FALCON’S PURCH 1/12/2022

Non-Catalog Order & Payment Request Training Guide

Log in to myBGSU. Click on the Employees tab >
Purchasing. Click on the BGSU Falcons Purch logo.
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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 as a 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
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‘Amazon Business Customer Service (0) 885-281-3847
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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.
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Proceed to the upper right-hand corner. Select the
shopping cart, then Checkout.
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Attach the quote to the requisition in the External
Notes and Attachments section.

External Notes and Attachments v
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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 Reguest ‘Waneer Form
Sarvices by Indriduais 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.

Payment Request

BGSU

Bowling Green State University

General Information 7

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)

imiceDae [I—
mm/dd/yyyy

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

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

Supplier Forestry Suppliers Inc 2k
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
JACKSOMNZ
PO Box 8327

Jackson, Mississippi 39284

Enter the amount to be paid and the quantity.

Invoice Amount
Invoice Information
Prioe [ ]
LI EA-Each
iy [ ]

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
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 [

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

BGSU.

BOWLING GREEN STATE UNIVERSITY



FALCON’S PURCH 1/12/2022

supporting documentation, and select a commodity
code.

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

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

Available Actions: | Add and go to Cart W E Clase | =
Add and go 1o Cart
Add to Cart and Return 0
Add 1o Cart

iers Inc 3 morein
Eupplier

Add to Draft Cart or Pending PR/POD
Add to PO Revision
ddress Add to Favorites referred)

Save

Add to naw Cart ssippi 39284 Unite:

Proceed to checkout or assign cart to another user.
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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. 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 Previey Return to Cart

i
| Copy to New Cart

Benarel Add Comment !

Cart Name - |
Continue Shopping
Description n H
Briority N View Carts |
View Cart return message(s)
Prepared by N
See configuration for this requisition |

Blanket PO )

Other actions are available in the top right corner of
the page:

. El 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.

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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Assign Cart to 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.

Select Assign Cart.

= @ = @ A,ssiinCElrt Submit Requisition

Search for a User. Click Search.

Assign Cart Tec no value
of SEARCH
L
Mote To Assignes

= -

Type the first/last name of the person you would like
to assign the cart to for order processing. Click
Search.

Last Name g

First Mame g Melanie

User Name @

Emazil @

Department @ v

Rolz @ v

Results Per Page 10 v
Search Close

Select the + action to assign the cart to the correct

User.

New Search
Name 1 User Name Email Phone Action
Kalb, Melanie MKALB MKALB@bgsu.edu +1 419-372-8395 -

Type a note to the assignee. Click Assign.

Assign Cart T Kalb, Melanie
or SEARCH
Add to Profile |
_ Flease approve this order for classroom

supgplies.

=a -

Icons

“** 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 ltem is a user's personal Favorite
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