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FALCONS PURCH

November 1,
2021

Falcons Purch Manual

The Falcons Purch software (Jaggaer) is the BGSU E-procurement system used for
shopping, requesting purchase orders, electronic approvals, order distribution to suppliers
tracking delivery information, issuing payments, and processing invoices. The system is
managed by the BGSU Purchasing Department. Training and refresher trainings are
offered multiple times throughout the year and on an as needed basis. Email
purchasing@bgsu.edu to schedule training.
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User Profile Settings
Log in to myBGSU_ C||Ck on the Employees tab > Header (int) Header (ext) Codes Code Favorites Internal Information
Purchasing. Clickon the BGSU Falcons Purch logo - — - '
Custom Field Name Default Value Description Edit Values
— = e Speedchart No Default Value M

Purchasing I

Falcon's Purch

PURC}S
Related Information:

* Information and Instructions

Profile Settings

To set up your default profiles settings clickon the
silouette in the upper right corner of the Homepage.
Select View My Profile to access the profile settings.

Al = Search (Alt+Q) Q 000USD W

Forms | Shop

View My Profile

Dashboards

Manage Searches
Manage Search Exports
Set My Home Page

Search Help For A Solution

Click on Default User Settings. Toset up a default
Speedchart and account, select Custom Field and
Accounting Code Defaults. Onthe right select the Codes
tab and then Edit from the value you want to set.

Melanie Kalb Custom Field and Accounting Code Defaults

User Name MKALB Header (int.)  Header (ext)) Codes| Code Favorites Internal Information

/" Edit Values

Business Unit GL_BGSUN ~

Create New Value

Search For Value ?
Field Name Speedchart

Value  Description

Value 700000 |
Description |

- Results Per 5 v
Page

* Custom Field Values marked

Select the speedchart by clicking on the box. Select Add
Values.

Results
Values
Per n cx M 2
-
Page Found Page 1 of 3 ?
5 A4
Select Value Description
]
Res Life Conklin
7000000PCK  -OPCK
B Res Life
7000000PCN  Centennial-OPER
] Falcon
7000000PFH Heights-OPER
[ Res Life
7000000PFN  Founders-OPFN
[ Res Life
7000000PHM  Harshman-OPHM
[Ravaues | Back o Search |

Click on the Value you just added (7000000PCK),
checkmark Default and Save. You can continue to add
multiple speedtypes to your list.

Custom Field Name Default Value Description Edit Valug
User Profile and Preferences
Business Unit GL BGSUN BGSUN | Eait |
Update Security Settings Em
+ Speedchart No Default Value
Default User Settings
" " Fund No Default Val
Custom Field and Accountina Code Defauits b o betaultvalue Ea
Default Addresses L Dept No Default Value En
Cart Assignees L Project/Grant No Default Value Ea
User Roles and Access L Activity No Default Value Ea
Ordering and Approval Settings & Function No Default Value m

Permission Settings + PC Business Unit No Default Value

Click Create New Value. Enter your 6-digit department
number in the Value field and click on Search.

Create New Value

Edit Existing Value

value 7000000PCK
7000000PCK. Res Life Conklin

-OPCK Description ‘Res Life Conklin -OPCK
| Default [_ll

Status active

* Custom Field Values marked with
an asterisk are role-based values,
Users can only modify the Default
status of these Custom Field
Values.
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Click on the Codes tab to add a default Account (53100).

Custom Field and Accounting Code Defaults

Header (int) Header (ext.)I Codes fode Favorites Internal Information

Under Default User Settings select Default Addresses.
From the Ship To tab, click on Select Addresses for
Profile.

Teresa Coss Default Addresses

User Name  TLCOSS © No addresses defined in profile. |

Ship To ill To

5|

Select Addresses for Profile

Select an address to edit

© No addresses defined in profile.

Shipping Addresses

Default

Custom Field and Accounting Code Defaults

Default Addresses

A dropdown box will appear, select BGSHIPTO.
Checkmarkthe Default box. Enter your building and
room number. Save

Belect an address to edit

Select Addresses for Profile Delete Address

11/2021

Edit Selected Address ?
| gk b is Payable
Default ¥
Current Default -
Address
ADDRESS
Contact Line 1 Accounts Payable
Address Line 1 1851 Research Dr
Address Line 3 http://www.bgsu.edu/offices
r Jcontroller/index.html
City Bowling Green
State OH
Zip Code 43403
Country sheh

To add a default for your Cart Assignees, select Cart
Assignees and click Add Assignee...

Cart Assignees

Teresa Coss

User Mame TLCOSS

User Profile and Preferences

Update Security Settings

Default User Settings

Shipping Addresses Edit Selected Address 7 Custom Field and Accounting Code Defaults
BGSHIP TO “ | Nickname BGSHIP TO Default Addresses
Default Cart Assignees
Current Default BGSHIP TO
Address
ADDRESS From the pop up window, enter the last name of the
ATTN: . o . . .
feresa Coss individual you would like to assignyour carts to. Search
Bldg: 1851 N Research Drive
_ Room: 100 and then select the name.
Address Line 1 Bowling Green State University
City Bowling Green User Search
State OH
Zip Code 43403 Last Name Sy
Country United States
Save First Name
. ) User Name
Go to the Bill To taband click on Select Addresses for
Profile. Choose Accounts Payable from the dropdown. Email
Default Addresses Department [~]
1
| © No addresses defined in profile. | eSS her Page 10 E
ship Td Bill Te
?
Select an address to edit Clark, Jane JHCLARK JHCLARK@bgsu.edu +1 (419) 372-9289 [select]

| © No addresses defined in profile. ‘

Billing Addresses

Mark as default and Save.

Select Set as Preferred.
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Eart Assignees Sesrch (Ah+0) Q 000USD W v |ﬂl ~ o §
Add Assignee...
My Cart Assignees
View My Profile
Name
Dashboards
Jane Clark Set as Preferred mg
Manage Searches

Notification Preferences

The E-mail Preferences screenis used to determine
when and why you will receive e-mail notifications
and/or notifications in the top menu bar.

Select Notification Preferences, select Shopping, Carts &
Requisitions. Click on Edit Selection in the upper right
corner.

Teresa Coss Notification Preferences: Shopping, Carts & Requisitions

| Zeatsecion )

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

User Name  TLCOSS

Prepared by - Cat Assigned Notice None
Prepared by - R n em(s) rejected None
Prepared by - R rejected/retumed emal
Cart Assigned Notice None

Receive PR and PO nofifcations for Carts None
Assigned to Me

Assigned Cart Processed Notification None

The Default setting is None, meaning there will be no
emails or notifications. Clickon Override to change the
setting. Whendone, click on Save Changes inthe lower
right corner.

Notification Preferences: Sk ing, Carts & R

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

Prepared By - Cart Assigned Notice © Default  © Override None
Prepared By - PR line item(s) rejected © Default  © Override None
Prepared By - PR rejected/returned © Default @ Override Email [+]

Cancel

Dashboards

Dashboards provide visibility to all system features on
the home screen of Falcons Purch. Click on the
silhouette and select Set My Home Page.

Manage Search Exports

Set My Home Page

Choose Current Page/Shopping Dashboard. Click Save.

Set My Home Page

2 Existing Home Page
Shopping Dashboard

2 pefault Home Page
Shopping Home

® Current Page
ShaEEinﬂ Dashboard

You can also eccess your home page by pressing Alt + 1
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Shopping with Catalog Suppliers

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

Welcome Home Libraries Employees

Purchasing

Falcon's Purch
4

d Information

The first page of the shopping experience displays a
search field and punchout catalogs.

Punchout Catalogs

Punchout catalog suppliers have provided stores
within Falcons Purch that will allow users to shop
from the supplier’s external website. The shopping
cart created will generate a cart in Falcon’s Purch for
approvals and budget information.

| Computers/Electronics

puters Audiovisual nformation Technology

Hosted Catalogs

Hosted catalog suppliers provide searchable catalogs
of contracted goods and services offered by suppliers
within the Falcons Purch site for easy searching and
entry of orders.

In the searchfield, users enter key words for the items
to purchase, then click the searchicon. Users cansearch
for contracteditems in the shopping search bar. Simple
and Advanced tabs along the top of the searchfield
allows users to toggle between simple and advanced
search pages.

IS0 - iy Shopping Page o +

Click the Searchicon to generate a search. An Add

To Cart button allows users to add an item or request
directly to their cart. An Add and Checkout option on
the drop-down menu will take users directly to the
Checkout/Requisition

Simple t Non-Catalog ftem | Tradedn | Q D! i tract
highiighte{
= Highlighter, Pen Style, 4 Color/Set

826USD
=

AR}
UL

Search Results

Items that match the search criteria are displayed on
the search results page. On this page users can:

e Search for additional items using the search field
at the top of the page.

o Apply multiple search filters in the left sidebar to
narrow search results.

e Choose different sorting preferences from the
BEST MATCH menu.

e (lick on anitem to display product details.

e Compare products.

e Add items to their Favorites.

Sort options | | Open grid view
» @ compore pESTMATOH + T EE
By Supplier > Highlighter, Pen Style, 4 Color/Set ltem added to favorites v
=== Staples Advantage (formerly Corporste Express) il =8 8.26 USD
By Suppller Class > ZZ=  Parthumbe AVE29548  Mig Neme  Avery
Bl R SR ... -
By Category > Packaging compaRs 3
ltem added to Compare fist
By PackagingUOM > Exclaimi Pen-Style Chisel Tip Highlighter, Yellow Ink ™
By Result Type: N L Staples Advantage (formerly Corporate Express) B ™% 11.88 USD
Z ra CEBSI222 7 Corporate Express
» oL T
By Manufacturer ’ System 0z fg Pat 51222 COMPARE X

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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All goods, services, forms must be added to the
shopping cart for processing. The cart must be
submitted after all items are added to the cart. If
multiple vendor purchases are added to the cart, the
system will separate the orders as needed when

distributing to the suppliers.

Shepping Cart *+ 3181250

Empty, create or share a cart | | Show or hide sidebar, prini

Details >

2 ltems

Staples Advantage (formerly Corporate Express) - 2 Items - 8.26 USD

Caulog  Sus/Pac  UnitPris  Quamiy  Ext.Price
No. kesing
AvERSSL 4 sET 825 zser 52 -] ’—L|Esn-axedtome
g

d r

leRoETALS NI

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. Items are listed in
the bottom section.

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 ~

Summary PO Previe Return to Cart

General

11/2021

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 Line 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 tabs to view and edit information within
them. Click the edit icon to modify information in a
section.

The right sidebar shows document totals and
workflow. The document status and any messages
are displayed near the top of the section. Users can
view approval workflow information in the What's

next for my order? section.

Select one of the action buttons to go to the next
step.
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Requsiion + 263040 = ———

[y - =

O
pre——— P rr——— p

-
V2t | T

Assign Cartto Another User

Users that have the shopper role will only be able to
assign the cart to a user that has a requestor role to
place the order with the proper chart codes.

Submitted Requisitions

Submitted Requisitions are displayed in a document
configuration that is like the Checkout page.

Requisition * 3181250 ~ = . - @ 1of 12Results ~ < >

Summary aves/SaH Comment Attachment H

Genera o shipping o Biling - T

Total (16.52 USD) v
Statu shipTe Bil To
+ Completed
foit e Subtotal 16.52
Tax 0.00
Ts 0.00
Shipping 0.00
e Handling 0.00
Credit Card Info
art Name ’ 16.52
il s NS Delivery Options No credit card has been
assigned
x Related Documents v
e Purchase Order: 2695634 -
Brynn Wilson Besi Omes Beok Wy What's next? v
[

WD Show skipped steps

no value Submitted
7 )3 557P
Accounting Codes LI ¢
Order Consolidation
Internal Notes and ... - - - External Notes and... - - - Additional Notes 22 1 2 g
2 ltems [

, . Spend Collection-Check Robot - -

Staples Advantage (formerly Corporate Express) - 2 ltems - 16.52USD [

Ilcons

11/2021

*** Click to display actions for items in a panel or page
#' Click to edit information

A Collapse section

vor? Expand section

2 Click to add an item to Favorites

W Item is a user's personal Favorite



Falcons Purch 11/2021
Shopping with Non-Catalog Suppliers
Log in to myBGSU. Click on the Employees tab > skl I —
Purchasing. Clickon the BGSU Falcons Purch logo.
Welcome Home Libraries Empiloyees ) o °

2

Related Information:

« Information and Instructions

Definitions

Non-catalog item- A shopping form that used when
the supplier does not have either a hosted catalog or
punchout Catalog. A quote from the supplier is
required to be attached to the order.

Blanket Purchase Order - form used when an order
will be have multiple shipments or services
throughout the year.

Payment requests- A form used when an invoice is
provided prior to the service such asa membership
or subscription. Payment requests can also be used
when an ICA or master agreement is already in place
and payment needs to be processed for services
rendered.

Non-Catalog Item Shopping Form

From Shopping Home Page

] Al Search (Al+Q) a ogoousD W o 1D O,

Welcome to Office Supplies 7

BGSU's
FALCONS PURCH

@nrs

From Shopping Dashboard

Chose the Non-catalog link on the home page.
Complete the required fields on the form. If no
catalog no. exists, enter N/A or 0. Size is not a
required field. Select the correct commodity code the
is relevant to the item(s) being ordered. To see the
entire list commodity code options, click search.
Select the correct code.

For goods use the accurate quantity of items being
ordered combined with the UOM of EA. For services
use the total price and the UOM of USD. To create
multiple lines on the order, click on Save and Add
Another. After all lines have been entered, select
Save and Close.

Sehool Health Corparation JEI JE il = 7= 5
F65 Musrfield O, Henower Park, L1133 US

E Diribution Method

Prasurt szeription Catalog Mo, Prosuct Size uastey :z‘_:‘m GuantipION
Prod descr o - i 300 1§ Ea
J—
[E Product Detals
Commedity Code 10030000 e

BTN et s | e

shopping cart, then Checkout.

All - Search (Ah+Q) Q 60.00USD W ID
Test Order View My Cart
Quantity: 12
60.00 USD n
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Attach the quote to the requisition in the External
Notes and Attachments section.

11/2021

External Notes and Attachments v
Note 1o all Suppliers na value

Attachments fora Add

suppliers

Blanket Purchase Orders

Complete a non-catalog item form using a quantity of
1, the total amount of the blanket should be used as
the price, select USD for the unit of measure. Enter
an estimated amount if the exact total is not known.
Click Save and Close.

Requisition + 150382375 ~

Summary  POPreview  Commems  Amachments Ganoral

General &
Cart Name 2021-10-26 MKALB 01

Description o value

Normal

0
-

Prepared b Melanie Kalb
Prepared for WMalanie Kalb Slanket 0 =]
Bl

anket FO x
BesUN

Business Unit BGIUN
Bowling Green State

ng Fem P X
MR T/ Supplamental Statfing Tne ©01 00 et

515 E Waosier #17. Bracing reen. G 43402 US

' Ditrbuton Mo
Produce Deserladon Catslog s, Brodec She Qunnty T esriieyUCM
Extimats
niE & cecrpton U] bl Ll L [1:51] T
kb
Cammadiny (oo 10000 L

LY 5o ved hdtincther | Oloas

Proceed to the upper right-hand corner. Select the
shopping cart, then Checkout.

Al Search (Ak+0) Q 6000USD W v |'p
Test Order View My Cart
Quantity: 12
Price: 60.00 USD
60.00 UsSD n

Select the Summary tab and then Edit (Pencil Icon) in
the General section. Check the Blanket PO box.

Payment Requests

When paying a vendor for services/goods that have
already been provided, you will need to submit the
electronic payment request in Falcon’s Purch.

From the home page, scroll down to the bottom of
the page and click on Payment Request.

From the Shopping Home Page

¥ Forms
Fayment Regquest Wareer Form
Services by Indrvidusls BID WAIVER FORM

From the Shopping Dashboard

Forms

Waiver Form

Payment Request

Complete the form. Please note that the Supplier Inv
# field can contain only numbers, letters, forward
slash (/) and hyphen (-). If there is no invoice number,
enter the date of service. If there is no invoice date,
enter the date of service.

10
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Payment Request

BGSU

Bowling Green State University

General Information

Payment Request

Form Instructions

By clicking on the 7 in upper right hand camers you will ses
directions for each section
University departments should utilize this form to pay vendors to
expedite the creation of a requisition and purchase order. You
rmust have the involce or receipt to use this form. If your
reimbursement falls under the Single Pay guidelines, see
information located in the upper right corner.

Supplier Inv # (only 1 invoice per request)

imeics Dt L =
mm/dd/yyyy

*If your invoice does not have an inveice number, use the date of service/avent for the inveice number.

Click on Supplier Search to locate the vendor that
needs to be paid.

Supplier Faorestry Suppliers Inc 3¢
Enter Supplier

or
Supplier Search | keep selected supplier

Select the remit to address that is shown on the
supplier's invoice.

Remit To Address
Remit To Location List

JACKSONZ v
JACKSOMZ

PO Box 8397
Jackson, Mississippi 39284

Enter the amount to be paid and the quantity.

Invoice Amount
Invoice Information
Prioe [ ]
LI EA-Each

auarty -

Select the Type of Payment and enter a Handling
Code for the check distribution. If there are no
specific instructions for Handling Code, select RE
Regular Payments.

Check Distribution 7
Handling Code

|The handling code should only be changed if the suppler is paid by check, and if the check needs to return to the university before
being mailed.

Hending Code

Other

nstructions

Enter the Business Purpose for the payment, this
includes who, what, why, where and when. Attach

11/2021

supporting documentation, and select a commodity
code.

Business Purpase (Required): 2 ‘Additional Information
Attachments, Commodity Code & Comments
Icermal Arachments

)
T e reranng  expand lclear
pr—— S pate

ooty Cote —

Comments:

4
500 characeers ermiring ‘Sxpand| ear

After completing the form, scroll to the top of the
page to Add and go to Cart.

Available Actions: | Add and go to Cart

e E Clase I.;

Add and go 1o Cart

Add to Cart and Return '
Add to Cart A )
Add to Draft Cart or Pending PR/PO u:ra Inc ¥ marein
Add to PO Revision FURRIEr

ddress Add to Favorites referred)

Save

Addto naw Cart ssippi 39284 Unite:

Proceed to checkout or assign cart to another user.

(5] §0.00USD W o |=9 .pj.

=& o

See Instructions for Placing an Order.

Icons

“** Click to display actions for items in a panel or page
# Click to edit information

A Collapse section

vor? Expand section

<7 Click to add an item to Favorites

W ltem is a user's personal Favorite

11
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Placing an Order

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

Falcon's Purch
4

Related Information:
« Information and Instructions

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.

Show or hide sidebar, print

Shopping Cart * 3181250 (‘—l Empty, create or share a cart
assign cat, checkout

el feenes Search to jump back to shopping Details ?

selected items
Subtotal .52

2 ltems
e 000
T 0.00
Staples Advantage (formerly Corporate Express) - 2 Items - 8.26 USD 0
Shipping 000
supPLERDETALS T Handing 000
Kem Calog  SiefPac  UnitPrie  Quantty  Ext Price 652
No. kesing
e ighlighter Pen Stle, 4 AvE0se  asET 226 2ser s - [] ’—LMWMMMR
———- conrse * -

Actions menu for
ndividual items

Click to viewitem details

- ITEM DETAILS

______
S

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 Previe Comments Attachments Histor

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 *
Summzry PO Previe Return to Cart

Copy to New Cart

General
Add Comment (|

Cart Mame 2
Continue Shopping
Description n
o
Prioity | Carts |
View Cart return message(s)
Prepared by 7] H
See configuration for this reguisition
Blanket PO p =

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 .

Add to Favorites
Remove Selected ltems
& Remove All ltems
Move to Another Cart
Change Supplier
Add to Draft Cart or Pending PR/PO
Add to PO Revision

Change Commodity Code

On individual items, click the action icon Elto see
actions that can be applied to that item only.

12
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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.

Requisiion - 563340 ~ ———

12hems

O —— o
o :V/

Review Requisition

Review the requisition before submitting. A red X
means required information is missing. Click on the
error message hyperlink to complete the missing
information.

a Comect these issues. hd
You are unable to proceed until sddressed.

Address is incomplete: Shipping address

Total (60.00 USD) v

11/2021

w
Ship To

() CURRENT ADDRESS

TTH* |:| Add to my addresses

Bowling Green State Universit
¥

City Bowling Green

State oH

43403

Country United States

Edit Budget Accounts

Select the edit icon to modify the accounting codes.

v
Budge:

BGFON 53000 no valve no value

Activity Function PC Business Unit Accaunt Program

GENOPSUFPORT 5100

Search or select a favorite for each accounting codes
segment from left to right. Once you select a
Business Unit GL then a Speedchart, the rest of the
accounting string will auto populate.

Accounting Codes

Busines= Unit GL Speedchart'g

301146GEND

EGFDN 4

Filtar

Clear All Filters

business

Scroll all the way to the right to enter an Account and
Program Code (program code is optional). Select

Save.
Account ¥ Program Budget Reference
53900 Q Search Q v

13
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Select the heart icon to add a favorite account string. Accounting Codes
Aczount * Program Budgst Reference Wark Order (00-2999090) Buzinzss Unit 6L Speedchart = Fund ™ =
53100 Q Search Q ¥ - - — O ———
BGFDN [ 300000300 =4 S0 A
+ (%)
p—

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

To add additional accounting codes, select the edit step.
icon and select the + icon.

Split Between Multiple Budgets

Account ® Program Budget Reference Wiork Order (00-9999999)
53100 Q Saarch Q "4 . o e, e
Submitted Requisitions
@ i Submitted Requisitions are displayed in a document
Add the split by percentage and edit the accounts. configuration that is like the Checkout page.
Click the validate check mark, and then select save. Feduistion = S181290 = Sen e @’
Summary Taxea/SEH C et Attachment Hist
General - Shipping - Biling N e
% of QL.E"'.i'.'.' L Total (16.52 USD) ~
- ot . Ship To Bill To
@ cc-w-‘-D “JF A Attn: Brynn Wilson Contact Line 1 Brynn Wilson Subtetal 16.52
} + v @ : ; DM i e emmn Py 00
50 _— e i T e 000
Marrisville, NC 27560 Shipping 0.00
(TAzUsm o e e e Handling 0.00
“ . credncardinto
- A;g':'::c;,;bmgm‘ Delivery Options No credit card has been 1652
=n assigned.
= Description S Related Documents v
{7.43 USD) Ciick to open related ARG -
N . & marad b Ship Via locuments Fre e
Brynn Wilson Best Carvier-Dest Way What's next? v
Split Total 100% PO Cla flo . ]
{14.93 USD) o M  Show skipped steps
;a vs!us— v 751!)«1"1207 iR
Accounting Codes LN ¢ K
v Order Consolidation
. Internal Notes and .. - -+ External Notes and... - - Additional Notes LTI ST
Foundation Accounts :
. . . . 2iterms D N Spend Collection-Check Robot ==«
Foundation accounts require the Business Unit /) comies
Staples Advantage (formerly Corporate Express) - 2 Items - 16.52 USD O

BGFDN. BGFDN must be entered in the General

section of the requisition AND in accounting codes.
lcons

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

General F
A .

# Click to edit information
Cart Name 2021-10-29 MIKALE

A Collapse section
Description no value

Vor? i
Prioety Narml or # Expand section

) 7 Click to add an item to Favorites

Prepared by Melanie Kalb

W Item is a user's personal Favorite
Blanket PO ey
Business Linit BGFDN

14
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Requisition Approval

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

Welcome Home Libraries Employees

Purchasing I

Falcon's Purch

!

Related Information:

« Information and Instructions

To view the requisitions that are in your queue for
approval. Select the Action Items flag in the upper right
corner. Select “Requisitions” for all requisitions waiting
on your approval or “Requisitions to Approve” for
requisitions you have assignedto yourself while waiting
on more information.

@ O
w oD} Oy

60.00USD W v v

My Assigned Approvals

Al w Search (Alt+Q) Q

Requisitions To Approve o

Unassigned Approvals

Requisitions @

Available Actions

There are several actions you cantake directly from
the My Approvals screen:

The Action Button - Adocument may have an active
button in the Action column. Generally, if the document
is in your personal approvals folder, the button will
default to Approve. You can click the button to approve
the document. Ifthe document is in another folder, but

is eligible to be assignedtoyou, the button will default
to Assign. You can click the button to assignthe
document to yourself for approval.

The Action Menu - The action menu allows you to
perform an action on one or more documents. Available
options include Assign, Approve, Forward and more.

Click the Requisition No. to open and view the
document.

| Action Menu |
fTotal Results Found: 2 All Dates T [Asmon M| < |
Sort by:| Total high te low v H
Hide requisition details 2 expand all (= collapse Results per folder: [20_v |
L My PR Approvals [2 results]
Requisition No. Suppliers: Assigned Approver PR Date/Time Requisitioner Amount Action [
13171122 B he Shen c Teress Coss 4/21/2021 11:54 AM Teresa Coss 100.00 USD o

Requisition Name 2021-04-21 TLCOSS 02 Requisition No. Folders 1 Days in folder [My PR Approvals]
No. of line items 1 }

1431701182 The Sherwin Willams Co Teresa Coss 4/21/202111:49 AM Teresa Coss 53.55 US| o
Requisition Name Testing Folders 1 Days in folder [ .
Action Button
No. of line items 2

Requisition Overview

Review the information and make updates if
needed.

Requisition ~ : 143171122

© B @ iozRemtsv < >
View header line details
$\| Click tabs to add or view information |

Summary

General # --+ shipping g Billing oy Pending
Total (100,00 USD) ~
tatus Pending ipTo BilTo
ssngRevew T Subtotal 10000
eresa Coss Click any edit icon to change information
42172021 11:54 A
10000
Des g
CartNeme  2021:0421TLCOSS02 Bowing Green State University
Bowing Green, OH 43403 | woessonnes |
novatue United States
Approve
Nomal
Retum 105 r
o e Dalivery Options No redit card has been assigned.
. Return to Requisitioner
v e = Biling Options
M show skipped steps
Best Carer Best Way tng 42172020
BGSUN J—
: novalue [ Prginio i
novalue
. 1 Paralel Steps
1item % [~
The Sherwin Williams Co - 1 ltem - 100.00 USD E Open Actions menu for selected %7»1:‘ L et Admin Approval
A SUPPLIERDETAILS  MAIN: 1081 S Main S Bowling Green, Oho 4340.. + P
To Be Assigned Purchasing Review

Approve & Show Next

Select to approve the document and move to the next
document in your approvals folder. Note: If you have
multiple documents to approve, the Approve & Show
Next button is displayed by default. If you want to
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approve the open document only, click the drop down
icon next to the button and select Approve.

To view more options you can click on the dropdown to
the right of Requisition or the dropdown for the
Approve & Show Next Button.

Requisition ~ : |143171122 ® @ @ ofzResuts v < >

s Shipping ¢ Billng £ ]

Total (100.00 USD) M
shoTo Bt

S swtonl 100.00
ATTN:Teresa Coss Accounts Fayable

iy Huninglon Bulding 1851 N ResgarchDr

Room: Fron esk [ —

Bowling Green, OH 43403 Bowling Green, OH 43403
escrption 1o value United States. Unied states
Normal

. Nocredit card has been assigned.
Teresa coss Delvery Option
Biling Optons

s estiray couting 42172021

o / [ pusersiss
¥
. Pending
Requisition ~ : 143171122
Total (100.00 USD) v

Approve/Complete & Show Next
| Approve/Complete Step Subtotal 100.00

Retumn to Shared Folder 10000

Place on Hold

Rewn o Requisorer

Forward 1o ... Approve

Withdraw Entire Requisiti
theraw Entire Requisition | Retum to Shared Folder

Copyto New Cart

Add Comment Return to Requisitioner

Email Approval

To enable the ability to approve requisitions via email,

click on your name in the upper right corner, select
View My Profile.

Teresa Coss ¥ #r  Action ftems [se] Notifications ® 0,00 US|

—

Teresa Coss ~

View My Profile
Set My Home Page

Logout
lacces

On the left navigation select Update Security Settings >
click on Change Email Approval Code.

11/2021

Teresa Coss

User Name TLCOSS

User Profile and Preferences

Update

Change Email Approval Code
Default User Settings
User Roles and Access
Ordering and Approval Settings
Permission Settings

Motification Preferences

User History

Administrative Tasks

Enter an email approval code. The code may be a
combination of characters, numbers andletters and
with a minimum length of 6 characters.

Change Email Approval Code

Email Approval Code | |

When you have a requisition to approve you will receive
an email as shown below. Click on the Take Action
button at the bottom of the email.
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New Pending Approval for Requisition# 27591309

falconspurch@bgsu.edu
Sent Wed 2/8/2012 11:00 AM
To Maureen Ireland

Approval Request for Requisition#
27591309

Dear Maureen Ireland,

The requisition listed below has been submitted for your approval.

Folder: Purchasing Review
Prepared by: Linda Szych

Cart Name: 2012-02-08 LSZYCH 02
Requisition Mo.: 27591309

Priority: MNormal

MNo. of line itermns: 1

TOTAL: 40995 USD

School Outfitters LLC

[tem 1 {Non Catalog Item)
Description: Graphics Magnetic Whiteboard-Music Staff Lines-
Aluminum Frame 4'Hx 8V

Catalog Number: MAR-PR-408-MS

Quantity: 1

Unit Prica: 40995 USD
Ext. Price: 409.95 USD
Size/Packaging: 1EA

Commoaodity Code: 10000000

TOTAL: 40995 USD

Accounting Codes

Susiness Unit GL: BGSUN-BGSUN

Speedchart: 117000CRSE - Musical Arts Dean-CRSE
Fund: 13000 - Course Fees - BG Campus
Dept: 117000 - Musical Arts Dean
Project/Grant:

i ctivity:

Function: 4000 - Academic Support

P Business Unit:

Account: 53100 - Office Supplies*

Frogram: 9010 - Departmental Program #2010

Budget Reference:

Ready to approve, reject or assign this document
to yoursej$-

11/2021

You will then proceed to enter your Approval Code and
either Approve or Assignto myself to returnthe
requisition back to the requestor.

Actions
Approval Code *

Comment

Assign to myself

Approve
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Receiving

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

Welcome Home Libraries Employees

Purchasing I

Falcon's Purch
!

Related Information:

« Infermation and Instructions

Creating Receipts

Receipts are required for all purchase orders (PO)
that are greater than $999. You should not enter a
receipt until after the goods/services have been
received. You will receive a weekly notification to
enter a receipt, please disregard the notice until all
goods/services have been received. Multiple receipts
can be entered. For example, if you receive part of
the order, you can receive for those items.

Creating a Quantity Receipt — used when the Unit of
Measure is not USD. Open the PO. Select Create
Quantity Receipt from the drop down menu.

/7N

Purchase Order * BG02207811 Revisign 0 ~

Status Summary Revisions @)  Confimations  Add Comment

Add Notes to History
General Information Cancel PO
Finalize Revision

PO/Reference No. BG02207811

Create Quantity Receipt
Fevision He. 0 Print Fax Version
Priority Mormal Close PO

Resend to Supplier

Supplier Name

Scroll down to the Receipt Lines. If you are only
receiving against one PO line, you must first delete
the lines you WILL NOT be receiving against. To
delete a line click on Remove Line.

ForSeleted Lines: [Femone Selecedfoms | 2

e e poares oy

e
Oty

scozzzs @

B
Gty

]

Enter the amount of items you have received for each
line. Click on Save Update and then click Complete.

Creating a Cost Receipt — is used when the UOM is
usD.

Open the PO. Select Create Cost Receipt from the
drop down menu.

N\
Purchase Order * BG02207789 Revisiw

Status Summary Revisions o Confirmations Add Comment
Add Notes to History
General Information Cancel PO

Finalize Revision

PO/Reference No. BG02207789

Create Quantity Receipt
Revision Mo, 0 Create Cost Receipt
Priority Normal Print Fax Version
Supplier Name Trinity Inc dba Trinity Transp Close PO

Resend to Supplier
Synnlior Mombar N0NNN37A20

Scroll down to Receipt Lines. Enter the dollar amount
of the items that have been received. Click on Save
Updates and then Complete.

Receipt Lines 2

Line Detais

POLIne
No.

ProductName Caeg revious

Recepts
2021 Ford Fes0 wa BGRI030E

Line Status Actions o

NKET o
<FTRF3B6EMEDSE136

| oceie | da po | sove vpdates f compiete |
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Search and Export

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

Welcome Home Librames Employees

Falcon's Purch

]

Related Infor

Searching for Documents

Hover over the Documents icon and hover over
Search. Select the documents you would like to
search for. My Orders/Purchase Orders will take you
to purchase orders created by you.

[

Select filters to narrow the search criteria.

= My Purchase Orders (Modified) Bsaveas v  ApPinFiters v  Beportal v
Created Date: All | Quick search Q @ Addfiter~  Clear AllFiters ?
PO Owner: Kalb, Melanie + %
1-1of 1 Results £% 100 Per Page v
o Created Requisiton PO Shipment  Matching
we Number v supplier Date/Time @) POStatus  Number Owner  Status Status Total Amount
e BG02201579  Amazon Capital Srvcs dba 7/21/2021 146508956 Melanie  Fully Fully 79.99 USD
Amazon Business © 9:20:31 AM Kab  shipped  Matched

Add Filter ~  Clear All Filters

Custom Fields

[ *Account

[ *Activity

[ *Blanket PO

[ *Budget Reference
[ *Business Unit

[ *Business Unit GL
[ *Change Order Type
[ *Dept

[ *Function

3 *Fund

O *PC Business Unit
[ *Program

_[1 *Droiect/Grant

If you would like a spreadsheet of the search results,
click on Export All.

Blsaveas v  APinFiters v  BExportal «

bl Filters ?

Enter a File name and select the Request Export
Template. Click Submit.

Export Request Options  (Step 707 1)

Title * Export request for Purchase Order

67 characters remaining

Transaction Export v
Format csv
A pop-up box will appear. Click on Manage Search
Exports.
@ Success

Successfully created the export request . You
can view the status and retrive the file at
Manage Search Exports
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Click on the File Name when the Export Status is

Completed.
Export Requests Export Schedules
» Click to Filter
Search
Title Status Type Export Output Created Completed
kA Export request for Completed Purchase Transaction 10/29/2021 10/29/2021
Purchase Order Order Export (CSV) 1:09:42 PM 1:09:44 PM

Quick Search

The quick search feature in the upper right hand
portion of the screen is an effective way to quickly
search for purchase orders, requisitions, receipts,
invoices, suppliers, etc....

For example — an effective way of investigating to see
if a supplier is set up in the system for a requisition to
be sent them (see below). When you type in the
supplier name it will give you the supplier profile
section. You can leave the search set to All as seen
below, or select Supplier Profile and click the
magnifying glass.

/\

Al Search (Aft+Q) Q 60.00USD W V] I*Q @j_
:

antract
All Orders
Requisitions ?
Purchase Orders
Invoices
Receipts
AP Requests
Procurement Requests
Supplier Invoice Number

Supplier Profile Refresh this Page W
Users
Field Display Name
Help
All copy shop Q
——

Supplier Profile

COEE ShoE Inc

Ivy Corp of Clemson Inc Campus Copy Shop

The Copy Print Shop dba The National Group

11/2021

You can then view their profile to see if they are
active.

Copy Shop Inc Supplier 360
Supplier Details
% In Network
About
Active
Supplier 360
T oo
Summary
’ Copy Shop Inc
General Legal Name Copy Shop Inc
Supplier Classes DBA Copy Shop Inc
System Settings )
Aliases -
Contacts and Locations
Workflow and Review Supplier No 0000006673
Legal and Compliance 3rd Party Ref No -
eProcurement Date of Last Order 10/29/2021

lcons

“** Click to display actions for items in a panel or page
# Click to edit information

# Collapse section

vor? Expand section

<7 Click to add an item to Favorites

W ltem is a user's personal Favorite
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	Submitted Requisitions
	Submitted Requisitions are displayed in a document configuration that is like the Checkout page.
	Icons

	Falcon's Purch Requisition Approval Guide V
	Falcon's Purch Receiving VI
	Creating Receipts
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