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Placing an Order

Log in to myBGSU. Click on the Employees tab >
Purchasing. Clickon the BGSU Falcons Purch logo.

Welcome Home Librames Employees
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Related Information:

View Cart

The shopping cart contains items a user has selected
to purchase. Users can add or remove items, change
commodity codes, adjust quantities, and view an
estimated total purchase amount.
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Proceed to Checkout

The checkout action creates the purchase requisition.
The purchase requisition allows someone with the
requester role to add chart fields, comments,
attachments, make edits and place the order.

Tabs at the top of the page contain additional
information about the document including
comments.

Requisition + 150382375 -

Summary PO Preview Comments Amachments History

Document actions are available in the top left corner
of the page. Click the drop-down menu next to the
requisition number to see a list of actions that can be
taken for the document.

Requisition * 3363340 ¥

Summery PO Preview Return to Cart

Copy to New Cart

Semacel Add Comment i |

Cart Name |

Continue Shopping
Description L]
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View Cart return message(s) i
Prepared by 7]

See configuration for this requisition 8
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Other actions are available in the top right corner of
the page:

. ElShow or hide the right sidebar.

. Select an option from the Filter View drop-
down menu to view individual sections on the page.
For example, view header details only, view line
items only, or view billing details only.

In the Items section, the actions menu for all selected
items is the drop-down menu at the top right corner

of the section .
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On individual items, click the action icon Elto see
actions that can be applied to that item only.
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Click the edit icon to edit information within the

line. Click the edit icon to modify information in a

section.

The right sidebar shows document totals and

workflow. Users can view approval workflow

information by selecting the link for the approval

step.
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Review Requisition
Review the requisition before submitting. A red
triangle means required information is missing.

Clicking the Red Triangle will take you to the place on

the requisition that needs modified. The error billing

is missing ship to information.

e Correct these issues.
‘You are unable to proceed until eddressed.

Address is incomplete: Shipping address

Total (60.00 USD)

N *
Ship To
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ATTH-*
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Addrass Line Bowling Green State Universit
¥
City Bowling Green
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Zip Code 43403
Country United States
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Edit Budget Accounts

Select the edit icon to modify the accounting codes.

Account Program Budgst Referznce

53100 no value no value

Supplies

# v
—
Work Order (CO-
9999999) Task Code (99999)
no valus no valus

Search from all values or select a favorite code for

each segment from left to right. The system reads
available accounts from left toright. Select a
Business Unit GL, then select a Speedchart. The rest

of the accounting string will auto populate. Scroll all

the way to the right to enter an Account and Program

Code (program code is optional). Select Save.

BusinessUnitGL  Speedchart Fund Dept Project/Grant

BESUN 30101 novalle

PCBusiness Uit Accoum

o value 6000 novalue 3100

Select the heart icon to add a favorite account string.
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53100 Q|| Search Q w
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Split Between Multiple Budgets

To add additional accounting codes, select the edit

icon and select the + icon.
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Budget Referance Wiork Order (00-9999999)

Q-

Add the split by percentage and edit the accounts.
Click the validate check mark, and then select save.

% of Quantity -

30

{743 USD)

Submit Requisition
Select one of the action buttons to go to the next

step.
P Assign Cart

Submitted Requisitions
Submitted Requisitions are displayed in a document
configuration that is like the Checkout page.
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Foundation accounts require the Business Unit
BGFDN. BGFDN must be entered in the General
section of the requisition AND in accounting codes.

General &
A

Cart Mame 2021-10-28 MKALE 01

Description e value
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Blanket PO 4

Businezs Unit BGFDN

Accounting Codes

Business Linit GL Speedchart * = Fund * =

BGFDN [ 300000300 = 55000 v
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Icons

*** Click to display actions for items in a panel or page

#' Click to edit information
A Collapse section
“or¥ Expand section

<7 Click to add an item to Favorites

W Item is a user's personal Favorite

BGSU.

BOWLING GREEN STATE UNIVERSITY




	View Cart
	The shopping cart contains items a user has selected to purchase. Users can add or remove items, change commodity codes, adjust quantities, and view an estimated total purchase amount.
	Proceed to Checkout
	The checkout action creates the purchase requisition.  The purchase requisition allows someone with the requester role to add chart fields, comments, attachments, make edits and place the order.
	Tabs at the top of the page contain additional information about the document including comments.
	Document actions are available in the top left corner of the page. Click the drop-down menu next to the requisition number to see a list of actions that can be taken for the document.
	Other actions are available in the top right corner of the page:
	  Show or hide the right sidebar.
	  Select an option from the Filter View drop-down menu to view individual sections on the page. For example, view header details only, view line items only, or view billing details only.
	  Select an option from the Filter View drop-down menu to view individual sections on the page. For example, view header details only, view line items only, or view billing details only.
	In the Items section, the actions menu for all selected items is the drop-down menu at the top right corner of the section .
	On individual items, click the action icon  to see actions that can be applied to that item only.
	Click the edit icon   to edit information within the line. Click the edit icon to modify information in a section.
	The right sidebar shows document totals and workflow. Users can view approval workflow information by selecting the link for the approval step.
	Review Requisition
	Review the requisition before submitting. A red triangle means required information is missing. Clicking the Red Triangle will take you to the place on the requisition that needs modified. The error billing is missing ship to information.
	Edit Budget Accounts
	Select the edit icon to modify the accounting codes.
	Search from all values or select a favorite code for each segment from left to right.  The system reads available accounts from left to right.   Select a Business Unit GL, then select a Speedchart. The rest of the accounting string will auto populate....
	Select the heart icon to add a favorite account string.
	Split Between Multiple Budgets
	To add additional accounting codes, select the edit icon and select the + icon.
	Add the split by percentage and edit the accounts. Click the validate check mark, and then select save.
	Foundation Accounts
	Foundation accounts require the Business Unit BGFDN.  BGFDN must be entered in the General section of the requisition AND in accounting codes.
	Submit Requisition
	Select one of the action buttons to go to the next step.
	Submitted Requisitions
	Submitted Requisitions are displayed in a document configuration that is like the Checkout page.
	Icons

