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Eagle Buy Frequently Asked Questions

How do I log into Eagle Buy?

Your username & password is the same username & password you use to log into your computer at your desk. (Example
= eaglebuy@tntech.edu Username = eaglebuy)

How do I search for Documents?

(Requisition, Purchase Order, Receipt)
On the left hand side of your screen choose the icon that looks like piece of paper and a clock
Orders —Search — then click on the document type you want to search for.

All = | Search (Ait+Q) Wooouso O w & &

SIMPLE m NON-CATALOG ITEM Go to: favorites | forms | shop | quick order Bro uppliers | categories | contracts

Orders Orders n

Search All Orders
Contracts
My Orders s boy Catalogs i
Accounts Approvals Purchase Orders
Payable
Procurement Requests ity
Suppliers Invoices
Recel
Reporting R
Eagle Buy Requestor Notes (New Experience)
ST Purchasing and AP Forms iy
Eagle Buy Shopper Notes
Eagle Buy Shopper Notes (New Experience) Procard Forms i
Training Videos
Eagle Buy Notes & FAQs ITSForms S

BUY Al QW 0.00USD (VL §
Orders » Search » Requisitions b Search Requisitions
My Searches « Search Requisitions saess ~ Export | ¥

Orders Manage Searches
Created Date: Last 90 days * Q @ addFiter ¥ Clear All Filters

My Recent Approvals
Contracts - PP 1-53 of 53 Results £ 500 Per Page +

My Requisitions

. Requisition Requisition
Payable Favorite Searches Number Supplier Requisition Name Status = Prepared For Submitted Date ¥ Total Amount ~
— You do not have any Staples Business Advantage 2nd Test PO for Tina Completed Donna Wallis 11/19/2019 1:41:59 PM 8630 USD
searches yet. 2832204 Staples Business Advantage Test PO for Tina Completed Donna Wallis 11/19/2019 6:18:23 AM 82.95 USD
_|_|1|_ Reporting Staples Business Advantage 2019-11-13 dwallis 05 Pending Donna Wallis 11/13/2019 12:56:21 PM 5,800.00 USD
Legend Fitness 2019-11-13 dwallis 04 Pending Donna Wallis 11/13/2019 12:54:03 PM 5,100.00 USD
ﬂ.} A Staples Business Advantage 2019-11-13 dwallis 03 Pending Donna Wallis 11/13/2015 12:49:43 PM 5,500.00 USD
o Setup Staples Business Advantage 2019-11-13 dwallis 02 Pending Donna Wallis 11/13/2019 12:47:54 PM 6,000.00 USD
Fisher Scientific 2019-11-13 dwallis 01 Pending Donna Wallis 11/13/2019 12:46:01 PM 13,000.00 USD
CDW Government Inc Monitors for Research Office Pending Donna Wallis 11/13/2019 12:41:52 PM 340.56 USD
CDW Government Inc Admissions Hardware Pending Donna Wallis 11/13/2019 12:39:08 PM 2,653.83 USD
CDW Government Inc Keyboard and Mice for Fit Pending Donna Wallis 11/13/2019 12:37:13 PM 14837 USD

CDW Government Inc Monitors for Water Center staff Pending Donna Wallis 11/13/2019 12:35:35 PM 373.47 USD
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How do I search for Contracts?

On the left hand side of your screen choose the icon that looks like a medal or an award.

Catalogs and Contracts — View Contracts — Search For Contracts

SIMPLE m NON-CATALOG ITEM

Search for preducts, suppliers, forms, part number, etc.
Orders

Contracts Contracts

Contracts Contracts Home
Accounts

Payable Contract Admi ion Search Contracts
Consortium Settings Search For Contracts (New)
Suppliers
View Saved Searches
Create New Contract...
Reporting
Create and Manage Export Templates

- Contract Import/Export..
o Ing and AP Forms
View Import/Export Results

External Contacts

Training Videos

Eagle Buy Notes & FAQs ITSForms

Comracts » Contracts b Search For C

My Searches « VSearch Contracts  savess v

) » Search Comracts

earches

Orders Mana:

My Contracts

Contracts < > Page 1 of 2 1-500 of 515 Results
o Favorite Searches Contract
AL poyavle Number Contract Name ~ Status =
You do not have any favorite
searches yet. ] test Draft
L supplers

Decorate Office

il Reporting

ITS Software Purchases Effective

ﬂ‘} Administer
3 v

Vehicle Rentals

How do I find my Draft Carts?

Q @ AddFiter~  Clear All Filters

Version
Contract Type Type
Blanket Order Original

Personal/Professional Service  Original

Blanket Order Original

Equipment Rental Original

On the left hand side of your screen choose the icon that looks like a shopping cart

Shop — My Carts and Orders — View Carts

Fii=

i

A Home

Shop (Alt+P) Open My Active Shopping Cart

Shopping

Orders
My Carts and Orders View My Orders (Last 90 Days)
Admin

Contracts

Shopping Setti bgy Catalogs

Accounts
Payable

-
AL

AL suppliers
Iihy  Reporting

ﬂ Administer Ing and AP Forms

Set
0 etup Eagle Buy Shopper Notes (New Experience) Procard Forms

Training Videos

Eagle Buy Notes & FAQs ITSForms

): favorites | forms | shop | quick order

forms | shop | quick order

All *  Search (Ait+Q)

Bro

suppliers

Al

Version
Numbers

Renewal 0,
Amendment &

Renewal 0,
Amendment 0

Renewal 0,
Amendment 0

Renewal 0,
Amendment 0

All ¥ Search (Al+Q)

Bro

: suppliers

contracts

categ
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Woousp O ™ A&

Q W 0.00USD (VL

© What's bets? 0 Got Feedb

Start Date =

6/24/2015 12:00:00 AM

5/9/2013 12:00:00 AM

8/9/2019 12:00:00 AM

4/1/2015 12:00:00 AM

End Date ~

6/24/2015 11:5%:00 PM

6/7/2013 11:5%:59 PM

8/9/2029 11:59:59 PM

5/14/2017 11:5%:00 PM

Wooousp OV w A R

categories | contracts
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[ All - | Search (Alt+Q Q Wooousp V= & 2
Shop » My Carts and Orders b View Carts b DraftCarts b DraftCarts
Cart Management Create Consalidated Cart Create Cart [k}
Orders.
Draft Carts | Assigned Carts

Contracts
* Filter Draft Carts

Accounts
Payable Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Action
N Normal 2724401 2019-07-26 evaughn 02 7/26/2019 0.00 USD | View ¥
Suppliers
Normal 2769280 2019-09-20 evaughn 02 9/20/2019 0.00 USD | View ¥
Reporting
Normal 2800476 2019-10-25 evaughn 04 10/25/2019 0.00 USD | View ¥
ﬂ‘} Administer MNormal 2800517 2019-10-25 evaughn 05 10/25/2019 0.00 USD View ¥

& sow

How do I start a new Cart when I have an Active Cart already started?

On the left hand of your screen choose the Shopping cart icon
Go to My Carts and Orders

Click on Open My Active Shopping Cart or View Carts

In the upper left hand corner click on the “Create Cart” button
Now your cart is empty and ready to start a new cart

When you are ready to go back to your original cart you will look under your View Carts.

Wowuso QW & L

w_
-
B
g o

iy
i
' £
ﬂ} L Ing and AP Forms iy
Eagle Buy Shopper Notes (New Expariencel Procard Forms i
Tes
Eagle Buy Notes & FAGs ITSFarms iy
d-i,-‘—"— Al v | Search (ARt+Q Q Wwooousp VW A QR
Shop + My Cansand Orders » View Carts » Draft Carts » Draft Cants
Cart Management Create Consolidated Cart ?
Orders
Draft carts ™ | Assigned Carts
Contracts
» Filter Draft Carts
Accounts
Pl Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Action
N Normal 2724400 2019-07-26 evaughn 02 7/26/2019 0.00 USD View ¥
Suppliers
Narmal 2769280 2019-09-20 evaughn 02 9/20/2019 000 USD  View ¥
Reporting
Normal 2800476 2019-10-25 evaughn 04 10/25/2019 0.00 USD View ¥
Administer Narmal 2800517 2019-10-25 evaughn 05 10/25/2018 000 USD | View

Normal RN Active | 2019-11-26 evaughn 01 11/26/2019 000 USD  View | ¥
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N Al v | Search (Alt+Q) ®™ooousp W™ K X

Shopping Cart ~ :2019-11-26 evaughn 02 L 2]

Search for products, suppliers, forms, part number, etc. Total: 0.00
Contracts

PROCEED TO CHECKOUT
- Accounts

Payable 0 Items e e e B e e
Suppliers

Reporting

Your shopping cart is empty! Click here to start shopping

-
&3 s

How do I assign a substitute Approver?

At the top, on the right side of your screen click on the person profile icon 1

Click on View My Profile

Click on Ordering and Approval Settings

Click on View Assigned Approval Folders

Put a check mark in the box to the right of the folder you want to assign a substitute too
From the dropdown at the top select Assign Substitute to Selected Folders

Click Go

In the box that pops up you will enter the name of the Substitute

If you want to assign the substitute for a certain date range put a check mark in the box next to Include Date Range for
Substitution. Fill in the Start date and the End Date.

Click Assign

SR Al | Search (Alt+Q) Woousp O v AR
Go to: favorites | forms | shop | quick order
X View My Profile
Search for products, suppliers, forms, part number, etc.
Dashboards
Manage Searches
Contracts Manage Search Exports
Technology Catalogs
‘Welcome to the Eagle Buy Test System! H Set My Home Page
i 25::;:‘5 0 f f . Search Help For A Solution
The link to register for classes is on the Purchasing webpage, under
the "Training™ section. Science Catalogs o
L suppliers My Pending Requisitions @
Commodity Codes My Recently Completed Requisitions o
~ Supplies Catalogs
Reparting Eagle Buy Requestor Notes My Pending Purchase Orders 0
My Recently Completed Purchase Orders [ 7 ]
Eagle Buy Requestor Notes (New Experience)
ﬂ‘} ST Purchasing and AP Forms o ﬂ
Eagle Buy Shopper Notes
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All * | Search (Alt:Q) Q Wwooousp Ve A R
My Profile » View Assigned Approval Folders
Emily Vaughn View Assigned Approval Folders ?
Orders
User Name  evaughn shawing 1 - 5 of 5 Results All Folder Results \Asswgn Substitute to Selected Folders > \ m
Search Details * [Resutsper page Sort by £page 1011(2] 7
Folder Name Approver  Substitute Actions O
::::;Ir:s Giteedlby My PR Approvals Emily Vaughn O
s and W THInE New Supplier Form Emily Vaughn O
S Suppliers Ordering and Approval Settings procard Ermily Vaughn [m]
User Purchasing and Approval Limit Values Refine Search Results
Purchasing New Supplier Emily Vaughn
Reporting PunchOut Access
product Type There is no commodity code on this item:CHECK:(All Values) Emily Vaughn ]
Assign Substitut
Include Date Range for Substitution
Substitute Name ™ '
ubstitute Name Wallis, Donna xQ
#r
Start Date . i
11/26/2019 12:00 AM HH
i ¥, . .
mm/dd/yyyy hhimm a
W
End Date
12/03/2019 12:00 AM
] i, -
mm,dd/yyyy hhimm a
Frr
;3 T Aot
Required Assign Close
—
Al ~ | Search (Att+0) Q wooousp VAR
My Profile b View Assigned Approval Folders
Emily Vaughn View Assigned Approval Folders ?
Orders
User Name  evaughn Showing 1- 5 of 5 Results All Folder Results |A55l9ﬂ Substitute to Selected Folders "|m
BT Search Details ! Results Per Page Sort by:  Folder name ascending v 4|Pagetof1|x|?
User Profile and Preferences Folder Name Approver Substitute Actions a
ccounts Filtered by
P Defaut User Settings Y My PR Approvals Emily -
User Roles and Access Type: Requisitions Vaughn
Suppliers Ordering and Approval Settings MNew Supplier Form Emily u
User Purchasing and Approval Limit Values Refine Search Results Vaughn
PunchOut Access Procard Emily Donna Wallis o
Vaughn Start Date: 11/26/2019 12:00 AM
Product Views Type art Date: 11/26/.
End Date: 11/30/2019 12:00 AM
Adminis View Assigned Approval Folders .
inistet Purchasing New Supplier Emily Remove Approver a
Permission Settings
g Vaughn
N - Approver g
o Setup orcation Freterences ; - There is no commodity code on this Emily Remove Approver a
tory ) item:CHECK:(All Values) Vaughn

Substitute

Donna Wallis (1)
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How do I withdraw a Requisition that has been submitted?

Open up the requisition and on the left hand side of the screen look for “Requisition”.
Select Withdraw Entire Requisition from the drop down.

A box will appear that will ask you to enter a reason for withdrawing.

Click on the blue “OK” button

ﬁ Home Eﬁ%& Al Search (A1+Q) Wooouso O™ A &
W 5o Requisition ¥ : 2838106 & 0
Withdraw Entire Requisition History

Orders

Copy to New Cart

P Add Comment i Shipping i Billing iV b
. Total (USD) v
Add Notes to Histo
Y Ship To Bill To
horization
. Atn: Emily vaughn Tennessee Technological University Subtota 40000
View My Orders (Last 90 Days) 48 AM Derryberry Hall Accounts Payable R —
L Supplers . ) RM: 301 7.0, Box 5037 400.00
Continue Shoppmg \onference 1 William L. Jones Dr. Cookeville, TN 38505
Koom Cookeville, TN 38505 United States
Reporting United States What's next for my order? b
Description no value
Administer prepared by Emily Veughn Credit Card Info
20 Clauses o View details No credit card has been assigned.
Department Purchasing (Business
Services / Purchasing) Billing Options
PO Distribution Send the PO to the Accounting Date 11/26£2019

Withdraw Entire Requisition

A Once a requisition is withdrawn, it cannot be reinstated. Click OK to
withdraw, or CANCEL to leave the requisition unchanged.

Feasan

expand | clear

£l o

000 characters remaining
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s Mv Searmh (A1) Woouss QWA 2
Requisition ¥ : 2838106 o & 0
Summary  Taxes/SBH  Comments  History
ﬁ Onders [ES—
f - ' - . Withdrawn
9 Cotiacts General : Shipping 1 Billing 4
Total (USD) v
. Status = Withdrawn Ship To Bill To
e /RS9 1152 M i S Subtotal 0.00
Payeble Attn: Emily Vaughn Tennessee Technological University votote
Submitted 11/26/2019 11:48 AM Derryberry Hall Accaunts Payable
A suppes RM: 301 P.0. Box 5037 0.00
Cart Name Projector for Conference 1 William L. Jones Dr. Cookeville, TN 38305
Roomm Cookeville, TN 38505 United States
1|]1 Reparting United States What's next for my order? »
Description no value
dminis . Credit Card Inf
ﬂ Adminstr Prepared by Emily Vaughn realt Lard lnfo

Q PO Clauses View details No credlt card has been assigned.
Setup

How do I add an item that is on contract to my cart?

On the home page in the “Shop at the top Bar” enter the contract number, item, or supplier name
Click the magnifying glass icon to search.

Once you find your item — Click “Add to Cart”

Click on the shopping cart icon in the top right of your screen.

You can name your cart if you want, and then Proceed to Checkout.

Now you need to work on the online requisition

Click on each Section and fill in the required information until there are no issues to correct.
Attach your invoice in “Internal Notes and Attachments”

When done, click Submit.

e Al Search (AIt+Q) ®™ooousp VW &2
YHIDE  bl00008211 X n
Comracts Search Results: 1 BEST MATCH ~ Eo I
Accounts
Payabls "
e By Supplier v Q v
Suppliers Sherwin Williams (1) @
By Category v

Reporting

Paints or varnishes or lacquers production
services (1) .
AY  saminisier Paint
from Sherwin Williams
By Commodity Code v

43 s
967 (1) 18.00 USD

EA (1)
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. = Al Search (Alt+Q) ™ isoousD O W A 8
Shopping Cart ~ :’aint for the Puchasing Office OB )
Search for products, suppliers, forms, part number, etc. Total: 18.00
° Contracts
PROCEED TO CHECKOUT
Accounts
Payable R
1 Item ACTIONS FOR 0 SELECTED ITems = [ ASSIGN CART
Suppliers
Sherwin Williams ~ 1ltem 18.00 USD O
Reporting 1 Paint 18.00 1 18.00 : 0O
Administer
Contract BLO0008211 =
Paint for Warehouse Stock
Commodity Code 967 Q
Production and Manufacturing Services
S Al - | Search (Alt+0) ®igoousp O KR
Requisition ~ : 2838130 [ - T
Summary  Taxes/S&H Comments  Histor
Orders
P P L - P Draft
Contracts General L Shipping ] Billing EAEE
€ Correct these issues.
— Cart Name Paint for the Puchasing Ship Te Bill To They will prevent you from submitting your
ey office
Payable 10 address Tennessee Technological University gl
Description 1o value O Required Accounts Payable .
R suppliers P.O. Box 5037 Required: PO Distribution
Prepared by Emily Vaughn Cookeville, TN 38505 Required: Shipping address
United States
T ) Required: Index
¥ Prepared for Emily Vaughn
Required: Account
" PO Clauses Edit | View details .
Administer Credit Card Info Total (USD) v
Department Purchasing (Business No credit card has been assigned. Subtotal 18.00
Services / Purchasing)
PO Distribution no value 18.00
@ Required Billing Options
SUBMIT REQUISITION
Accounting Date no value
ASSIGN CART
What's next for my order? >
Accounting Codes S
Index Chart Account Fund Organization Program Activity
no value ne value no value no value no value no value no value
© Required © Required

How do I order from a Supplier that doesn’t have a catalog and is not on a TTU

Contract?

On the home page above the “Shop at the top Bar” click on non-catalog item

Click on Supplier search — Enter Supplier Name and click search

Once you find the supplier you are looking for click on the word “Select” to populate the supplier.
Next fill in Catalog No., Product Description, Quantity, Price Estimate, Packaging, & Commodity code
Now click Save & Close

To find your item — go to the top right corner & find the icon that looks like a shopping cart

Click on the shopping cart icon and when the box opens click on “View My Cart”

You can name your cart if you want, and then Proceed to Checkout.
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Now you need to work on the online requisition — click on each Section and fill in the required information until every
section has a green check mark. If you have a quote, from the supplier, be sure and attach it in the External Notes &
Attachments section. When done, click Submit.

Add Non-Catalog Item

Supplier: Existing Supplier v v
Select Supplier Q
Item v
Catalog No. Product Description Quantity Price Estimate Packaging

EA - Each v

254 characters remaining

Additional details v
Commodity Code Q Product Flags
K Required fields m SAVE AND ADD ANOTHER CLOSE

ps/Router/NonCatalogltemSupplierSearchPopup?Tmstmp=145046936265 - Internet Explorer ,-E'. x)
@ https//usertest sciquest.com/apps/Router/NonCatalogltemSupplierSearchPopup? Tmstmp=145046936265578 &
i Supplier Search ?
| | Supplier Name ‘CCSl x
Results Per Page 200 v
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-
(2 hitps+//usertest.sciquest.com/app: /NonCatalogltemSupplierSearchPopup - Internet Explorer o &) %

ﬂ@ https://usertest sciquest.com/apps/Router/NonCatalogltemSupplierSearchPopup E|

'l | Supplier Search ?

Supplier Name X

Results Per Page

Results Per Page Suppliers found: 1 [#]Page1of1[r] 2
Supplier Name/Address Select
CCS Presentation Systems
Purchase/Change Orders 2: 5530 Florida Mining Blvd 5 Jacksonville, FL 32257-3647 US Select

Add Non-Catalog Item

Supplier: Existing Supplier v v
CCS Presentation Systems Q Fulfillment Address > Distribution Methods >
Item 6 items have been found containing '3 in their Catalog No, View = v
Catalog No. Product Description Quantity Price Estimate Packaging

3 Epson Projector 1 200.00 EA - Each v

239 characters remaining

Additional details v
Commodity Code 204] Q Product Flags
H Required fields m SAVE AND ADD ANOTHER CLOSE

“BOY Al Search (Alt+Q) '™ 6s0.00UsD D % & R
My Cart (Paint for the Puc!
Epson Projector VIEW MY CART
Search for products, suppliers, forms, part number, etc. Quantity: 1
Orders Price: 200.00 USD u m
Projector 55
Contracts Quantity: 1
Technology Catalogs Price: 450.00 USD 1]
Welcome to the Eagle Buy Test System! H e
The link to register for classes is on the Purchasing webpage, under 650.00 USD
the “Training" section. Science Catalogs L 3
Commodity Codes
Supplies Catalogs H
Reporting Eagle Buy Requestor Notes PP o9 ’

Eagle Buy Requestor Notes (New Experience)
fet Purchasing and AP Forms HES
Eagle Buy Shopper Notes

Eagle Buy Shopper Notes (New Experience) Procard Forms : >

Training Videos

Eagle Buy Notes & FAQs ITSForms H >
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A~ Search (Alt+Q) ‘W gso00usD O W A R
. “ Doy -
Shopping Cart ~ : Projector for RM 302| Saving 2 9
Search for products, suppliers, forms, part number, etc. n Total: 650.00
Contracts
PROCEED TO CHECKOUT
Accounts
Payable . . O
2 Items AC . ASSIGN CART
& Suppliers
CCS Presentation Systems ~ 2 ltems 650.00 USD O
e Projector 55 450.00 1 Each 450.00 : O
Administer
Commaodity 204 Q
Computer PC's and Peripherals
2 Epson Projector 200.00 1 Each 200.00 |
Commaodity 204 Q
Computer PC's and Peripherals
S Al Search (Alt+Q) ™ s5000UsD P ™ & &
Requisition ~ : 2838130 ¢ & @
Summary  Tares/SEH Comments Histon
Orders "
— General # i Shipping # i Billing i Dratt
€ Correctthese issues. v
ecounts Cart Name Projector for RM 302 Ship To Bill To They will prevent you from submitting your
P Description 10 value Attn: Tennessee Technological University (e
Derryberry Hall Accounts Payable
& Suppliers Prepared by Emily Vaughn RM: P.O. Box 5037 Required: PO Distribution
1 William L. Jones Dr. Cookeville, TN 38505 dress is incomplete: Shipping address
i Prepared for Emily Vaughn Cookeville, TN 38505 United States Required: Index
L= United States
PO Clauses dit | view details © address is incomplete Requirect Account
Administer Credit Card Info
Department Purchasing (Business Total (USD) v
Services / Purchasing) Mo credit card has been assigned. subtatal 650.00
PO Distribution no value
© Required 650.00
Billing Options
. SUBMIT REQUISITION
Accounting Date no value
ASSIGN CART
What's next for my order? >
Accounting Codes P
Index Chart Account Fund Organization Program Activity
no value no value no value no value no vaiue no value no value
Q Required O Required

Do I send the PO to the Supplier?

Catalog Suppliers on Home Page - Send the PO

Ordering Goods which haven’t been delivered yet — Send the PO

Using Procard to pay for purchase — Send the PO

Services which have already been performed/or you already have an invoice — Do NOT send the PO
On all FORMS it does NOT matter which option you choose.
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Why didn’t the rest of my accounting codes populate after saving the Index &

Account code?

To enter your Accounting Codes, you only need to enter the Index and the Account Code, and then when you click Save,
the other fields will automatically fill in. If you click Save and the other fields do not populate on their own, then there is
a problem with the Index you entered. Take another look at it to make sure it isn't a typo. If it was entered correctly
(remember, no dashes), then the Index might not be set up yet, so you will have to contact Kacee Abbott. If you contact
Kacee at this point, before you submit the requisition, it will save you the hassle of having the requisition returned to
you by Banner.

When my requisition has a pending status where do I go to find where it stands?

Orders —then click on Search and choose Requisitions.

Next click on “What’s next for my order? - This shows where the requisition is in the workflow process
Click on Comments tab to read any comments

History Tab -- Provides you with who & date/ time detail of when the requisition was approved

EAGLE All~ | Search (A1+Q) Wooousp VW AR

Orders Orders Q n

Search > AllOrders
Contracts
My Orders Requisitions bay Catalogs Y
Accounts Approvals Purchase Orders
Payable
Procurement Requests iy
& Suppliers Invoices
Receipts )
Reporting KR4
Eagle Buy Requestor Notes (New Experience)
ey Purchasing and AP Forms S
Eagle Buy Shopper Notes
Eagle Buy Shopper Notes (New Experience) Procard Forms i
Training Videos
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My Requisitions
J— Requisition Requisition
Payable e Ees Number = Supplier Requisition Name Status = Prepared For Submitted Date ¥ Total Amount =
st You do not have any favorite 2838106 CCS Presentation Systems Projector for Conference Room Withdrawn Emily Vaughn 11/26/2019 11:48:53 AM 0.00 USD
& Suppliers ’ Y
SETELSEEL 2832602 Staples Business Advantage 2nd Test PO for Tina ‘Completed Donna Wallis 11/19/2019 1:41:59 PM 86.30 USD
Reperting staples Business Advantage Test PO for Tina Completed Donna Wallis 11/19/2019 9:18:23 AM 82.96 USD
Staples Business Advantage 2019-11-13 dwallis 05 Pending Donna Wallis 11/13/2019 12:56:21 PM 5,800.00 USD
Administer
Legend Fitness 2019-11-13 dwallis 04 Pending Donna Wallis 11/13/2019 12:54:03 PM 5,100.00 USD
Staples Business Advantage 2019-11-13 dwallis 03 Pending Daonna Wallis 11/13/2019 12:43:43 PM 5,500.00 USD

2825434 Staples Business Advantage 2019-11-13 dwallis 02 Pending Donna Wallis 11/13/2019 12:47:54 PM 6,000.00 USD
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How do I save

Requisition ~ : 2825463

Summary  Taxes/S®H  Comments )
General s
Status Pending
Submitted 11/13/2019 12:56 PM
Cart Name 2019-11-13 dwallis 05
Description no value

Prepared by Donna Wallis

PO Clauses Edit | View details
Department Purchasing (Business

Services / Purchasing)

PO Distribution Send the PO to the

Supplier
Accounting Codes
Index Chart

256002

Internal Notes and Attachments

Internal Note no value

History

Account

78120

Shipping LS
Ship To

Attn: Donna Wallis

Warehouse

RM: 100

915 Whitney Ave.
Cookeville, TN 38505
United States

Fund Organization

110001

123000

Note to a liers

Billing

Bill To

Tennessee Technological University
Accounts Payable

P.0O. Box 5037

Cookeville, TN 38505

United States

Credit Card Info

No credit card has been assigned

Billing Options

Accounting Date 11/13/2018
Program Activity
400 no value

External Notes and Attachments

no value
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All ~  Search (Alt+Q) '™ 0.00 USD O A 2
e 2 4 0f 54 Results = < >
~
F v Pending
Total (USD) v
Subtotal 5,800.00
5,800.00
What's next for my order? v
Workflow
W show skipped steps
Banner Budget Authorization
¥ ) compre
Budget Exceeded
‘J’ Notification Sent
Index Approval
+
P
° Account Approval :
Final Review H
J’ Future
7 oiw v Banner Budget Authorization 2
Future

my accounting codes as favorites?

At the top, right hand side of your screen, click on the profile person icon.
Choose View My Profile

Choose Default User Settings
Under Default User Settings choose — Custom Field and Accounting Code Defaults
Now choose the tab Code favorites — Click Add
Type in a Nickname for each account code -- Select your Index and Account code and click Save

All = Search (Alt+Q)

“BOY

Wooousp QW L'@

SIMPLE ADVANCED NON-CATALOG ITEM

Go to: favorites | forms | shop | quick order

Orders

Comtracts

Accounts
Payable

Suppliers

Reporting

Administer

Search for products, suppliers, forms, part number, etc.

Welcome to the Eagle Buy Test System!

Technology Catalogs

The link to register for classes is on the Purchasing webpage, under

the "Training” section.

Commedity Codes

Eagle Buy Requestor Notes

Eagle Buy Requestor Notes (New Experience)

Eagle Buy Shopper Notes

Science Catalogs

Supplies Catalogs

Purchasing and AP Forms

View My Profile
Dashboards

Manage Searches
Manage Search Exports
Set My Home Page

Search Help For A Solution

My Pending Requisitions
My Recently Completed Requisitions
My Pending Purchase Orders

My Recently Completed Purchase Orders

LOGOUT

HO@G@




Page |15

Nickname | [ pefault

Indlex Chart Organization Program

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

Procards

Please continue to use procards whenever possible. You will get your order placed and delivered much faster. Always
use procard for Staples orders.

e To use procard, edit the Billing Section of the requisition.

E% All > Search (Alt+Q) ‘W 82.06USD O m &4

Requisition ~ : 2838130 P =% 0

Summary  Texes/S¥H  Comments  History

General R Shipping P Billing L i (icd
€) Correct these issues. >
Cart Name Projector for RM 302 Ship To Bill To They will prevent you from submitting your
Description 1o vale Attn: Tennessee Technological University EEQuEsE
Derryberry Hall Accounts Payable Total (USD!
otal v
prepared by Emily Vaughn RM: P.0. Box 5037 (uso)
1 William L. Jones Dr. Cookeville, TN 38505 Subtotal 82.96
Prepared for Emily Vaughn Cookeville, TN 38505 United States uota -
United States —
PO Clauses @ ot | view detils © Address is incomplete 82.96
Credit Card Info
Department Purchasing (Business Services / SUBMIT REQUISITION
Purchasing) No credit card has been assigned
ASSIGN CART
PO Distribution no value
D Required .
What's next for my order? >

Billing Options

Accounting Date no value
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Edit Billing
Bill To R
@ Current Address — Tennessee Technological University | Accounts Payable, | | | P.0.8ox 5037, , , , , Cookewlle, TM 38505, United States
Search addibonal Q Results Per Page 10 Ld
Credit Card Info
Select 3 new credit card Select one of your credit cards Select no eradit card
@® New credn card QO Emiy O Mo credn card assigned
Cardhalder Mame Emily Shapper O Emily 5n.
Card Number 4nmmnmamm
Card Security Code 173
Expiraton Date 1 v 2030 L

~/ Add to your credit cards
e this card (8., My 0 make defauk

Billing Options
=]
* R SAVE CHANGES CANCEL
SO Al Search (Alt+Q) W g206usD O W A R
Requisition ~ : 2838130 = O
Summary  Taxes/S&H  Comments History
A
General # % Shipping /4 % Billing St Dt
€ Correctthese issues. b3
Cart Name Projector for RM 302 Ship To Bill To They will prevent you from submitting your
Description 1o value Attn: Tennessee Technological University e
Derryberry Hall Accounts Payable Total (USD)
otal v
prepared by Emily vaughn RM: P.0. Box 5037
1 William L. Jones Dr. Cookeville, TN 38505 subtotal 82.96
Prepared for Emily Vaughn Cookeville, TN 38505 United States :
United States
PO Clauses ° Edit | Wiew details © Address is incomplete 82.96
Credit Card Info
Department Purchasing (Business Services / SUBMIT REQUISITION
Purchasing) Cardholder Name Emily Shopper
ASSIGN CART
PO Distribution no value Card Number EARRRRRRRERRRRIEI
O Required :
Card Security Code 123 What's next for my order? >
Expiration Date 1/2020
Billing Options
Accounting Date no value

How do I save my Procard so I don’t have to enter it each time?

At the top, right hand side of your screen, click on your name
Choose View My Profile

Under Default User Settings choose — Payment Options

Click Add a New Card Button and fill in your information
Then Click Save
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Al ~  Search (Alt+Q) W og2osusD O ™ f@
Emily Vaughn
Go o fovorkes | forms | shop | qickoder 3
) View My Profile
Search for products, suppliers, forms, part number, etc.
Dashboards

Manage Searches

Manage Search Exports
Technology Catalogs
Welcome to the Eagle Buy Test System! : Set My Home Page

B B . Search Help For A Solution
k to register for classes is on the Purchasing webpage, under the
g” section. Science Catalogs
My Pending Requisitions
Commaedity Codes My Recently Completed Requisitions
Supplies Catalogs

Eagle Buy Requestor Notes My Pending Purchase Orders

Purchasing and AP Forms —_—
Eagle Buy Shopper Notes

My Recently Completed Purchase Orders [ 7]
Eagle Buy Requestor Notes (New Experience)

Eagle Buy Shopper Notes (New Experience) Procard Forms

2y
Training Videos
Eagle Buy Notes & FAQs ITSForms DS
My Profile » Payment Options.
Emily Vaughn Payment Options
User Name evaughn
O Apply the default card.
Add a New Card
My Cards
Default User Settings Emily
Custom Field and Accounting Code Defaults Emily Shopper
Default Addresses
Cart Assignees
Checkout Settings
Al~  Search (Alt+Q) Q wgrosusp O W A 0§

My Profile b Payment Options

Emily Vaughn Payment Options

User Name evaughn
O apply the default card.

Add a New Card

My Cards Card Details ?

Emily Name this card (e.g. My Visa) |purchasing
Custom Field and Accounting Code Defaults Emily Shopper

- Card Number I RERARRRRRRRERL]
Cart Assignees

Cardholder Name

Purchsaing Shopper
Default Addresses

Checkout Settings Expiration Date

Payment Opti Default card

OR

You can also add the procard in the Draft Requisition
Under the Billing Section by clicking the pencil icon.
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Click New credit card radio button and fill in your information
Then Click the box next to “Add to your credit cards” and give the card info a name.

“BOVY A= Search (Alt+0) Waosusp O W 4 )
Requisition ~ : 2838130 @ & 9
Summary  TmeyS&H  Comments  History
General L i Shipping s Billing iy
© Correct these issues. >
Projector for find 202 Ship To Bill To They wil prevent yau from submitting your
st e At Ternessew Technslogical University e e
Derryberry Hall Accounts Payable
Emily Vaughn RM: P.0. Box 5037 Toral (USD) v
1 William L. Jones Or. Cockeville, TN 38505
btotal
Ermily Vaughn Cookeville, TM 38505 United States sul 8296
United States
o Edit | View detadls Q address it incomplete 82.96
Credit Card Infa
Purchasing (Business Services / SUBMIT REQUISITION
Purchasing) Mo credit card has been assigned,
ASSIGN CART
o value
O fequired =N
Billing Options WRarta it By irchie? L4

na volue

Edit Billing
Bill To i
@ Current Address - Tennessee Technological University, Accounts Payable, , , , P.O.Box 5037, , , | . Cockeville, TN 38305, United States
Search addibonal Q  Results Per Page 10 v
Credit Card Info
Select 3 new credit card Select one of your credit cards Select no credit card
@ New credit card QO Emi O No credit card
Cardholder Name Emily Shopper O Emily Shopper
Card Pumber annmnnnm
Card Security Code 123
Expiration Date 1 ¥ o0 v
~/ Add to your credit cards
Name this card fe.g. My 7 Make default
Billing Options
-]
v
SAVE CHANGES CANCEL
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& Y Al > Search (Alt+g) ®™aosuso O W A R
- Requisition ~ : 2838130 @ & 0
Summary
N —
O General # Shipping A Billing £ i L
© Correct these issues >
Zn Projector for RM 302 Ship To Bill To They will prevent you from submitting your
AU e 1 Tennessee Technological University it
Accounts P
Rrr Total (USD) v
€ Emily Vaughn P.0
Cockew 38505
) R : Subtotal 829
ik Emily Vaughn United States
7y 82.96
a* Credit Card Info
us! SUBMIT REQUISITION
Purchasing) il Mame Emdy Shopper
Lol ASSIGN CART
no value
B i
What's next for my order? »
Billing Options

Procard Purchases - My Order didn’t go through normal Approval Process

Remember that when you enter your procard number on a requisition, the requisition will not go through the normal
approval process (with the exception of Technology Purchases). The system was designed that way, so don’t panic.

Paying against a contract

(i.e., Canon, Enterprise, Smith Electric, etc.) — when you are submitting a requisition to pay an invoice against a contract,
please remember to attach your invoice to the requisition. Your approver will need to see
the invoice, and Accounts Payable needs to see it, too.

Invoices for Services

Most services that are set up on a blanket order (i.e, Enterprise, Unifirst, Smith Electric, etc.) are set up with a unit price
of $1.00. When you create a PO against this type of blanket order, you must enter a dollar and cents amount in the
Quantity box in your cart and then hit tab to update the extended price.

& B v Are Sewenfaneg Wowuss O LR
% YHIGE  Smith electric ® n
Q Search Results - 4 L R -
m ) y

By Supplier A4 a 5
&% o @

O smih et
il By Category -
‘} o Primary L S SMTH 9255 16 TELE 13 310N DIA HOLE SMTH JOI55 26 TTOG/T BLANK STRAP MT

a "
& ] 100 USD 634 USD 5293 USD

"



Shopping Cart ~ * Projector for RM 302

SIMPLE ADVANCED HON-CATALOG ITEM

Search for products, suppliers, forms, part number, etc.

Smith Electric = 299.99 Items 299.99 USD

Primary Electrical Services 100 299.99 1/Each 299.99

ontract BLO000809S ~

Frimary Electrical Services

Commadity Code 910 Q

Building Maintenance, Install, Repair Services

Order Status

299.99 Items ACTIONS FOR 0 SELECTED
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Al Search (Alt+) W ioousp QO w &

=9

Estimate (USD) v

Total 299.99

PROCEED TO CHECKOUT

ASSIGN CART

I:IEIDE

Once your order has been converted to a PO, you can check the status of it and make sure the vendor received it by
opening the History tab for that PO. For the catalog suppliers, the history will show “success: 200” when the supplier
receives your order. For other suppliers, you will see an action titled “Delivery Notification,” which will tell you the date

and time your PO was faxed to the supplier.

Splitting Account Codes

When you submit a Requisition, and you need to split the accounting codes, (i.e, provide two different indexes), please
choose “Amount of Price,” not % of Price, from the dropdown arrow. After choosing Amount of Price, you enter the
actual dollar-and-cents amount of each split in the last box to the right. The system defaults to % of Price, so you need

to be careful about choosing Amount of Price when you split.
& g

Requisition ~ - 2838130

Summary Taxes/S&H Comments History

Accounting Codes

Index Chart Account Fund Organization Program Activity
no value no value no value ne value no value no value no value
@ Required O Required

Internal Notes and Attachments ] External Notes and Attachments

Internal Note no value Mote ta all Suppliers no value

Internal Attachments ADD Attachments for all ADD

suppliers

A~ Search (Alt+Q) W 20000usD VW A R
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Edit Accounting Codas

Accounting Codes

i Ehart Account Fuanal arganization Frogram Activhy

e nei BTN e

indax Chen  Account Tand Orgesization Proar o Actiity Amount of Price

Documant subtatal;
20080 UsD
Spiit Totsl 0.00 USD

Receiving in Eagle Buy
Procard Orders -- those PO numbers will begin with a "PC" in Eagle Buy do not need to be received.

Banner one-time PQO's (the PO's that you create in Eagle Buy to encumber funds) do need to be received in Eagle Buy,
but not in Banner. These PO's will show up on your Orders search, with a number that begins with "P."

Receiving a PO/ Creating a Receipt

When your requisition completes workflow it creates a PO. Open up the PO that was created and go to the upper left—
hand side where it says “Purchase Orders”. In the drop down box you will select “Create Cost Receipt” or “Create
Quantity Receipt” as appropriate - then click go. Change Receipt Name to the Invoice Number. Change Receipt Date to
date service was performed or the date you received the items. Enter dollar amount of service or the number of items
in the Cost or Quantity box at bottom. Click on Save Updates. Click Complete.

When you receive a PO (create a receipt), please name your receipt to match the invoice. Receipt Name is a field we
didn’t discuss in training, but it helps A/P match up the receipts to invoices if you name your receipt "Inv. #xxxxxx."
Receipt Name is located at the top of the Receipt, toward the left, just above Receipt Date.



Purchase Order ~ :
Add Comment
Add Notes to History
Cancel PO

Finalize Revision

Create Credit Memo
Create Cost Receipt
Create Invoice
Print Fax Version
Plirchase OFder Date
Total
Requisition Number
A/P status

PO Clauses

PO Distribution

Internal Information

P0084044

A

Create Quantity Receipt

£
1044
al
Wersity
‘actory Rd
I Lake, IL 60014-7908 US
v
117172019
275.00

2800242 view | print
Open
@ cdit| view details

Send the PO to the Supplier

Shipping Information L

Ship To

Attn: Donna Wallis
Derryberry Hall

RM: 301

1 William L. Jones Dr.
Cookeville, TN 38505
United States

ShipTo Address Code DH

Delivery Options
Expedite No
Ship via Best Carrier-Best Way
End User Information

Donna Wallis

Owner Name

Owner Phone +1931-372-3492

Internal Attachments ADD er Email dwallis@tntech.edu
Internal Note no value
= o
) Crdens and Documents Decument Search Sentch O ks ¥
Summary Comments i0) History
Exact Match: PO No. POO28504
~ Header Information 1
Rocelpt Name iroice ¥ 123456 Recaipt 12/21/2015 3:3609 AM Source: Marusl
Create Date
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
Ta Be Assigned nasems | A:-Z Office Resource ity vaughn
RECEIPT ADDRESS DELIVERY
Loestion | Carrien Other Nl
Trackineg Mo,
Flasbile Tent Feld
Cocksvile, TH 38505 Fiasale Text Fisld 2
Unftad Stes feuble Drap Down. | )
Antachments
hotes
{1,000 Chars. Max)
Receipt Lines
Line Details
PO No. PO Line No. Product Name Catalog No. Quy/UOM ordered Previous Receipts
1 Chairs 1 4La

Billing/Payment

Bill To

Tennessee Technological University

Accounts Payable
P.O. Box 5037
Coakeville, TN 38505
United States

BillTo Address Code

Billing Options
Accounting Date
Payment Terms

F.OB.

AP

117172019

Destination

‘aughn ¥
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Al~  Search (Alt+Q) W og900usp W W & &
L = 0 5 of 27 Results = < >
~
PR Completed
Total (USD) v
Subtotal 275.00
275.00
Related Documents >
What's next? >

Add to
Inventory

{70 W o e it
7
7
1

For Selfected Lines: | Aemave Selected tems | 2
Actions
——

Heceve & Return

[0 W s i [ vt
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How do I know when to create a receipt?

When your requisition completes workflow it creates a one-time Purchase Order that you will receive against. When the
purchase Order completes workflow you will see a green check. Once you see the green check you can create a receipt
against the Purchase Order.

To get an email and or a notification in Eagle Buy do the following:

Go to the top right of your screen in Eagle Buy and click on your name
Click on View my profile

Click on Notification Preferences

Under Purchase Orders (the eighth one down) — PO Workflow Complete
Change the drop down to Email or Email & Notifications

*  Action lems

Ermity Vaughn [1] Matificstions (4] W 0o0usD Q

Witene My Prcfile
Shop |Evnthing bt Dgstcands

Set My Home Page
Go o aevanced semeh | haventes | Asims | non-catalog sem | queck orer Browse supphers | categenes | ot

L
T Legout
Search Help For A Sol o
18| Welcome to the Eagle Buy Test System! ¥ Technology Catalogs @ 1
My Pencng Reque
The link to register for classes is on the Purchasing webpage, under the > Sclence Catalogs My Fecently Completed Requisitions m T
B “Training” section. o
Commaodity Codes > supplies Catalogs o z
[ Btteuswww.tntech.edu/files/purchasing/commadity_codus.pdf
> Forms H
Shopping Handbaok
PPl | ttpciiusentestaciquet.comiapn dncs/pefulen Shappingllandhosk pdf > Contract Foims "
Teaining Videos
n Beb e Ty et o aining vitdeend ¥ Procard Forms ?
Eagle Buy Notes & FAQ

Bt wevew.ntech.aduyIies/purchasing/tagle Buy Notes_Cheat Shoet.pdl

My Resources
echedy | phone +1 ($31) 372-3492
Site Map

I ?'a E""I a 5 Emily Vaughn v 9  Act

My Profile Notification Preferences = Purchase Orders =

Emi|y Vaughn Notification Preferences: Purchase Orders # Ecit Section | 7

User Name  evaughn

Prepared By - PO Workflow complete None
User Profile and Preferences Prepared By - PO sent to Supplier None
Default User Settings Prepared By - PO line item(s) rejected None
User Roles and Access
Ordering and Approval Settings Prepared By - PO rejected Notification
Permission Settings PO submitted into Workflow Notification
Notification Preferences
PO pending Workflow approval None
Administration & Integration
Shopping, Carts & Requisitions PO Workflow Notification available None
purch = PO Workflow complete None
Catalog Management
PO sent to supplier Notification
Accounts Payable
Contracts PO Line Item Ship Notice None
User History PO line item(s) rejected Notification
Administrative Tasks
PO rejected Notification
PO line item Backorder notice Notification

PO line item Cancellation notice Notification
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=/ (T Emily Vaughn v A

My Profile Notification Preferences = Purchase Orders =

Emily Vaughn Notification Preferences: Purchase Orders ?
User Name  evaughn
Prepared By - PO Workflow complete O Default  ® Override None v
User Profile and Preferences Prepared By - PO sent to Supplier () Default @ Override None ﬂ
Default User Settings
User Roles and Accese Prepared By - PO line item(s) rejected ) Default @ Override None v
rdel Approval 5 s . _ -
Ordering and Approval Settings Prepared By - PO rejected (O Default @ Override Natification ﬂ
Permission Settings
Notification Preferences PO submitted into Workflow (O Default @ Override Natification ﬂ
Administration & Integration R R
B . PO pending Workflow approval O Default @ Override None ﬂ
Shopping, Carts & Requisitions
Purchase Orders PO Workflow Notification available O Default @ Override None ﬂ
Catalog Management . .
Accounts Payable PO Workflow complete O Default @ Override [lEmail & Notification [v| |
Contracts - _ N e
PO sent to supplier (O Default (@ Override Netification ﬂ
User History
Administrative Tasks PO Line Item Ship Notice () Default @ Override None ﬂ
PO line item(s) rejected () Default (@ OQverride Notification ﬂ
PO rejected O Default @ Override Notification v
PO line item Backorder notice () Default (@ OQverride Notification ﬂ
PO line item Cancellation notice (O Default @ Override Notification ﬂ

Save Changes e

Why am I getting an error when adding a Form to my cart?

Error Message = “Cannot add this do-not-mix form to the active cart because the cart already contains items that do not
match this form's type.”

Forms cannot be added to a cart that contains services/commodity items. The cart will need to be emptied or items
moved to a draft cart.

Purchasing Forms

When using the Purchasing Forms (Routing Forms and Procard forms), you will notice that the Form shows a price of
$5,000, regardless of the dollar amount of your contract or procard limit. Everything in Eagle Buy has to have a “price,”
and $5,000 is the price | assigned to Purchasing Forms. You cannot change the price, but don’t worry about it. Your
approver and the Purchasing department will read the true dollar amount that you listed inside the Form, and that’s the
amount that really matters.

Dual Service Agreements

Your first step would be to go to the Purchasing webpage (https://www.tntech.edu/purchasing/), click on TTU
Purchasers, click on Forms, and click on Dual Services Agreement under the Form Agreements category. Use that
template and fill in the specific contract information, just like you did before. When you are done, you will need to save
that .pdf somewhere that you can retrieve it. (You might have to print it and run it through a copier or scanner.)



https://www.tntech.edu/purchasing/
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Log in to Eagle Buy and on the Home Page, click on Dual Services Routing Form. Fill in all the blanks (the bold type ones
are required.) Toward the bottom of the form is a place where you can attach your draft agreement. That’s where you
will attach your template. Click on Add Attachment, Browse to find your file, Open it, and click Save. When you are
done filling in all the blanks in the Routing Form, scroll to the top of the Form, and beside Available Actions, choose Add
and Go to Cart and click Go.

Now that Form will be in your cart. You can name your cart if you want, and then Proceed to Checkout.

Now you need to work on the online requisition — click on each section, and fill in required information. When done,
click Submit.

Your Form and Agreement will be automatically routed to your approver, and then to Purchasing. After we have
received all the signatures we need, we will create a Contract in Eagle Buy and we will notify you that it's done. Later,
when you get invoiced, you will use that contract to initiate payment.

v Mmoo
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Dual Services Routing Form

Instructions.

The fellowing guidelines apply %

+ Al contracts requirs the approval of the Director or Assistant

ector of Purchasing, or the Vice-President for Planning & Fi
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Avaiatie pesons:[AddandgotoCan | [ Gose| &
r l 1 Tennessee
NZ TECH

Dual Services Routing Form z

Dual Services contracts, which are agrssments between Tennessee Technalogical University and any TBR/UT Institution or State Agency.

ance.

+ Dusl Senices contracts for over $1500 with a State Agancy must be signed by the Deparment of Finance 3nd Administration.
+ All proposed contracts shall be approved and executed by 3l parties prior to the effective start date; the Purchasing Department will obtain all necessary signatures.

+ Submitzer must compl

22 3nd attach 3 Dusl Services Agreement

raft tothis routing form. The Dual Servi

25 Agreement tempite c3n be found on the Purchasing webpage, under Forms, Form Agreements.

+ To obain acourate salary and withinelding dta, the Submitter must first contact the Conractar's Human Resources Depanment.

This completed and authorized Dual Services Routing Form must accompany all dual services contracts or amendments/zddenda o contracts and must be routed to Purchasing prior to centract start date.

Requesting Department
Department Name History
Contact Person's Name Ay Foster
Phone Number 931-372-3332

Contractor Information
Contractor Name Nashwille State Community College
Contact Person Becky Abuorf
Address 120 White Bridge Road
aty Nashille
State / Provi ™
Zip Code 37209

Contract Description

{Provige brief seseription of goods / senvicss below.)
Purpose of Contract Teachin History 2010-005
Provide the name of the Emplayee performing the service. (Carolyn Powsll
Term of Contract

Start Date

03/24/15

End Date N12/15
Number of Renewals o

Person designated to monitor contract Dr. Jeff Robers
Phone s3L72338

Email ronerts@rmech.eou
Frequency of Contract Monitoring (choose beiow)

Campus Box 5082

Email Address [sfoster@tntachsdu

Fax 531-372-3484.

Conracior's Phone l615-353-3323
You must provids sither an email address or 3 fax number for the Cont

52 they cannot be Ioaded into Exgis Buy.
Contractor's Email

Beckysbuori®@nsccedy
Contractor's Fax
Total Contract Amount (including renewals) 220824
Commodity Code 924

Please attach here a copy of your draft agreement. Purchasing will review and may modify the agreement(s) before executing.
Internal Attachments

A Attazhrments

Caralyn Powell doc (25K)

Comments / URL

Icertify that 1 have read the attached

N .
and ensure compliance: to monitor expiration and payment: and to confirm that the terms of

If you need assi
Supplier
Fulfillment Address

Supplisr Phane

BUY

™ Shop

My Caris and Orders * Open My Active Shopping Can= © Ca

'm; Shopping Cart to emiy vaughn

MName this cart |Dual Service - Becky A,

Have you made changss?

TTU Purchasing moreino.

ancs with this form or have questions about the policy, please contact the Burchasing Dspartment at (93

Approvals ?
Business nd/or University analyze the a legal or policy perspective, it is the responsibility of the individual(s) approving this form to ensure that the i practi needs: to monitor
in terms.
Need Help? z

TTU Burchasing

Fuifilment Aderess 1: [areferred)

208 5041

Cookeville, TH 38505
Total 220824

configuration for this form

Emily Vaughn

08.24 USD | &

« Continue Shopping

1lhemis) for atowl of 2,208.24
-

81T - Selectan O

Help |

Empty cort

Product Description

e on Dual Services Routing Form  open form
= Wi »

Unit Price

2,20824usp 1

view
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uﬁ}—#; A~ Search (Alt+Q) W oj245450sD O W A R
Requisition ~ : 2838130 ¢ = 0
Summary Taxes/S&H Comments Histor
-
General # % Shipping /% Billing £ (B
) Correct these issues. v
Cart Name Projector for R 302 Ship To Bill To They will prevent you from submitting your
i . request.
Description no value Attn: Tennessee Technological University
Derryberry Hall Accounts Payable
Prepared by Emily Vaughn RM: P.O. Box 5037 o Required: PO Distribution
1 william L. Jones Dr. Cookeville, TN 38505 Address is incomplete: Shipping address
Prepared for Emily vaughn Coaokeville, TN 38505 United States Required: Indlex

United States

PO Clauses Edit | View details © Address is incomplete Requir
Billing Options
Department Purchasing (Business Services / Tatal (USD) A
Purchasing) Accounting Date no value Subtotal 124545
PO Distribution no value
O Required 1.245.45
SUBMIT REQUISITION
ASSIGN CART
Accounting Codes P
What's next for my order? >
Index Chart Account Fund QOrganization Program Activity
no value ne value no value no value no value no value no value
O required © Rrequired
Intarnal Natac and Atéarhmante P Futarnal Natac and Atéarhmante P

How do I submit one-time purchases in Eagle Buy that need to be bid?

On the home page above the “Shop at the top Bar” click on non-catalog item

Click on Supplier search — Enter “TBD” for the Supplier Name and click search

Once you find the supplier “TBD” click on the word “Select” to populate the supplier.
Catalog No. - If you don’t have one just use a “1”

Next in Product Description - give brief description of item(s)

Continue filling in Quantity, Price Estimate, Packaging, & Commodity Code accordingly
Now click Save & Close

To find your item — go to the top right corner & find the icon that looks like a shopping cart
Click on the shopping cart icon and when the box opens click on “View My Cart”

You can name your cart if you want, and then Proceed to Checkout.

Now you need to work on the online requisition

Click on each Section, and fill in required information.
PO Distribution -- Send the PO to Supplier

Attach the specifications of the item(s) that you want bid
Attach a list of bidders

When done, click Submit.

When the requisition gets to Final Review then Purchasing will do the normal bid process. Once the Supplier is
determined purchasing will change the requisition to reflect the appropriate Supplier and Price. Purchasing will then
approve the requisition and it will create a PO that is sent to the Supplier.
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E%F Al Y Search (Alt+Q) Wooousp V w A R
Go to: favorites | forms | shop | quick order Browse: suppliers | categories | contracts
Search for products, suppliers, forms, part number, etc. n
Technol Catalogs H
Welcome to the Eagle Buy Test System! : o9 °9 4
The link to register for classes is on the Purchasing webpage, under the
“Training™ section. Science Catalogs iy
Commodity Codes
Supplies Catal H
Eagle Buy Requestor Notes Hpplies o8¢ HRd
Eagle Buy Requestor Notes (New Experience)
Purchasing and AP Forms HE
Eagle Buy Shopper Notes
| ] | ]
Eagle Buy Shopper Notes (New Experience) Check Request Contract / Agreement Credit Memo New Supplier Request Grant Sub-Contract | o\ oroved Contract
Routing Form Routing Form
Training Videos
Eagle Buy Notes & FAQs
Procard Forms iy
ITSForms iy
Add Non-Catalog Item
Supplier: Existing Supplier v v
Select Supplier Q
Item v
Catalog No. Product Description Quantity Price Estimate Packaging
EA - Each v
254 characters remaining
Additional details pvs
Commaodity Code Q Product Flags
b g Required fields SAVE SAVE AND ADD ANOTHER CLOSE
Add Non-Catalog Item
Supplier: Existing Supplier v v
TBD-Use for items to be bid Q Fulfillment Address »  Distribution Methods >
Item 12 items have been found containing 1" in their Catalog Mo, View ~ v
Catalog No. Product Description Quantity Price Estimate Packaging
1 Brief Description - Ex. Projectors ! 30000 EA - Each v
220 characters remaining
Additional details v
Commodity Code 204| Q Product Flags
s Required fields SAVE SAVE AND ADD ANOTHER CLOSE




SIMPLE ADVANCED NON-CATALOG ITEM

Search for products, suppliers, forms, part number, etc.

Technology Catalogs
Welcome to the Eagle Buy Test System! s

The link to register for classes is on the Purchasing webpage, under the

“Training” section. Science Catalogs

Commedity Codes

Supplies Catalogs
Eagle Buy Requestor Notes PP 9

Eagle Buy Requestor Notes (New Experience)

Purchasing and AP Forms
Eagle Buy Shopper Notes
Eagle Buy Shopper Notes (New Experience) Procard Forms

Training Videos

Eagle Buy Notes & FAQs ITSForms

"BV

Shopping Cart ~ : Projeclors‘ saving...

SIMPLE ADVANCED NON-CATALOG ITEM

Search for products, suppliers, forms, part number, etc.

1 Item

TBD-Use for Items to be bid ~

Brief Description - Ex. Projectors 30,000.00

Commodity Code 204 Q
Computer PC's and Peripherals
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A~ Search (Alt+Q) ‘W 3000000usD O ™ A R

My Cart (oual
Go to: favorites | forms | shop | quick ord
Brief Description - Ex. Projectors VIEW MY CART

Quantity: 1

Price: 30,000.00 USD
30,000.00 USD

.

AlY Search (Aft+Q) W 3000000usD @ v A &

L

Estimate (USD) A4

n Total: 30,000.00
PROCEED TO CHECKOUT

ASSIGN CART

1 ltem 30,000.00 USD

1 Each 30,000.00 :
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IW Emily Vaughn * 0

‘W Shop » My Carts and Orders > Open My Active Shapping Cart = General - 1480651 - Draft Requisition

< Return to shopping cart

€ Almost ready to go! The list below needs to be addressed before the request can be submitted.
= Required field: PO Distribution

Requisition: 1480651 General Document Actions ¥ History | &) | 2
Projectors
Status: Draft edit
Document Total:  200.00 USD Cart Name Projectors
What's next for my order? Description
Prepared by Emily Vaughn
Requisition Prepared for Emily Vaughn
PO Clauses edit dauses...
General v X .
28 AP Invoice Email
Shipping v view all clauses - (1)
gilling v Department Business Services / Purchasing (Business Services / Purchasing)
PO Distribution
Accounting Codes v © Required field &
Internal Notes and Attachm... +
External Notes and Attachm... +* Lines Selected Line Item Actions ¥
Supplier Information v

TBD-Use for Items to be bid

0 more info..

Comments Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price [ ]
1 Brief description - Projectors 3  more info... 1 Each 20000 1Each 200.00UsD [
General (same as header)

Final Review

Attachment Overview

PR Approvals Supplier subtotal 200.00UsD
PO Preview - . . N
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation  Subtotal 200.00
purpaoses, budget checking, and workflow approvals. Total 200.00 USD

Edit General

General

Cart Name Projectors
Description
Prepared by Emily Vaughn

Prepared for Emily Vaughn

PO Clauses o

Department Purchasing (Business Services / Purchasing)

PO Distribution

SELECT~
Organization Values
Do Not Send the PO to the Supplier

Send the PO to the Supplier

* Required fields
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S Al Search (Ait+Q) '™ 3000000UsD W I A R
Requisition ~ : 2838130 Q@ = O
Summary  Taves/SEH Comments  Histon
.
General # i Shipping # i Biling sSoiw DL
€) Correct these issues. >
Cart Name Projectors Ship To Bill To They will prevent you from submitting your
Description no valde Atn: Tennessee Technological University (3 25k
Derryberry Hall Accounts Payable Total (USD)
N ota v
Prepared by Emily Vaughn RM: P.0. Box 5087
1 William L. Jones Dr. Cookeville, TN 38505 Subtotal 30,00000
Pregared for Emily Vaughn Cookeville, TN 38505 United States ubtota 000
United States
PO Clauses Edit | View details © Address is incomplete 30,000.00
Credit Card Info
Department Purchasing (Business Services / SUBMIT REQUISITION
Purchasing) Cardholder Name Purchsaing Shopper
ASSIGN CART
PO Distribution Send the PO to the Supplier Card Number FARRRRERERRRRERT]
Card Security Code 123 What's next for my order? >
Expiration Date 1/2020
Billing Options
Accounting Date no value
hﬁﬁ'—“‘f A~ Search (Al+Q) W 3000000usD O ™ A" R
Requisition ~ : 2838130 @ & @
Summary  Taxes/S®H  Comments  History
~
General # i Shipping # i Biling i Dratt
€ Correctthese issues. v
Cart Name Projectors Ship To Bill To They will prevent you from submitting your
Description o vale Attn: Tennessee Technological University TETEE
Derryberry Hall Accounts Payable
Prepared b Emily Vaughn RM: P.0. Box 5037 Address is incomplete: Shipping address
1 william L. Jones Dr. Cookeville, TN 38505 Required: Index
prepared for Emily Vaughn Cookeville, TN 38505 United States Requireck Account
United States
O Clause: View © address is incomplete
PO Clauses Edit | View details : Total (USD} -
Credit Card Info
Department Purchasing (Business Services / subtotal 30,000.00
Purchasing) Cardholder Name Purchsaing Shopper
PO Distribution Send the PO to the Supplier Card Number FARRRRRRRRTRRRET] 30,000.00
Card Security Code 123 SUBMIT REQUISITION
Expiration Date 1/2020 ASSIGN CART
What's next for my order? >
Billing Options
Accounting Date no vaiue

Contract Notifications - for those of you who have asked us to set up contracts or blanket orders for you, you
will start receiving emails from Eagle Buy giving you contract information. Specifically, the emails will tell you that a
contract has just expired. These are informational only —you do not need to take any action. The link in the email does
not work anyway, so just file or delete the email as appropriate.

Staples Returns -1 have had questions about how to handle Staples returns. Our rep at Staples stated that we
should call Customer Service at 877-826-7755 with the order number and they will be able to issue a pick-up/credit.

Attachments - Quotes, Proposal, Invoice

External Notes/Attachments — the supplier needs to see the attachment (i.e. a Quote or Proposal for what you are
ordering), make sure to do an External Note or Attachment.

Internal Notes/Attachments - can only be viewed by us at TTU.
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CAN | PAY
TYPE OF EXAMPLES WITH PO DISTRIBUTION
ACTIVITY ACTIVITY PROCARD? STEPS TO TAKE
ORDER FROM A Buying a monitor from Yes (always [Always Send the Click on the Supplier's logo to access their catalog. Create your cart
CATALOG Dell; Buying supplies from |use procard PO to the and transfer your cart to Eagle Buy. Proceed to checkout. If procard is used,
SUPPLIER Staples for Staples) Supplier no receiving is necessary.
ORDER FROM Buying a projector Click on the Non-Catalog Item link (located directly above Shop-at-
A from CCS; Buying Always Send the the-Top bar). Fillin: supplier, product description, catalog number, quantity,
MAKING A NON- furniture from A-Z PO to the price, and commodity code. Add to cart. Proceed to checkout.
PURCHASE CATALOG Supplier (Attach quote to the requisition.) If procard is used no receiving
Send the PO to
ORDER FROM A Buying athletics the Supplier In the Shop-at-the-Top search box, enter the Contract Number, supplier
[TTU BLANKET apparel on unless you hame, or item name. Add item(s) to your cart. Proceed to checkout. If
ORDER contract; Buying phone/fax in the procard is used, no receiving is necessary.
lab tests on Ves order
contract
PAY A ONE-TIME  |Paying an invoice for a Do not Send PO to
PURCHASE ORDER |computer No the \When your order is delivered, receive it in Eagle Buy.
from Dell Supplier
No Do not Send POto |When the invoice is received, bring up the contract from the Shop-at- the-Top
PAYING AN PAYFROMATTU Paying a Canon invoice; the search bar, by entering the contract number, supplier name, or item
INVOICE CONTRACT/BLANKE |p3ying a Supplier description. Put the item (s) in your cart. Proceed to checkout, complete
T ORDER Enterprise invoice requisition, and Submit. After all approvals are done and PO is created,
receive PO in Eagle Buy.
Click on the Check Request Form from the Home page. Enter required
PAY NEITHER OF Paying a FedEx invoice; information. Attach the invoice. Add to cart, proceed to checkout, and
THE ABOVE Paying an Does not matter  |complete and submit the requisition. However, if you want to pay with
Appliance Mart invoice Yes which you choose  |5rocard, just contact supplier directly and do not use Check Request Form. No
receiving necessary. If the invoice was emailed to you from AP, please reply to
AP's email telling them you paid on Procard. If you received the invoice
directly, you don't need to contact AP at all.
REIMBURSE Reimbursing an Click on the Check Request Form from the Home page. Enter required
EMPLOYE lemployee who Does not matter information. Attach the receipt(s). Add to cart, and proceed to
E/ entertained a n/a \which you choose  [checkout.
STUDENT candidate Mail original receipt(s) to AP.
REQUESTING Click on the appropriate Contract / Agreement Routing Form from the Home
AN ACTION INTITIATE A page. Enter the required information. Attach the draft agreement or license
CONTRACT/ Requesting a new Personal Does not matter agreement. Add to cart and proceed to checkout. Submit requisition
BLANKET Services contract for a h/a which you choose [when done.
ORDER speaker
Click on the appropriate Procard Form. Fillin required information
[TAKE Requesting a new procard Does not matter and add to cart. Proceed to checkout and Submit requisition when done.
PROCARD or credit increase to n/a which you choose
[ACTIONS existing procard
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