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How to — Make a basic Staples order

From MyMemphis, go to the Finance tab and choose Tigerbuy Production
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More information related to Tigerbuy can be found on the Tigerbuy Web site

Vendor Performance Evaluation - For departments to leave feedback on vendors

Diversity Suppliers List

This will bring you to the shopping home page. Click on the Staples Punch Out Catalog button:

Alv Search (Alt+Q) Q 1so2susp W @ D 4 g
Shop simple Advance 30to: Non-Catalog Item | Favorites | Forms | Shop 8 Categories
Orders
Contracts
Accounts
Payable i i ee
Welcome to Tigerbuy, the online marketplace for . Tigerbuy Specialty Forms M
eProcurement at the University of Memphis. For
s Suppliers questions, contact Procurement & Contract Services by calling Change Order Vendor Payment
2265 or emailing procurement@memphis.edu. g S est || Moving Services it
— * Guidelines are provided for users to view the criteria and process o o : )
) for purchases by the University of Memphis: Procurement
Guideline
e o To access Tigerbuy training documents and generic video
snippets, view this information at: Tigerbuy Training Hosted Catalog Suppliers >

Materials

Setup
o .

o A Vendor must be registered in Tigerbuy before you can begin 3
purchase requisition.

o Vendor Registration site: TIGERBUY VENDOR .
REGISTRATION Airgas

* Vendor Registration Form that can be filled out and emailed to 0
Procurement with required W-9 Form for manual
entry: VENDOR REGISTRATION FORM

o All requests for changes with 2 registered vendor (name, db,

address) must be submitted with current W-9 Form. T Fisher Scientic Part of
Thermo F.

[PUNCHOUT VENDOR INFORMATION] Orders

AIRGAS PUNCHOUT: Airgas Quick Reference Guide

DELL PUNCH-OUT:

o Dellis requiing all quote orders to have the Quote Number on
the Tigerbuy PO when issued. The Quote Number is entered in Gz
the "Note to Supplier” field in the “External Notes and Orders
Attachments" section of your requisition.

Q Menusearch  When selecting 3 "New" Dell Product to purchase in the Dell

Punch out, contact our Account Manager, Corey Kinser,

«




A screen comes up asking for the delivery zip code. Enter the zip code an click Continue.

Delivery ZIP code

Please enter the ZIP Code of your delivery location so we can provide
accurate product availability.

For international orders, please enter ‘00000".

ZIP code
{ 38152

Please note the estimations provided are based off the ZIP code entered, the SKU
searched, and the day and time. Our inventories are constantly changing so if any of
these variables change then the estimates may no longer be accurate.

This brings up the Staples Catalog home page. You will see places to see past orders and create your shopping

lists of frequently bought items. There is a search bar at the top.

Selectsite PunchOut | Cancel PunchOut |

A Orders View all = Lists View all

Find by order number Q Storage and Organization .
3items

Toners
275 items
[a) You don't have any recent orders to display.

School Supplies
2items

Use the Products menu at the top or scroll down to see product categories.

M Staples Products Services

@ Ink & Toner

High Demand Products (\‘m @F—];, g

Office Supplies

Paper Office Supplies Copy Paper Ink & Toner Furniture Food & Breakroom
Computers & Accessories
Printers & Scanners

Electronics

I -
Furniture o {8 -
kY % LY
Cleaning Supplies N (
" ~ \
Facility Solutions - w-%
Facilities Maintenance Facilities Maintenance Pack & Ship Computers Technology Health & Safety

Food & Breakroom

Pack & Shin

Cleaning Supplies

Learningwell

The catalog looks like any other shopping website. Choose items and add them to cart. Click on an item to go

into the item information.



f Staples Products ~  Services Search

Pickup Brand Category v

26% off 40% off 32% off 45% off

TRU RED™ 8.5" x 11" Copy Paper, 20 Ibs., 8.5" x 11" Copy Paper, 20 Ibs., White, 5000 Staples 30% Recycled Copy Paper 8.5" x 11" Hammermill Copy Plus Paper, 8.5" x 11", 20
92 Brightness, 500 Sheets/Ream, 10 Sheets/Carton (324791) . 20 Ibs., White, 5000 Sheets/Carton Ibs., White, 500 Sheets/Ream, 10
Reams/Carton (TR56958) (112350/461757) Reams/Carton (105007)
e €9 )

$42.22 s57.49 $34.47 ss7.90 $49.97 s73.69 $41.70 s75.99
5000/CT 5000/CT 5000/CT 5000/CT
Free delivery Free delivery Free delivery
Pick up in 1 hour Pick up in 1 hour Pick up in 1 hour

1 v Add 1 v Add 1 v Add 1 v Add

*Important note: The catalog has been set up to show allowable product categories, however some items fall
into an allowable category, but are not appropriate for your area or purpose. It is your responsibility to ensure
your purchases comply with all University policies and guidelines. * Blocked items are generally items that
should be purchased from a different vendor.

Once you have chosen your items, go to your cart to get ready for checkout. The cart shows your items,
guantities, and prices. You can adjust quantities or remove items from the cart.

2 itemsin cart

Delivery
Sharpie Permanent Marker, Fine Point, Black, 12/Pack (30001) Bemove
o Item # 125328 | MFR # 30001 | CIN # 125328 ”
S $5. / :
(= — @ $5.59 12/DZ $5.59
$5.59
(® Delivery (O Pick up in store
Staples Ream-Less Copy Paper, 8.5" x 11", 20 Ibs., White, 2500 Sheets/Carton (20587) B

A Item # 905797 | MFR # 20587 | CIN # 905797
1 @ $28.50 2500/CT $28.50
~ - $28.50

(® Delivery



When all is as you wish, click Submit order. This is going to take your cart / order and send it back to your
Tigerbuy shopping cart to finish building your Requisition.

If you want to leave without brining your items into Tigerbuy, Click the blue Cancel Punchout button.

SelectSite PunchOut [ Cancel PunchOut] -

£ Item # 905797 | MFR # 20587 | CIN # 905797
1 | @$28.50 2500/CT $28.50
- $28.50

(® Delivery

Order Summary

Items (2) $34.09

Your Tigerbuy Shopping cart now has all of your Staples items in it. You will have several chances to edit your
items and your order information. The cart is for keeping items or removing them. Details of the purchase will
happen in the Requisition stage.

You will want to give your cart a name, such as “new office” or “grant supplies” to help you and your approver
recognize it. This will assist your approver with approving your request via email.

Shopping Cart + Shopping CartEErer=] = o & -

Simple Advanced

i Details v
Kerri Reece
Cart Name Please name your cart! Sole Source & Contract v
Order Total (83.78 USD) >

Description

Priority Normal v
2 ltems @) 5
Staples Contract and Commercial Inc - 2 Items - 83.78 USD ..O

~ suppLIERDETAILS JEINEP PO Purchase/Change Orders 2 : 4575 Pleasant Hill Rd, Memphis, Tennessee 38118-7516 United States

Contract no value PO Number To Be Assigned

Quick summary /

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 1/17/2023 12:27:33 PM / item list

« Staples 30% Recycled Copy Paper 8.5" x 117, 20 Ibs., White, 5000 Sheets/Carton (112350/461757)
+ Staples Remanufactured Black/Color High Yield Ink Replacement for Canon PG-240XL/CL-241XL (STPG240CL2412PK), 2/Pack

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

Staples 30% Recycled Copy Paper 8.5"x 11", 20 Ibs., 492072 cT 49.97 1CT 49.97 D Deta”ed item “St

White, 5000 Sheets/Carton (112350/461757)

A ITEMDETAILS 9 /




You have the ability to act on the line items in your cart. Click the check box on the line(s)and then click the blue
pulldown arrow above the items section to see your options. You can work on them individually or act on
several lines at once. When everything is ready to go, click the blue Proceed to Checkout button. That will move
to the Requisition stage.

Shopping Cart + Shopping Cart ® - o Procer Yo Checkout
3 tems )
Summary 5
Staples Contract and Commercial Inc - 9 Items - 187.65 USD oo m— Details v
~ supPLIERDETAILS JEINIP PO Purchase/Change Orders 2 : 4575 Pleasant Hill Rd, Memphis, Tennessee 38118-7516 United States F

no value PO Number To Be Assigned

Add to Favorites

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 10/26/2023 10:37:51 AM
« Staples Remanufactured Black High Yield Ink Cartridge Replacement for Canon PG-240 XL (TR5206B001/ST5206B001)
* 8.5"x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton (324791)

Remove Selected Items

« BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point, Black Ink, 60/Pack (GSM609-BLK) Remove All Items

item Catalog No. size/Packaging Unit Price Quantity Ext. Price Move to Another Cart
Staples Remanufactured Black High Yield Ink Cartridge 1004266 EA 13.01 1 EA - Vv .
Replacement for Canon PG-240 XL (TR5206B001/ST5206B001) Add to Draf( Cart or Pendlng PR/PO
A ITEMDETAILS €+ Add to PO Revision

Manu CLOVER TECHNOLOGIES GROUP, LLC Contract . .

Name nteral Note icsge Change Commodity Code

Manu ST52068001 Texable U 4 characters remai expand | clear

1008266 Commodity Code = 600 (o)

8.5 x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton 324791 et 39.32 4cr 157.28 O

(324791)

A~ ITEMDETAILLS €

You now have a Draft Requisition with an assigned Requisition number. All details are available for your review.
Any errors will be called out in the top right section. You can edit sections using the pencil or ellipses links top
right of each section.

Requisition « 3689743 o @ @ - Place Order
Summary Taxes/S&H PO Previe! C ent Atta ent Hist
General & Shipping Billing
Cart Name Please name your cart! hip Te ill Te
Ship To BT © Correct these issues.
Description no value Contact Name Procurement Serv University of Memphis You are unable b proceed il addressed
Phone +1 901-678-3775 Attn: Accounts Payable
Priority Normal Email kreece@memphis.edu 275 Administration Bldg Required: Account
115 Admin Bldg Memphis, TN 38152-3370
Prepared by Kerri Reece 3720 Alumni Dr United States B I | t Total (83.78 USD) >
Memphis, TN 38152-3370 | o
Prepared for Kerri Reece United States
P! Billing Options S h ou | d be What's next for my order? >
Account H
Delivery Options CC: uing no value accounting
ate
Expedite X
Check that
Ship Via Best Carrier-Best Way
H Ship Via for the following suppliers is
yo urs h I p to unsupported and will not be sent
. t Staples Contract and Commercial Inc
I5 correc Delivery is not
Requested no value .
Delivery Date Requested Delivery Date for the editable for Staples
following suppliers is unsupported will
not be sent: Staples Contract and
lisiin catalog purchases

Accounting Codes & v



Scroll down to check your FOAP allocations for the overall order. Use the pencil or ellipses buttons to edit this.
You can reallocate individual lines using the ellipses on each line.

Accounting Codes

Chart Fund Organization
u 110001 542000
Item Catalog No. Size/Packaging
492072 cT
A ITEMDETAILS €~
facturer Domtar no value
Taxable X
112350/461757
645
Supplier Part 492072
reir
1004296 PK
A ITEMDETAILS €~
rturar C1LAVER TECHNNI NRIEQ ARNILIP nn valia

Account Program Activity
no value 4650 no value
© Required Gen A
1
Unit Price Quantity Ext. Price
Total (83.78 USD)
49.97 1¢T 49.97 -0
What's next for my order?
Override
Ship To
ermnal no value
Delivery Options
n al Add
Attachments Bill To
Add Accounting Codes
P Adi
Internal Note
Remove
Add to Favorites
33.81 1 PK 33.81
Move to Another Cart >
Add to Draft Cart or Pending PR/PO >
Add to PO Revision
a I a nn valia

If you’ve set up Code Favorites in your profile, use the heart to access the list. Use the plus sign (+) to add
another list to split the entire order into multiple accounting codes.

Accounting Codes

Grant Program

Procurement

Procurement complete

Chart* Fund * Organization * Account * Program * Activity
Startup fund - Dr. X
Q 2N Q Q Q Travel
a4
Code Favorites
Edit Accounting Codes X
Accounting Codes
Chart * Fund * Organization * Account * Program * Activity % of Price v
e @ - * h e @ :|
© Invalid distribution value
@ @ e @ @ :|
°
Split Total 0%
(0.00 USD)
©pPercenage

If your order is ready, click the blue Place Order button.

will take. Scroll down to see the entire workflow.

Under the button you can see the next step your order



Requisition * 3689743

Summary Taxes/S&H PO Preview

General &
Cart Name Please name your cart!

Description no value

Priority Normal

Prepared by Kerri Reece

Attach

Shipping &

ShipTo

Contact Name Procurement Serv
Phone +1 901-678-3775

Email kreece@memphis.edu
115 Admin Bldg

3720 Alumni Dr

Billing p T

Bill To

University of Memphis
Attn: Accounts Payable
275 Administration Bldg
Memphis, TN 38152-3370
United States

= o 85 0

Total (83.78 USD)

What's next for my order?

Memphis, TN 38152-3370

Your Requisition has now been submitted for approval.

It will go through the budget check and route to your financial manager for approval.
Workflow =

JD show skipped steps

o

Budget Auth
\1/ Future

FOAPAL Approval 2
\l’ Future

Create PO
\L Future

Finish
o Future

You will now get a notification in the system, and an email if you have that set up:

@ Requisition 3689743 Submitted

Summary Options
sition number 3689743 3 Print
+
Requisition status Pending

Recent orders

Cart name

Please name your cart!
Return to your home page

Requisition date

1/17/2023
Requisition total

83.78 USD

Number of line items 2




support@sciquest.com
Your Requisition has Bee... 1:24

CAUTION: Thic email oriainated from out
CAUTION S €émail originatea fron

Re: REQUISITION SUBMITTED FOR APPROVAL #: 3689743
Cart Name: Please name your cart!
Prepared by: Kerri Reece

Dear Kerri Reece,
Your requisition has been submitted to your organization's workflow process for review.

Please use "My Requisitions" to track the status of your requisition through the workflow
process. You can access this requisition directly by selecting the URL below.

View Requisition

If you have any questions with regard to your requisition, please contact your SelectSite
Support Team.

Support Team Contact Information: Accounts Payable @ 1-901-678-3826 or
accountspayable@memphis.edu For Procurement questions use the below information:
+1 901-678-2265 procurement@memphis.edu

Thank you,
University of Memphis

Your approved requisition will flow through Procurement and Banner will create an Encumbrance on your
budget and issue a PO number. Tigerbuy will then send the PO to Staples electronically. Please note that once a
staples order is transmitted electronically, we can’t change or cancel it. Any corrections would need to happen
through returns.

When you physically receive the items, you will need to Receipt them in the system (see Receipting instructions)

Should you need to make a Return, please see Return instructions.



How to — Make a basic Amazon order

From MyMemphis, go to the Finance tab and choose Tigerbuy Production
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More information related to Tigerbuy can be found on the Tigerbuy

Tigerbuy (Test)
Vendor Performance Evaluation - For departments to leave feedback on vendors

Diversity Suppliers List

This will bring you to the shopping home page. Click on the Amazon business Punch Out Catalog button:

Al Search (Alt+Q) ooouso W O 1 4 g
Simple Advance Goto: Non-Catalog Item Forms | Shop e Contracts | Chemicals

Welcometo Tigerbuy,the online marketplace for eProcurementatthe. ... Tigerbuy Specialty Forms v
University of Memphis. For questions, contact Procurement & Contract
Services by calling 2265 or emailing procurement@memphis.edu.
« Guidelines are provided for users to view the criteria and process for purchases Change Order Request Moving Services Vendor Payment

by the University of Memphis: Procurement Guideline Used to Modify Purchase Campus Moves Orders ‘s‘é”{ EXCEPTION
o To access Tigerbuy training documents and generic video snippets, view this s

at: Tigerbuy Training Materials

VENDOR INFORMATION Hosted Catalog Suppliers (R
« A Vendor must be registered in Tigerbuy before you can begin a purchase

requisition.
« Vendor Registration site: TIGERBUY VENDOR REGISTRATION Punch-out o

Vendor Registratior 'm that can be filled out and emailed to Procurement
with required W-9 Form for manual entry: VENDOR REGISTRATION FORM
All requests for changes with a registered vendor (name, dba, address) must be

submitted with current W-9 Form, A"gas ‘amazontysres:

PUNCHOUT VENDOR INFORMATION
AIRGAS PUNCHOUT: Airgas Quick Reference Guide

DELL PUNCH-OUT:

« Dellis requiring all quote orders to have the Quote Number on the Tigerbuy PO
when issued. The Quote Number is entered in the “Note to Supplier” field in
the "External Notes and Attachments" section of your requisition.
When selecting a “New" Dell Product to purchase in the Dell Punch out
contact our Account Manager, Corey Kinser, m,
insure U of M pricing i up to date with the | price for a New Product

Fisher Scientic Part of
Thermo F.
uTsS!

TIGERBUY PAYMENT INFORMATION
For specifics concerning Pay Status in a Tigerbuy purchase order: TIGERBUY
PAYMENT INFORMATION

A screen comes up telling you the punchout will open in a new window.

Punchout

® This PunchOut will open in a new window!!!



The Amazon home page opens in a separate window.

@ amazon.com/ref=nod|_punchout

busmgss prime e e Ent Try Guided Buying

Punchout Group: Jaggaer Punchout Group

= Departments Back to Campus Buy Again Shared Payments Gift Cards  Amazon Brands Discount Program  Recommendations ~  Savings For You IT Supplies ~ Business Savings Eg e\ ::“:".:e":"meu"ivmmm D '\2/

One-stop shopping in
4 top business categories

amazon business

Top discounts for you Summary Buy it again
100 Aug 23

ting delivery  Next delivery

$71.35K  $0

Page 10f 15

’ 5.2 $10.73
$23.00 Price: $23-24
List 32589 (11% off)

53%savings included for

GetHelp W  Cancel Session

You will shop as normal, putting items into your cart.

*Important note: The catalog has been set up to show allowable product categories, however some items fall into an

allowable category, but are not appropriate for your area or purpose. It is your responsibility to ensure your purchases
comply with all University policies and guidelines. *

Blocked items are generally items that should be purchased from a different vendor.

Once you have chosen your items, go to your cart to get ready for checkout. The cart shows your items, quantities, and
prices. You can adjust quantities or remove items from the cart.

1
iversity ... ~ Lists v Business Prime ~ v

Cart Subtotal: $14%°

Proceed to checkout (1 item)

Go to Cart

When all is as you wish, click Proceed to Checkout. This is going to take you to the Amazon checkout page.

Subtotal (1 item): $14.99

This order contains a gift

Proceed to checkout



Sections 1, 2, and 3 will autofill. Leave 1 and 2 alone. If this is your first Amazon punchout order, you will get the Default
company address in Section 3. THIS IS OK. You will choose the address you need when you complete the order in
Tigerbuy. Click Use this address.

1 Group Jaggaer Punchout Group Change
Group under The University of Memphis

2 Business order Disabled
information

3 Choose a shipping address

Does this order need to be delivered to a recipient other than the name in your address book?

Deliver To:| Enter Recipient Name This will be applied to only this order.

Group Jaggaer Punchout Group addresses

@® Contact Name Jackie Robinson, Phone +1 901-678-226 5, Email kreece@memphis.edu, AD115, 115
Administration Bldg, 3720 Alumni Dr, Memphis, TN, 38152-3370, United States

() DEFAULT ADDRESS - SELECT ADDRESS IN JAGGAER 946 E PARK LOOP, MEMPHIS, TN, 38152-4040,
United States, Phone: 901-678-2408 Edit address

Add a new address

Use this address —

Section 4 choose Pay by Invoice. Click Use this payment method.

4 Choose a payment method

Kerri, did you know your organization is setup to use Pay by Invoice?
Select Pay by Invoice at checkout to buy now and pay later with no interest or fees.

Jaggaer Punchout Group credit and debit cards

- Add a credit or debit card » Amazon accepts all major credit cards.

Jaggaer Punchout Group line of credit

@ sz Pay By Invoice
MR Provided by your organization

Other payment methods

Add a personal checking account
Use your US based personal checking account

Learn more

Add a business checking account
Use your US based business checking account.

Learn more

Use this payment method -



Section 5 allows you to choose your shipping day or a pickup location. You will get the warning message that your order
requires approval. That approval will happen in Tigerbuy. Click Submit order for Approval. This is going to take your cart
/ order and send it back to your Tigerbuy shopping cart to finish building your Requisition.

5 Review items and shipping

§\. This order requires approval.

© There are 2 important messages about your order.

v If your hours ever change at an address, click Edit delivery preferen...
v If tax exemption is applied to this order, you acknowledge your tax exemption...

I Select FREE Amazon Day Delivery to receive orders in fewer boxes on a single day.

Estimated Delivery: Depends on Approval For example, if approved now: Tomorrow, Aug. 24 If
you order in the next 13 hours and 3 minutes (Details)
Items shipped from Amazon.com

(24 Pack) Sticky Notes 3x3 in Post Choose your Prime delivery option:
Bright Stickies Colorful Super Sticking ® Tomorrow, Aug. 24
K Power Memo Pads, Strong Adhesive, FREE One-Day Delivery
*:Lh 74 Sheets/pad Monday, Aug. 28
$14.99 Vprime g FREE Returns FREE Amazon Day Delivery
Qty: 1 v Get your orders together in fewer boxes and
Sold by: Vanpad deliveries each Monday.
2% Add gift options Change delivery day

Tax Ex ti lied. i s .
ax Exemption Applie Or choose your Prime pickup option: Pick up at

Amazon Campus (View Location)
Thursday, August 24
FREE One-Day Delivery

Order total: $14.9

Submit order for approval

r agree to the Amazon Business Accounts Terms and Conditions and
privacy notice

If you want to leave without bringing your items into Tigerbuy, close the Amazon window and click the blue Cancel
Punchout button.

Punchout

”

® This PunchOut will open in a new window!!!

Your Tigerbuy Shopping cart now has all of your Amazon items in it. You will have several chances to edit your items and
your order information. The cart is for keeping items or removing them. Details of the purchase will happen in the
Requisition stage.



You will want to give your cart a name, such as “new office” or “grant supplies” to help you and your approver recognize
it. This will assist your approver with approving your request via email.

You have the ability to act on the line items in your cart. Click the check box on the line(s)and then click the blue
pulldown arrow above the items section to see your options. You can work on them individually or act on several lines at
once. When everything is ready to go, click the blue Proceed to Checkout button. That will move to the Requisition
stage.

Shopping Cart + Shopping Cart ® - Proceed To Checkout
9 Items
Summary B
Staples Contract and Commercial Inc - 9 Items - 187.65 USD T Details v
~ suppLIERDETAILS BTN PO Purchase/Change Orders 2 : 4575 Pleasant Hill Rd, Memphis, Tennessee 38118-7516 United States

Contract no value PON

To Be Assigned

Add to Favorites

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 10/26/2023 10:37:51 AM

« Staples Remanufactured Black High Yield Ink Cartridge Replacement for Canon PG-240 XL (TRS206B001/ST52068001) Remove Selected Items
« 85 x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton (324791)
« BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point, Black Ink, 60/Pack (GSM609-BLK) Remove All Items
item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Move to Another Cart
Staples Remanufactured Black High Yield Ink Cartridge 1004266 EA 13.01 EA ‘ Vv
Replacement for Canon PG-240 XL (TR5206B001/ST5206B001) Add to Draft Cart or Pend[ng PR/PO
A ITEMDETAILS € Add to PO Revision
CLOVER TECHNOLOGIES GROUP, LLC Contract — .
teral Note cd Change Commodity Code
ST52068001 arabe g 4 characters rema expan
o Q
1004266 ooty ad Q
more info
8.5"x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton 324791 et 39.32 4cr 157.28 O
(324791)

A ITEMDETALS €

You now have a Draft Requisition with an assigned Requisition number. All details are available for your review. Any
errors will be called out in the top right section. You can edit sections using the pencil or ellipses links top right of each
section.

Requisition + 175971269 © & 0 -

Summary PO Previe A r— i

General shipping ~ Billing Summary 2
Cart Name Please name your cart Ship To Bill To
Total (14.99 USD) v
Description no value Contact Name Jackie Robinson University of Memphis ' = e =
Phone +1 901-678-2265 Attn: Accounts Payable .
Priority Normal Email kreece@memphis.edu Email kreece@memphis.edu B | | | to = - o - e
115 Administration Bldg 275 Administration Bidg estimation purposes
Kerri Reece 3720 Alumni Dr Memphis, TN 38152-3370
Memphis, TN 38152-3370 United States S h ou | d be
Kerri Reece United States . 1499
accounting
Credit Card Info
Delivery Options 14.99
No credit card has been assigned
Expedite X s :
Billing Options What's next for my order? v
Check that e Next Step FOAPAL Approval 2
h- Dellvery IS nOt Approvers Becker, Deborah
your snip to . Curry, Ladonnal
: editable for Amazon Kurapat, Raajkumar
IS correct o value Mueller, William
- catalog purchases Ninan, George
suppliers is unsy Pappas, Nick
Amazon Capita b
Thomas, William
Accounting Codes #o v Workflow
Chart Fund Organization Account Program Activity (P Show skipped steps

u 110001 542000 74500 4650 no value o Draft



Scroll down to check your FOAP allocations for the overall order. Use the pencil or ellipses buttons to edit this. You can

reallocate individual lines using the ellipses on each line.

If you’ve set up Code Favorites in your profile, use the heart to access the list. Use the plus sign (+) to add another list to

split the entire order into multiple accounting codes.

Accounting Codes

Chart Fund Organization Account
U 110001 542000 no value
University of Memp esignated Eand G Procurement Service © Required

Amazon Capital Services Inc - 1 Item - 14.99 USD

SUPPLIER DETAILS PO Purchase/Change Orders 1 : PO Box 81207, Seattle, Washington 98108-1207 United States

Contract no value PO N

PO Number To Be Assigned
P( Add/View
Item Catalog No. Size/Packaging
1 cky Notes 3x3 in Post Bright Stickies Colorful Super BO7VRYXS7R EA
er Memo Pads, Strong Adhesive, 74 Sheets/pad
A ITEM DETAILS €
Vanpad Contrac no value
Taxable ¥
Vanpad-4
Commodity Code 645
Sup 134-2009676-5127252,1
Au
If your order is ready, click the blue Place Order button.
Requisition + 175971269
Summary H
General P Shipping P ) Billing

ama Plaaca nama vair rart PRI RS

Program Activity
§650 no value
(]
Unit Price Quantity Ext. Price ‘
14.99 Qty: 1EA 14.99 - [
Override
Ship To

Delivery Options
Bill To

Accounting Codes

Internal Note
Remove

Add to Favorites

Move to Another Cart

Add to Draft Cart or Pending PR/PO
Add to PO Revision

‘

Summary =

Your Requisition has now been submitted for approval. It will go through the budget check and route to your financial

manager for approval.

Your approved requisition will flow through Procurement and Banner will create an Encumbrance on your budget and

issue a PO number. Tigerbuy will then send the PO to Amazon electronically.

When you physically receive the items, you will need to Receipt them in the system (see Receipting instructions)

>

>



Should you need to make a Return, please see Return instructions.



How to - Tigerbuy Non-Catalog Order

Purchase information for a Non-catalog order can be from a quote, agreement, or vendor communication. The
Non-catalog process involves the Requester typing the purchase information into the form to fill a shopping cart.

Log into My Memphis & go to the Finance tab:

&« C @& myuofm.memphis.edu/web/home-community/finance % 0 B % &

i Apps G Google & NOAANationalWe.. @D J 101.9Radio Now [ StarWars Weekend.. @ @ Find a Sales and Us MBI Links Bookmarks @ » Other bookma

THE UNIVERSITY OF

N MEMPHIS

FINANCE

| myMemphis Student Student Pages ~ Home UofMOnline Employee Workflow
|

= umMail & iAM © Help ® Logout

Scroll down on the right-hand side to Tigerbuy and click on Tigerbuy (Production)

Tigerbuy

i Btigerhin

More information related to Tigerbuy can be found on the Tigerbuy Web site
erbu est
Vendor Performance Evaluation - For departments to leave feedback on vendors

Tigerbuy opens on the Home screen. Click on Go to: Non-Catalog item at the top or Shop / Shopping / Non-
Catalog item on the left menu.

Alv Search (Alt+Q) Q ooouso W 0 1@ 4 8

Shop (alt+P) By Keyword Search..

Shopping , GoTo
[ ‘Shopping Home.

My Carts and Orders

Advanced Search
Contracts Shopping Settings B
View Forms
Accounts
Payable Non-Catalog ftem .
Tigerbuy Specialty Forms v
Quick Order
48 suppliers
New Shopping Experience
sk Change Order Request Moving Services Vendor Payment
Itk Reporting Browse By o
Suppliers
ﬂ Administer
Categories
Contracts Hosted Catalog Suppliers >
2 s
Chemicals
Punch-out v

e Vendor Registration Form that can be filled out and emailed to

Procurement with required W-9 Form for manual entry: VENDOR . — , COWG m
REGISTRATION FORM Airgas e (4 J . Il

o All requests for changes with 2 registered vendor (name, dba, address)
must be submitted with current W-9 Form.

[PUNCHOUT VENDOR INFORMATION|
AIRGAS PUNCHOUT: Airgas Quick Reference Guide wrEoUsoN m

Fisher Scientic Part of
Thermo F.

DELL PUNCH-OUT:

« Dellis requiing all quote orders to have the Quote Number on the
Tigerbuy PO when issued. The Quote Number is entered in the “Note to
Supplier* field in the “External Notes and Attachments" section of your
requisition.



Add Non-Catalog Item X

Existing Supplier Type in your Vendor or use the Search

. / feature. A Vendor must be in the Tigerbuy

system to begin entry. (see end note)

Item v

Product Description * Catalog No. Quantity * Price Estimate Packaging

EA-Each v

Additional Details o

cturer Part No Product Flags

O @ Controlled substance

Type in your Item description and any other 0 & Recyeied
. . . . O
information needed to identify what you are # Hazardous materal
. D & Select Agent
purchasing. O
£ Toxin
D’ ner r
If you have Quotes or other documents to attach, D"‘E ergy Sta
use the Add Internal Attachments button. b oreen
Add Internal h v
Add Internal Attachments m Save And Add Another Close

Click Save to send your item to the Cart or Save and add another to send the item to the cart and add another
item. When entering information from a Vendor quote, each line item from the quote must be entered
separately. This is required for accurate shipment, receipt of goods, and payment for each item from quote.

When you are sent back to the Home screen, navigate to your cart to finalize your Requisition.

Allv Search (Alt+Q) Q 150.00USD W (VAL Oy

sink repair
Quantity: 1 View My Cart
Price: 150.00 USD

150.00 USD

3’(33 t

Your Tigerbuy Shopping cart now has all of your non-catalog items in it. You will have several chances to edit
your items and your order information. The cart is for keeping items or removing them. Details of the purchase
will happen in the Requisition stage.

You will want to give your cart a name, such as “new office” or “grant supplies” to help you and your approver
recognize it. This will assist your approver with approving your request via email.



Review your cart. You have the ability to act on the line items in your cart. Click the check box on the line(s)and
then click the blue pulldown arrow above the items section to see your options. You can work on them
individually or act on several lines at once. When everything is ready to go, click the blue Proceed to Checkout

button. That will move to the Requisition stage.

Shopping Cart + Shopping Cart

9 Items

Staples Contract and Commercial Inc - 9 Items - 187.65 USD

~ suppLIERDETAILS JEINIP PO Purchase/Change Orders 2 : 4575 Pleasant Hill Rd, Memphis, Tennessee 38118-7516 United States

Contract no value

Need to make changes? MODIFY ITEMS

PO Number

To Be Assigned

VIEW ITEMS  ltem(s) was retrieved on: 10/26/2023 10:37:51 AM

« Staples Remanufactured Black High Yield Ink Cartridge Replacement for Canon PG-240 XL (TR5206B001/ST5206B001)
« 8.5"x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton (324791)
« BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point, Black Ink, 60/Pack (GSM609-BLK)

Item

Staples Remanufactured Black High Yield Ink Cartridge

Replacement for Canon PG-240 XL (TR5206B001/ST5206B8001)

A~ ITEMDETAILS ©

ST52068001

1004266

8.5" x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton

(324791)

A~ ITEMDETALLS 9

CLOVER TECHNOLOGIES GROUP, LLC

Catalog No Size/Packaging
1004266 EA

Contiic

Taxable O

Commodity Code
324791 cT

Unit Price Quantity
13.01 1 EA
Internal Note Jackie
Q
39.32 4crT

Ext. Price

157.28

)

® - Proceed To Checkout
Summary el
Details v

Add to Favorites

Remove Selected Items

Remove All Items

Move to Another Cart

Add to Draft Cart or Pending PR/PO
Add to PO Revision

Change Commodity Code

You now have a Draft Requisition with an assigned Requisition number. All details are available for your review.
Any errors will be called out in the top right section. You can edit sections using the pencil or ellipses links top
right of each section. Documents can be attached in the Notes & Attachments section. *It is helpful to add an
internal note if a signature is / is not required on an attached document.

Requisition « 3689913
Summary Taxes/S&H Atta H
General P Shipping P Billing p
Cart Name Please name your cart! Ship To Bill To
Description no value Contact Name Procurement Serv University of Memphis
Phone +1 901-678-3775 Attn: Accounts Payable
Priority Normal Email kreece@memphis.edu 275 Administration Bldg
115 Admin Bldg Memphis, TN 38152-3370
Prepared by Kerri Reece 3720 Alumni Dr United States
Memphis, TN 38152-3370
Prepared for Kerri Reece United States
Credit Card Info .
Bill to
Delivery Options No credit card has been as
should be
Check that Billing Options
hio t accounting
you rsni p o ship Via Best Carrier-Best Way no valuel
|S COI"I"eCt Requested
no value
Delivery Date
Accounting Codes P
Chart Fund Organization Account Program Activity
u 110001 542000 no value 4650 no value
niversity of Me Undesignat Procurement S ©Required en Admin and 2
Internal Notes and Attachments &S External Notes and Attachments PR

Internal Note no value

Internal Attachments Add

Note to all Suppliers

no value

Add

Place Order

© correct these issues. v
You are unable to proceed until addressed

Required: Account

Total (150.00 USD) >

What's next for my order? >



Scroll down to check your FOAP allocations for the overall order. Use the pencil or ellipses buttons to edit this.
You can reallocate individual lines using the ellipses on each line.

Accounting Codes

Chart Fund Organization Account Program Activity
U 110001 542000 74500 4650 no value
1 ltem -d ~
A Parker & Sons Plumbing LLC - 1 Item - 150.00 USD O
A SUPPLIER DETAILS PO Purchase/Change Orders 6 : 3288 Winbrook Dr, Memphis, Tennessee 38116-3644 United States
C no value To Be Assigned
Add Override I
Ship To
Item Catalog No. Size/Packaging Uni Delivery Options ‘
Bill To
Sink repair EA 1 D
Credit Card Info
- Accounting Codes
A ITEMDETAILS & v
Internal Note
Contract no value nternal Note
nternal Attachments Remove
X
External Note Add to Favorites
Commodity Code no value Move to Another Cart N

Add to Draft Cart or Pending PR/PO >
Add to PO Revision

e

If you’ve set up Code Favorites in your profile, use the heart to access the list. Use the plus sign (+) to add
another list to split the entire order into multiple accounting codes. Save any changes.

Grant Program

Accounting Codes Procurement
Procurement compl
Account * Program * Activity ocurement complete

Chart* Fund * Organization *
Startup fund - Dr. X

Travel

Accounting Codes

Chart * Fund * Organization * Account * Program * Activity % of Price v
“ @ B @ B e N :|

© invlia cisuibution value
@ @ - * h @ @ :|

© Invalid distribution value

Split Total 0%
(0.00 USD)
© Percentage is not equal




If your order is ready, click the blue Place Order button. Under the button you can see the next step your order
will take. Scroll down to see the entire workflow.

Requisition * 3689743 o ® @ -

Summary Taxes/S&H PO Preview Comments Attachments Histo
General p Shipping & Billing &V
Total (83.78 USD)
Cart Name Please name your cart! Ship To Bill To
What's next for my order? >
Description no value Contact Name Procurement Serv University of Memphis
Phone +1 901-678-3775 Attn: Accounts Payable
Priority Normal Email kreece@memphis.edu 275 Administration Bldg
115 Admin Bldg Memphis, TN 38152-3370
Prepared by Kerri Reece 3720 Alumni Dr United States

Memphis, TN 38152-3370

Your Requisition has now been submitted for approval.

It will go through the budget check and route to your financial manager for approval.
Workflow ﬁ

JD Show skipped steps

o

Kerri Reece

Budget Auth
FOAPAL Approval 2
‘l’ Future
Create PO
\L Future
° Finish

You will now get a notification in the system, and an email if you have that set up:

@ Requisition 3689743 Submitted

Summary Options
Requisition numbe
Requisition number 3689743 2 Print
Requisition status Pending
Recent orders
Cart name Please name your cart!
Return to your home page
Requisition date 1/17/2023
Requisition total 83.78 USD

Number of line items 2



support@sciquest.com
Your Requisition has Bee... 1:24

CAUTION: This email originated from out..

Re: REQUISITION SUBMITTED FOR APPROVAL #: 3689743
Cart Name: Please name your cart!
Prepared by: Kerri Reece

Dear Kerri Reece,
Your requisition has been submitted to your organization's workflow process for review.

Please use "My Requisitions" to track the status of your requisition through the workflow
process. You can access this requisition directly by selecting the URL below.

View Requisition

If you have any questions with regard to your requisition, please contact your SelectSite
Support Team.

Support Team Contact Information: Accounts Payable @ 1-901-678-3826 or
accountspayable@memphis.edu For Procurement questions use the below information:
+1 901-678-2265 procurement@memphis.edu

Thank you,
University of Memphis

Your approved requisition will flow through Procurement and may stop for any signatures or additional
approvals needed. Banner will create an Encumbrance on your budget and issue a PO number. Tigerbuy will then
send the PO to the vendor.

When you physically receive the item or service, you will need to Receipt it in the system (see Receipting

instructions)

Should you need to make a Change once PO is issued, please see Change Order instructions.

*If your Vendor is not in the Tigerbuy system, they will need to register. Please see the Procurement Vendor
page https://www.memphis.edu/procurement/tigerbuy/vendor.php “Doing Business with UofM” for current
links & Instructions.




How to - Tigerbuy Receipting

Log into My Memphis & go to the Finance tab:

€ C & myuofm.memphis.edu/v

home-community/finance

G Google & NOAA National

@ 1 1019Radio Now [ St

MBI Links

THE UNIVERSITY OF

| MEMPHIS

FINANCE

| myMemphis Student Student Pages ~ Home UofMOnline Employee Workflow
|

& umMail & iAM © Help ® Logout

Scroll down on the right-hand side to Tigerbuy and click on Tigerbuy (Production)

Tigerbuy

V\Qr\{“. s l’ .
Production) @ ’[lger( W)

More information related to Tigerbuy can be found on the T

ormance Evaluation - For departments to |

ersity Suppliers List

Tigerbuy opens on the Home screen. Click on Orders / My Orders / My Purchase Orders on the left menu.

Alv Search (Alt+Q) soouss W O D 4 g

Orders Quick search

Search My Requisitions
My Purchase Orders

My Orders gerbuy Specialty Forms

My Invoices
Approvals
My Receipts
e Lot Maving Services
b 2265 or Ca es
bythe
of Memphis: Procurement Guidefine Hosted Catalog Suppliers >
< Tigerbuy training documents and generic video snippets, view this information
gerbuy Training Materials
Punch-out v
VENDOR INFORMATION
+ AVendor must be registered in Tigerbuy before you can begin a purchase requisiton.
+ Vendor Registration site: TIGERBUY VENDOR REGISTRATION .
. Ve hat can be filled out and emailed to Procurement with required Airgas
TION FOR S

55) must be submitted

31/2024

PUNCHOUT VENDOR INFORMATION
AIRGAS PUNCHOUT: 4

DELL PUNCH-OUT:
« Dellis requiring all quote orders to have the Quote Number
issued. The Quote Number is entered in the “Note to Supplier

ase inthe Dll Punch ot contac our IDT

He will insure U of M pricing is up

unt Manager, Corey Kinser,C.
to date with st price for 3 New Product.

msc == s caamazn

TIGERBUY PAYMENT INFORMATION

For specifics concerning Pay Status in a Tigerbuy purchase order: TIGERBUY PAYMENT
INFORMATION

BANNER INFORMATION
e System information related to index numbers, FOAPALS, authorized signatures,
queues can be accessed via the Finance Program Guide: FINANCE PROGRAM




This brings up a list of your Purchase Orders in progress. The left menu contains filters that can help you narrow
your search. Click on the PO number you want to receipt.

Orders » Search » Purchase Orders

= Search Purchase Orders Msaveas v  Apinfiters v  Beportal v
Quick Filters Created Date: Last 90 days v | Quick search Q @ | AddFilter v Clear Al Filters ?
Supplier > £+ 20 Per Page v
PO Status > B § .
PO Number ¥ | Ssupplier Created Date/Time @) PO Status Requisition Number PO Owner  Shipment Status ~ Matching Status Total Amount ¥
PO Owner >
P0280490 Staples Contract and Commercial Inc 1/14/2021 2:31:28PM | Completed | 3153431 Kerri Reece  Sent To Supplier  No Matches 34262 USD
Prepared By >
P0280439 Graybar Electric Co Inc 1/14/2021 2:30:11PM | Completed | 3153454 KerriReece  Sent To Supplier  No Matches 2,498.11 USD
Current Workflow Step > 9 g b P » PP v
Invoice Status > 3248303 W W Grainger Inc 1/14/2021 2:29:12PM [ Pending 3153434 Kerri Reece  No Shipments No Matches 96.13 USD
AP Status > P0280438 Staples Contract and Commercial Inc 1/14/2021 2:2627 PM | Completed | 31 KerriReece  Sent To Supplier  No Matches 149.43 USD
Commodity,Coce 2 Staples Contract and Commercial Inc 1/14/2021 2:23:42 PM | Pending Kerri Reece  No Shipments No Matches 3409 USD
Form Type >
P0280481 Staples Contract and Commercial Inc 12/3/2020 4:10:52PM | Completed | 3129961 Kerri Reece  Sent To Supplier  No Matches 7043 USD
Item Type >
Matching Status > 20 Per Page v
Participant >
PO Tvoe >

Your PO opens. Click on the ellipses on the right and choose Create Receipt.

Purchase Order + Staples Contract and Commer... * P0310460 Revision 0 0.00 - < [ko p‘l
Status  Summary  Revisions 1 Confirma 3 Hist
™, (@ -+ 6of9Resuts v < >
General Information Document Status N Add Comment
PO/Reference No. P0310460 A/P status Open Add Notes to History
Revision No 0 Workflow + Completed Cancel PO
Supplier Name ME Staples Contract and Commercial Inc L .
The system distributed the purchase order using the method(s) indicated below the Finalize Revision
Purchase Order Date 10/25/2022 last time it was distributed: view
Create Receipt
Total 229.22 CXML (Electronic P
hlegration) Create Credit Memo
t .
Create Invoice
1

Print Fax Version

Send Test PO

This will open the Create Receipt screen. Here you will choose which lines to work with and what kind of receipt
to create: cost or quantity.



The screen contains a list of your PO line items. It defaults to all lines checked.

e Toreceive all lines, leave the checks and choose your receipt type at the bottom.

e To receive partially, uncheck any lines you don’t want to receive or use the top check box to uncheck all
lines and only check the ones you need. Best practice is NOT to include 0 quantity lines on your return.
Then choose your receipt type at the bottom.

P0320928: Create Receipt

Item Net Qty Net Cost Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Type Received  Received

None - - Canon 240XL/241XL 752960 PK 56.20 1PK 56.20
Black and TriColor High
Yield Ink Cartridge,
2/Pack with 4x6 photo
paper (52068005)

Pilot G2 Retractable Gel 462337 Dz 11.91 2Dz 23.82 \/
Pens, Fine Point, Purple
Ink, Dozen (31029)

N
1

Z None

None 3 - Post-it Super Sticky 2095545 PK 24.48 3PK 73.44 \/
Notes, 3" x 3%, Supernova
Neons Collection, 70
Sheets/Pad, 24
Pads/Pack (654-
24SSMIA-CP)

4 None 2 - TRURED8.5'x11°Copy 24472187 cT 36.71 2¢T 73.42 Vv
Paper, 20 Ibs., 92
Brightness, 500
Sheets/Ream, 8
Reams/Carton
(TR59702)

Create Quantity Receipt Create Cost Receipt Cancel

When you click to create the receipt type you need, your receipt will come up with only the lines that were
checked.

You don’t need to enter anything on the top.

Receipt Name 2023-11-06 kreece 04 Carrie Other v
Receipt N To Be Assigned _
Rece e 6/202 =i}
Fle: e v
er Name Staples Contract And Commercial Inc A & Add

Received by Kerri Reece

Receipt Addre v

Contact Name Their name
Phone +1 901-678-2265
Email kreece@memphis.edu
115 Admin Bldg

3720 Alumni Dr

Memphis, TN 38152-3370
United States



Scroll down to the Line Details. Enter the quantity of each item that you are receiving. The Line Status defaults
to “Received”.

Quantity Receipt + 598178 =) Save Updates -

Summary ent Attachment Hist
PO - P0320928 &[] Summary -l
Line  item Catalog No. Quantity Status “
Details v
1 Canon 240XL/241XL Black and TriColor High Yield Ink 752960 1PK 1 Received v o W]
Cartridge, 2/Pack with 4x6 photo paper (52068005) Creation Date 11/6/2023 11:52:37 AM
A~ ITEMDETAILS € Source Manual
Contract No. - Previous Receipts Y00002150 ¥ Supplier Staples Contract and Commercial Inc
Y00002148 ¥
Line item Type - Received by Kerri Reece
Attachments Add
Total (56.20 USD) >
Related Documents v
Notes
Purchase Order: P0320928 -
V2
3 Post-it Super Sticky Notes, 3" x 3", Supernova Neons 2005545 3PK o Received v o W]
Collection, 70 Sheets/Pad, 24 Pads/Pack (654-24SSMIA-CP)

You still have the ability to remove the lines you aren’t receiving on this screen. Use the trash can on the line or
select multiple lines and use the trash can above to remove the lines from the receipt you are working on. (This
has no effect on the order or PO)

PO - P0320928 s []

Line Item Catalog No. Quantity Status

1 Canon 240XL/241XL Black and TriColor High Yield Ink 752960 1PK 1 Received v f i | ‘:]
Cartridge, 2/Pack with 4x6 photo paper (5206B005)

When all lines are correct, click Complete in the top right.

Quantity Receipt = 598178 B seveUpdates |m-

Summary ent: Atta ent: Hist

PO - P0320928 &[] Summary el

You will get a message that your Receipt has been created.

Receipt Created
Summary Next Steps
Receipt No Y00002154 = Create Qty Receipt
Created for the PO No(s) P0320928 = Create Cost Receipt

Now your PO lines show which lines are received and if there are any returns. Accounting will not pay any
invoice until the credit is received.



How to — Make a basic Staples return

Returns are always a three-part process:
1. Communicating with the vendor to initiate the return process and get information on receiving credit.
2. Internally processing a return receipt in Tigerbuy, ensuring the invoice and credit are processed
correctly.
3. Physically returning the item to the vendor if required.

From MyMemphis, go to the Finance tab and choose Tigerbuy Production

THE UNIVERSITY OF

N MEMPHIS

FINANCE

} myMemphis Student Student Pages ~ Home UofMOnline Employee Workflow
|

& um

Tigerbuy

09, o
S— O

More information related to Tigerbuy can be found on the Tigerbuy Web site.

Tigerbuy

st)

=]

Vendor Performance Evaluation - For departments to leave feedback on vendors

Diversity Suppliers List

This will bring you to the shopping home page. Click on the Staples Punch Out Catalog button.

Tigerbuy Specialty Forms e g

Change Order Request Vendor Payment

Moving Services

Used to Modify Purchase Carnous Moves Orders <$10K - EXCEPTION
Orders SITIPUS WIove Basis
Hosted Catalog Suppliers e D
Punch-out eV

3 J

TBR 110930 07/31/24 SWC# 034905 12/31/23 OMNIA R160901 03/31/2024

#5 FERGUSON
Fisher Scientic Part of Thermo m
E.
UofM RFP15304625 Crgets o st have ut NASPO ValuePoint #52634
quotes

~ IDT g msc

Orders >$10K must have Orders >$10K must have Orders >$10K must have

quotes quotes quotes

Sourcewell GPO Member ID 535



This brings up the Staples Catalog home page. Click on the person icon and choose Order History.

mM Staples Products Services Search

Messages (1

Account #: 1038101

Order History
Frequently Purchased

Quick Order

You will get a list of your previously shipped orders with pictures of the items you ordered. There are filters and
sort options to help find your order. Once you find the order you need, click the Return link on the order line.
Orders over 30-days are not return eligible. Contact customer service for issues with older orders.

PunchOut Cancel PunchOut

Business .
e Advantage Products v Services v

Search

Worklife v €3 Chat Deliver to: Memphis, TN
Order history & et
Know your order number? | 9 - 14 digit order # ‘ Go )
Filter by csotby ——m
Order date =2 All filters Date - Recent v
Submitted orders Viewing 1-12 of 12 orders
Order # % = Order date Total £, Return an item %
212018378 == 09/21/23 $262.47 g
= PDE receipt 3
Status ae i PO Ship to &
Delivered » P0325731 AD115
3 more
Order # Order date Total PDF receipt
209364062 — % .:. 06/02/23 $119.74
e S
Status B PO # Ship to
Delivered P0320558 AD115




The top portion of the screen contains your information. Make sure your contact information is correct,
especially your email. You can edit this if needed using the Edit link.

Click the box and enter the number of each item you are returning and click Select reason for return on each
line to indicate your reason for the return.

Enter the number of boxes you are packing the return in.

Click Submit Return when you are finished with the lines.

PunchOut

Business "
@ Alr‘jf/lamsage Products v Services v Search Q

Need
help

@

Submit return

Order #: 212018378

Item return information

Contact information:* Return pickup address:
JACKIE ROBINSON 3720 ALUMNI DR
901-678-3775 115 ADMIN BLDG

kreece@memphis.edu 115 ADMINISTRATION BLDG
/ MEMPHIS, TN 381523370
Edit contact Info

Number of boxes to be picked up:* 1
v
Please estimate how many boxes your items for return will be

Staples Remanufactured Black High Yield Ink Cartridge Replacement for Canon PG-240 XL
(TR5206B001/ST5206B001)

Item #: 1004266 | Model #: ST52068001 | CIN #: 1004266

(0 of 1 returned)

Return qty"
0 v |o] 1 item available for return | Select reason for return”

2024 AT-A-GLANCE DayMinder Premiere 8" x ¥4.75" Monthly Planner, Hardsided Cover, Black (G470H-00-24)
0 Item #: 24548779 | Model #: G470H0024 | CIN #; 26548779

(0 of 2 returned)

If at any time you’d like to
Exit without saving
anything, use the blue
Cancel Punchout button in
the top right corner.

Select a reason for return

Reason for return (required)

O Ordered wrong item

(O Damaged

(O Manufacturer's defect
(O Received duplicate

(O Not as advertised

(O Product received too late
O Dissatisfied with item

(O Changed my mind

(O Wrong item received

Cancel Continue



You will get a screen showing your return is in progress and that you will be getting an email.

Staples Products Services Search

R ® v

Worklife v (3 Chat

My Orders » Order# 190377726 »

Your return is being processed

Your return i being processed and will be reflected on your order details shortly. You will receive an email detailing your return and refund information at kreece@memphis.edu

Return information

Return order#: 190377726

Order date: March 17, 2021

Name: KERRI REECE

Phone#: 901-678-3775

Number of boxes to be picked up: 1

Duracell Coppertop Alkaline AAA Battery, 36/Pack (MN24P36) Damaged $21 40
Item: : 041302 | Model: MN24P36 | CIN: 041302 *

QTY:1 Refund details

Estimated refund total (pre-tax): $21.40

You will then receive a Return Order Confirmation email. This will contain your return instructions and refund
information. You may be directed to return the item or dispose of it.

Your return order #190377726 is Confirmed

K
° Staples <orders@staplesadvantage.com> © Reply © Reply Al 7 Forwerd ORDER INFORMATION

To Kerri Reece (kreece) Fri 3/26,

. . Return Order Date: March 26, 2021
Return Order Confirmation Order#: 190377726

Customer ID: 1038101

Dear Null Null
We have received your retur request
PAYMENT INFORMATION REFUND INFORMATION
Shipping: FREE
You do not need to return your items to us. PLEASE FEEL FREE TO: Credit will be applied to your account Tax Refund: $0.00
1. KEEP the products and use at your discretion or Total Refund $21.40

2. DONATE the products to a worthy cause or
3. DISCARD the products, if recyclable please dispose of correctly.
You will receive another email when we have issued your credit.

Thank you for choosing Staples,
Staples Customer Service

Items being returned

Duracell Coppertop Alkaline AAA 1@ $21.40 each  $21.40
Battery, 36/Pack (MN24P36) $21.40
E Iltem: 041302 | Model: MN24P36

On contract

Now you need to Process the return Receipt in Tigerbuy

Click on Orders / My Orders / My Purchase Orders on the left menu.

Orders

Search My Requisitions
Purchase Orders
My Orders B
My Invoices
Approvals
My Receipts.

My Procurement Requests

University of Memphis: Procur
aining documents and generic video snippets, view this informatior
2t Tigerbuy Training Materials

VENDOR INFORMATION

« AVendor must be registered in Tigerbuy before you can begin a purchase requisition.

« Vendor Registration site: TIGERBUY VENDOR REGISTRATION

« Vendor Registration Form that can be filled out and emailed to Procurement with requin



This brings up a list of your Purchase Orders in progress. The left menu contains filters that can help you narrow
your search. Click on the PO number you want to return receipt.

Orders » Search » Purchase Orders

= Search Purchase Orders

Quick Filters My Searche:

Supplier

PO Status

PO Owner

Prepared By

Current Workflow Step
Invoice Status

AP Status

Commodity Code
Form Type

Item Type

Matching Status

Created Date: Last 90 days ~

490 Staples Contract and Commercial Inc
Graybar Electric Co Inc

W W Grainger Inc

Staples Contract and Commercial Inc
Staples Contract and Commercial Inc

Staples Contract and Commercial Inc

b &
>
«+  PONumber ¥ Supplier
>
P0280.
>
P0280489
) 0-
> we 3248303
> we P0280488
4 we 3248300
>
we P0280481
>
>

Bl saveas v  Apinfiters v S exportAl v

Q @  AddFilter v Clear All Filters ?

Created Date/Time ° PO Status Regquisition Number
1/14/2021 2:31:228 PM | Completed 3153481

1/14/2021 2:30:11PM | Completed | 3153454

1/14/2021 2:20:12PM ([ Pending
1/14/2021 2:26:27PM | Completed = 3137281

1/14/2021 2:23:42 PM | Pending

12/3/2020 4:10:52PM | Completed | 3129961

Your PO opens. Click on the ellipses on the right and choose Create Receipt.

Purchase Order -+ Staples Contract and Commer... + P0310460 Revision 0

Status

General Information

PO/Reference No.

Revision No.

Supplier Name

Purchase Order Date

Total

P0310460

0

MY Staples Contract and Commercial Inc

10/25/2022

229.22

Document Status

A/P status Open

Workflow

The system distributed the purchase order using the method(s) indicated below the
last time it was distributed: view

cXML (Electronic
Integration)

no value

#* 20 Per Page v

PO Owner  Shipment Status ~ Matching Status Total Amount ¥
Kerri Reece  Sent To Supplier ~ No Matches 342,62 USD
Kerri Reece  Sent To Supplier ~ No Matches 2,498.11 USD
Kerri Reece  No Shipments No Matches 96.13 USD
Kerri Reece  Sent To Supplier ~ No Matches 14943 USD
Kerri Reece  No Shipments No Matches 34,09 USD
Kerri Reece  Sent To Supplier ~ No Matches 7043 USD

20 Per Page v

0D Op

0.00 -

6 of 9 Results ¥ < >

Add Comment
Add Notes to History
Cancel PO

Finalize Revision

Create Receipt

Create Credit Memo
Create Invoice
Print Fax Version

Send Test PO

This will open the Create Receipt screen. Here you will choose which lines to work with.



The screen contains a list of your PO line items. It defaults to all lines checked.

To return all lines, leave the checks and choose your receipt type at the bottom.

To return some lines, uncheck any lines you don’t want to return or use the top check box to uncheck all
lines and only check the ones you need. Best practice is NOT to include 0 quantity lines on your return.
Then click Create quantity receipt.

P0320928: Create Receipt

Item Net Qty Net Cost Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Type Received  Received

None - - Canon 240XL/241XL 752960 PK 56.20 1PK 56.20
Black and TriColor High
Yield Ink Cartridge,
2/Pack with 4x6 photo
paper (52068005)

Pilot G2 Retractable Gel 462337 Dz 11.91 2Dz 23.82 \/
Pens, Fine Point, Purple
Ink, Dozen (31029)

N
1

None

None 3 - Post-it Super Sticky 2095545 PK 24.48 3PK 73.44 \/
Notes, 3" x 3%, Supernova
Neons Collection, 70
Sheets/Pad, 24
Pads/Pack (654-
24SSMIA-CP)

None 2 - TRURED8.5'x11°Copy 24472187 cT 36.71 2¢T 73.42 Vv
Paper, 20 Ibs., 92
Brightness, 500
Sheets/Ream, 8
Reams/Carton
(TR59702)

Create Quantity Receipt Create ! aceipt Cancel

When you click Create quantity receipt, your return receipt will come up with only the lines that were checked.

You don’t need to enter anything on the top.

ame Staples Contract And Commercial inc

ame 2023-11-06 kreece 04 Carriel Other L

To Be Assigned

Kerri Reece

ess v

Contact Name Their name
Phone +1 901-678-2265
Email kreece@memphis.edu
115 Admin Bldg

3720 Alumni Dr

Memphis, TN 38152-3370
United States



How to - Create a Change Order Request

Overall process:
Requester submits the Requisition containing the Change Order Request form.

System checks budget for available funding.

Organization Approver approves the requisition.

Procurement reviews Change Order Request form for purchase order number and change requested.
Procurement opens purchase order in both Tigerbuy and Banner to verify eligibility for processing.
Procurement applies change(s) in both Tigerbuy and Banner as needed.

Procurement Approves the Change Order requisition.

Process is complete.

NV kWM

The Change Order Request form is located under Tigerbuy Specialty Forms on the Tigerbuy Home / Shopping Page.

Alv Search (Alt+Q) Q ooousp W O @D s g

Home
Shop Simple A to: Non-Catalog Item | Favorites | Form sh Quick Ordel B e: Suppliers | Categorie Chemicals
Contracts

Accounts
Payable

Welcome to Tigerbuy, the online marketplace for eProcurement at * - Tigerbuy Specialty Forms Y

Suppliers the University of Memphis. For questions, contact Procurement &

Contract Services by calling 2265 or emailing iR OudE Bt i i Ve i

Iil Reporting o Guidelines are provided for users to view the criteria and process for Qrders
purchases by the University of Memphis: Procurement Guideline

o To access Tigerbuy training documents and generic video snippets, view
this information at: Tigerbuy Training Materials

0 Hosted Catalog Suppliers
S o A Vendor must be registered in Tigerbuy before you can begin a purchase
requisition. Pkt G
o Vendor Reg site: TIGERBUY VENDOR REGISTRATION
Vendor Registration Form that can be filled out and emailed to
Procurement with required W-9 Form for manual entry: VENDOR _
REGISTRATION FORM Airgas

o All reauests for chanaes with a reqistered vendor (name dha address)

@Y Administer

|
.
-
§
i

Things we can’t change after the PO is issued:

FOAP (accounting code) changes
Accounting codes cannot be revised once the purchase order is issued.

Options for FOAP (accounting codes) changes:
e Do a transfer voucher through accounting after the Tigerbuy purchase has been received and paid to correct the
budget issue.
e The PO with incorrect information can be cancelled with a change order and a new PO issued with correct
information through a new requisition. If this is done, it is highly recommended you communicate with the
Vendor that the PO cancel / reissue is coming.

Purchase order with incorrect vendor

A Vendor cannot be revised on a Purchase Order that has been issued. A PO is a legal UOM document sent to the
Vendor. Incorrect Vendor PO must be cancelled with a change order and a new PO issued to correct Vendor through a
new requisition.

Punchout line items

Punchout / Catalog orders are transmitted electronically, so we can’t change or cancel items or orders. Any corrections
would need to happen through returns. We can close out punch out lines that are rejected or backordered by the
vendor once the order is complete.



Form + Change Order Request O & ... Close .

Supplier Info

Existing Supplier

Type in your Vendor or use the Search
Enter Supplier * Select Supplier Q
feature.
General Info %]
Non-Configurable Fields
Use this form if you want to modify an existing Purchase Order (i.e increase/decrease funds, cancel a PO, d an existing ag , etc.) Attach supporting documentation, if
General Info Instructions -
Y. Re the Number on all documents related/attached to this Change Order Request
All attachments and notes can be added in cart review.
Form Type *
% Change Order Request Please close balance on POxxxx.

Invoicing is complete.

Catalog No. * N/A

Product Description * Il h d . .
‘ Tell us what you nee - Please increase Line 1 to
us to do.

$150.00
254 characters remain expand | clear Please cancel Line 3. Lead time

Quantiy* ) too long.
Packaging ‘ EA-Each The system will check the budget for any amounts put here. Use S0 if

canceling or closing. If increasing, only put the amount of the increase.
Estimated Price * 0.00
Configurable Fields
Manufacturer Name
efactunr e ‘ Please enter the P and zero before the six-digit number. It helps in the

processing. POXxXxxxx

Purchase Order # *

Total 0.00 USD

Use the Catalog #, Quantity, Packaging, Manufacturer Name, and Manufacturer Part # fields if needed to convey
information to the vendor.

Only one Purchase Order number is allowed in a Change Order Request Requisition. Requisitions containing a Change
Order Request form cannot contain other forms or lines of purchase.

When you are ready click Add & Go to Cart to send this item to your cart and go work with it. If you need to add multiple
lines, use the pulldown to see other options, such as Add to Cart and then use Add & Go to Cart on your last line. It will
be possible to add more lines from the cart as well.




Review your cart. You have the ability to take action on the line items in your cart. Click the ellipses (...) on the line to see
your options. This might be needed to remove a duplicate or if you've accidentally combined a change order with a
shopping cart. Click the selection squares on the far right to act on several lines at once.

If you need to change the Item description, click on the text and the form will open back up for editing. Make your
change and then save it and close to come back to the cart. (the text cuts off in the cart to save space)

Please name your cart. This helps us sort change orders when processing and speeds up the process. Generally, “Close /
Cancel / Increase / Decrease” and the PO number are what we need. This also provides clarity for your approver when it

comes to them in an email.

When everything is ready to go, click the blue Proceed to Checkout button. That will move to the Requisition stage.

Shopping Cart + Shopping Cart

Simple Advanced

Cart Name

Priority Normal

1 ltem

Test Vendor - 1 Item - 0.00 USD

A SUPPLIER DETAILS PO Purchase/Change Orders 1 : 5050 Poplar Ave, Memphis, Tennessee 38157-0101 United States

no value PO Number To Be Assigned
Item Catalog No. Size/Packaging
[7 Please tell us what to do. Don't assume we know whz N/A EA

A ITEMDETAILS L5

Unit Price

0.00

Ext. Price

0.00

= ® = Proceed To Checkout
Details v
Kerri Reece
Total (0.00 USD) >

Remove

Add to Favorites

Move to Another Cart >
Add to Draft Cart or Pending PR/PO >
Add to PO Revision

Attachments can be added to the Requisition if needed. Procurement will add the attachments to the purchase order if
needed. If your change order request is ready, click the Place Order button to submit it.

Requisition « 3690061

Summary axe H PO Previe ent Attar

~TACTCOUMNg voues & v
Chart Fund Organization Account Program Activity
U 110001 542000 74500 4650 no value
Internal Notes and Attachments &S External Notes and Attachments &S v

no value

Add

no value

no value

no value

Buyer Name no value

PO Clauses

= o = @ Place Order

Total (0.00 USD)

What's next for my order? >



How to - Tigerbuy Reporting

Log into My Memphis & go to the Finance tab:

&

THE UNIVERSITY OF

| MEMPHIS

FINANCE

| myMemphis Student Student Pages ~ Home UofMOnline Employee Workflow
|

& umMail & iAM © Help ® Logout

Scroll down on the right-hand side to Tigerbuy and click on Tigerbuy (Production)

Tigerbuy

——

feedback on vendors

Tigerbuy opens on the Home screen. Click on Orders Search / Purchase Orders on the left menu.

»

Orders » Search » Purchase Orders
- = Search Purchase Orders
Orders Quick search
Search » AllOrders
My Orders Requisitions

Purchase Orders
Approvals

Procurement Requests

Invoices

Receipts




Click on My Searches on the left side of the screen.

Orders » Search » Purchase Orders

Quick Filters My Searches

1y S

Vianage Searches

Add New ¥

= Search Purchase Orders
Expand All

4« Personal

Analysis

Manage Searches

I Demo reports

My Purchase Orders

My Recent Approvals

Favorite Searches

4 Shared

My Folder

Shared Saved Queries

Collapse All

Click on Manage Searches. Click on Shared Saved Queries.

You should see several shared reports that you can start with. Some need you to choose your organization and
some default to the current user. The information in the parentheses tells you which one the report is. Click the

Add Shortcut button on any reports you want to add to your saved folder.

Add New ¥

Expand All Collapse All
4 Personal
Analysis
Demo reports
4 Shared

My Folder

Shared Saved Queries

© Success

Shared Saved Queries

Saved Shared Document Searches migrated from History

1-10 of 10 Results

Active Requestors
Type: Users

Active Users
Type: Users

Pending PO Review (errors)
Type: Purchase Order

Pending Requisition Review
Type: Requisition

PO list with Receipt & Paid Status (change Org)

Pulls 6 months of POs and displays Receipts status and invoice paid status. Change the Org to the

Org(s) you manage
Type: Purchase Order

PO list with Receipt & Paid status (current user)

Pulls 6 months of POs belonging to the current user and displays Receipt status and Invoice paid

status
Type: Purchase Order

PO List with Receipt Status (change Org)
Pulls 6 months of POs and displays Receipt status
Type: Purchase Order

POs that need Receiving

Pulls 6 months of POs belonging to the current user that need receiving

Type: Purchase Order

POs with AP status + (change Org)
Type: Purchase Order

Shortcut was added to the My Searches in

Users search

Actions for Selected Favorites ¥

20 Per Page =

(

Remove Shortcut || Export ﬂ O

Edit | Move | Copy | Delete

@ C

Edit | Move | Copy | Delete

Remove Shortcut || Export a O

Edit | Move | Copy | Delete

Remove Shortcut || Export a C

Edit | Move | Copy | Delete

Remove Shortcut || Export a O

Edit | Move | Copy | Delete

Remove Shortcut || Export a O

Edit | Move | Copy | Delete

Remove Shortcut || Export a O

Edit | Move | Copy | Delete

Remove Shortcut || Export a O

Edit | Move | Copy | Delete

Remove Shortcut || Export a O

Edit | Move | Copy | Delete



Once you have the report shortcuts pulled into your searches, you can run them by clicking on them. To make
changes to the filters in place, use the pulldown arrow and make changes. To change the Org, uncheck the one
at the top, type in the Org you need, and click Apply.

Orders » Search » Purchase Orders
= PO List with Receipt Status (change Org)
Quick Filters My Searches Cre Date: Last 1 v |Qu
i *Organization: Is Equal To:54 X
Supplier v
v B -
Amazon Capital Services Inc (2 ) Equal T0:542000 - Procurement and C...
Staples Contract and Commercial Inc @ @® Is Equal To O Starts With O Is Between
© Show More
+ n
PO Status v
Search for Values... Q
Completed (4] Any Value +
PO Owner v No Value/Blank +
Ine
Reece, Kerr ©
Prepared By v
VT AT’

You can then change the filters and columns as needed using the pulldown menus.

e Add filters using the Add Filter pulldown £ Exportal
<= Export Selacted Rows
e Remove individual filters by clicking the X ’
e Add and rearrange columns by clicking on the gear 2 Show Printatie Results
e Use Save As to save a new search / report to your Personal folder 2 anace SemchExcons
e Use Export All to export to Excel 5| ¢ Manage Scheduled Exports
thange Org)

Created Date: Last 180 days v | Quick

Ql Add Filter v Clear All Filters I

*Organization: Is Equal To:542

1-6 of 6 Results n 20 Per Page v

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply 1o the lifetime of the current search
unless the search is saved. Columns marked with an * are custom defined data elements

Type to Filter Available Columns [ Pin Columns as my defaults

O Account * PO Number + 4
The check boxes allow you to add or remove oo R o
columns from the list on the left. The selected 0 s s Reauistion Number res
columns are listed on the right. They can be [ mertenens R tE

[ Approval Steps Shipment Status + 4+ T
rearranged by grabbing them and dragging O simo FrEE— T
and dropping them or using the arrows. Click ] Siscame ol amout tee
Apply to save your changes. S m: (

[ Commodity Code

[ Completed Date

Created Date/Time
[ Current Workflow Step
[J Event Award Date *
[ Event Close Date *

[ Event Issue Date *




When exporting, you will need to name your report in the Title space, then choose the type. Screen Layout gives
you the PO header information that you see on the screen. Transaction Export will give you all line items on the
PO. Click Submit.

Export Purchase Orders

Export Request Options  (Step 7 of 1)

Screen Layout v
— Screen Layout
Full Export © Success
Transaction Export S fully created the export request. You
User Defined Template the status and retrieve the file at

You will get a Success message with a link to your report. When it is completed, you will see the title of your
report as a clickable download link. You may have to refresh the screen a few times depending on the size of
your report.

Manage Exports ?

Export Requests

Status Search Type Export Output Created Completed Available Until Details Actions

Completed Purchase Order Screen Layout (Excel) 11/6/2023 3:20:10PM 11/6/2023 32012 PM 11/13/2023 Total Records: 4 Delete

You can run reports for Purchase Orders, Requisitions, Invoices, and Receipts. You can create your own using
any search and adding filters to the resulting list. You can save your created reports using the Save As button.
Name your report and save it in your Personal folder. You can add new subfolders by using the Add New
pulldown. Click Save.

Step 1: Details

|| ) ame ¥ Name your rep

2 Add Description

Step 2: Select Folder Destination




Determine Need for a
Product or Service

Is purchase
less than
$5,000?

Yes

Are there
Terms &
Conditions or
Contract?

No

Consider P Card if
allowable expense or
create
Tigerbuy Requisition

Is purchase
less than
$10,000?

Yes

Department
solicits
one Quote

Department creates
Purchase
Requisition
& attaches Quote

Y

Is purchase
less than
$50,000?

Does a Qualifying
Contract exist?

Purchase decision tree

Yes

Yes

Quote Specific to Dept.
Requirements

Obtain

Qualify for
Sole Source?

Yes

Complete
Justification for Sole
Source Form and get

Sole Source statement
from vendor

No (Bid threshold)

Department solicits
three informal Quotes

Does a Qualified
Contract exist?
BR, State, Co-op, GS

Yes

Qualify for

Sole Source?

Yes

Obtain
Quote Specific to Dept.
Requirements **

Complete
Justification for Sole
Source Form and get

Sole Source statement
from vendor **

Procurement works with
Department to create Scope of
Work, Specifications, Bid
Supplier Purchase Requisition,
and RFP or RFQ Form

l—RFP

RFP or RFQ?

RFQT

Are there
Terms &
Conditions or
Contract? Yes
Department provides
Contract / Agreement
|  Routing Form and
documents to be
signed
A
No Procurement / Legal
negotiates with
Vendor for final
Contract / Agreement
Procurement
reviews &

processes purchase

Department creates
Purchase Requisition &
attaches Contract
or Quotes
or Sole Source documents

Award to
lowest bidder that
meets specifications

Are there

Terms &
Conditions or
Contract?

éﬁz

RFP
Request for Proposal
of Solution or Service

RFQ
Request for Quote
Competitive Cost

:

I

Procurement
reviews &
Issues Invitation to Bid

Procurement
reviews &
Issues Invitation to Bid

:

:

Evaluation Committee
selects Vendor based
on Technical, Cost,
Qualifications, &
Experience Scoring

Low Bidder awarded
after department
review & approval

I

I

Procurement
awards Contract/
Purchase **

Procurement
awards Contract/
Purchase **

** Purchase greater than $250,000 requires President’s review and approval

**Fiscal Review Committee approval required when all three conditions are met:
1) Purchase greater than $250,000

2) Sole source

3) Contract term greater than 1 year

See Policy BF4007 Procurement & Contract Services.




How to - Tigerbuy Profile Setup
There are a few items in your Profile that must be set up, and a few others you may want to set up.

Log into My Memphis & go to the Finance tab:

&« C @ myuofm.memphis.edu/web/home-community/finance ¥ 0 B N® &

0o se

G Google & NOAA National We.. @9 J 101.9 Radio @ & FindaSales and Us. MBI Links ¥ Bookmarks @ » Other bookma

THE UNIVERSITY OF

] MEMPHIS

FINANCE

} myMemphis Student Student Pages ~ Home UofMOnline Employee Workflow
|

= umMail & iAM © Help ® Logout

Scroll down on the right-hand side to Tigerbuy and click on Tigerbuy (Production)

Tigerbuy

0. .
v 'O LIEETDLLY

More information related to Tigerbuy can be found on the

igerbuy W\

Vendor Performance Evaluation - For departments to leave feedback on vendors

Diversity Suppliers List

Tigerbuy opens on the Home screen. Click on the Person icon and choose View My Profile

Search (Alt+Q) Q 0.00USD W QO |w AL
S0 1 Snopsing b Shopping Home

Shop [Everything M Kerri Reece

Orders e
Go to:

Contracts View My Profile |

~ Tigerbuy Specialty Forms
recounts MESSAGF BOARD | Dashboards
Payable Welcome to Tigerbuy, the online marketplace for eProcurement

Change Order Request

If there are any questions, contact
Procurement & Contract Sef calling 2265 or emailing 0
procurement@memphis.edu.

Manage Searches

Suppliers

Manage Search Exports
Guidelines are provided for users in the following link to view the v Hosted Catalog Suppliers

ia and process for purchases by the University of Memphis.

Vil Procurement Processes includes information related to using
rbuy eProcurement System to create, approve, query, track,
requisitions and purchase orders: Procurement

Reporting

o Set My Home Page
Administer Ordes

cess Tigerbuy training documents and genersl video snippets, ————————! My Pending Requisitions
view this information at: Tigerbuy Training Materials

Setup

~ Punch-out

/ their personal profile information My Recently Completed Requisitions

Al Tigerbuy Users need to
before starting. Note, Requi

ions will be returned to the Airgas

Requester if a Contact Phone Number is not set up in their

Profile.

VENDOR INFORMATION
A Vendor has to be registered in Tigerbuy before you can begin a Fishe
purchase requisition. o
The following link will take you to Tigerbuy's online Vendor

Registration site: TIGERBUY VENDOR REGISTRATION

My Recently Completed Purchase Orders 0
J

For Vendors who prefer not to go through the online registration

process, the following link takes you to the Vendor Registration Form

that can be filled out and emailed to Procurement with required W-9 o
Form for manual entry: VENDOR REGISTRATION FORM

vwRe S

All requests for changes with 2 registered vendor (name, dba, address)
must be submitted with current W-9 Form.

Screen opens on User Profile and Preferences



User’s Name, Phone Number, Email, etc. (Required):

My Profile b User's Name, Phone Number, Email, etc

Kerri Reece User's Name, Phone Number, Email, etc. ?
UserName krzece First Name Keri You must enter a phone number. The
Last Name resce number is entered with 10 digits, no

User Profile and Preferences

Phone Number 1 o01-678-2775 - dashes (9016782265). Save Changes

Language, Time Zone and Display Settings Intemational phone numbers must begin with + and the number pOpu|ates W|th +1
Early Access Participation Mobile Phone Number
. _ o and dashes added (+1 901-678-2265).
uided Tour Instructions Intemational phone numbers must begin with +
Update Security Settings E-mail Add -+ L i .
Defaut User Settnos manaceEes reece@menphis.dy = Requisitions will not process in
User Roles and Access Authentiestion Metod Netid v Tigerbuy if a phone number is not set
Ordering and Approval Settings P . Wreece . , .
bermicsion Settinos ser Nerme up in the Requester’s profile.

Notification Preferences

User Histary * Required ‘ Save Changes

Administrative Tasks

Language, time zone and Display (Required):

My Profile b Language, Time Zone and Display Settings

Kerri Reece Language, Time Zone and Display Settings ?

User Name  kreece
Select a Language

English v
User Profile and Preferences country United States v . .
. . Complete first 4 selections for
User's Name, Phone Number, Email, etc. Currency Uso -

language, country, currency,

Early Access Participation Time Zone CDT/CST - Central Standard Tim v .
and time zone.

Guided Tour Instructions

Color Theme I
Update Security Settings
Default User Settings Preferred email format HTML -
User Roles and Access

Access Training Content Configuration QO Yes @No
Ordering and Approval Settings
Permission Settings Home Page @ Default (O Override Shopping Heme
Notification Preferences
User History Accessibility
Administrative Tasks Enable Accessibility Mode O Yes @ No

Help on mouse over "

Enable Limited Animation O Yes @ No

- Save Changes




Default User Settings / Default Addresses (Required)

Shipping Addresses are official UOM buildings.

Ship To Tab - Click Select Addresses for Profile.

My Profile » Default Addresses

Kerri Reece Default Addresses

User Name  kreece Ship To | gill To
?
cor Profil Brefarences Selec feedt Select Addresses for Profile
User Profile and Preferences

u urity Settings Shipping Addresses
AD147

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Ordering a oval Settings

Permissi

Under Address Search enter the building abbreviation (campus maps) you are searching for and click Search.
Find your room number and click in the circle to select line.

Default Addresses

Ship To  gill To

Select an adl

i

Shipping Addresses Address Search
AD147
Nickname / Address  |AD
Text
Results Per Page 10 v
Addresses Found: 56 1 P::ge of 6 |k

Address

Contact Name Information Technology
Department

Phone +1 901-678-3775

Email kreece@memphis.edu

100 Administration Bldg

3720 Alumni Dr

Memphis, TN 38152-3370

United States

Contact Name Information Technology
ADT0S Department

Phone +1 901-678-3775

Email kreece@memphis.edu



The shipping address (as it will appear when you create requisitions) will populate this area. Select Default box
and Save. Your address will move to your profile box on left. Addresses are 2 lines: Line 1-Building and Room
Number; Line 2-Street Address. If you do not find your room number, contact Procurement.

Default Addresses

Ship Te | &ill To
?

Select an address to edit Select Addresses for Profile

Shipping Addresses Edit Selected Address ?
AD147 Nickname AD147
Default
Current Default AD14T
Address
ADDRESS
Contact Name * Procurement Services
Phone +1901-678-3775
Email * kreece@memphis.adu
Address Line 1 147 Administration Bldg
Address Line 2 3720 Alumni Dr
City hMemphis
State TN
Zip Code 38152-3370
Country United States

_—)

Bill To Tab — Click Select Addresses for Profile.

Click the arrow in the box beside Select Address Template. Select Memphis Billto. The Accounts Payable
address will populate this area. Save it to move to profile box.

Default Addresses

© No addresses defined in profile. ‘ Default Addresses
ship To | Bill To Ship To | Bill To
! ?
= Select Addresses for Profile ress to edit Select Addresses for Profile
€ No addresses defined in . i}
profile. Billing Addresses Edit Selected Address 7
M his Billt Nickname Memphis Billto
Billing Addresses Edit Selected Address ? empiis B o
- Default
Nickname Memphis Billta -
Current Default Memphis Billto
Default
Address

Current Default

Address ADDRESS
ADDRESS Contact Line 1 University of Memphis
Contact Line 1 University of Memphis Contact Line 2 Attn: Accounts Payable
Contact Line 2 Attn: Accounts Payable Address Line 1 275 Administration Bldg
Address Line 1 275 Administration Bldg City Memphis
City rMemphis State TH
State TN Zip Code 38152-3370
Zip Code 38152-3370 Country United States

Country United States ' m



Default User Settings / Custom Field and Accounting Code Defaults (Required):

By setting up defaults, your requisition documents will populate with the required accounting information
needed for a purchase. Please note Index numbers cannot be used in Tigerbuy. The Accounting Codes or FOAP
for an Index number must be entered in the Tigerbuy requisition.

Select “Codes” tab to set up Profile Values information and defaults.

The Codes screen will show accounting codes (values) in the Default Value column after User sets up. You can
set up values for Chart, and FOAP (Fund, Organization, Activity, Program) and Account.

My Profile » Custom Field and Accounting Code Defaults
Kerri Reece Custom Field and Accounting Code Defaults ?
User Name kreece Header (intode Favorites | Internal Information
?
Custom Field Name Default Value Description Edit Values
Account 74500 Supplies m
ault User Setting Activity Mo Default Value m
Chart 0] University of Memphis E _
Default Addresses Fund 110001 Undesignated E and G m
Cart Assignees Organization 542000 Procurement and Contract Services m
Payment Options Program 4650 Gen Admin and Logistical Services m

Begin each line by clicking “Edit” to open the Value Creation screen. In this screen your profile code values set
up will be shown on the left side. Selection is on the right side. Chart is set up first and only has one selection
for the University.

Custom Field and Accounting Code Defaults

Header (int) | Codes Code Favorites | Internal Information

Custom Field Name Default Value Description Edit Values Click Edit then Create New Value.
Chart u University of Memphis )
 catvanes o Select the .U Value by checking the box
— shown. Click Add Values and your

Create New Value _

selection moves to profile box. Click on

Edit Existing Value ? . . .
Value Description | the U Value, information populates, click
- " Value u . .
Ly - — : Default box and Save. This Chart value is
Memphis Description  |University of Memphis
Detault set up and defaulted.
Status active .
Click Close to go back to the Codes
Ex
* Custom Field Values marked screen.

with an asterisk are role-based
values. Users can only modify
the Default status of these
Custom Field Values,




Fund is the next selection.

Custom Field and Accounting Code Defaults

Header (int) | Codes  Code Favorites | Intemal Information

?

Custom Field Name  Default Value Description Edit Values

Account 74500

Supplies m
Activity No Default Value m
Chart u University of Memphis m
Fund 110001 Undesignated E and G m -
Organization 542000 Procurement Services m
Program 4650 Gen Admin and Logistical Services m

Custom Field and Accounting Code Defaults

Header (int) Codes | Code Favorites | Internal Information
?

Custom Field Name Default Value

Description Edit Values
Fund 110001 Undesignated E and G Edit
/ Edit Values m
Search For Value ?
Value  Description Field Name Fund
110001 Undesignated val
Eand G Al
Description | Procurement
- Results Per
Page
.
* Custom Field Values
marked with an asterisk are
role-based values, Users can
only madify the Default
status of these Custom Field
Values.
Custom Field and Accounting Code Defaults
Header (int.) Codes | Code Favorites | Internal Information
B
Custom Field Name Default Value Description Edit Values

Fund 110001 Undesignated E and G

/7 Edit Values m
Create New Value

Results
val
o falues

Value Description Found |4 Page 1of1(>| 2

110001 Undesignated E and G
5 v

Select  Value
=]
Procurement and

E 127545 Contract Services

* Custom Field Values marked with an
asterisk are role-based values. Users c- i
only madify the Default status of these

Custom Field values,

Description

Custom Field and Accounting Code Defaults

Header (int.) | Codes | Code Favorites | Internal Information

2

Custom Field Name Default Value

Description Edit Values
Fund 110001 Undesignated E and G Edit
/" Edit Values m
Edit Existing Value ?

Value  Description

Vel 110001
TRy —T aue
and G Description esign.

Default

- Status active

[ save [ Remove |
* Custom Field Values mark
with an asterisk are role-bas:
values. Users can only modify
the Default status of these
Custom Field velues,

Click Edit then Create New Value.

Type the Fund number in the Value field
or type the name in the Description field
and click Search. Code information
populates box.

Click Edit then Create New Value.

Type the Fund number in the Value field
or type the name in the Description field
and click Search. Code information
populates box.

Code information populates box.

Click box to select code line and click Add
Values for your selection to move to
profile box.

Click on the selected fund value to edit it,
select Default and Save.

Close screen to go back to the Codes
screen to begin next selection.




All other codes are set up by this same process by line Using Edit, Create New Value, Search, Select, Add Value,
Edit, select Default, Save, then Close.

Once you have your default set up, you can also add commonly used codes to save time searching for them.

You can also add Accounting code (FOAP) combinations and name them under Code Favorites. You will want to
add your most used FOAP allocation and make it your default. You can also save frequently used allocations.

My Profile »  Custom Field and Accounting Code Defaults

Kerri Reece

User Name kreece

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
User History

Administrative Tasks

Custom Field and Accounting Code Defaults

Header (int.) | Codes Internal Information

Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Cede Favorite by clicking the "Add” button and entering a commonly
used combination of accounting codes with or without splits. Code Favorites are ac 1 during
checkout by editing the codes section or by selecting it as your default accounting cod

in your
profile,
Accounting Codes ?
Procurement
Chart Fund Organization  Account Program Activity
u 110001 542000 no value 4650 no value
University of ~ Undesignated  Procurement Gen Admin
Memphis Eand G Services and Logistical
Services
Travel
Chart Fund QOrganization  Account Program Activity
u 110001 542000 73200 4650 no value
University of ~ Undesignated  Procurement Individual Qut  Gen Admin
Memphis Eand G Services of State Travel  and Logistical
Services

Click Add. An Accounting Code box opens. Type in a name for your FOAP. Use the check bos to choose you
Default allocation. You can type in the numbers, select from your profile codes (see additional Intructions), or
select from a list of all the codes available. You can leave parts blank, depending on your needs. Save when you

are finished.

Accounting Codes

Nickname |Travel

Chart Fund

u 110001
Select from profile values..
Select from all values..,

Select from profile values...
Select from all values..,

Crganization Account Pragram Activity add

split
542000
Select from profile values...
Select from all values..,

73200

Select from profile values...

4830
Select from profile values..
Select from all values..,

Select from all values..,
Select from all values..,

) (o




Notification Preferences (Best practice):

Users can make selections of various steps in the Tigerbuy workflow process to be notified of. A notification can
be sent by email or as a notification # in the Banner Bell.

Click Edit Section to open the selection screen:

My Profile » Notification Pr es » Shopping, Carts & Req.

ons

Kerri Reece Notification Preferences: Shopping, Carts & Requisitions

User Name  kreece

User Profile and Preferences
Update Security Settings
Default User Settings
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
Administration & Integration
Purchase Orders
Catalog Management
Accounts Payable
Receipts
Contracts

Form Requests

Prepared By - Cart Assigned Notice
Prepared By - PR line item(s) rejected
Prepared By - PR rejected/returned
Cart Assigned Notice

Receive PR and PO notifications for Carts
Assigned to Me

PR submitted into Workflow

PR pending Workflow approval

PR Workflow Notification available
PR Workflow complete / PO created

PR line item(s) rejected

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

None

MNone

None

MNone

None

Email & Notification

Email & Notification

None

None

None

The Default for each item is No notifications. For each item that you want to receive notifications for choose
“Override”. The pulldown will appear and allow you to choose email, notification, or both. Save changes.

My Profile b Notification Preferences » Shopping, Carts & Requisitions

Kerri Reece
User Name  kreece
User Profile and Preferences

Update Security Settings

Default User Settings

User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
Administration & Integration
Purchase Orders
Catalog Management
Accounts Payable
Receipts
Contracts

Form Requests

Notification Preferences: Shopping, Carts & Requisitions

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

Prepared By - Cart Assigned Notice @ Default
Prepared By - PR line item(s) rejected @ Default
Prepared By - PR rejected/returned @ Default
Cart Assigned Notice @ Default
Receive PR and PO notifications for Carts @ Default
Assigned to Me

PR submitted into Workflow () Default
PR pending Workflow approval () Default
PR Workflow Notification available @ Default
PR Workflow complete / PO created @ Default

() Override
(O Override
(O Override
(O Override

() Override

@ Override
@ Override
(O Override

QO Override

None
None
None
None

None

Email & Notification »

None
Email

Notification

[Email & Motification

Requestors often want to know when Purchase Requisitions are submitted and approved. You may also want to
know When Purchase orders get sent and items shipped. Under Purchase Orders)

Catalog Management PO Workflow complete

Accounts Payable

PO sent to supplier

Receipts

Contracts PO Line Item Ship Notice

Form Requests

@ Default (O Override

(O Default @ Override

(O Default @ Override

None

Email

Email
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