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1 Overview of the BuyCarolina Purchasing Process

1 Overview of the BuyCarolina
Purchasing Process

In this chapter, you will learn how to:

o Identify the steps Departmental BuyCarolina Requesters complete to move
BuyCarolina purchases through ConnectCarolina successfully.



1 Overview of the BuyCarolina Purchasing Process

BuyCarolina streamlines the purchasing process and simplifies purchasing from select
suppliers who extend special pricing and offers to UNC-Chapel Hill.

When departmental BuyCarolina requesters need to place an order for goods from
BuyCarolina suppliers, they go to the BuyCarolina page in ConnectCarolina, search for the
goods, add items to their shopping cart, and complete checkout in ConnectCarolina. The
departmental BuyCarolina requester makes any necessary additions or changes on the
Checkout - Review and Submit page, then saves and submits the order.

If your department requires approvals, the system initiates the workflow process by routing
the document to the first approval level. Otherwise, the system sends the order to the
supplier(s) when the next batch process job runs, which happens every hour of the workday.

BuyCarolina purchases are a type of requisition and go directly from the departmental
approver to the supplier for fulfillment. BuyCarolina orders are not reviewed or approved
centrally by a buyer or purchasing agent. Below is a detailed view of the actions you take
during the BuyCarolina.

Departmental BuyCarolina Requester Departmental Approver
Navigate to and Add items to the Perform additional Save and submit Review the order and take
open the shopping cart, edits or add detail the order appropriate action
ﬁ;‘%iaprgg:a checkout, and in the requisition +  Approver order,
return to prior to submitting If the department sending it to the
ConnectCarolina to does not require supplier(s)
transfer the items If necessary: approval, the order *  Reject order, sending it
to the requisition *  Enter goes directly to the back to the creator
I comments I supplier(s)
* Changethe
default
chartfield
information
*  Modify
shipping
information
L
If Rejected



1 Overview of the BuyCarolina Purchasing Process

Finding the BuyCarolina Home Page

The BuyCarolina Home Page can be accessed using one of two options. From the Admin

WorkCenter homepage in ConnectCarolina do one of the following:
o Click the BuyCarolina link from the Admin WorkCenter Links tile

o Choose the menu option Finance WorkCenter > UNC Favorites >
BuyCarolina > Click to Enter BuyCarolina.

Result: The system displays the BuyCarolina home page.

UﬁIBuyCaroIina

All

CORTNEY~ punchout B CART @B HELP~

v What do you need?

& Write arequest
( @ New: Exclusive discounts for your personal use to thank you for being a part of the Coupa Community. Dlsplays Impor.tant. X ]
{ messages and notications
from Procurement Services '
Order Lists v Catalogs v Policies v Content Group | Al v
% Notifications viewal (4 il - ) To DO viewan ” i i
) The Additional Stores section display all of
Weicome to BuyCarolina 08/10/20 You have no To Dos. . .
) ) / the stores that are available. You can click
Use the Search Bar at the top to search across multiple suppliers. . .
Or click the a supplier's name under Additional Stores to shop from that supplier. . Additional Stores on the store tile to shop items from that
BuyCarolina Webinar 08/04/20 _ T
. Agilent _Aﬂgﬁ aazonbusiness .Apple‘ ]
o) DL Fsmena ER. .., SEANGER oo [Ipngr
Life_ THR pSC L2, o Gty
Introducinj SuyCarolina i staptes SOMOMice O YWI g o
A New Way to .-urchase at UNC
Displays suppliers
onnect wI_'lo are not included
AROLINA in search results.
Suppliers not included in search resulls = 08/03/20
When searching for items using the search bar, these suppliers will not be included in the search.
To shop from that supplier, you need to click the supplier's name under Additional Stores. DISpl ays orders that
ARC3 Lenovo Software Distribution
Bio-Rad Mayer Electic  Storr you have recently
P placed.
I
+< Recent Activity vewar <—— N
All BuyCarolina suppliers are approved for purchases
Transaction Limits up to $25_,000_per tr_ansgctlon y\nth the exceptlor_1 of
the suppliers listed in this section. These suppliers
All suppliers are approved for e-Pro purchases up to $25K per fransaction except for these suppliers who have a $5K limit: S .
igas oo Stapes have a purchase limit of $5,000 per transaction.







2 Requester Preferences

2 Requester Preferences

In this chapter, you will learn how to:
e Understand requester preferences.
« Set your requester preferences.
o View your requester preferences.

o Change your requester preferences.



2 Requester Preferences

Before a Departmental BuyCarolina purchaser can access BuyCarolina, Requester
Preferences must be entered for required fields. Requester Preferences are default values
established on the Requester Setup page. Once you set the default values, they are used on
all of your BuyCarolina and non-BuyCarolina requisitions, unless you take action to
change them within the individual purchase.

Within ConnectCarolina, go to the Admin WorkCenter page and follow these steps to see,
set up, or change your requester preferences:

1. Go to Finance WorkCenter > BuyCarolina/Purchase Order > Requester Setup.

2. Click the Find an Existing Value tab.

3. Do one of the following:

« In the Requester field, enter your UNC Onyen.

e In the Description field, enter your first and last name.

4. Click the Search button.

Requester Setup

Find an Existing Value

Search Criteria

Requsste [Gegs Wi <]
Description| begins with |

[l case Sensitive

Enter any information you have and click Search. Leave fields blank for a list of all values.

) & N
Search Clear Basic Search 2 Save Search Criteria

Result: The system displays the Requester Setup page.

5. Complete the required fields. You must enter a default for the following chartfields:

In this required field:

Do the following:

Location Set ID*

Before entering any default information, enter either UNCCH or
UNCGA in this field.




2 Requester Preferences

In this required field:

Do the following:

Ship To* Enter the ship to address or follow the steps below to search for the
appropriate address:
a. Click the Lookup (magnifying glass) icon.
Result: The system displays the first 300 ship to
addresses.
b. In the Description field, change “begins with” to
“contains.” Type a word or two to describe your location
and click Look Up.
c. Click the link for the ship to address you need.
s .
Location Enter your location or follow the steps below to search for your
location:
a. Click the Lookup (magnifying glass) icon.
Result: The system displays the first 300 addresses.
b. In the Description field, change “begins with” to
“contains.” Type a word or two to describe your location
and click Look Up.
c. Click the link for the location you need.
Phone* Enter your phone number.
GL Unit* Look up, or enter, the business unit.
Dept* Look up, or enter, the department.
Requester Setup e
Requester Both are required *Status | Active
Requisition Defaults
ShipTo SetiD UNCCH |Q Ship To Q Requisition Status
*Location SetlD UNCCH |Q *Location Q Open
PO Origin SetlD|UNCCH |Q Origin ONL Pending Approval
Currency USD Dollar Override Auto ltem Substitute
Phone Use Only Assigned Catalogs Price Can Be Changed on Order
Fax Consolidate with other Reqs Defaults Inventory BU
ChartFields Personalize | Find | View All | @I Q
Chartfields
GL Unit Fund Source Account Dept Eﬁnﬂus Project ID Activity Program Cost Code 1 Cost Code 2 CostCo
UNECH |Q Q Q Q Q Q Q
< >

Note: Any field with a magnifying glass has a look up feature that reveals answer
options when you click it. This can be helpful in finding the appropriate field text.
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*Ship To

6. Complete the fields for any other values you want to create for your requisitions. The
fields below are optional, but are especially useful if your purchases have a consistent
Fund or Source. It can save time and eliminate the opportunity for data entry errors.

In this optional field:

Do the following:

Fund

Source

Account

Program

Cost Code 1

Cost Code 2
Cost Code 3
Affiliation

Fund Affiliation

Look up, or enter, the Fund chartfield..

A Fund chartfield is a single 5-digit code capturing both major fund
group (first 3 digits) and purpose (final 2 digits).

Look up, or enter, the Source. The Source is a 5-digit chartfield
indicating the specific Source that is supporting your transaction.

Note: Fund and Source should be thought of as a pair. If a Source
1s entered with an incorrectly paired Fund in ConnectCarolina, the
transaction will be flagged as a “combo edit” error.

Leave this field blank. The Account value defaults are based on the
category code chosen on the requisition, or from the supplier's
website, and are typically different for each purchase. You are able
to manually override the supplier's entry in the purchasing
process, if needed.

Look up, or enter, the Program chartfield.

Note: The Program chartfield is used by certain areas such as the
College of Arts & Sciences and various professional schools to
capture and track programmatic information and spending.

Look up, or enter, Cost Code 1.

Note: The optional Cost Code chartfields are available to assist
schools and departments to capture financial information in the
way it is useful to each department - usually for tracking and
reporting.

Look up, or enter, Cost Code 2.

Look up, or enter, Cost Code 3.

Look up, or enter, the Affiliation.

Look up, or enter, the Fund Affiliation.

7. Click the Save button.

10




2 Requester Preferences

Result: The system saves the default values, which fill in automatically when you
create a BuyCarolina or non-supplier catalog requisition.

11






3 Ordering from BuyCarolina

3 Ordering from BuyCarolina

In this chapter, you will learn how to:
e Create a BuyCarolina order.

e Submit a BuyCarolina order.

13



3 Ordering from BuyCarolina

You use the BuyCarolina to order supplies from single or multiple suppliers in the system.
These suppliers extend special pricing and offers to UNC-Chapel Hill.

Each supplier has a set maximum transaction limit for a single BuyCarolina purchase. If
you need to make a purchase from a supplier listed in BuyCarolina for an amount that
exceeds the set maximum for the supplier, you need to create a purchase requisition
instead. The BuyCarolina suppliers purchasing thresholds are listed on the BuyCarolina
home page in the Transaction Limits section.

Once you have your Requester Preferences set, you can place orders in BuyCarolina. If you
have not set your Requester Preferences, go to Working With Your Requester Preferences,
page 8 for instructions on setting them.

Follow these steps to create a BuyCarolina order.

1. From the Admin WorkCenter homepage in ConnectCarolina, click the BuyCarolina
link from the Admin WorkCenter Links tile.

2. Click the Click to enter BuyCarolina link.

@ Home 7 MyPreferences % Requisition Settings B 0 Lines Checkout

[Special Requests|

Recently Ordered

e 0
1l BuyCarolina

Purchasing made smarter.

Click to enter
BuyCarolina

Result: The system displays the BuyCarolina home page.
Searching for Items in BuyCarolina

When searching for items in BuyCarolina, you can use the search field at the top of the
page to search across multiple suppliers.

3. In the search field, enter a term to search for the products you want to purchase and
press the Enter key on your device. Try to be as specific with your search terms as
possible.

14



3 Ordering from BuyCarolina

Result: The system displays results from up three suppliers who are most likely to
have the item you're looking for in stock.

4. If you want to see result from all suppliers, click the Search All Suppliers link.

Al v HDMI Cord X
& wiite arequest

Jump To & Search Results (944) SortBy | Holovanco

4 Amazon 10
Supplier

upp Compare Compare Compare Compare
) cow a0 // StarTech.com 15 ft High Speed HDMI Belkin HDMI to DVI-D Adapter Cable, Tripp Lite HDMI Cable High-Speed with /Ir StarTech.com 1m 3 ft Premium High
] Staples 905 Cable M/M - Ultra HD 4k x 2k HDMI 12ft Ethernet 4K No Booster M/M Black 40ft Speed HDMI Cable with Ethernet - 4K

‘Search All Suppliers

Cable
Supplier Part 3017767 from CDW.
tanufacturer Part HOMM15

Price Range (USD)

Min  Max

Product Line: StarTech.com Left Conneotor
Type: 19 pin HDMI Type A Right Gonnect.

11.07 usorea

o)

Compare
Tripp Lite HOMI Cable High-Speed
Ethernet 4K No Booster CL2 MIM Black
501t
Supplier Paxt 6017417 from COW

Manufecturer Part P568-050-1ID-CL2

Gablo Longth: 50 ft, 50 ft Loft Connector Type:
19 pin HDMI Type A Right Connect.

41.50 vso/en

Supplier Part 4037484 from COW
Manufacturer Part AV10DB9BT12

Product Line: Belkin Left Connector Type: 19
pin HDMI Type A Right Gonnector Typ.

18.89 usorta

Compare

NXT Technologies™ NX51760 6
DisplayPort/HDMI Audio/Video Cable,
Black

‘Supplier Perl 24400006 from Steples
Manufacturer Part NX51760

Gustomer o # 24400006

25.24 usp/en

“

Supplier Pert 6017405 from CDW.
Manufaoturer Part P568-040-HD

Cable Length: 40 ft Left Gonnector Type: 19 pin
HOMI Type A Right Gonnector Type.

33.49 usn/ea

o[- [

Gompare

Tripp Lite HOMI Cable High-Speed
Ethernet 4K No Booster CL2 MIM Black
451

Supplier Pert 6017412 from CDW.

Menufacturer Part P568-045-1 ID-CL2

Gablo Length: 45 ft Loft Gonnoctor Typo: 19 pin
HOMI Type A Right Connotor Type.

38.59 usp/En

o

1

60Hz

‘Supplier Part 4341084 from CDW.
Manufeoturer Part HOMMIMP

Cable Length: 3.3 ft Color: Black Leit
‘Gonnector Type: 19 pin HOMI Type A Right

10.44 vsorta

)

Compare

Tripp Lite HDMI Cable High-Speed with
Ethernet 4K No Booster MIM Black 50ft

Supplier Parl 6017415 from CDW.
Manufeoturer Part P568-050-11D

Gable Length: 50 f, 50 ft Left Connector Type:
19 pin HDMI Type A Right Connect.

40.04 vsoren

(<[

Results: The system displays the search results to include all suppliers that offer items
based on your search.

Adding Items to Your BuyCarolina Cart, Except Amazon

5. If you need to change the quantity of the item, click the + button to increase or the -
button to decrease the quantity.

6. Click the Add to Cart button to add the item to your cart.

e 4

©

Compare

StarTech.com 1m 3 ft Premium High
Speed HDMI Cable with Ethernet - 4K
60Hz

Supplier Part 4341094 from CDW
Manufacturer Part HDMM1MP

Cable Length: 3.3 ft Color: Black Left
Connector Type: 19 pin HDMI Type A Right ..

10.44 usD/EA

Qty 1 || Add To Cart |

Projector Cables
GRAINGER (UNCCH)

Cables connect various devices to your
projector, delivering high-performance.

If there are options you can

choose, such as size or color,
click the expand button. Then
click Add to Cart after you've

made your selections.

&5 Product Group

A

A

Compare

Tripp Lite HDMI Cable High-Speed
Ethernet 4K No Booster CL2 M/M Black
50ft

Supplier Part 6017417 from CDW
Manufacturer Part P568-050-HD-CL2

Cable Length: 50 ft, 50 ft Left Connector Type:
19 pin HDMI Type A Right Connect...

41 .50 usD/EA

aty 1 Add To Cart

Compare

Tripp Lite HDMI Cable High-Speed with
Ethernet 4K No Booster M/M Black 50ft

Supplier Part 6017415 from CDW
Manufacturer Part P568-050-HD

Cable Length: 50 ft, 50 ft Left Connector Type:
19 pin HDMI Type A Right Connect...

40.04 vusp/EA

Qly 1] + Add To Cart

15



3 Ordering from BuyCarolina

Result: The system adds the item to your BuyCarolina cart.
7. To add additional items to your order, repeat steps 3-6.

Ordering Amazon Business Items
If you want to add an Amazon Business item to your BuyCarolina cart the item must be

added to your Amazon Business cart first.

8. Click the View on Amazon button of the item you want to add to your BuyCarolina
cart.

Sharpie Tank Style Highlighters, Chisel
Tip, Assorted, Box of 12

|

Supplier Part BOOOOGIEJB from Amazon.com

Large ink Supply delivers dependable
highLighting, Bright, Colorful ink stands out on
the page, Versatile chisel tip ...

5.99 usD /Each

View on Amazon

Result: The system opens Amazon Business in a new window.

9. Click the Add to Cart button in Amazon Business.

LIS

AN

.‘; E j
&

H |

—

N

i o e -
=== i, it s

Sharpie Tank Style Highlighters, Chisel
Tip, Assorted, Box of 12

RAA R v 2324

$599 3206

$5.57 with quantity discounts
prime FREE Delivery Fri, Aug 14

Add to Cart

More Buying Choices
$5.49 (31 new offers)

16



3 Ordering from BuyCarolina

10. Hover over the cart icon in Amazon Business.

11. Click the View Cart button.

EN Hello, Cortney

& ~  Account for University of ... v  Lists v Business Prime

Sharpie Tank Style

=% Highlighters, Chisel Tip,...
\ Quantity: 1

Result: The system displays your Amazon Business Shopping Cart.

12. Review the items in the Amazon Business cart and adjust the quantity of the items if
necessary. Once the item(s) in the cart are submitted for approval from the Amazon
Business cart, you can't adjust the quantities in the BuyCarolina

13. Click the Submit these items for approval button.

business Allw  Enter keyword or product number Q PPE & workplace safety ¢
—
Punchout Group: Bu
Departments ~ BuyAgain  Quaniity D Today's Deals BusinessPlus Gift Cards  Help Ao e Universiyof .. = Lisin~ BusissPrime  \f/
Shopping Cart Subtotal (1 item): $5.99
= This order contains a gift
Sharpie Tank Style Highlighters, Chisel Tip, Assorted, Box of 12 $5.99
- In Stock e e Submit these items for approval
p 2 Business Price
il 0 8 prime g FREE Returns —_—
| St - s g Lesm more CanceL tis Session
| E {Your cart will be saved)
)\l ! Qv 1 v | | Delete | Savefortater | Compare with similr iems
| -
|
Sponsored Products related to items in
your cart
Subtotal (1 item): $5.99 [ Sharpie 2002951..
deee= /%

Result: The items are added to your BuyCarolina cart.

Managing Items in Your BuyCarolina Cart

14. Hover over the CART link to review the items in your cart.
15. Do one of the following to manage the items in your cart or begin the checkout process:
o Click the Review Cart button.

o Click the CART link.

17



3 Ordering from BuyCarolina

CORTNEY < et & .

Roontly s

o 25.26USD.

Al v HDMI Cord (ziaaioimom e

1 Gerton Steples Gopy Paper, s2a3UsD  Jauest
B x 14", 20 b, 500

ShoksRue, 10 Rar Calon
Supplier 2 Search Results (946) (221169) from Staples

Ooow . 17069USD
] cRaaeR 2
o ook Compare Compare y .
Stepios 5 o o o e e ca
= - ,’/ StarTech.com 15  High Speed HOMI Belin HOMI to DVI-D Adapter Cable, Triop Lite HOMI Gable High-Spr <
Cable MiM - Ultra HD 4k x 2k HDMI 12ft Totel 278,65 USD
Price Range (USD) Catie: Lo
SupplrPat 017707 b COW
i

11.07 usien 18.89 usn/en 33.49 usvien

Result: The system displays the Review Cart page.
Deleting Items

18. If you need to delete an item from your cart, mark the checkbox beside the item you
want to delete and click the Delete button

.« Cart Items v
view [ B 2 ED > Tnenumoero 5« )
€ FEdtselected  Copy 1 Selected
a] Biling
1] 359.3g s Storefront
O e owe | SlOrefoNt

)
.. Kimble KIMAX Borosilicate Petri Dish Set

EY Fisher

Commodity Unspse: Supplier Part Number  Payment Terms

Laboratory supplies and 41122101 02555130 0

fixtures

Sharpie Tank Style Highlighters, Chisel Tip, Assorted, Box 5,99 uso  Storefront

o D reen ey Slorefont
1 0

Amazon Business

Commodity Unspsc Supplier Part Number  Payment Terms

Office supples 4a121716 BOOVOGIESS o

Gontract Manufacturer Name Manutacturer Part

Yes SHARPIE Number

2505

Result: The item is removed from the cart.
Adjusting Quantities of Items

If you have added an item to your cart through the search (but not from Amazon Business),
you can adjust the quantity that you're ordering on the Review Cart page. For Amazon
Business and any items that you have added through shopping the catalogs directly, you
must delete the item from your cart and add it again with the correct quantity.

19. To adjust the quantity, click on the line item.

Gar Gt view [ 3 =2 EX ) s vy (CTTIREREY
*
E Billing
1 179.69 uso  Storefront
u ) Storefront
1x179.69/ Case -
1 0
Kimble KIMAX Borosilicate Petri Dish Set
3% Fisher
Commodity Unspsc Supplier Part Number Payment Terms
Laboratory supplies and 41122101 02655130 00
fixtures

18



3 Ordering from BuyCarolina

Result: The details of the item to be ordered appear.

20. Click the QTY field and enter the quantity you want to order.

21. Click the Save button.

*ltem * Supplier ‘Commodity

Kimble KIMAX Borosilicate Petri C Fisher Laboratory supplies and fixtures
*Unit Price Qty uoM Unspsc

179.69 1 41122101

Supplier Part Number Payment Terms

02555130 00 N
Need By
Transmission Method Manufacturer Name Manufacturer Part Number

Supplier Default v
Attachments
Add File | URL | Text

Cancel Delete

Emptying Your Cart

If you no longer need the items in your cart, you can empty your cart.

22. Click the Clear Cart button.

X7 Cart |TemS Gaontent Group | All v

Clear Cart View R v Advanced Search m Line Number:0 —9 v |

&  Edit Selected Copy Delete 1 Selected

a Billing

Result: A pop-up message appears confirming you want to empty your cart.
23. Click the OK button.

Result: Your BuyCarolina cart is empty.

Checking Out in BuyCarolina

24. At the bottom right of the Review Cart page, click the Checkout button.

19



3 Ordering from BuyCarolina

o Storefront
35 61s0
Storefront

White, 5
Staples

1x35.26/ Carton o

Gommodity Unspsc Supplier Part Number Payment Terms
Paper products 14111507 492072 0o

Gontract Name N Part
Yes Domtar Number
112350/461757

Perpage 15 | 45

Total 27835 usD

Results: The system displays one of the following:

o If your cart contains items from a single supplier the system displays the
Finalizing Your Order on the Checkout - Review and Submit Page,
page 23 in ConnectCarolina with the products you selected from
BuyCarolina.

o If your cart contains items from multiple suppliers, the system displays the
Edit Requistion page in Buy Carolina, go to step 25.

25. Click the Transfer Cart button.

20



3 Ordering from BuyCarolina

Justification

« Cart Items

Related Polcies - Gift Garcs

Gommodity
Electrical wire and cable

and hamess

Gontract
Yes

Kimble KIN

EY Foner

Gommodity
Laboratory supplies and
fixtures

Payment Tems
00

Staples

Gommodity
Paper products

CGontract

Staples

Gommodity
Paper products

Gontract
Yes

GreatedBy Gortney

Edit Requisition #387

Ship-To Address

Address 400 Roberson St

M Ultra 11.07 uso

1x11.07 /Each

Unspsc Supplier PartNumber  Payment Terms
26121604 3017767 0
Manufacturer Name Manufacturer Part
StarTech.com Number

HDMM15

179,69 uso
1x17980/Case

cate Petri Dish Set

Unspsc Supplier PartNumber  Lead Time
41122101 02565130 1
Gontraot

Yes

Unspse Supplier PartNumber  Payment Terms
14111507 126087 00
Manufacturer Name Manufacturer Part
Domtar Number

221103

3526 uso

1x3526/Carton

Unspsc Supplier PartNumber  Payment Terms
14111507 492072 00
Manufacturer Name Manufacturer Part
Domtar Number

1128501461767

Total 4 Units 278.35 UsD

Roberson Street, 400-25
Garrboro, NG 27599

Attn: Cortey

Billing

Storefront
Storefront
1

Storefront
Storefront
3

Storefront
Storefront
1

Storefront
Storefront
J

Result: The system displays the Finalizing Your Order on the Checkout - Review
and Submit Page, page 23 in ConnectCarolina with the products you selected from

BuyCarolina.

21



3 Ordering from BuyCarolina

Using a Quote for Purchase

22

A supplier may provide a quote for an item or service that is different from what is listed
in BuyCarolina. Each supplier in BuyCarolina has a different process for purchasing items
or services using a quote. You cannot use the Open Buy search bar to obtain or find quotes
for purchase.

If you have a quote from a supplier, go to that supplier's catalog under the Additional
Stores heading in BuyCarolina and follow the appropriate steps based on the supplier's
website. For example, Fisher Scientific and VWR have different steps to follow after
visiting their store in BuyCarolina. In most, instances you will need to navigate to the My
Account, Your Account, Manage Your Account, or something similar to obtain the quote for
purchase. See the screenshots below for examples.

Fisher Scientific  Fisher Fisher Sci o
. . . Welcome, UOFNCR! Manage Your Account Sign-up for Emall -—
@ fisher scientific

Chemical Structure Safety Data Sheets Certificates Order Status Special Offers Order By Catalog Number

Shop Products v SearchAll ¥ | Search by keyword, Catalog Number, CAS Number Q e A=1
Antibodies & Protein Biology Ordering
Balances, Scales & Weighing COVID-19: Return to Work Confidently Leafiadtaid -
Cell Culture & Analysis ﬁ
Centrifuges & Microcentrifuges Review Requisitions —
Chromatography it 2 In

tr LJ

Chemicals = Account Dashboard
Equipment & Instruments fisherbrand e ctl r 2
Forceps, Spatulas & Utensils i &g -

Furniture, Storage, Carts & Hoods Dig ita"y Track

Glassware & Plasticware

Heating & Cooling Temperature Readings

Search by keyword, supplier, or part number Q Hello,

part of avantor Advanced My Account

Products Disciplines Services Request a Quote Order Entry 2 o ITEMs $000

Update to Avantor's response to the coronavirus (COVID-19)_ pandemic

Iome > Quote Center Bprint... > share
My Account My Quote Center
My Dashboard
My Orders Quote # or Web Quote # or Your Reference m yameen@email.unc.edu m
Open Requisition Showing O of 0 Quotes. You can sort all the column by double clicking on the header.

Shopping Lists
Available Draft Requested Expired
Personal Shopping Lists

Data Privacy

Available
My Quotes
Please search or Request a Quote.
Request a Quote

View Quote
* “All Available” Searches may result in extended wait times while we gather your quotes.

Once you see the quote you are looking for you can add it to your cart.



3 Ordering from BuyCarolina

Once you submit your order in the BuyCarolina, you are brought to the Checkout -
Review and Submit page. If you have not submitted an order yet, you cannot access these
Checkout tools. Refer to Placing an Order from BuyCarolina, page 14 for information on
creating BuyCarolina orders.

1. After you submit an order from BuyCarolina, you have an opportunity to edit or add
details to your requisition from the Checkout - Review and Submit page. You can
complete any or all of the following optional steps:

o Naming Your BuyCarolina Requisition Order, page 28
o Deleting Lines from Your BuyCarolina Requisition Order, page 29

o Adding, Seeing, and Deleting Attachments From Your BuyCarolina Order or
Purchase Requisition, page 32

o Changing the Information That is Filled in Automatically for Each of Your
Orders Based on Your Requester Preferences, page 41

o Splitting the Funding on One Line of Your Order , page 38

o Mass Change: Changing the Shipping Instructions or the Chartfield Values
for an Entire Requisition, page 44

2. When you have finished editing your BuyCarolina order, or if you don't need to edit or
add comments to your order, click the Pre-Check Budget link.

"2 Check Budget B Pre-Check Budget B notify

Save & submit Save for Later Add More ltems 69 Preview Approvals

Note: If prompted, click the OK button to confirm that you want save your order and
pre-check the budget. If you have previously saved the order, you will not be prompted.

Results: After you Pre-Check Budget, the system displays one of the following:

o If there is enough budget, the Save & submit button becomes active and
click-able.

o If there is not enough budget, the system displays an error message. You can
work with your business manager to move budget to the chartfield string or
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3 Ordering from BuyCarolina

to use different chartfield values. Once fixed, you will need to click Pre-Check
Budget again to move forward in the ordering process.

3. Do one of the following:

o If you want to save the requisition to work on later, click the Save for Later
button. When you are ready to finish the requisition, refer to the Accessing
Your Recently Ordered Items, page 56 for information about finding and
completing your order.

"3 Check Budget B Pre-Check Budget B Notify

Save & submit Save for Later Add More Items 69 Preview Approvals

o If you are ready to submit the requisition, click the Save & submit button.

B2 Check Budget B Pre Check Budget B Notity Budget Checking Status Provisionally Valid

Save & submit Save for Later Add More ltems 63 Preview Approvals

Results: The system does both of the following:

o Routes the document to the first approval level, which is typically a
departmental approver.

o Displays a confirmation page, like the one below, that allows you to:

« see the printable version of the requisition and

o go directly to the Manage Requisitions page.

Confirmation

Your requisition has been submitted

Requested For Teresa Tester Number of Lines 1
Requisition Name 1000419190 Total Amount 186.99 USD

Requisition ID 1000419190
Business Unit UNCCH

Status Pending

Priority Medium BuyCarolina orders
Budget Status Provisionally Valid cannot be edited.
S View printable version " Edit This Requisition Eﬁ Check Budget @ Pre-Check Budget

Department Level Stage

Requisition 1000419190:Fending [#]start New Path
Department Path |

Pending

Multiple Approvers
O Req Dept Path | Step |

2 e
s Create New Requisition ! Manage Requisitions
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3 Ordering from BuyCarolina

Note: As the requisition moves through the fulfillment process, additional information -
like the PO Number - is added to the requisition. If you generate a printed copy of the
requisition later in the process, it will have more information.

25
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4 Editing and Adding Details to Your
BuyCarolina Order

In this chapter, you will learn how to:
o Name your BuyCarolina order.
o Delete lines from your BuyCarolina order.
o Enter comments to your entire BuyCarolina order.

o Attach documents to a BuyCarolina order.
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4 Editing and Adding Details to Your BuyCarolina Order

Once you have submitted a BuyCarolina order, you can name the order from the Checkout -
Review and Submit page. Refer to Placing an Order from BuyCarolina, page 14 for details
on creating a BuyCarolina order.

If you want the ability to search for an order by name in the future, consider naming it. If
you do not enter a Requisition Name, the Requisition Name will default to the Requisition
Number of your BuyCarolina order.

BuyCarolina orders turn into requisitions as they move through the fulfillment process.
Therefore, the terms "order" and "requisition" may be used interchangeably in many cases.

1. Once you have submitted an order from BuyCarolina, you can name your order from
the Checkout - Review and Submit page.

In this field: Do the following:

Requisition Name Enter a name to help you identify the BuyCarolina requisition later.
Consider following a consistent naming convention to assist you in
searching and identifying orders more quickly.

¥ My Preferences Requisition Settings Attachments and Comments (0)

Requisition Hame

Priority

2. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for
information about completing your order or for a list of additional edits you can make
to it.
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4 Editing and Adding Details to Your BuyCarolina Order

If you determine that you need to remove one or more lines from your order, you can delete
them before saving and submitting your order.

1. In the row that you want to delete, click the Delete icon.

Line Description Supplier Cuantity Uom Price Total Details Comments Delete
01 g Staples Notepads, 85"x ~ STAPLES BUSINESS 10.0ppg  Dozen 51900 51.90 [ > add o
1175 ADVANTAGE

2. When prompted, click the OK button to confirm that you want to delete the selected
line.

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

Cancel

Result: The system removes that requisition line.

Note: If the order has already been saved and you delete every line, the system will
display an error message. You must leave at least one line of the order intact or start a
new order from scratch.

3. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for
information about completing your order or for a list of additional edits you can make
to it.

29



4 Editing and Adding Details to Your BuyCarolina Order

Entering Comments that Apply to Your Entire
Requisition Order

If you need to, you can enter comments that apply to the entire order. These are commonly
referred to as header comments.

1. On the top of the Checkout - Review and Submit page, click the Attachments and
Comments link.

#
My Preferences “® Requisition Seftings Aftachments and Comments (0)

Requisition Name

Priority

Result: The system displays the Header Comments page.

2. Enter information about your order in the Comments field.

Header Comments X

Help
Business Unit UNCCH Requisition Date  06/19/2019

Status  Open

Comments Q 1of1 v

Use Standard Comments Enterad On:

1 2

Send to Supplier Show at Receipt Show at Voucher
I Add Attachments

[ 0K “ Cancel |

Note: Some purchases require specific information to be added in the header
comments. Example:

o Airgas and ARC3 Cylinder Return Purchases require header comments to contain
a cylinder bar code, a pickup address, a pick up room number, and a contact
phone number. You must check Send to Supplier on Airgas and ARC3 Cylinder
Return Purchases to ensure your order can be fulfilled.
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4 Editing and Adding Details to Your BuyCarolina Order

3. Under the Comments field, mark the checkboxes to indicate where you want the
comment to be visible. You can mark as many checkboxes as necessary.

In this field: Do the following:
Send to Supplier Mark this checkbox if you want the comment to appear on the purchase
order that is sent to the supplier.
Caution: Suppliers may not read these comments. If you have special
instructions, it is best to call the supplier in addition to entering a
comment for suppliers.
Show at Receipt Mark this checkbox if you want the comment to appear on the receipt
documentation.
Show at Voucher Mark this checkbox if you want the comment to appear on the voucher.
Header Comments %
Help
Business Unit UNCCH Requisition Date  06/19/2019
Status  Open
Comments Q 1of1 »
| -
Use Standard Comments Entered On:
1 =2
A
Send to Supplier Show at Receipt Show at Voucher
Add Attachments
OK Cancel

4. Click the OK button to save the comment and return to the Checkout - Review and
Submit page.

5. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for

information about completing your order or for a list of additional edits you can make
to it.

31



4 Editing and Adding Details to Your BuyCarolina Order

Adding, Seeing, and Deleting Attachments From Your
BuyCarolina Order or Purchase Requisition

32

You may attach documents to a BuyCarolina order or purchase requisition.

For purchases outside the BuyCarolina process, your comments and attachments can be
seen and reviewed by central purchases staff.

However, BuyCarolina purchases are not reviewed by central purchasing. They do not see
or review comments or attachments for BuyCarolina orders. Attachments to BuyCarolina

orders can only be seen by you and your departmental approver unless you click Send to
Supplier (step 6).

Adding Attachments to a BuyCarolina Order or Purchase
Requisition

1. If you want to attach a document, click the Attachments and Comments link.

i )
Wy Preferences Requisition Settings Aftachments and Comments (0)

Requisition Hame

Priority

Result: The system displays the Header Comments page.

1. Click the Add Attachments button.

Header Comments X

Help
Business Unit UNCCH Requisition Date  06/19/2019

Status  Open

Comments Q 1of1 v

Use Standard Comments Entered On

1 ek

[l Send to Supplier U Show at Receipt [ Show at Voucher
| Add Attachments |

| Cancel ‘

Result: The system displays the File Attachment box.
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2. Click the Choose File button.

File Attachment X

Help

Choose File | Mo file chosen

Upload Cancel

3. Choose the file you want to attach by finding the file on a local or network computer
drive, and double-clicking on the file name.

4. Click the Upload button.

File Attachment X
Help

Choose File | Mo file chosen

Upload Cancel

Result: The system displays the attached file's name and Attachment Id.

5. Check Send to Supplier, so that the supplier will be able to see the attachment.

* Attachments

Attached File User/Date Time View Send .tD
Supplier
: lillis2019-06-19- -
1/0ipg 13.36.52.933 poen -

6. Do one of the following
7. To attach more files, repeat steps 1-6.
8. View and/or delete the attachment using the steps below.

9. Click the OK button to return to the Checkout - Review and Submit page.

10. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for
information about completing your order or for a list of additional edits you can make
to it.
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34

You may look at attachments to make sure they were scanned properly and can be read.
You can see attachments by following the steps below.

1. Click the Attachments and Comments link from the right-side of the Checkout -
Review and Submit page to see an attachment.

MMy Preferences T Requisition Settings Attachments and Comments (0)

Requisition Hame

Priority

2. On the Header Comments page, click the View button.

¥ Attachments

Attached File User/Date Time View Send to
Supplier
. lillis2019-06-19- .
1 Oirg 13.36.52.933 View -

Result: The file opens in a new window.

Caution: If you have an active pop-up blocker, it may block the system from opening

the file. Please follow the instructions for your browser to allow pop-ups and click the

View button again should your first attempt be blocked.

3. Close the window displaying the attachment image to complete other tasks.

4. Click the OK button to return to the Checkout - Review and Submit page.

5. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for
information about completing your order or for a list of additional edits you can make

to it.

You may need to delete an attachment as you are working through the purchasing
process. You can delete attachments by following the steps below.
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1. Click the Attachments and Comments link from the Checkout - Review and Submit
page to see an attachment.

7 o _
My Preferences ¥ Requisition Settings Attachments and Comments (0)

Requisition Name

priorty

2. On the Header Comments page, click the Minus button at the right end of the
attachment line.

¥ Attachments

Attached File User/Date Time View Send .tD
Supplier
: lillis2019-06-19- -
1|0y 13.36.52.933 e -

3. Click the OK button to confirm that you want to delete the attachment.

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

[COR] ]| Conce

4. Click the OK button to return to the Checkout - Review and Submit page.

5. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for
information about completing your order or for a list of additional edits you can make
to it.
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5 Funding and Shipping Changes to an Order

5 Funding and Shipping Changes to an
Order

In this chapter, you will learn how to:
« Split the funding on one line of your order.
o Enter new chartfield information to override your requester preferences.

o Enter new shipping locations and instructions that override your requester
preferences.
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5 Funding and Shipping Changes to an Order

Splitting funding for BuyCarolina orders and purchase requisitions is possible. If you need
to split the charge for a single item between two or more chartfields, follow the steps below
from the Checkout - Review and Submit page. If you have not submitted an order yet,

refer to Placing an Order from BuyCarolina, page 14 for information on creating
BuyCarolina orders.

1. To use multiple chartfield strings on any line, click the down arrow to the left of the

line you would like to split funding.

Cart Summary: Total Amount 329.00 USD

Expand lines to review shipping and accounting details

Requisition Lines (@

Line Description tem 1D Supplier
1 @ Staples 85" x 11" Copy Paper, STAPLES BUSINESS
ADVANTAGE

Result: The system displays additional details, including Accounting Lines.

2. Click the plus icon in the Accounting Lines section as many times as needed to split

charge appropriately.

= Accounting Lines

*Distribute By Cty ¥ SpeedChart Q *Liquidate By Oty T
Accounting Lines

5 Q tof1 ¥
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information 1
Line Status Dist Type *Location Quantity Percent Merchandise Amt  GL Unit Entry Event
1 Open G25_1000 Q 10.0000 100.0000 32800 |UMCCH Q@ Q
Select lines to: & Add to Favorites ¥ Add to Template(s) [l Delst= Selected {5, Mass Change
Total Amount 320,00 USD

Result: The system displays additional accounting lines.

Note: If you need to Zoom in or out to see the full Accounting Lines section on the
screen, hold down the CTRL key on your keyboard and push the + key to Zoom in or -

key to Zoom out.

3. Complete the fields, if necessary:
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5 Funding and Shipping Changes to an Order

In this field: |Do the following:

Distribute By | Choose the distribution option you want:
o Select Quantity if you want to split the cost by quantity.

o Select Amt if you want to split the cost by amount.

Liquidate By Choose the option you want in the event that you end up recapturing some or
all of the money in the event of a return or cancellation:

o Quantity if you want to liquidate by quantity.
o Amt if you want to liquidate by amount.

Note: If you chose to distribute by amount, you must liquidate by amount. If
you chose to distribute by quantity, you can liquidate by amount or quantity.

Location Location is filled in by default on BuyCarolina orders based on your user
profile.
Quantity If you chose to distribute by Quantity, enter the quantity for each line. If you

chose to distribute by Amt, the system doesn't display this box.

Percent If you chose to distribute by Amt, enter the percentage to assign to each line. If
you chose to distribute by Quantity, leave this field blank.

w Accounting Lines

*Distribute By Qty M SpeedChart Q *Liquidate By Qty v

Amt
Accounting Lines
F Q 1-30f3 v View All
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information 113

Line Status Dist Type  “Location Quantity Percent Merchandise Amt  GL Unit Entry Event
1 Open 625_1000 Q 5.0000 50.0000 16450 |UNCCH Q Q + -—
3 Open 625_1000 Q 3.0000 30.0000 98.70 |UNCCH Q Q -+ -
2 Open 625_1000 Q 2.0000 20.0000 6580 [UNCCH Q@ Q + -

Note: The system will not allow you to save the order unless the percents add up to
100 and the quantity adds up to the entire quantity in the order.

4. To enter chartfield strings, click the Chartfields2 tab. You can change chartfield
strings for all lines at the same time.

Accounting Lines
5 a
Chartfields1 Chartfields2 Details Details 2 Asset Infermation Asset Information 2 Budget Information I
Fund Source Account Dept PC Bus Unit Project Activity Program ﬁ:“t Code %DSI Code g“t Code
20101 Q| 12000 Q| 531110 Q| 318300 Q Q Q Q Q Q Q Q
20101 Q 12001 Q 531110 Q 350100 Q Q Q Q Q Q Q Q
20101 Q 12001 Q@ 531110 Q@ 310100 @ Q Q Q Q a Q Q
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5 Funding and Shipping Changes to an Order

5. To divide the payment further, add more rows and chartfield strings by repeating steps
1 through 4.

6. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for
information about completing your order or for a list of additional edits you can make
to it.
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5 Funding and Shipping Changes to an Order

The requisition line section displays information about each requisition line. The
information defaults in from your requester setup information, but you may need to make a
change. For example, you may want one specific line shipped to a different location than
the other lines.

1. To change the requisition information for any line, click the arrow to the left of the
line you would like to change.

Cart Summary: Total Amount 329.00 USD

Expand lines to review shipping and accounting details

Requisition Lines (@

Line Description tem 1D Supplier
1 @ Staples 85" x 11" Copy Papsr, STAPLES BUSINESS
ADVANTAGE

2. Complete any or all of the following fields:

In this
field: Do the following:

Due Date This field is not used for BuyCarolina orders at UNC-Chapel Hill.

Ship To Enter the Ship To location or follow the steps below to search for the appropriate
Ship To location:

a. Click the Lookup (magnifying glass) icon.
Result: The system displays the first 300 Ship To addresses.

b. In the Description field, change “begins with” to “contains”. Type a
word or two to describe your location and click Look Up.

c. Click the link for the Ship To location you need.
Result: The system will send this line to the selected location.

Attention Enter the name of the person to whose attention the shipment will be sent.

Note: If you work in Auxiliary Services, enter the shop, job, and phase code
here, if applicable.
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In this

field: Do the following:

Location Enter the location you are ordering from. Location is filled in by default for
supplier catalog orders.

Quantity Do not change the quantity.

Note: If you accidentally selected the wrong quantity on the supplier's website,
you will need to add items to your order and add the correct quantity then
delete the original line.

Caution: Deleting the line before adding a line with the correct quantity will
require you to create an entirely new BuyCarolina order.

Requisition Lines (7

Line Description tem 1D Supplier
1 @ Staples 8.5" x 11" Copy Paper, STAPLES BUSINESS
ADVANTAGE
Shipping Line 1 *Ship To 625_1000 Q
Address

211 Manning Dr
ITS Manning-1000

Chapel Hill, NC 27514

Attention To Taresa Tester

Due Date

w Accounting Lines

*Distribute By Qty v SpeedChart

Accounting Lines

5 Q
Chartfields1 Chartfields2 Details Details 2 A
Line Status Dist Type “Location a
1 Open £25_1000 Q

3. To modify chartfield information, click the Chartfields2 tab.

Accounting Lines

B Q
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information 113
Fund Source Account Dept PC Bus Unit Project Activity Program ?DSI Code SUSI Code SDSI Code
20101 Q 12001 Q 531110 Q 318300 @ Q Q Q Q Q Q Q

Result: The system displays any default chartfields from the Requester Setup page.
The account number is provided based on the item ordered.
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4. Enter new chartfields or modify the default chartfields, if necessary.
Note: For information about chartfields, refer to the Chartfield Structure quick
reference card at ccinfo.unc.edu.

5.

Click the Save for Later button to make sure your changes are saved.

T2 Check Budget B Pre-Check Budget = Motify

Save & submit Save for Later Add More ltems 68 Preview Approvals

Result: You will remain on the Checkout - Review and Submit page after saving.

6. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for

information about completing your order or for a list of additional edits you can make
to it.
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If you want to make the same change to every line item, use Mass Change to do so. Use
this option to modify any of the following:

o shipping information.

e chartfields.

1. In the Requisition Lines section of the Checkout - Review and Submit page, check
Select All/Deselect All.

Result: All Requisition Lines have checked checkboxes.

2. Click the Mass Change button.

Cart Summary: Total Amount 329.00 USD

Expand lines to review shipping and accounting details i Add More ltems
Requisition Lines @
Line Description tem 1D Supplier Quantity uom Price Total Details ~ Comments

¥ 1 @ Staples 8.5"x 11" Copy Paper, STAPLES BUSINESS 100000  Carton 32.9000 329.00 [E) O Add
ADVANTAGE

7 Select All / Deselect All Select lines to: [t Add to Favorites 08 Addto Template(s) @ Delete Selected 3 Mass Chan ge

Total Amount 329.00 USD

Delete

o

Result: The system displays the Edit Lines / Shipping / Accounting for Selected Lines
page.

Note: All fields will come in blank, even if they have default values associated with
them from your Requester Preferences.

3. Enter new information in any field. Leaving a field blank will not affect the original
value of that field. You may use Speedchart to speed up the process, but make sure you
check all cost codes. You can click Load Values From Defaults to populate the boxes
with your Requester Preference default values.

Note: For information about chartfields, refer to the Chartfield Structure quick
reference card at ccinfo.unc.edu.

Important: For BuyCarolina orders, do not change any of the Supplier or Category
codes at the top, because they are determined by the supplier that you used and the
items your ordered.If you fill in the Buyer field for a BuyCarolina, it sends your order
through procurement, which does not handle BuyCarolina orders. This will delay - and
may negate - your order.
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Line Information (%)

Supplier ID

Buyer

Shipping Information

Ship To Location
Due Date

Comments

Accounting Lines

SpeedChart

Accounting Information

OK Cancel

Edit Lines/Shipping/Accounting for Selected Lines

Note: The information below does not reflect the data in the selected requisition lines. When the "OK' button is clicked, the data entered on this page will replace the data
in the corresponding fields on the selected lines that are available for sourcing.

a For BuyCarolina

Supplier Location purchasesl do not
Q Category make any changes in
this section.
Q
r"] Attention
o
Q,

Please enter GL Business Unit before selecting other chartfield valuas

H Q 1-10f1 v
Chartfields1 Details Asset Information 113
Dist Percent Location GL Unit Fund Source Account Dept PC Bus Unit
1 Q Q Q Q Q Q
Load Values From Default fills in the Load Values From Defautts

chartfield boxes with default values from your
Requestor Preferences.

Click the OK button

Result: The system displays the Distribution Change Options page.

Choose the appropriate option:

In this field:

Do the following:

All Distribution Lines

Matching Distribution
Lines

Replace Distribution
Lines

Mark this checkbox to apply changes to all distribution lines.

Mark this checkbox to apply changes to each existing distribution line
by matching the distribution line numbers.

Mark this checkbox to remove the existing distribution lines and
replace them with distribution line changes.
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Distribution Change Options

Faor the selected requisition lines, apply distribution changes to
@ Al Distribution Lines
Apply changes to all existing distribution lines.
@ Matching Distribution Lines
Apply changes to each existing distributicn line by matching the distribution line numbers.
(=) Replace Distribution Lines

Remove the existing distribution lines and replace with the distribution lines changes.

Ok Cancel

6. Click the OK button.

Result: The system changes the requisition header information and displays the
Checkout - Review and Submit page.

7. Refer to Finalizing Your Order on the Checkout - Review and Submit Page, page 23 for

information about completing your order or for a list of additional edits you can make
to it.

46



6 Finding, Seeing, and Printing Your Submitted Orders

6 Finding, Seeing, and Printing Your
Submitted Orders

In this chapter, you will learn how to:

« Find and use the Manage Requisitions page to search for a BuyCarolina order
that has already been created.

o Find the purchase order (PO) number for a requisition and formatting it in a way
suppliers can identify it.

o Print a requisition.
« See the reason a requisition was rejected.

« See and use a requisition's life cycle.

47



6 Finding, Seeing, and Printing Your Submitted Orders

Searching a requisition is the first step to using the Manage Requisitions page.

1. From the Admin WorkCenter page in ConnectCarolina, choose this menu option:

Finance WorkCenter> BuyCarolina/Purchase Order > Manage Requisitions

2. On the Manage Requisitions page, complete one or more of the fields:

In this field:

Do one or more of the following:

Business Unit

Requisition Name

Requisition ID

Request Status

Date From

Date To

Requester

Entered By

PO ID

Enter the business unit associated with the requisition you are
searching for. Your default value should appear automatically if your
requester preferences are set up.

If the requisition was given a name, enter the name of the requisition
you are searching for.

If you know it, enter the requisition ID of the document you are
searching for.

If you want to see all of the requisitions with a certain status, such as
pending, select that status from the drop-down list.

Use the Date From field to search for requisitions created beginning
with a specific date.

Use the Date To field to search for requisitions created before a specific
date.

Enter the Onyen, also known as the Requester ID, of the person listed
as the requester on the requisition you are searching for.
Note: The requester is the department contact for the requisition.

Enter the Onyen of the person who entered the requisition you are
searching for.

Enter the Purchase Order ID associated with the requisition you are
searching for, which you may find on the printed version of the
requisition if printed after a PO number was issued for the order.

3. Click the Search button.
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Manage Requisitions

['¥| Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Business Unit UNCCH Q Requisition Name qQ
Requisition ID Q Request State | All but Complete v Budget Status v
Date From  06/11/2019 Date To 0611812019
Requester Q Entered By Q POID Q
Clear Show Advanced Search
Requisitions (@)
To view the Iifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
1000469159 4000459159 UNGCH  06/18/2019 Pending Prov Valid 32900 USD | [Select Action] M Go

Result: The system displays the first 50 results that meet the criteria you specified. If
you don't see the requisition you are searching for within those results, enter more
criteria in the search fields and try again.

Once you see the requisition you are looking for in your search results, you can select
an action from the drop-down or use the arrow to expand the row, which reveals
additional information.

Requisitions @
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
ReqID Requisition Name BU Date Request State Budget Total
1000469159 1000469159 UNCCH  08/18/2019 Pending Prov Valid 320.00 USD [ [Select Action] hd Go
Approvals
Cancel
Edit
View Print
[Select Action]
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Repo
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If you need a PDF file or printed copy of your requisition, you can do that on the Manage
Requisitions page with the View Print action. Follow the steps below to learn how.

. Refer to Finding a Requisition , page 48 for detailed information about finding your

requisition. If you are already familiar with that process go directly to the path below
to complete the remaining steps.
Finance WorkCenter > BuyCarolina/Purchase Order > Manage Requisitions.

. Once you find the requisition you want to print, click the Select Action drop-down.

Result: The Select Action menu expands.

Requisitions @
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
1000469158 1pp0469159 UNCCH  08/18/2019 Pending Prov Valid 320,00 USD | [Select Action] M Go
Approvals
Cancel
Edit
View Print
[Select Action]
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition RKeport

. Click the View Print button.

Result: Select Action menu collapses and View Print is visible in the selection box.

. Click the Go button.

View Print v Go

. If you have a pop-up blocker active, it will block the system from displaying the PDF

generated by these steps. Follow the instructions for your browser to disable the pop-up
blocker for this site or temporarily so that you can print.

. When the system asks if you want to print distribution details with the requisition,

choose one of the following:

o Yes to print all of the chartfield information for every line of the requisition.

o No to print only a high-level summary of the requisition.
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Message

Do you want to print the requisition with distribution details 7 {(18038,11814)

res Ma

Result: The system opens a new browser window with a printer-friendly PDF report.

PURCHASE REQUISITION

THE UNIVERSITY OF NORTH CAROLINA AT CHAPEL HILL

Date Received

Dept. Contact Name and Phone
Terzsz Tester

Requisition Number
1000419189

Chapsl Hill NC 27514

S10062-2353
Requisition Date Buyer Code Delivery Meaded By
1MT2018 UNC_BUYER
Quote Bid No. Purchase Order No. Start Date
Deliver To Ship To Address End Date
Teress Tester 211 Manning Dr
ITS Manning-1000 Count of Attachments

1

g?:&és{%ﬂggijnnggzsﬁn ANTAGE United States

W

P O BOX 71217 Header Comments

CHICAGO IL 60804

Line [ aty [ Unit [ itemID | Description | Unit Price Extension

1 |1 | EA | | Staples Kroy Mesh Task Chair, Black (50233-CC) | 186.99 18699
Total $186.99

7. Use your browser's print functionality to print the PDF requisition.

8. Close the new window your browser opened that displayed the printer-friendly
requisition. You will still be on the Manage Requisitions page and able to choose

another action.
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BuyCarolina orders are a type of Purchase Requisition (PR). After your departmental
approver approves your order, a Purchase Order (PO) number is created.

Suppliers locate and track orders using Purchase Order numbers. Having this number
included in correspondence to suppliers or on hand when calling them can speed up the
process for you.

Be aware that all suppliers add UNCCH. to the beginning of our purchase order numbers
to ensure their uniqueness. Therefore, adding UNCCH. to the full purchase order number -
as illustrated below - when you communicate with suppliers allows them to find your order.

Purchase Order number in ConnectCarolina 7T

Purchase Order number on file with Suppliers UNCCH.7777777777

Follow the steps below to find the PO number for your order.

1. Refer to Finding a Requisition , page 48 for detailed information about finding a
requisition. If you are already familiar with that process go directly to the path below
to locate your requisition and complete the remaining steps.

Finance WorkCenter > BuyCarolina/Purchase Order > Manage Requisitions.

2. Once you have found the requisition, click the arrow to the left of the requisition line.

Requisitions (2

To view the lifespan and line tems for a reguisition, click the Expand

To edit or perform another action on a requisition, make a selection fr
Req ID Requisition Name BU Date

1000399214 1000299214 UNCCH 10/18/2018

Result: The system displays all steps associated with the requisition.

3. Click on the Purchase Orders icon to view the PO number.

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget Total
1000309214 1000399214 UNCCH 10/18/22018 PO(s) Dispatched  Valid 195.80 USD | [SelectAc ¥
Requester Taresg Entered By Teresag Priority Medium
Pre-Encumbrance Balance 0.00 usD
S 4 . ==
E B | S 5
Requisition Approvals Inventory Pgr:ﬂr;ar:e g:::gsst Receiving Returns Invoice Payment
Request Lifespan: o
Line Information Personalize | Find | E& First ‘4 1of1 ‘&' Last
Line Description Status Price Currency Quantity oM Supplier
. AIRGAS
1 @ justnal Grade LU o, pigpatched g7.9000  USD 20000 CL  NATIONAL ®

WELDERS
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Note: The Purchase Orders icon will only be lit up if a Purchase Order has been

created for the requisition.

Result: System displays a page with the PO Number and date.

Business Unit UNCCH
Requisition information

Requisition ID 1000399214 Line Number
PO information

Cylinder, 22 PSI

PO Number 2000347975 Buyer UMC_BUYER
PO Date 10/19/2018 Supplier ID 0000000002 Terms 00
Lines
Line tem 1D Description e
Industrial Grade Liguid
1 Mitrogen, 265 Liter 195.80 USD

2.0000 Approved

Find | View All First ‘4’ 10of1 ‘B Last

Find | View All First ‘4’ {1of1 "k Last

Change Order
PO Status Dispatched

Personalize | Find | Wiew All | £ | [ First ‘& 1of1 & Last

PO Qty Status Line Details
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If your requisition is denied, it is helpful to view the comments from the approver to find
out why.

1. Refer to Finding a Requisition , page 48 for detailed information about finding your
requisition. If you are already familiar with that process go directly to the path below

to complete the remaining steps.
Finance WorkCenter > BuyCarolina/Purchase Order > Manage Requisitions.

2. Once you see the requisition you are looking for in your search results, select
Approvals from the Select Action menu.

3. Click the Go button.
Result: The system displays the Approval Status page.

4. Click the arrow to the left of Comments to view comments associated with the denial.

£2

Transactional Approval Stage
EP1.9.3:Denied i'__"a‘-fie‘.\' Hide Comments
MC Asset Review
Admin Denied
ianos
NC WF ASSETS
9:37 AM

Comments

Timoth - 9:37 AM

We do not Want to make this purchase.

Budget Error Notification: If you create a requisition with budget errors, you
receive an email alert. A sample of the email alert is below:

Message 1: Alerts - Requisition Budget Errors (30003,7)
Explanation:

0000063408 - GIOMAYAL SA DE CV

Requisition: UNCCH.1000165106 _
Entered On: 2016-06-22 Link to Common

Training: Budget Errors QRC Budget ChECk
Query Name:NC_ALERT EP KK ERRORSGo To:Transaction Detail )
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The requisition life cycle can be seen from the Manage Requisitions page. The life cycle
provides information about each step a requisition goes through and where it currently is
in the process. Follow the steps below to learn more about a requisitions life cycle.

1. Refer to Finding a Requisition , page 48 for detailed information about finding your
requisition. If you are already familiar with that process go directly to the path below
to complete the remaining steps.

Finance WorkCenter > BuyCarolina/Purchase Order > Manage Requisitions.

To see the life cycle of a particular requisition, click the arrow to the left of the
requisition line.

Requisitions (¢

To view the lifespan and line items for a requisifion, click the Expand

To edit or perform another action on a requisition, make a selection fr
Req ID BU
1000399214 UMNCCH

Date
10/18/2018

Requisition Name
1000399214

Result: The system displays all steps associated with the requisition.

3. Click on any icon that is in color to view additional information about that step in the
purchasing process.

Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or parform another action on a requisition, make a selection from the Action dropdown list and click Go
Req ID Requisition Name BU Date Request State Budget Total
1000419189 1000419139 UNCCH 01/17/2019 Pending Prov Valid 186.99 USD |[SelectAc ¥
Requester Taragg Entered By Teresg Priority Medium
Pre-Encumbrance Balance 0.00 usD
I
[ - 425 &= A
1= = © o . :
i P A urchase hange ) =
Requisition Approvals Inventory Orders Request Receiving Returns Invoice FPayment
Request Lifespan: .
Line Information Personalize | Find | & | 55! First ‘&' 10f1 ‘& Last
Line Description Status Price Currency Quantity UoMm Supplier
- v Ma STAPLES
1 @ Japles Koy Mesh  pending Approval 186.9800  USD 10000 EA  BUSINESS b4
ADVANTAGE

Note: As more information is added to the requisition, additional icons will be in color.
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Accessing Your Recently Ordered Items

You can see recently ordered and approved items on the Recently Ordered page.

1. From the Admin WorkCenter homepage in ConnectCarolina select BuyCarolina from
the Admin WorkCenter Links tile.

Admin WorkCenter Links

@ TV
@ | BuyCarolina

Academic Calendar

Blue Course Evaluation System
Works P-Card

Vendor Invoice Submission Page
SPMS - Surplus Property

CBM

Bill Presentation

UAS

Finance Website

Carolina Talent

C0000000C0O

2. Click the Recently Ordered link.

Home 7 My Preferences 8 Requisition Settings | B 0 Lines Checkout

Special Requests

| Recently Ordered | —r .
e il BuyCarolina

Purchasing made smarter.

Click to enter
BuyCarolina

Result: The Recently Ordered page will show as many as 50 of your most recently
ordered items.

3. The items may span multiple pages. Be sure to click the advance arrow to see
additional pages.

*Sort By |Descriptinn ~

Find First ‘&' 1ofq ‘&' Last
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4. If you want to sort your recently ordered items, click the Sort By drop-down menu. You
can sort by description, price, supplier name, and manufacturer name.

Request Options < Recently Ordered (7

Special Requests

Recently Ordere ScarchiResuty Find  Frst @ 15015 & Last
g TestLinet Most Recent Order Date 11/16/2018
Item 1D Supplier FEDEX OFFICE
Supplier ltem 1D Supplier ID 0000033293
Mfg Item 1D Manufacturer
Price 1000.0000 usD Manufacturer ID
UOM Each Lead Time
Quantity [l Addto Favorites  73) Add to Template(s)

@ CanakKit Raspberry Pi 3 B+ (B Plus) Starter Kit (32

Item ID
Supplier Item D BOTBCCEPKT
Mfg Item 1D 89212
Price 798400 usb

*Sort By Description

Most Recent Order Date 11/06/2018

Supplier AMAZON.COM SERVICES Il
Supplier ID  D00D106041

Manufacturer
Manufacturer ID

57






7 Canceling or Returning an Order

7 Canceling or Returning an Order

In this chapter, you will learn how to:
o Cancel orders when possible.

o Return items when possible.
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BuyCarolina is an electronic business-to-business system. BuyCarolina orders are
transmitted electronically every hour. Having the Purchase Order (PO) number on hand
will assist the supplier in locating your order and improve chances of successful
cancellation. See Finding and Formatting Your Purchase Order (PO) Number, page 52 for
additional details about finding and properly formatting PO numbers.

If a BuyCarolina order has not already been processed by the supplier and you need to
cancel, follow these steps.

1. Contact the supplier(s) directly. For each supplier's contact information, visit the
BuyCarolina page to search for the supplier contact under the Vendors tab.

Note: If your BuyCarolina PO contains items from multiple suppliers you must
contact each supplier individually to cancel the order.

2. Once you have received confirmation of the cancellation from the supplier(s), email the
confirmation to Procurement at eprovendors@unc.edu.

Result: Procurement Services manually relieves the encumbrance in ConnectCarolina.


https://finance.unc.edu/services/buycarolina/
mailto:eprovendors@unc.edu

7 Canceling or Returning an Order

If a BuyCarolina order or item is not from Staples or Amazon is incorrect but has already
been processed by the supplier(s), you will need to contact the supplier(s) to request a
Return Merchandise Authorization (RMA).

Before contacting the supplier(s), locate the Purchase Order (PO) number of the order you
would like to return. Requisition IDs are internal to UNCH and will not help the supplier
locate your order. Suppliers can only identify your order with a purchase order number. See
Finding and Formatting Your Purchase Order (PO) Number, page 52 for more details on
finding and properly formatting Purchase Order numbers.

To find the correct supplier contact, visit the BuyCarolina page to search for the supplier
contact under the Vendors tab. The supplier will then process an electronic Credit Memo
for the returned items. Not all suppliers accept returns and not all products are returnable.
Check with the supplier directly to determine if an item is returnable.

Staples allows you to return items in two ways; using BuyCarolina or contacting Staples
directly.

Returning Staples Order - Contacting Staples Directly

To return items from Staples by contacting them directly, call them at 1-877-826-7755 or
email them at support@staplesadvantage.com. Also, have your purchase order number
available and include it in any correspondence with suppliers. For information on finding
and properly formatting Purchase Order (PO) numbers, refer to Finding and Formatting
Your Purchase Order (PO) Number, page 52.

Returning Staples Order - Through BuyCarolina

To return items from Staples through BuyCarolina, follow these steps:

1. From the Admin WorkCenter homepage in ConnectCarolina select BuyCarolina link
from the Admin WorkCenter Links tile.

2. Click the Staples Business Advantage tile in the Additional Stores section.

Result: The system shows the Staples BuyCarolina page.
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7 Canceling or Returning an Order

3. Click on the My Account button to expand options.

Account Number:

STAPLES

2 | tnsvnivensiry
. of NORTH CAROLINA
Business Advantage ﬂ—lﬂ A

4. Click on the Online Returns link.

Account Number: Messages | 1 Help v l My Account ~

Account Number:

MY ORDERS MY PROFILE

A My Order Status InsidersNetwork
Online Returns

.Search For Orde.rs

Saved Print Templates

Serial Number Lookup

) | L | " 7 PP P ) |

5. Click the Return Items button associated with the item you are returning.

ltems 1 - 50f5
Click here to see order staius definitions bl e
Order Number T4 PO Number T4 Return Status T4 OrderDate T Order Method T+ OrderTotal T+ Quantity Ordered T+ Return ltems
Shipped -
171683656 UNCCH.2000364741 01/09/2018 Online $158.67 10 Retum ltems
Track Order
174302743 Si¥oped .
UNGGH.2000362351 12/20/2018 Online $53.58 3 Retum ltems
Track Order
Shipped " "
171153338 UNGCH.2000360823 1211412018 Online $265.23 5 Retum ltems
Track Order

6. Enter the on-site contact information for the return. Enter any notes about the pick-up
location or box location in the comments field.
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ORDER NUMBER: 171683656

Shipped
ORDER DETAILS PICK UP LOCATION ACCOUNTING INFORMATION PAYMENT INFORMATION
Status: SHIPPED none Budget Center: UNGCH.2000364741 Merchandise Total: $158.67
Ordered By: none 211 MANNING DR PO: UNCCH.2000364741 Total: $158.67
Order Date: 01/09/2019 ITS MANNING
RTE 1P RM 1201
CGHAPEL HILL, NG 27514
USA
ACCOUNT NUMBER: 1010340ATL
First name: Last name: Phone Number: Comments:
none
1. Enter the quantity to be returned.
2. Select a Reason For Return from the drop down.
3. Enter the Number of return boxes Staples will pick up.

Result: Additional data entry options will become available.

7. Enter the Quantity to Return and select a Reason For Return from the drop-down

menu.

ftem Description

Clorox® Disinfecting Wipes, Fresh Scent and Citrus.
Blend™, 75 Count Canister, 3 Canisters Per Value
Pack (30208)

Item Number:1949018 MFR Number: 30208
Customer 1D:1948018

(© ONGONTRACT

Items In Your Order

Price Each

$14.41

Available to return ‘Quantity To Return

Reason For Return

Return Reason v

8. Enter the number of boxes Staples should expect to pick up.

Return Reason b

Enter the Number of return boxes Staples will pick up:

9. Click the Submit Return button.
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To return an item, you must be logged into Amazon Business through ConnectCarolina's
BuyCarolina.

1. From the Admin WorkCenter homepage in ConnectCarolina select BuyCarolina link
from the Admin WorkCenter Links tile.

2. Click the Amazon Business tile in the Additional Stores section.
Result: The sytem shows Amazon Business BuyCarolina page.

3. Navigate to "Your Orders" to view your complete order history.
4. Select Return or Replace items at the right of the product.
5. Select the reason for the return.

6. Print the return label and authorization for the package.
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BuyCarolina Appendix

In the appendix, you find these helpful resources:
« Links to additional training and resources related to BuyCarolina.

« Requester Preferences Field guide.
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Chartfield Guide https://ccinfo.unc.edu/files/2014/05/Chartfield-QRC.pdf

Chartfield Checker https://ccinfo.unc.edu/featured-resources/chartfield-checker

Chartfields 101- Use your onyen and log in to access this self-paced course and get a
complete overview of chartfield strings. - https://ccinfo.unc.edu/resource-docs/chartfields-
101-understanding-connectcarolina-chartfields

Making Purchases page on CCINFO - https://ccinfo.unc.edu/making-purchases

Amazon Business Ordering FAQs - https:/finance.unc.edu/files/2019/01/UNC-Chapel-Hill-
Amazon-Business-FAQ-Guide.pdf

Airgas Cylinder Purchase and Return - https:/finance.unc.edu/files/2018/11/Airgas.pdf

ARC3 Cylinder Purchase and Return - https:/finance.unc.edu/files/2018/11/ARC3.pdf
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BuyCarolina Appendix

Required Fields

In this field:

Do the following:

Location Set ID

Ship To

Location

Phone

GL Unit

Dept

Before entering any default information, enter either UNCCH or UNCGA in
this field.

Enter the ship to address or follow the steps below to search for the
appropriate address:

a. Click the Lookup (magnifying glass) icon.
Result: The system displays the first 300 ship to addresses.

b. In the Description field, change “begins with” to “contains.” Type a
word or two to describe your location and click Look Up.

c. Click the link for the ship to address you need.
Enter your location or follow the steps below to search for your location:
a. Click the Lookup (magnifying glass) icon.
Result: The system displays the first 300 addresses.

b. In the Description field, change “begins with” to “contains.” Type a
word or two to describe your location and click Look Up.

c. Click the link for the location you need.
Enter your phone number.
Look up, or enter, the business unit.

Look up, or enter, the department.

Optional Fields

In this field:

Do the following:

Fund

Look up, or enter, the fund code.

A Fund chartfield is a single 5-digit code capturing both major fund group
(first 3 digits) and purpose (final 2 digits).
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In this field:

Do the following:

Source

Account

Program

Cost Code 1

Cost Code 2
Cost Code 3
Affiliation

Fund Affiliation

Look up, or enter, the source. The Source is a 5-digit chartfield indicating the
specific source that is supporting your transaction.

Note: Fund and Source should be thought of as a pair. If a Source is entered
with an incorrectly paired Fund in ConnectCarolina, the transaction will be
flagged as a “combo edit” error.

Leave this field blank. The account value defaults based on the category code
chosen on the requisition, or from the supplier's website, though you can
change it.

Look up, or enter, the program.

Note: The Program chartfield is used by certain areas such as the College of
Arts & Sciences and various professional schools to capture programmatic
information.

Look up, or enter, cost code 1.

Note: The optional Cost Code chartfields are available to assist schools and
departments to capture financial information in the way it is useful to each
department - usually for tracking and reporting.

Look up, or enter, cost code 2.

Look up, or enter, cost code 3.

Look up, or enter, the affiliation.

Look up, or enter, the fund affiliation.
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