can also select the vendor search button to
access a search page)

Non-Catalog Item

Enter Vendor cdw
CDW GOVERNMENT INC [1] jigk

VT JTarent

1 Product Description Catalog No.

3. Change the fulfillment center if necessary. Choose ‘select different fulfillment center’. You will be

brought to a list which you can select from.

Non-Catalog Item

CDW GOVERNMENT INC .—ﬁ select different vendor

Fulfillment Address CDW GOVERNMENT INC, CHICAGO - 001: (preferred)
75 REMITTANCE DR #1515
CHICAGO, IL60675-1515 USA

select different fulfillment center
[=] Distribution Methods

The system will distribute purchase orders using the method(s) indicated below:

[ ] Check this box to customize order distribution information.

Email (HTML Attachment) eprocurement@cdwg.com
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4. Verify the distribution method is correct. Check the box to customize order distribution
information. That opens this screen where you can customize or change the distribution method.
We suggest checking the email (HTML attachment) box and entering your email address in order to
have a copy sent to you. You can enter multiple email addresses separated by a semi-colon. You
can leave the distribution methods to the default or enter other information. Whatever you check
will be the method used to send the purchase order to the vendor.

Non-Catalog Item

CDW GOVERNMENT INC m select different vendor

Fulfillment Address CDW GOVERNMENT INC, CHICAGO - 001: (preferred)
75 REMITTANCE DR #1515
CHICAGO, IL 60675-1515 USA

select different fulfillment center
= Distribution Methods

The system will distribute purchase orders using the method(s) indicated below:

Check this box to customize order distribution information.

Fax L]/ +1 847-990-8090
Email (Plain Text) |
Email (HTML Attachment) epracurement@cdwg.com
Manual 0
Product Description Catalog No. Quantity Price Estimate

5. Enter the product description

| Product Description Catalog No. Quantity Price Estimate Packaging
|

T-shirts for Alumni basketball game 50 5.00 EA - Each

6. Find the Commodity Code by selecting the magnifying glass icon. You will search and select an educated
guess as to what the commodity code should be.

[=| Commodity Code Search ?
Code starts with...

Description contains... |appare I|

[ scarch.
Results Per Page Results 2 4|Pagelof1|x|?
Code - Description a
42130000 Medical apparel and textiles select
53000000 Apparel and Luggage and Personal Care Products select
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7. Select one if the options below to ‘save and close’, ‘save and add another’, or ‘close’. To check out,
select ‘save and close’. To add another line item, select ‘save and add another’.

Save and Close Save and Add Another | Close |

8. Once finished, view your cart and checkout.

Deanne Drummond ¥ % ™ &% W 25000 USD

2017-12-07 b522c8df-48c...

T-shirts for Alumni basketball g... View My Cart

250.00 USD

Page 13



Blanket Orders:

Blanket orders are used when a department frequently places orders with the same vendor
throughout the semester. Blanket orders do not list specific items or pricing and so have their
own unique system of receiving. An example of a blanket order would be: Welding Supplies for
FY17 -1 Lot - $10,000.00

Most of our products are delivered to the requestor.

The Blanket Order form can be found on the Shopping Home Page.
1.Click the Blanket Order box.

Shop | Everything v m

Go to: advanced search | favorites | forms fhon-catalog item)quick order Browse: vendors | categories | contracts | chemicals
cetplace! v¥ Forms

= B
RL below:

Blanket Order Payment Request
idor-resources

1e link below:

as mmErt - =

2. Like the Non-Catalog orders, enter the Vendor Name or Vendor Number and the system
will find the vendor account and load the Fulfillment and Remit Addresses. If the correct vendor
does not load, use the blue Search link to look for the correct vendor. Contact Purchasing if you
have difficulty finding the correct vendor number.

Note: Make sure the address is correct. If you know the store or warehouse that will fulfill the

order is located on University Avenue in Saint Paul and a different location loads, click on
“select different fulfillment vendor” and look for the correct vendor.
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3.

4,

codes.

5.

6.

7.

8.

9.

Enter a Product Description (Example: Auto Parts and Supplies for Fall Semester FY17)

Enter a Commodity Code. Clicking on the blue magnifying glass will enable you to search
for the generic commodity set for the item. The commodity codes are mapped to the object

Enter the Blanket Order Amount

Enter the Start Date

Enter the End Date

Attached a quote or any other documentation that you are providing as supportin “A
Contract or Quote may be attached as Internal Attachments below:”

When you are ready to submit the request, click the blue Go.

If you navigate away from this before you “Add and go to Cart”, your work will be lost.

Blanket Order

MINNESOTA STATE /N
ol B b Kot Vel

Vandor

Fulfillment Address

Preduct Description

Commodity Code
Packaging (UOM)
Blanket Order Amount

Start Date

End Date

uots may be attached as Internal Attachments below:

nobody@stiquestcom

Standing Order Informatien

‘Auto Parts and Supplies for Fall
Serr (17
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Your request has now been place in a cart. The order is fully editable in your cart. See instructions
above for Payment Requests for editing instructions.

Proceed to Checkout to create a requisition when you are done reviewing and editing.

¥ Shopping Cart s sannis requerter +/ Continue Shopping 1Ttemis) for 3 tetal of 3,000,00
Have you made changes? | update & | Help | | Emply cant f ; : ted). v Selectall
AUTO VALUE
aut 01 [ ean
878 VILLMAR. MN 56201 USA

Product Deseription Unit Price  Quantity Tatal

4 Auto Parts and Supplies for Fall Semester FY1T  opento 3.000.00 L 3,000.00

Add 1o Favnrites mmadity Code 1

Remave

Mare Actions | »

The blanket order requisition is fully editable by both the Requestor and the Approver. See the
instructions for editing Non-Catalog orders. To edit the line items of an order created by a Requestor,
the Approver will need to select Assign to Myself from Document Actions.

Note: Like the catalog and non-catalog orders, changes should be made before submitting the
requisition. If you need to make a change after the requisition has been approved by the Cost Center
Manager, contact Purchasing. You will be able to see the orders status in your dashboard and
determine where in the workflow the order is. Purchasing can make some changes to your order for
you; but if you are not the Cost Center Manager and you are increasing the dollar value, she may need
to return the requisition to you so it goes through the approval process. If the requisition has been
flipped into a purchase order, Purchasing can make changes to the purchase order but will require an
email from the Cost Center Manager to authorize the change.

After your Final Review and all changes (if needed) have been made, Submit Requisition. The
requisition will flow to the Department Approver (Budget Authority). If you are the Department
Approver, the requisition will flow to the Purchasing Department.

€ Return to shopping cart

Requisition Final Review 28 =1
= Expand All | Collapse Al
Status Draft
Document Total:  3,000.00 USD
What's next for my order? General (Prepared For)
Requisition Shipping
(Prepared For) 4 —
: Billing
v

gilling v Bill To edit

N e Cones v Accounts Payable

o ldestas phone 6512965331

Tty A Room 1240

Internal Notes and Attachm... 1 il A

e St. Paul, MN 55102

external Notes and Attachm...

\\\\\\\\\\\\\
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Shopping notes:
e You can add multiple items, from multiple vendors, to one shopping cart. The system will split the PO
to the correct vendors automatically for you!

Completing a Requisition

If ready to proceed, as a shopper you can ‘assign cart’ (set up default in user profile under cart assignees,
or by searching for cart assignees). If you have the role of a requestor, you can ‘proceed to checkout’. The
system will assign a requisition number.

Shopplhg Cart for beanne Drummond 4 Continue Shopping 50 Item(s) for a total of 250.00 uso
Name this cart: |2017-12-07 b522c8df-48ce-40be-aad2-5ae506 or
Have you made changes? IE\ £ | 7 Help | AddNon-Catalog tem | | Empty Cart | | Create New cart Perform an action on (0 items selected)... ‘ v SelectAl [J
PROMOTIONAL SOLUTIONS jjg& Detailed Edit.. | Add Non-Catalog Item
Product Description Unit Price Quantity Total []
T-shirts for Alumni basketball game 3 5.00usp |50 250.00 usp U
Commodity Code 53000000 P ‘Eﬂe&?
Apparel and Luggage and Personal Care Products
Taxable O ‘@B
Capital Expense O0
Vendor subtotal 250.00 usD

At the requisition screen, the list on the left with the green and gray checks shows the workflow. Itis
recommend that you go through all the areas. The key areas are the billing, shipping, accounting codes,
internal and external notes and comments. The fields with gray check marks show what needs to be
completed. Both billing address and accounting codes can be pulled from your defaults (recall that these can
be set up in your profile) or they can be manually entered.
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Billing/Shipping
If you did not setup a default, or this is your first order, you will need to enter the billing and shipping
addresses.

1. Select the ‘edit’ button on the Shipping page
Shipping

Ship To

Shipping address Attn: Deanne Drummeond
Minnesota State University Moorhead
183 Maclean Hall - Post Office
1104 7th Ave. S.
Moorhead, Minnesota 56563
United States

2. Select the appropriate dropdown option, then save.

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

Shipping address select from your addresses

MSU Moorhead - Receiving v

To choose a different address, click here

Address Details

Attn: Deanne Drummond

Contact Line 2 Minnesota State University Moorhead
Address Line 1 183 MacLean Hall - Post Office
Address Line 2 1104 7th Ave. S,

City Moorhead

State Minnesota

Zip Code 56563

Country United States

m Cancel

NOTE: If you are ordering on behalf of someone else, enter their name in the ‘Attn’ field.

Accounting Codes
This area is where you will enter your cost center information. Cost center will appear one of two ways or
you will need to search.

If you setup a default cost center, it will appear. If you created a list of favorites, they will show by selecting
the ‘Edit’ box to see a dropdown list.

Accounting Codes Document Actions w | History | (2) | 2
RCID Cost Center Grant Nbr Project Funding Nbr Fiscal Year Bank
0076
Metro SU © Required field © Required field
Accounting Codes 7z X

Select from your code favorites | Busines Services 215010 ~

RC_ID Cost Center Grant Nbr Project Funding Fiscal Year Bank add split
Nbr
0072 215010 - 072 2018 ~ T
Sclect from profile valucs... Sclect from profile valucs Clear selected Clear selected Clear selected
Select from all values... value value value

recalculate / validate values

| save | Cancel

If you need to enter a cost center, follow these instructions:

1. Select the ‘Edit’ box.
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Accounting Codes ocument Actions w  History & | ?

RCID Cost Center Grant Nbr Project Funding Nbr Fiscal Year Bank edit

0076
Méosu © Required field

2. Under the Cost Center, choose ‘Select from all values...’

Cost Center

[Select from all values... |

3. Search for your cost center by entering the cost center number in the ‘Value’ field, then select
‘Search’

[~] Custom Field Search ?
Value 217050

Description

4. Press ‘Select’ when your cost center appears

Results Per Page 20 ~ Values Found 1 4/Pagelofl|r| ?
Value - Description a
217050 - 076 FINANCIAL MANAGEMENT

5. After step #4, you will be brought back to the previous page. Select the current Fiscal Year from the
drop down box. For example, 2018

Fiscal Year

6. The finished outcome should look like:

Before saving —

Accounting Codes 7 X

Select from your code favorites | Busines Services 215010

RC_ID Cost Center Grant Nbr Project Funding Fiscal Year Bank add split
Nbr
0072 215010 - 072 2018 v T
Select from profile values... Select from profile values... Clear selected Clear selected Clear selected
Select from all values... value.. value.. value..

recalculate / validate values

E Cancel

After saving -

Accounting Codes Document Actions ¥ Histal
RC_ID Cost Center Grant Nbr Project Funding Nbr Fiscal Year Bank
0072 215010 - 072 2018 T
MSU Moorhead Business Services 2018 Treasury Account
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Internal/External Notes and Attachments

Internal Notes and Attachments and External Notes and Attachments can be added. More commonly
used for non-catalog purchases, documents such as special expense forms (internal), quotes (external),
special instructions (external) and single source (internal) can added to accompany the requisition through
workflow (Cost Center Approval, ISRS Validation and Purchasing).

To add an attachment, follow these instructions:

1. Select the ‘Internal notes and attachments’ or the ‘External notes and attachments’ area.

2. Select ‘Add Attachment’

Internal Note

Internal Attachments

Add Attachments

3. Chose the option ‘Select files...” and find the scanned or saved item from your computer. Once

completed, select ‘Save Changes’.

Add Attachments

Attachment Type @ File @ Link

File ®
Select files...

Maximum upload file size: 4.88 MB

* Required Save Changes Close

Final Review/edit
‘Final Review’ will provide an opportunity to edit the requisition. Under delivery options (edit) a requested

delivery date can also be added.

Delivery Options edit
Expedite x
Ship Via Best Carrier-Best Way

Requested Delivery Date
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Submitting and Tracking a Requisition

Once the requisition is complete, click ‘Submit Requisition’ on the top right.

Return to shopping cart

This order is ready to be placed.
Requisition Final Review Document Actions w | History | (&1 7
2017-12-07 b522c8df-48ce-40be-aa82-5...

Expand All  Collapse All
Status: Draft
Document Total:  250.00 USD
What's next for my order? General (Prepared FOI')

Submitted requisition will provide the requisition number, and the ability to quick view by clicking on
the requisition number. You can click ‘View Approval Status’ which will show workflow for this specific
requisition.

W Requisition Submitted

Next Steps

You can view or print this at: Requisition 96768688, or via the Document Search page

® View Approval Status

® Search for another item

® View order history

® Check the status of an order

® Return to your home page

® Create new draft cart

Requisition Summary

Requisition number 96768688 Quick View

Requisition status Pending

Cart name 2017-12-07 b522c8df-48ce-40be-aal2-5ae506c4f62d 02
Requisition date 12/7/2017

Requisition total 250.00 USD

Number of line items 1
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Tracking a requisition
To track requisition status, find your requisition and in the left navigation, select ‘PR Approvals’.

Requisition: 96768688
2017-12-07 b522c8df-48ce-40be-aa82-5..

Status: Pending
Document Total: 250.00 USD

Requisition
Summary
General (Prepared For)
Shipping
Billing
Accounting Codes
Internal Notes and Attachm..
External Notes and Attachm...

Vendor Information

PR Annrovals

This will provide a visual of where your order is in the process.

PR Approvals

“’ CC Mar - Moorhead Initial ISRS Validation Purchasing Review Final ISRS Validation
Submitted 9
Deanne Active Future =+ Future =* Future =+
Drummond view approvers view approvers view approvers view approvers
12/7/2017 " = =
11:05 AM Expedite Expedite Expedite

If an area says ‘Active’, you can select the ‘view approvers’ option to see what step it is at.

Workflow Step Approvers (Purchasing Review)

Approver Group : Purchasing Review - Moorhead - 0072
Deanne Drummond  drummond@mnstate.edu  +1 218-477-2222

Karen Lester karen.lester@mnstate.edu

Close

You can also search for documents (including requisitions) using the general search function:

“ i,

#) Documents Document Search » Search Documents = Document Search

Search | [Aioss 4 e

Enter search terms such as document numbers, vendors, and product information.

Go to: advanced search | my requisitions | my purchase orders | my invoices | my forms
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Errors/Returned Requests
If a request has errors or was returned, you will receive an email with the error message. In addition, you
can access the requisition and select the ‘History’ button in the top right to see notes that also include the
error message.

l a2 2

Summary Document Actions w l History

Expand All = Collapse All

The most common error will be related to budget. That error message will say “Encumbrance amount has
exceeded the remaining budget balance for fiscal year 2018, cost center 215010 and object code 3000.”

All errors are sent to the person who placed the request, NOT the approver.

Once budget has been added or you have changed cost centers, you can proceed with the requisition.

Approving a Requisition (Department Approver role)

Employees who have the appropriate role and Delegation of Authority can approve a requisition.
Approvers will receive a notification that they have an approval pending.

Notifications
e The Bell

When requisitions enter your work queue, a notification will list in the Notifications bell. These are just
quick summaries of the requisition and can be used to quick access the requisition. These are
temporary and will not clear off the list after you act on the requisition.

Paula Purchasinglead ¥ o % 4B wogousD _

Notifications
Shopping, Carts & Requisitions
A Requisition Has Been Submitted For Your Ap...

Jates

ewest first A Requisition Has Been Submitted For Your Ap...

A Requisition Has Been Submitted For Your Ap...
PR Date/Tim|

/22017 8:10 AM
A Requisition Has Been Submitted For Your Ap...

Folders
9 more notifications...
1/2/2017 8:08 AM
All

Folders Register MS Word 2013

/2/2017 8:01 AM
Qick here to see all notifications
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e Email Notifications

You can have email notifications sent as well. However, depending on how many requisitions are

processed; you could receive a large volume of email notifications. The dashboard is probably the best
source for finding your pending work.

e Dashboards (Your In-box)

One method to find the requisitions the department approver needs to process is to set up a
Dashboard. Below is a portion of a created dashboard. The widget Action Items will display pending

work. This is probably your most reliable source to find items that need your attention.

Paula Purchasinglead oacrocers actions v view Another

Dashboard

& Do

Unassigned Approvals
o Requisitions
Contract

o Contracts eSignature Errors

|

Sourcing Event Search

Search Searc

Search All Documents ¥ || Document Numbe
Shortcuts

My Requisitions My Purchase Orders My Invoices
Approvals

My Approvals Approval Notifications My Recent £

My Saved Searches

all

Amanda's Contracts

Contracts - 2
Contracts Re

Contract

n Search

Advanced Search

Clicking on the blue Requisitions link will display a list of all the requisitions that require your attention.

quintion detlails £ axpand all 23 collapse alf

4 Purchasing Review SPC |7 results]

Requisition No.
1763348

Requisition Name

No. of line stems
1768334719

Requisition Name

Vendors:
Gk SERVICES g

2017-02-02 0206dapprl 02

Mo, of e stens 1
> 1741184 4 VWR INTL LLC B
Requisition Name 2017-01-05 B20reql 02
Mo of line iters 1

1754828 2 @ HLUE BELL ENTERPRISES Jigh

fRequisition Name

No. of hine thems
17821510 8

Requisition Name

No. of linw stems

2017-01-24 0206dapprl 01
1

MN [T SERVICES (03

2017-02-01 0206dapprl D4

1740888 2% HILLYARD B

Requisition Name

No. of ko dtens
217408687 24

Requisition Name

No. of hine items

2017-01-04 0206reql 01
1

Sort by: | submit date newest first

Assigned Approver
Not Assigned

Not Assigned

Mot Assigned

Mot Assigred

Mot Assigned

Not Assigned

Mot Assigned

PR Date/Time Requisitioner

2/2/3017 810 AM Adpert DepartmentApproverl

| Folders 0 Diays in folder [Purchasing Beview SPC]

2/2/2017 8:08 AM Alcert DepartmentApproverl

i Folders 0 Diarys in folder [Purchasing Review SPC)

2/2/2017 801 AM Ronnie Requesterl

Folders 0 Days in folder [Purchasing Beview SPC]

2/2/2017 759 AM Adcert DepartmentApproverl

Folders 0 Days in folder [Purclasing Revew SPC]

2/1/2017 1109 AM Adpert DepartmentApproverl

Folders 0 Days in folder [Purchasing Revew SPC]

1/5/2017 756 AM Ronnie Requesterl

i Folders 0 Diarys in folder [Purchasing Review SPC)

1/5/2017 7255 AM Ronnie Requesterl

Folders 0 Days in folder [Purchasing Beview SPC]

?

Results por folder: 30 ¥

Amount Action

2211 Us0

33.00 LSO

49274 USD

21100 USD

5222 USD

25,00 USD

S0.00 USD
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REVIEWING THE REQUISITION

After clicking on the blue Requisition No. on the list displayed above, the following screen displays.

< Back to Approvals
Requisition: 1763348

Statr

Pending
Document Total:  22.11 USD

1of 7 Results » | £

Requisition

Summary

(Prepared For)

Billing

Accounting Codes

Vendor Information

Comments

Attachment Overview

PR Approvals

PO Preview

Internal Notes and Attachm...

External Motes and Attachm...

Clicking on the menu items on the left will allow the approver to quickly go to the items they need

to review.

If the Requestor attached a document, clicking on
Internal Notes and Attachments will bring you to a
screen where you can click on the attachment and
view attached quotes and other documents; as well
as any notes the Requestor entered. You can also
attach a document for them. Attachment
Overview is another way to view attachments.

Note: Internal Notes only displays in the Internal

» Folder: Purchasing Review SPC

Summary

General (Prepared For)

Status

Submitted

Cart Name

Description

Priority

Prepared by

Requires Legal Review

Forced Encumbrance Reguested
Forced Encumbrance Justification

Secondary Purchasing Review Required?

Shipping
Billing
Accounting Codes
RCID Cost Center Grant Nbr
0206 149031 - 206
S -

TUDENT

Pending

Purchasing Review

2/2/2017 8:10 AM
2017-02-02 0206dapprl 02
Normal

Albert DepartmentApproverl
x

x

x

Project Funding Nbr

Requisition: 1763348

Status:
Document Total:  22.11 USD

Billing

Pending

Requisition
Summary
General (Prepared For)

shipping

Accounting Codes

Internal Notes and Attach...

Notes and Attachments. Notes added in Comments
provide a better visual clue on the menu bar. If a comment is added, the number of the comments
added will display after the Comments menu item.

External Notes and Attachm...

Document Actions w | History

Expand All | Co

Fiscal Year Bank

2017
2017 Treas

Internal Notes and Attachments

Internal Note
Internal Attachments

Add Attachments

QUOTE.docx (11k)

Lines

G&K SERVICES
fi§ Detailed Ecit.

G&K SERVICES, BOSTON - 001
199159 Any Street USA # ST CLOUD, MN 56301 USA

Product Description

& ?

llapse All

[ eait

Page 25



Accounting Codes

The Requestor may have added comments to communicate special instructions. Clicking on Comments
will display any comments added by either the Requestor or Purchasing.

Document Actions w | History @ E

Comments

Show comiments for: -
Show comments fo Requisition v

Records found: 1

Paula Purchasinglead [Reply To] [New Comment] [Remove]

Applies To: Requisition - 1763348
Comment Added - 2,2/2017 3:0L AM

Please fax the PO to 651-846-1111

However, clicking on the Accounting Codes on the left menu will display much of the information the
Department Approver to review. Review 1) Cost Center and Fiscal Year 2) Object Code 3)
Commodity Code 4) Fulfillment Center 5) Pricing — If you receive written request to change that you
would attach to requisition

Document Actions w | History (&) | ?

RCID Cost Center Grant Nbr Project Funding Nbr Fiscal Year Bank

0206 149031 - 206 2017 T
C ISRS-STUDENT 2017 Treasury Account

5t Paul CTC
TECHNOLOGY FEE

& Object Code values vary by line

Selected Line [tem Actions w

Lines

G&IK SERVICES‘/
m[ﬁ Detailed Edit..

G&K SERVICES, BOSTON - 001
199159 Any Street USA # ST CLOUD, MN 56301 USA

Catalog No Size / Packaging Unit Price Quantity Ext. Price

Product Description
1/EA 2211 1EA 22.11UsD

Laundry B  Detailed Edit..

Accounting Codes (same as headar)
edit

Object Code
E values have been overridden for this line
Object
1810

Building Maintenance Senvices
Vendor subtotal 22.11UsD

Shipping, Handling, and Tax charges are calculated and charged by each vendor, The values shown here are for estimation  Subtotal 2211
purposes, budget checking, and workflow approvals. Total 22.11 USD
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EDITING THE REQUISITION
e Cost Center (and Fiscal Year)
Clicking the edit button will allow you to make changes to any of the items in Accounting Codes. Note!

The cost center must have the RC_ID included. Using the Select from all values... to populate the field is
the easiest way to ensure the cost center has been correctly entered.

Accounting Codes

Select from your code favorites I:l
RC_ID Cost Center Grant Nbr Project Funding Nbr Fiscal Year Bank add split
o206 | 49031 - 206 |

Select from profile values... Selech fror all valusss Clear selected value... Clear selected value... Clear selected value...

Select from all values...

recalculate / validate values

e Object Code

Clicking the edit button will open up the Object Code field to edit.

Select from all values...

EA cncel
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e Commodity Code

To change the commodity code, you must first check the line item check box.

Catalog No Size / Packaging Unit Price Quantity Ext.Price
1/EA 2211 1EA 22.11UsD ¥

Then click on the blue Selected Line Item Actions and select Change Commodity Code from the drop

down menu.

Selected Line Item Actions w

Change Vendaor

Add to Favorites

Add To Active Cart

Add to Draft Cart or Pending PR/PO

Catalog No Size / Packaging Unit Price Qu
1/EA 2211 1

Add to PO Revision

Change Commuadity Code

Requires Sourcing

Remaove Reguires Socurcing

Change Commodity Code .

Commodity

Code 2
| Save | Cancel

Note: The commodity code will display if you click the blue Detailed Edit
description.

G&K SERVICES

m Detailed Edit..
G&K SERVICES, BOSTOM - 001
199159 Any Street USA #, ST CLOUD, MN 56301 USA

Product Description /
1 O laundry G  Detailed Edit.,

Accounting Codes (same as header)

et

... link after the product
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¢ Fulfillment/Remit Addresses and Distribution

Clicking the blue Detail Edit. .. link under the vendor’s name will allow you to go to the vendor’s
information and change addresses and the distribution method (This is where you would input the

Requestor’s instructions to fax the purchase order to the fax # they provided)

G&K SERVICES

Iﬂ% Detailed Edit..

G&K SERVICES, BOSTOM - 001

199159 Any Street USA # ST CLOUD, MN 56301 USA

Product Description
1 “ Laundry B Detailed Edit..

On the next screen that displays, click the blue Edit Vendor’s profile link

G&K SERVICE

Vendor Contracts

Address

DUNS No.

Vendor Number

(
G&K SERVIC
G&K SERVIC
199159 Any

STCLOUD, |
USA

000019915¢
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Click the edit button after the item you wish to change. Note: This change will only impact the order

you are processing.

Summary

General Vendor Information

Vendor Name G&K SERVICES
Doing Business As (DBA) Tracy Danzl, Inc
SciQuest Wendor ID 10027883
Contract Party Types Vendor
Vendor Number 0000199159
Active for Shopping v
Vendor Classes lﬁ%
Crder Acknowledgement x
Advanced Ship Notice x
e-Invoicing x
Portal Invoicing x
Vendor Registration Information
Last Updated 12/9/2016 11:51 AM
Registration Status MNone
Default Ordering Information
Order Distribution Email (Plain Text) nobody@sciquest.com
Payment Method Purchase Order
Default Fulfillment Center
Fulfillment Center Name G&K SERVICES, BOSTON - 001
Fulfillment Address Phone Number +1 (999) 887-7109
Fax Number +1 {999) 387-7108
Address 199159 Any Street USA #
ST CLOUD, MN 56301
Usa
Remittance Address Address 199159 Ancther Street USA 2
BOSTON, MA 02284-2385
Usa

PO Clauses

There are no PO clauses associated with this contract.

Vendor Action

-2

ns w

t

8

t

§

[8lele] (e

z

t

&

JEEE

-3

edit

t

O

edit

edit

Clicking the blue Detailed Edit . . . link will allow you to change a non-catalog line item. Of course, you
should have written authorization from the Cost Center Manager that is attached to the requisition.

G&K SERVICES

Iﬁ% Detailed Edit..
G&K SERVICES, BOSTOM - 001
199159 Any Street USA # ST CLOUD, MM 56301 USA
Product Description
1 “ Laundry 3 Detaled Edit..
Accounting Codes (same as header)
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e Existing Line Item

You can also change the line item. (Depending on the number of lines on the order, you may need to
check the box for the line item and then hit edit.) In our example, click the blue Detailed Edit . . . link
gave us access to change the only line item on the order.

e P

Product Description

1 biclogy supplies 5

Detailed Edit...

&) Object Code values have been averridden for this lir

Non Catalog Item

VWRINTL LLC &

Fulfillment Address

B Distribution Methods

select different vendor

VWR INTL LLC, PITTSBURGH - 001: {preferred)
06299 Another Street USA #
, PA 15264-0169

select different fulfillment center

The system will distribute purchase orders using the method(s) indicated below:

Check this box to customize order distribution information,

Fax

Email (Plain Text)

Email (HTML Body)
Product Description

biclogy supplies

238 characters remaining

t Details

Add Intemal Attachments
Taxable

Capital Expense
Commodity Code
Manufacturer Name

UNSPSC

Catalog No.

expand | clear

+1(919) 659-6100
nobody@sciguest.com
nobody@sciquest.com

142000000

Product Size

Quantity Price Estimate Packaging

MR

33.00 i} EA - Each

€ Controlled substance
%2 Recycled
¢ Hazardous material
& radicactive
& Rad Minor
& select Agent
£ Toxin
B® Energy Star
Green

B cancel

Other Changes

If the action you need to take is not listed, select Assign to myself from the Document Actions. Notice

that now you are given a few more options.

Accounting Codes

RC_ID Cost Center
0200 149031 - 206
ISRS-STUDENT

TECHNOLOGY FEE

5t Paul CTC

& Object Code values vary by line

Grant Nbr

Project Funding Nbr

Document Actions + | History
Fiscal Year

2017 Approve/complete step
2017

Copy to New Cart
Add Comment
Add Notes to Histary

Add Non-Catalog Item

=

Approve/complete step & show next
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e Return to the Requisitioner

If a change needs to happen to a catalog order’s line item, the only role that can make that change is the
Requestor. In this case, you would select the Return to the Requisitioner option.

e Reject Requisition

You may have been requested to stop processing the requisition. A decision was made not to place the
order at this time. Selecting Reject requisition will send the order back to the Requestor. Nothing
further can be done on this document. If they later decide to place the order, will they will need start
the process from the beginning.

¢ Final Requisition Approval

To approve a requisition after it has been reviewed, select the ‘Document Actions’ option and select
‘Approve/Complete step’

Document Actions w  History (=) ?

Assign to myself

[Appmve/complete step ]

Copy to New Cart
Add Comment
Add Notes to History

Add Non-Catalog Item

After the requisition is approved, you may receive the following system generated message
"No document found". You can ignore this message.

A completed requisition will look like this with detail of who submitted it and approved it. It will also show

the steps the requisition went through:

PR APPI'OUQIS Document Actions w | History | (@ | 2
=p CC Mgr - Moorhead Initial ISRS Validation Purchasing Review Final ISRS Validation Create PO
Submitted v
Deanne Approved ¥ Completed ¥ Approved v’ Completed ¥’ Completed v Completed
Drummond v" Deanne v Deanne 12/7/2017
12/7/2017 Drummond Drummond 11:14 AM

11:05 AM
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Other Approvals
All approvals are completed at a requisition level. Normally, your requisitions will need approval from the
employee with Delegation of Authority and from the Purchasing Department.

There are additional workflows which are determed by commodity code and/or cost center for IT
Equipment Review, Hazardous Material Notification/Approval, and Grant Approval depending on the
institution. There is also a system review by the Vice Chancellor for requisitions over $100k.

These additional steps will occur when the requisition includes any of the following:

e |T Software or various IT items will go through an additional IT approval step. This is triggered by the
object code/commodity code which is also reviewed by the Purchasing Department. This is not set
up for MSUM at this time but will be a future enhancement.

e [f the total amount of the PO is over $100,000, it will automatically be sent to the system Vice
Chancellor for additional approval.

Purchase Order

The Purchase Order is created after final processing/approval by Purchasing. The final purchasing step
creates the Purchase order and distributes it to the vendor, based on the distribution method chosen
when creating your requisition. See page 13.

You can search for a Purchase Order directly using the number or indirectly by locating the
Requisition and selecting 'view related documents'.

Requlsmon. 81977907 PR

2016-12-01 :-jC_C_C c-d E:'—h

.-:|-\'—:|-—.I-;-L_--L-L\"— -1.:|:" ¥

Purchase Order: POO00055  View  Print
ul

I_l".'\.f'\_l'l_lllll_lll'\. ERNE ) P _I"HHHIHH Tl i R St

View Related Documents al
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RECEIVING

Requestors will receive all catalog, non-catalog and blanket orders.

Two types of receiving:

e Quantity — Orders for catalog, non-catalog or services received will require the Requestor to

confirm the date and the quantity received as a Quantity Receipt.

e Cost — Blanket orders require the Requestor to enter in the dollar amount of the product or
service received as well as the date received and attached a service receipt as a Cost Receipt.

Three Methods to find the Purchase Order to Receive

Method One

If you know the purchase order number, your best bet is to use Document Search.

Marketplace | Minnesota State University Moorhead |

# Documents Document Search

Documents

Search Documents <

Document Search

Approvals

Document Search

Search Documents
View Saved Searches
Download Export Files

Create and Manage Export Templates

My Forms
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Select Purchase Orders from the drop down box in the first field and enter the PO # -- then click the blue
Go button.

Search Purchase Orders ~| P0019873 All Dates V|E

Enter search terms such as document numbers, vendors, and product information.

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

A list should appear.

Showing 1 - 1 of 1 Results All Dates Create Quantity Receipt | m
Results Per Page Sort by: | Best match v 4|Page1of1/2| ?
PO v Creation Requisition Requisiti Vendor Settlement rOTaI ]
° endor Date/Time No. quisttioner Status Status °
v P0019873 4 PROMOTIONAL 12/7/2017 11:14 AM 96768688 Deanne Sent No Matches 250.00 usp J
SOLUTIONS Drummond
Method Two

If the PO # isn’t known, clicking Advanced Search will allow you to search by many different options
(Who placed the order, who approved the order, the probably date range, vendor name, catalog
number, commodity code, etc.). You can access Advanced Search from either the Home Page or the
menu item Documents > Search Documents (see the Blue Sidebar). You will need to scroll to view all the

possible options.
Search | Puschase Orders *
Purchase Order Identification

urchage Drder Numbees
Purchase Order Information

Particpantts Ay Me

p

]

Itemn/Product Information

Clicking simple search will display the simple search box as shown below.

Search |Purchase Orders ¥ | PO000431 All Dates M m

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

Go to:| my requisitions | my purchase orders | my invoices | my forms
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Method Three
Go to your dashboard.

Deanne Drummond > % [ & W000USD

Deanne Drummond

View My Profile

< Dashboards

Set My Home Page
ler  Br
Logout

Search Help For A Solution

My Recently Completed Requisitions

My Recently Completed Purchase Orders

Search (Alt+Q)

how

All the orders you initiated in the Marketplace will display in the My Purchase Orders widget or your
saved search. Click on the blue Number link to begin the receiving process.

Showing 1 - 1 of 1 Results All Dates
Results Per Page Sort by: | Best match ~
PO S, Creation Requisition Requisiti Vendor
° ender Date/Time No. R Status
P0019873) L PROMOTIONAL 12/7/2017 11:14 AM 96768688 Deanne Sent
SOLUTIONS Drummend

Create Quantity Receipt V‘ m

Settlement
Status

No Matches

4|Page 1of1|x| ?
PO Total []

250.00 usp
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Receiving an Order: Quantity Receipt

Quantity Receipts are used to receive:

Purchase orders for services received

Catalog Orders
Non-catalog oders

Once the purchase order is located, check the box on the right of the Purchase Order
selected > then select Create Quantity Receipt in the drop down box > then Go

Showing 1 - 1 of 1 Results

Results Per Page

PO No

v’ P0019873 L4

In the next screen you will enter

Vendor

PROMOTIONAL
SOLUTIONS

All Dates

d(reate Quantity Rece@v ‘ m

Sort by:‘ Best match

Creation Requisition

Date/Time No.

12/7/2017 11:14 AM - 96768688

V| 4|Page 1of1|x| ?
Requisiti Vendor Settlement PO Total []
quisttioner Status Status °
Deanne Sent No Matches 250.00 USD@
Drummond

e the actual day the product was received if it is different than the date that defaults in Receipt
Date (This is the occurrence date and is a VERY important detail for our auditors.)

e Packing Slip No. (If there is none, enter the received date again)

e attach a scanned copy of the packing slip in Attach/Link (see instructions below)

e Enter any useful notes that you will want to retain about the shipment

e the quantity received on each line item in Quantity

To finish, click the blue button called Complete. You will receive confirmation that a receipt has been

created.

Note: If this was only a partial shipment, enter the exact quantity you received. When the remainder of
your order comes in you can create another receipt against the same purchase order.

Recsipt Mame

Recsipt No

Receipt Lines

i3 B:Amg

Summary | Commants @) Hisary

Header Information

ezt

‘,ﬁ Marketplace | Minnesota State University Moorhead

[ —

g Sip o~
= PROMOTIONAL SOLUTICNS Dsznns Drammenz

DELIVERY

RECEIPT ADDRESS

Exact Match: PO Na. POG19873

Rsceipt Crame 2112078 120205 441 szurze Manus
Daz

Received by

innsszts Stave Univarsty Masrnass)

Sar Saiscrad Lnes [ Ramavs Saer

mmm@
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Receiving a Blanket Order: Cost Receipt

To receive an order that has been shipped against a Blanket Order, the Cost Receipt function must be
used. As the Requestors place orders with the vendor, a log of what items and their quoted prices
should be maintained. This order information will be needed when the order arrives and a Cost Receipt
needs to be entered.

Find the Blanket Order’s Purchase Order Number.

Once the purchase order displays, follow the receiving instructions but make sure you select Create
Cost Receipt from the Available Actions menu for a Blanket Order. Click GO.

1)

2)

3)
4)
5)

6)

DeanneDrummond ¥ W [ & WoooUsSD FEERURCUTIe)) Q I

Purchase Order Number(s) | P0019873 -

Availa Actions| Create Cost Receipt ~ | m

The system will default to “today’s date in the Receipt Date. If this isn’t the actual date the
product was received, please overwrite that system date with the exact date the product was
received. The auditors/accountants call this the “occurrence date” and for the purposes of
calculating the expenses for either the month or the fiscal year, an accurate receiving date is
important.

Enter the Packing Slip No.
Note: If your vendor sent an invoice with the shipment instead of a packing slip, use this as the

packing slip number. Please send the hard copy invoice to Business Services.

Attach/Link the scanned packing slip. See the instructions for attaching a packing slip.

In Notes enter a brief description of the product received.

In the Cost field of Line Details, delete the amount displayed (this will be the entire remaining
balance of the blanket order) and enter the exact amount of the order. The cost amount will
either come from your “order log” or from some documentation from the vendor that listed the
quoted cost of the order.

Click Save Updates and then Complete. You will receive confirmation that a receipt has been
created.

Create Qty Receipt || Create Cost Receipt

Receipt No . RT00027801 I;;:] has been created for the following PO No(s):

o PO/Reference No. PO019873 (=)
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How to Attach a Scanned Packing Slip

Click the Attach/Link button on the Receiving screen.

Summary Comments (0) History

|- Header Information
Receipt Name ‘2015—02—01 b522c8df-48ce-40be-a: Receipt Create  2/1/2018 10:17:58 AM Source: Manual
Date
Receipt No Receipt Date Packing Slip No. Vendor Name Received by
RT00027801 [2/1/2018 |7 r23test | PROMOTIONAL SOLUTIONS Deanne Drummond  (Minnesota State University Moorhead)
mm/del/yyyy
RECEIPT ADDRESS DELIVERY
Carrier Other V|

Location | v|
Attn: Deanne Drummond g
Minnesota State University Moorhead Tracking No. I:l

N0t Tme o J i ]
1104 Tth Ave. S, Flexible Text Field

Moorhead, Minnesota 56563
United States Flexible Drop Down
Attachments '
Notes

(1,000 Chars. Max)

Select Choose File to find the scanned packing list file.

Eﬂachmﬁnﬁ - Google Chrome [E@u

8 https://usertest.sciquest.com/apps/Router/Attachment?Entityld=187625&Entity] &

Attachments are NOT checked for viruses. sciQuest stores
attachments in a manner that protects its systems. Please ensure attachments are free

from viruses before attaching them.

Attachment Information 2
Attach “ File Name
Documents  ; S
File  (( Choose File DNo file chosen
Attach Document
URLor Linkto ™ File/URL |
Documents Name
Link/URL |

Link Document/URL
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Navigate to your Scanned Packing Slip folder and find the packing slip. Highlight the file - then click
Open.

Organize » New folder

-

0 Favorites e Name Date modified Type Size

i |-.l_: Promational Solutions #123456 5/11/201610:10 AM  Adobe Acrobat D... 56 KB|
w4 Libraries —

E] Documents
J’ Music

|| Pictures
B videos

1% Computer
&, 0sDisk (C)
4% DVD RW Drive (D:) Apr21 2016
= Removable Disk (E:)
52 Apps (L)
4 Campus Info (P1)
L Campus Storage (5:)
S8 Mn5CU (L)

m

File name: Grainger #123456 ~ [ AllFiles -

| Open |vi ’ Cancel ]

This will bring you back to the Attach/Link dialog box where you will see the sample Promotional
Solutions #123456.pdf file listed. Now click on the blue button Attach Document. Hit the blue button
Close in the upper right hand corner if the dialog box remains open.

@ https:;//usertest.sciquest.com/apps/Router/Attachment?Entityld=1876258& Entity] &, '

 Close ||
Attachments are NOT checked for viruses. sciQuest stores

attachments in a manner that protects its systems. Please ensure attachments are free
from viruses before attaching them.

Attachment Information ?
Attach File Name |
Documents ¢ NS e
File Choose Fie ¢(Promotional Solutions #123456. pdf

Attach Documenx

URLorLinkte ™ File/URL | |
Documents Name
" Link/URL | |

Link Document/URL
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To complete the receiving, click on the blue button Complete in the lower right hand corner.

Summary | Ezmments )| Histary

Header Information

Recaipt Nama 2012-02-01 £522cBdF-Shce-20na-sadl-

RocsiptMo  ReceiptDate  Packing Slip No.
RTOODITE0T (2172018 ™ [izsten

RECEIPT ADDRESS

Attn: Deanne Drummond

Minnasota State University Mocrhaad
183 MacLaan Hall - Post Offica

1104 Tth Ave 5

Location

United Statas

Rocoipt Craate  3/1/2018 10:17:C0 40
Date

Vendor Name

Carriar

Source Manual

Racoived by

PROMOTIONAL SOLUTIONS DaannzDrummand  Minnesots State University Moarhaad)

DELIVERY

Tracking Ne.
Fladitle Tect Fisld
Flaxible Taxt Fichd 2

Flaxibia Drogp Dewn

Atachmants

Hotes
{1,000 Chars. Wax)

Product Name Pravious Recaipts

tshirts for alumni bascatball gama

The next screen will confirm that a receipt has been created
RT00027801. If you have more to receive, click the blue button Create Qty Receipt.

] Marketplace

s

--------- Racaipt No . ATOOIZ7&N

# PO/Refarenca No. POTAT: S

e e

| Minnesota State University Moorhead

T

) has ban craatad for thafollowing PO NokE:

.

| ocictc [N o IR sive upsivi: Y compiers |

?

Far Selacted Lines | Remova Seecad hems v | BB

. In our example, Receipt No.

.

Line Status Actions D
Cost Racarvad A Rarcnie Line

P

Write the Receipt No. (RT00027801), your signature and initials on the packing slip and forward the
packing slip to the Business Office.
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Need Help?

For additional assistance, contact your university system administrator.

Additional Documentation

Additional information and training materials are available at the SharePoint link below.

|https://mnscu.sharepoint.com/sites/mnscuprocurement/SitePages/Home.aspA

Instructions for accessing SharePoint:

SharePoint Basic User Guide
Recommend Internet Explorer browser

Go to the Minnesota State Marketplace SharePoint site (note: you may want to
bookmark this site for future reference): https://mnscu.sharepoint.com/sites/
mnscuprocurement

This will route you to Office365 login screen.

Login Instructions:

When you log into the site, you'll need to append "@minnstate.edu" to your StarlD
as part of your user name, such that it looks like ab1234cd@minnstate.edu. The
password is the regular password associated with your StarlD.

If you have any tfroubles, you may put in a ticket at: https://servicedesk.mnscu.edu
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Getting Started

Learning the SharePoint Window Screen and Commands

Systemwide Comtracts f

Laundh Pane

Tab Bar — allows the user to open the Ribbon Command

SharePoint Icon - returns you fo the default home page.

Quick Launch Pane — contains shortcuts to common content on the site

Search Bar - allows you to search the site

Global Navigation Bar — contains shortcuts to major hub center of SharePoint. Learn

more on the following page.
Landing Page - contains page content

oD~

o

Note:
In the tab bar, you can follow a site which will allow you to bookmark it for easy accessibility.
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Using the Ribbon

8 Office 365 | SharePoint

1. Quick Launch List — contains a dropdown list of shortcuts to Office365
software programs
2. Office 365 Home Screen — Home screen for Office 365
3. SharePoint Favorites — contains a list of SharePoint sites you follow — easy accessibility
4. User Profile — provides your account information, including a picture and signing out
5. Help - allows you to search information or contact the helpdesk for assistance
6. Sefttings — This allows you to customize the look and feel of Office365
7. Notification Icon — connects with your outlook and provides notifications on when you
receive an email, task, appointment.

Page 44



Documents

You may use the quick launch pane to find documents with a category; or simply click on
the documents icon which will allow you to filter through all the documents on this site.

o Tp—

Open a Document

Depending on the document, you are able to open, edit,
print, download, share, etc. within the sife. e DTN

EE S
Click on the “"Mame” of the document you want fo open ]

Other Menu items ==
By clicking on the three "..." you bring up @ menu box, | B
This will allow you to open, share, copy, efc... |

Upload a document

Click on the “add document” from the quick launch and
browse for your document. Please complete the
properfies so that it is fled in the comrect categones and
easily searchable.
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Other Resources

s Office 365 SharaPaint

H:’ "::II.Z'

Minnesota State Marketplace

MnSCL Emploves Home

Announcements
The CSC will utilize announcements board to post ongoing communicate about sourcing
and procurement activities.

Calendar
The CSC will use the calendar to post project timelines/deadlines, meeting dates, contract
expirations, efc...

Contacts
A list of internal and external vendor key contacts and contact information

Resource Links
The CSC will provide helpful links to internal and external information (i.e. vendors, policies, or
partner contracts, etc.)

Systemwide Master Contracts

All Systemwide master contracts are posted on this site and will be maintained here until
Minnesota State Marketplace is fully functional. Once Marketplace is fully functional,
confracts and other links related to purchasing will be moved there for easy access. To view
the list, simply click on the “Systemwide Contracts” link — as shown above.
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Other Features:

Click on the Page tab on the Tab Bar N

W cairak (Y B Goage Cheai 5 Gaoge [ wori-s T TSN SR S

This will allow you to:

1. Email a link

2. Alert — will allow you to manags .
nofifications when there are e S B 2
changes. '

Minnesota State Marketplace

SharePoint

u e Unpvarnitien in macrving tomards a robant urifisd sourcin
BRCHNEE PalE
jntracts
[ Fage History ., — s
wge Pemisions @ 0 q
Edx Rersme Ermaila  Alet Popularty  [neoming brery Wiy & mpe
Proce i Page eiete Page Lrk M=. Treeds Linkx Setbngs  Peges Mites
Marage = 5S¢ an alert on this page ns Fope Lbrary Togs and Motes
= hanege My Alerts
Hrima

SharePoint syncs with Office

Click on the Documents OR Calendar OF Announcement from the Quick Launch Bar
Click on the “Library” tab

You can set up alerts ondocuments, connect fo outlock, export into Office suite

teesd WP Raakaio |Ra b FIUTawly O Cuodlea B OCE0UE B9 ran el (% et ) Do dooen Conem b e

mmre- == oam H g el

4 D wih Baiorer

Vam  Quik  Crasbe Tagn & tmais Mms RIS ModFopdm  Sc Connedbo Cperedin
Edit e drviguta Uip Currend Paga L Link Mar  Pesd rama Outiccr Offoe.
v Foiman Wansge Views St B Trat Comied, & Bgor
3
[E i

The Minnesota State Colleges and Universities system is an Equal Opportunity employer and educator.
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