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INTRODUCTION

USOURCE is an online procurement system that streamlines purchasing at the University of Toronto,
allowing for significant time savings for everyone involved in purchasing routine items. This manual

provides instruction on how to use uSOURCE.

All faculty and staff who have been given access to uUSOURCE must exercise care and due diligence
when using the system; this is to ensure that only accurate and appropriate purchasing transactions

are processed from initial order to supplier payment.

How to Use this Manual

This manual has been designed to be printer-friendly. However, there are several interactive

elements when viewing it electronically:
e Hyperlinks allow you to navigate within the document or visit external websites

e A bottom navigation bar (Previous or Next page, Return to Table of Contents, View Full

Screen)
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e Video tutorials indicated by this icon: o

uSOURCE Training Manual | INTRODUCTION [E==] CONTENTS | [FULL SCREEN[H]| | 4




Accessing uSOURCE

e Use your UTORid and password to login.

e The URL to login can be found on the Procurement Services website:
WWW.procurement.utoronto.ca/usource

e For more information on your UTORid and the how to verify your password, go
to: https://www.utorid.utoronto.ca

e For help desk support related to your UTORId, contact the Information Commons helpdesk
at http://help.ic.utoronto.ca

Logging Out
UofT weblogin stores information in your web browser, using a feature called cookies. When you

exit your browser, these cookies are cleared and you are logged out of weblogin and the services

used for authentication.

CAUTION: Your browser may preserve cookies across browser sessions. The Chrome browser, in
particular, now maintains cookies even after exiting. This enables you continue where you left off.
While convenient, it conflicts with the intent of session cookies; exiting your browser should clear all
of your session cookies ensuring no one can access your application privileges. If your browser

maintains cookies across exit/restart, you need to ensure you have logged out of each application.

To exit your browser, look for the close, exit, quit, or "X" button.
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User Roles

Role System Permissions

e View all Suppliers and products available in uSOURCE
e Create, update, edit and withdraw their own shopping carts
e Create shared carts
e Add notes and attachments to shopping carts
SHOPPER e Assign and un-assign shopping carts to a Requisitioner
e Check the approval status of a Requisition
e Create Goods Receipts and Return Receipts

e View all their Invoices and payment history in the uSOURCE system

e Review and update their user profile

e Same permissions as Shoppers, as well as:

e Receive and review assigned carts

==

REQUISITIONER e Return/delete a cart

e Submit carts to approval workflow; if authorized, self-approve orders

Add or change ship-to addresses and accounting codes

Update cart information

e View document history and comments

e Assign/unassign a substitute Requisitioner

e Create a shared cart group for consolidated ordering by a group of
Shoppers (e.g. office supplies for several people at once)

e Review, push back, approve or reject Requisitions routed to them
through approval workflow

e Approve via email

' e Assign and unassign substitute Approvers

e Search for and view documents related to the Requisitions they have
approved, including the Purchase Order, Goods Receipts and Invoices.

APPROVER
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= e Create Goods Receipts and Return Receipts

RECEIVER

A role is a set of permissions; depending on your department’s business process, a user can

have a single role or multiple roles assigned to them.

For example, in a large department, a lab tech (Shopper) creates the shopping cart, assigns
it to a lab manager (Requisitioner) who enters the accounting code information and
shipping address, and then submits the cart to the Principal Investigator (Approver) who
reviews the cart and approves the order. Or in a smaller department, the Business Officer

creates the shopping cart, adds the accounting code information, and approves the order.

Basic vs Open Requisitioner

There are two types of Requisitioners:
A Basic Requisitioner can submit carts to approval workflow using up to 25 Funds Centers,

which must be configured by a uSOURCE Administrator. Most Requisitioners fall into this

category.

An Open Requisitioner can submit carts to approval workflow using any Fund Center. This

role is typically assigned to users in departments that purchase centrally.
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User Profile

View My Profile

To access your User Profile, from the uSOURCE homepage, click on your username

in the top navigation bar, then select View My Profile.

Watch a video tutorial
(with audio)

Sammy Shopper¥ %W | A W(000CAD [EEERUIEIEe)

Sammy Shopper

View My Profile

Set My Home Page

Logout

My Pending Requisitions

User’'s Name, Phone Number, Email

The User’s Name, Phone Number, Email, etc., are pre-populated with information from the Human
Resources Information System (HRIS). Update any incorrect or missing information to the profile and

then click Save.

Note: Some fields are not editable and can only be changed by a uSOURCE Administrator.

Change Email Approval Code
(Update Security Settings)

My Profile User's Name, Phone Mumber, Email, etc. =

L Anthony Approver 5
If you have approval permissions and can approve

User Name approver5

Requisitions sent to you from other users, use this to

set/change your email approval code (See Approve by Email).

User Profile and Preferences

Update Security Settings

| Change Email Approval Code
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Code Favourites

Code favourites allow users to save different sets of accounting codes frequently

used in combination with one another. Users who buy for different departments,

projects, or who split purchases across different codes can store these Watch a video tutorial

combinations and quickly select them during checkout.

To setup a code favourite, go to:
View My Profile > Default User Settings > Custom Field and Accounting Code Defaults >

Code Favourites

My Profile ~ Custom Field and Accounting Code Defaults =

Anthony Requester Custom Field and Accounting Code Defaults

User Name  requesterl7 Codes System Administration Use Only

User Profile and Preferences Use Code Favorites for quick access to accounting code combinations sav
checkout. You may create a new Code Favorite by clicking the "Add" butt
used combination of accounting codes with or without splits. Code Favori

|Default User Settings] . checkout by editing the codes section or by selecting it as your default ac
profile.

Update Security Settings

Custom Field and Accounting Code Defaults

1. Click the Add button above the Account Code Assignment section.

Account Code Assignment

-=J

Funds Center Fund Cost Cost Commitment
Center/Internal Center/Internal  Item Override
Order Type Order
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2. Enter a nickname that is recognizable (e.g. Office Supplies). This is important if you will be using
more than one Accounting Code Favourite. Select the Default checkbox if this is your default. You
can manually enter the appropriate values in each field.

Account Code Assignment

Nickname |Office Supplies 7 Default
Funds Center Fund Cost Center/Internal Order Type Cost Center/Internal Order
100647 0-None Cost Center 11482
Select from profile values... Select from profile values... Select from profile values... Select from profile values...
Select from all values... Select from all values... Select from all values... Select from all values...

e Users with the Basic Requisitioner role have the option to choose Funds Centers from a list
assigned to their profile. Click Select from profile values, and choose the Funds Center from the
drop down menu. If the Funds Center is not on the list, have your department key contact
submit a request to the uSOURCE Help Desk.

3. Click Save.

Notes: The Fund field cannot be left blank. If there is no Fund, enter 0-None. Also, under normal
circumstances, you should not set custom account code favourites for the Commitment ltem

Override field. For each purchase, uSOURCE will propose appropriate codes.

Default Addresses

The shipping address identifies where the Supplier should ship your order.

Users may add multiple shipping addresses from all three campuses to their
Watch a video tutorial

User Profile. Additional building addresses can be added to the database if

you plan on regularly shipping uSOURCE orders to a location that is not

listed. Contact uSOURCE@utoronto.ca for more information.

To create default shipping addresses, go to:

View My Profile > Default User Settings > Default Addresses
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Click the Select Addresses for Profile button. Enter a search term in the Nickname / Address

field such as the building or street name. Try not to be too specific with your search term (e.g.

enter the street name only). Select the correct address by clicking the radio button to the left.

Sammy Shopper

Default Addresses

User Name shopperll

© No addresses defined in profile.

User Profile and Preferences

Default User Settings
Custom Field and Accounting Code Defaults
Cart Assignees

User Roles and Access

Ordering and Approval Settings

Permission Settings

Motification Preferences

User History

2. Enter all required information (Nickname
for this address, Attention To, Rm/Floor,
Phone, Email). Try to keep the Rm/Floor
field as short as possible, as some supplier

order systems will truncate long entries.

3. Select the Default checkbox if this address is
to be your default shipping address.

4. Click Save.

Ship To  Not In Use

Select an address to edit
‘ © No addresses defined in profile.

Shipping Addresses

[5G Architecture Bldg

7
Select Addresses for Profile
Address Search
MNickname / Address Icollege I
Text

Results Per Page

Name

Edit Selected Address

Nickname

Default

ADDRESS
ATTN:
RM/Floor:
Phone:

Email:
Address Line 1
Address Line 2
City
Province
Postal Code
Country

Addresses Found: 49

2/ Page 1 - of5|*»
Address

ATTM: Sammy Shopper
RM/Floor:

Procurement Services

Anthony Requester

2nd floor

+1 (416) 978-0000 ext.123

anthony.requester@utoronto.ca

215 Huron St
Huron St. 215

Toronto
ON

M5S 1A2
Canada

Note: All uSOURCE Approved Suppliers are configured for electronic invoicing. The Bill To address

does not need to be set up in a user’s profile; this tab appears as Not in Use.
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Cart Assignees

If your ordering process requires you to assign your cart to another user, you

can save them in your profile for quick access.

Watch a video tutorial

To create a default Cart Assignee, go to:

View My Profile > Default User Settings > Cart Assignees

1. Click the Add Assignee button. Using the User Search pop-up window, enter one or more search
terms (First, Last, User Name, Email, etc.). You can also use the Department drop-down menu.
Click the Search button.

2. Locate the user from the list, and click the [select] link from the Action column.

3. From the My Cart Assignee list, click the Set as Preferred button to make the user the default
Requisitioner for your orders.

4. Repeat steps above to add additional cart assignees to your list.

Cart Assignees

Add Assignee...

My Cart Assignees ?
Name Action

Dana Requester 12 Set as Preferred ‘ Remove ‘

Randy Requester (Preferred Assignee) Remove Preferred ‘ Remove ‘

Assigned Roles

Anthony Requesterl?7 Assigned Roles

User Mame  requesterl? Assigned Roles

Provides a read-only list of the role(s) assigned to the user e

(Shopper, Requisitioner, Approver etc.). Roles can only be

assigned or changed by a uSOURCE Administrator.

Assigned Roles

Access

By default, users with Requisitioner and Approver permissions have access to search documents

created by other users in their own department, as defined in their profile (Shoppers can only view
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their own order documents). Additional department visibility must be added to the Access page by a
uSOURCE Administrator.

User Roles and Access

) (&) Procurement Services (00000335)department has been granted to this user via the View My
Assigned Roles Department Orders permission.
Assigned Shopping Personas Department Assignments: ?
Ordering and Approval Settings Department Name Document Search

Persona Shopping
Permission Settings Financial Services Department (00000330)

Notification Preferences Risk Management and Insurance Dept

User History (00000337)

View Funds Center Access

Funds Center Access: Requisitioning
If you have Basic Requisitioner permissions*, you can view which Funds Centers you have access to
for requisitioning (i.e. entering the CFC at checkout). Click on your username in the top navigation

bar, then select View My Profile. Go to Default User Settings > Custom Field and Accounting Code

Defaults. On the Codes tab, next to Funds Center, click the Edit button.

Laura Requistioner Custom Field and Accounting Code Defaults

User Name requesterl8 Codes | Code Favorites System Administration Use Only

?

Custom Field Name Default Value i ion Edit Values
User Profile and Preferences
Funds Center No Default Value m
L Fund No Default Value m
O d d O g Code D
G/L Account No Default Value m

Codes | Code Favorites | System Administrati

Value  Description

100647 Finance: Procurement Services |

*Open Requisitioners can access all Fund Centers.
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Funds Center Access: Approving

If you have approval permissions (i.e. the ability to create the Purchase Order), you can view your
approval access and maximum approval amount. Go to Ordering and Approval Settings > View

Assigned Folders.

My Profile + View Assigned Approval Folders =

Anthony Requester View Assigned Approval Folders
User Name requesterl7 Showing 1 - 4 of 4 Results All Fc
Search Details Results Per Page |20 ¥ Sort by
Ordering and Approval Settings Folder Name

User Purchasing and Approval Limit Values Filtered by Fund Center: 100647 $0 - $500.00
PunchOut Access Type: Requisition Fund Center: 100647 $500.01 - $5000.00
Product Views Fund Center: 100647 $5000.01 - $25000.00
Currency Access Refine Search My PR Approvals

View Assigned Approval Folders Results

To request changes to approval permissions contact uSOURCE@utoronto.ca.

Notification Preferences

Users can receive email notifications from uSOURCE and/or within the uSOURCE application itself.

Notifications within the application will be flagged at the top of the screen:

Anthony Requester 17 ¥ v |w1 & W (000 CAD

The Notification Preferences section controls when and why a user will receive email notifications,

and in-system notifications.
To edit your notification preferences, go to: View My Profile > Notification Preferences

1. From the Notification Preferences menu, click on the category you want to update
(Administration & Integration, Shopping, Carts & Requisitions, etc.). Select Edit Selection (top
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right).

Notification Preferences: Accounts Payable ?

Prepared By - PO Requires Receipt notice None
PO Requires Receipt notice None
Prepared By - Invoice Requires Receipt notice None

2. To change a notification, select Override and choose from the drop-down (None, Email,
Notification, Email & Notification). To view an explanation of a notification, just click on the

guestion mark icon.

Invoice submitted into Workflow © Default E Override
Invoice Workflow complete @ Default  © Override
Notification
Invoice line item(s) rejected @ Default © Qverride | Email & Notification

3. Click Save Changes.
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Searching for Documents

There are several ways to find order documents in uSOURCE (i.e. Requisitions,

Purchase Orders, Receipts and Invoices).

Pending and Recently Completed Orders Watch a video tutorial

(with audio)
Click on your username in the top navigation bar to access your pending or

recently completed Requisitions or Purchase Orders:

Sammy Shopper ¥ v [w% & W 43713 CAD

Search (Alt+Q)

Sammy Shopper

View My Profile
Dashboards
Set My Home Page

Logout

My Pending Requisitions
My Recently Completed Requisitions

My Pending Purchase Orders

My Recently Completed Purchase Orders

Quick Search

If you know the document number, enter it

- | 3710000942 |

Anthony Requester

in the top right of the screen, and press

Quick Search

Enter on your keyboard. You can access
Document

Quick Search from any screen in the 3710000942 - Purchase Orders

USOURCE system. The search results will RO00D870 - Receipts
include all related documents for this order. 50000769 - Invoices
1841576 - Requisitions

Open a document by clicking on the search
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result link.

Simple Search

If you don’t know the document number, from the left side navigation bar, go to:

Documents > Document Search > Search Documents

!]j Documents
Ju

E‘ Contracts

Documents

Approvals

Document Search

|Search Documents |

View Saved Searches

Simple search allows you to search through all order documents created by your department (Note:

Shoppers can only view their own orders). You can filter by document type, enter a search term (e.g.

cart name, supplier name, product name or catalogue number), and select a date range.

To view all documents created by departments configured in your user profile, select All

Documents, leave the search term blank, select All Dates, and click the Go button.

Search All Documents B

All Documents nter search terms such as document numbers, suppliers, and product information.
Requisitions

Purchase Orders

All Dates

Go to: advanced search | my requisitions | my purchase orders | my invoices

Invoices
Receipts
Search Details
Filtered by
Type: All Docurments

Date Range: All Dates

Refine Search Results

Type
All Documents |:
Date Range
All Dates r
Supplier

Dentsply (579)

Patrick Cassidy (534)

Showing 1 - 40 of 4250 Results

Results Per Page 40
Document Number

v 3710001099 "

v’ 1914721 L4
1907191 -4
R0O000917 "4

¥ 50000893

v/ 50000892 -1

50000891 -4

v’ 3710001098 "4

v 3710001097 =4

3710001096 -4

3710001095 "4

v 1961488 L4

v’ 3710001094 L

v 1941728 L4

Document Type

Purchase Orders
Requisitions
Requisitions
Receipts
Invoices
Invoices
Invoices
Purchase Orders
Purchase Orders
Purchase Qrders
Purchase Orders
Requisitions
Purchase Orders

Requisitions

Document Owner

Sammy Shopper

Sammy Shopper

Anthony Requesterl?
Anthony Requester17

Phil Larprom (requestor50)
Phil Larprom (AdminS0)
Phil Larprom (Admin50)
Phil Larprom (requestorSo)
Anthony Requester17

Phil Larprom {requestor50)
Phil Larprom (Admins0)
Phil Larprom (AdminS50)
Phil Larprom (Admin50)

Phil Larprom (Admin50)

All Dates
Sort by: Best match

Document Date/Time

09/08/2017 1:58 PM
09/08/2017 1:58 PM
08/08/2017 2:41 PM
08/08/2017 12:00 AM
04/08/2017 12:14 PM
02/08/2017 4:52 PM
02/08/2017 4:49 PM
02/08/2017 8:58 AM
02/08/2017 8:58 AM
02/08/2017 8:57 AM
01/08/2017 3:18 PM
01/08/2017 3:17 PM
31/07/2017 424 PM

31/07/2017 4:23 PM

Patrick Cassidy
Patrick Cassidy
UofT Press

Patrick Cassidy
Bio-Rad Canada
Bio-Rad Canada

Bio-Rad Canada

Bio-Rad Canada

Bio-Rad Canada
Bio-Rad Canada
Bio-Rad Canada

Bio-Rad Canada

Supplier

lPage 1 - of107(x] 2

Document Total
3,064.56 CAD
3,00456 CAD

1,286.45 CAD

23785 CAD
237.85 CAD
237.85 CAD
23785 CAD
766.14 CAD
237.85 CAD
47571 CAD
47571 CAD
1,11497 CAD

1,114.97 CAD
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Click on the Document Number link to open a given document.

Advanced Search

Advanced Search is a powerful search tool that allows you to enter specific criteria. To use Advanced

Search, click on the advanced search link on the search bar.

Search All Documents - All Dates - m

Enter search terms such as document numbers, suppliers, and product information.

Go to: Jadvanced search|| my requisitions | my purchase orders | my invoices | my forms

This option is most useful when you already know the criteria you are looking for. For example, you

could search for all orders for Grand and Toy that used a specific Funds Center in the last 90 days.

Search Purchase Orders - simple search

Purchase Order Information

Date Creation Date (System) ~ Last 90 days e
Supplier Grand & Toy x L
Custom Fields

Funds Center Is Exactly ~ 100647 Add another Funds Center

Select from profile values...

Creating Search Favourites

You can save commonly-used searches for quick access using Search Favourites. To create a search

favourite:

1. First perform the search you wish to save, and

Search Details , ' Results Per Page 20 ~
then click the Save Search button on the top ered by PO No Supplier
Ieft S|de Of the ReSU|tS page. Type: Purchase Orders ¥~ 3700001756 "X Dentsply

Date Range: Last 30 days
— 3700001439 = Dentsply

3700001438 "X FroggaBio

2. Name the search, and add a description
(optional).

Refine Search Results ?
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3. Choose a destination folder. To create a new folder, select New, followed by Top level personal
folder.

4. Name the folder, and click Save.

5. Select the destination folder by clicking on it, and click Save again.

To access your saved searches, go to: Documents > Document Search > View Saved Searches

To run a search, click on the hyperlinked name of the search, or the Go button to the right.

Exporting Search Results

You can export your results as a CSV file:

1. On the left navigation bar, under Search Details, click Export Search.

2. Provide a File Name, and Description
Document Search Export

(optional).
Request Export (Step 10f 1) ?
3. From the dropdown, select the type of export: File Name * POs 2017-18
a. Screen Export (brief summary) Description
b. Transaction Export (more level of
detail, including user names and email Request Exiort Template’™ Screen Export -

Screen Export
Transaction Export
Full Export

c. Full Transaction Export (all order data) ko m

Descriptic
addresses) cription

To view the results, click the Go to Page: Download Export Files button. You can also access all your

recent exports here: Documents >Document Search >Download Export Files.

Click on the File Name link to open a zip folder which contains export files of the results.
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Bookmarks and Keyboard Shortcuts

Bookmarks

Bookmarks provide quick access to frequently used pages. To bookmark a page:

1. Go to the page you wish to bookmark.
2. From the top navigation bar, click the star beside your username.

3. Click Bookmark this page.

Sammy Shopperv (% ™ & W(000CAD [EERRCeEe)

Bookmarks

My Bookmarks

I User's Name, Phone Number, Email, etc.

View Draft Shopping Carts

Site Bookmarks

Organization Message

Bookmark this page

To access your bookmarks, click the Star or use the Alt + K keyboard shortcut.

Keyboard Shortcuts

Alt+1 Home screen

Alt + K Open Bookmarks

Alt + M Menu Search

Alt+P Shopping Menu

Alt+Q Document Quick Search
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SHOPPER

Shoppers can view supplier catalogues and add items to shopping carts.
A Shopper’s permissions include:

e View all Suppliers and products available in uSOURCE

e Create, update, edit and withdraw their own shopping carts

e Create shared carts

e Add notes and attachments to shopping carts

e Assign and un-assign shopping carts to a Requisitioner

e Check the approval status of a Requisition

e Create Goods Receipts and Return Receipts

e View all their Invoices and payment history in the uSOURCE system
e Review and update their user profile

SHOPPER

USOURCE Training Manual | SHOPPER [E==[ conTenTs | [FuLscreenm] | 21




Basic Shopping

When you first log into uSOURCE, you are brought to the Shopping Home page,

which includes the Supplier Showcase.

Suppliers are grouped by category (Computers, Furniture, Lab Supplies, Office Watch a video tutorial
(with audio)

Supplies etc).

& TORONTO | USOURCE

Rachael Requester ¥ ¢ |® 4 'W(000CAD

™ Shop  Shopping © Shopping Home =

Shop Everything - m J

Go to: advanced search | favorites | quick order Browse: suppliers | categories | contracts | chemicals

¥ Computers, Peripherals and Apple Products ?
Welcome to USOURCE!
UofT's online marketplace - . m .
cow, corPuGEN Data Integrity Inc. Insight UofT Press
grity -~
QUICK GUIDES Apole roducts (ery || Computers & Peripherals | Computers & Peripherals || Computers [a Peripherals | p i products Qny | COmputers & Peripherals
= User Profile Setup letdn)

* How to Return an Order
~ Furniture

Em@ Patrick Cassidy & @

uSOURCE ROLL-OUT n Associates Inc.
If you have logged in, but cannot shop for any products, your Fumiture urniture Furniture
profile has nat been enabled yet. Email uSOURCE@utorento.ca
for more information.

* How to Cancel an Order

* How Create a Goods Receipt

> Lab and Dental Supplies ?
TRAINING AND HELP
« Training Materials and FAQs > MRO - I and Custodial li :
* Requisitioner In-Class Training % Office Supplies 2
FORMS
« Account Code Change Request D EaliEs !
* User Setup and Funds Center Workflow % Toners and Cartridges ?

For help or to report issues: uSCURCE@utoronto.ca

There are three types of Supplier catalogues in uSOURCE:

Punch-Out Catalogues

Punch-Out catalogues are hosted on websites external to uSOURCE and v Office Supplies
managed by the Supplier. When you click on a supplier sticker for a punch-

g y uppli youch upph l pu EHA.‘-‘DETQF
out catalogue, you temporarily leave uSOURCE, and are brought to the Office Supplies

supplier’s website. Grand & Toy @

PunchOut
After you've finished adding items to your cart and leave the Supplier’s

website, your cart will be brought back into uSOURCE. Depending on your permissions, from there it
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can be assigned to another user, or submitted for approval.

Level Il Punch-Out Catalogues

Suppliers with Level Il Punch-out catalogues have their products listed in uSOURCE. However, to

view pricing and to add items to a shopping cart, you'll need to ‘punch-out’ to the Supplier’s website

by clicking “Order from Supplier”.

Showing 1 - 200 of 4000+ Results What does <" mean?
4/ Page 1 = of20(k| ?
Order from Supplier 7
1000tem, 100/PC

Results Per Page 200 = Sortby: Best Match

= TMS-2 Extension Sample Clips, Plg.100 fror

Fa A

l > UATR Cone Shoe Available for use with 1 and 3 reflection UATRs only for the Frontier fram PerkinElmer Inc Order from Supplier 2
Parkin I Numilis L1201980 1item, 1/PC
acturer Info 1201980 - (PerkinElmer) ddd favarite | compare

| g Ultra Clean Wall-mounting Bracket Set from Perkinflmer Inc. Order from Supplier 2
Parkin Part Number 1item, 1/EA

lasger image add favorite | compare

Hosted Catalogues

Like Level Il Punch-Outs, hosted catalogues can be searched and viewed directly in uSOURCE.
However, they also include pricing and the ability to add items directly to your cart. You can

compare similar products from different suppliers simultaneously.

Searching Hosted & Level Il Punch-Out Catalogues

Simple Search
For Hosted and Level Il Punch-Out catalogues, the ‘Simple Search’ toolbar is a quick way to search

for products. From the uSOURCE homepage, enter a search term into the search field and click

the Go button.
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™ Shop Shopping Shopping Home =

Shop FEverything = acrobat pro m I
Go to: advanced search | tavarites | quick order  Browsa: suppliers | categories | contracts | chemicals
Add Keywords 7 Results Per Page 200 + Sort by: Best Match - 4 Pageloflixl ?
E Adobe Acrobat Pro XI for Macintosh from Licensed Software Office 118.00 ¢
Part Number ACRO11MAC EA
Manufacturer 1 addlol:ar!
Filter Results 2 u
add favorite | compare
By Supplier larger image

Advanced Search

To open Advanced Search, click on the link below the Shopping search bar.

Shop Everything v m
Go to:| favorites | quick order Browse: suppliers | categories | contracts | chemicals

The Advanced Search window provides functionality to filter for specific criteria, such as SKU (part)

numbers, supplier or manufacturer names, etc.

Advanced Search  Everything . simple search

Find Results That Have:

All of These Words Supplier

Part Number (SKU) Manufacturer Name
Other Options

Exact Phrase Exclude Words

Any of These Words

m Hide Advanced Search on search results ™

Comparing Products

Product comparison is available for most hosted catalogues. From your search results, click on the

compare link.
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Results Per Page 100 ~

from Patrick Cassidy
Part Number

Manufacturer Info

Sort by: Best Match -
Inertia Mid Back Task Chair, Mesh, Grade 1 Fabric

77040-T2-AW-FM-SS-F1

77040-T2-AW-FM-NBLK-55-F1 - (ALLSEATING)

4|Pagelof1|>

662.00 cAD
EA

1

add favorite |

?

Once you've selected all the items you wish to compare, click the Compare Selected button (top

right of search results). The next screen provides a column comparison of the selected items product

details, such as price, size, Supplier information, etc. You can add an item to your cart by entering

the quantity and clicking the Add to Cart button. You can also select the checkbox above the correct

item, and using the drop-down menu (top right of search results) add items to your cart, to

Favourites, remove an item or add to a Draft Cart or Pending PR/PO.

Select i
Add to Cart
°c avs | Y
Product Details Inertia Mid Back Task Chair, Mesh, Grade 3
Fabric §
Catalog No. F1040-T2-AW-FM-55-F3
Price 690,00 CAD
Supplier Patrick Cassidy
Category Task seating
uom
Price per UOM 690.00 CAD / unit

B, €1mn

Oyl

Add to Cart

Inertia Mid Back Task Chair, Mesh, Grade 2

Fabric §

77040-12-AW-FM-55-F2
678,00 CAD
Patrick Cassidy

Task seating

G78.00 CAD / unit

Add To Active Cart

Add To Active Cart

Add To Favorites

Remove

Add to Draft Cart or Pending PR/PO

Inertia Mid Back Task Chair. Mesh, Grade 1
Fabric §

TH040-T2-AW-FM-55-F1
662.00 CAD
Patrick Cassidy

Task seating

662.00 CAD / unit
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Sharing a Shopping Cart

Shoppers and Requisitioners can share the same shopping cart with other

users before it is assigned or submitted for approval.

Note: Before you can share a cart, a Shared Cart Group must be created by a Watch a video tutorial
(with audio)

Requisitioner.

Sharing a Shopping Cart

1. Open your active shopping cart: click on your cart total in the top navigation bar, then click View
My Cart.

Sammy Shopper ¥

Yw v A Ws5631CAD [EEEONCISRY) Ql

May 2017 lab supplies

ACETONE (ACS) | View My Cart |
=

2. Click the Share my cart with others checkbox. A drop-down menu will display all user groups to
which you belong and with whom you can share carts. Select the user group from the drop-down
menu. To see which users are part of a group, click View Members.

| i Conti Shoppi
53 Shopplng qut for Anthony Reques’rerW‘ ontinue Shopping

Name this cart: April Office Supplies

Share my cart with others Office Supplies - View Members

3. Click the Update button if you wish to continue adding items to the cart. When you are ready to
share the cart, click the Update and Unlock button.

Have you made changes? | update || Update and Unlock | d;j | = Help | Empty cart |

4. Other members of this group will receive an email and an in-system notification that you have
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shared this cart with them.

Open a Shared Cart

To open a cart shared by another user:

1. Click on the Notifications icon in the top navigation bar, then on the link below (A Cart Has Been

Shared With You).

Anthony Requester ¥ % w2 413 W (.00 CAD

Notifications

Shopping, Carts & Reqﬁisitions

'
|A Cart Has Been Shared With You |

2. On the Cart Management > Shared Carts page, click on the Shopping Cart Name link to make

this draft your Active Cart.

Cart Management

Draft Carts Assigned Carts Shared Carts

» Filter Shared Carts

Cart Shopping Cart Group Created Date

Number = Name = Name = By = Total &= Created -~

1866114 May 2017 lab su... Dr. X Lab Sammy 56.81 23/05/2017
Shopper CAD

3. Before you can start adding items to this cart,

| 52 Shared Cart

first you need to ‘Lock’ it to prevent other
members of this group from working on it at Name this cart: May 2017 lab supplies
Share my cart with others ¥ Dr. X Lab View Members

the same time. Click the Lock to Edit Cart

Lock to Edit Cart

button.
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4. You can now add or edit items in this cart. When you are finished editing this cart, you can share

it with another user, or assign it to a Requisitioner.
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Assigning a Cart

If your order workflow requires your cart to be assigned to another user, once
you have finished adding items to your cart:

1. Click on the total in the top navigation bar. A fly-out window will appear , ,
Watch a video tutorial

listing all the items in your cart. Click the Checkout button. (with audio)

Sammy Shoppery % [ A W]51420CAD [HELGRCleEe) Ql

2017-07-04 shopperll 01

Inertia Mid Back Task Chair, Me... View My Cart

Inertia Mid Back Task Chair, Me...

2. Click the Assign Cart button. The Assign Cart pop-up window appears, with two options:

a. If you have already set up a Cart Assignee in your User Profile, you can select them from

the drop-down menu (Select from profile values):

Assign Cart

e Select from profile values Search for an assignee
Select from profile values v
Note To Assignee: Anthony Requester

3. If the cart assignee hasn’t been added to your profile, you can search from a list of all Shoppers
and Requisitioners in the system. Select the Search for assignee radio button, then click on the

link below.

USOURCE Training Manual | SHOPPER [E==[ conTenTs | [FuLLscreen[m] | 29



https://play.library.utoronto.ca/download/kr53qDNOJtZA

Assign Cart

Select from profile values IB Search for an assignee

Selected Assignee:

Assign Cart To: | search for an assignee |

4. A User Search window will appear. You can search for the assignee using their first, last, or
username (UTORid), their email address, or by department. Click on the select link next to the

desired user.

When you have selected the assignee and provided a note (optional), click the Assign button. The

user will receive a notification that a cart has been assigned to them.

Unassigning a Cart

If you need to withdraw a cart that hasn’t created the Purchase Order, you can unassign it:

Go to Shop > My Carts and Orders > View Carts. On the Cart Management > Assigned Carts page,

click on the View button, then select Unassign from the drop-down.

Cart Management ?

Draft Carts Assigned Carts Shared Carts

Current Substitute: Randy Requester End Substitution

» Filter Assigned Carts

Cart Date Assigned  Created
Type = Number = Shopping Cart Name = Created « To = By = Total = Action
Normal 1954597 2017-07-25 request... 25/07/2017  Randy Anthony 63.45

Requester  Requester]
View

Unassign

When you unassign a cart, it becomes your active cart, and can be deleted, or edited and

resubmitted.
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Changing a Shopping Cart’'s Owner

When you create a shopping cart, you are the ‘owner’ of the cart. However, it is
possible to change the owner before it is submitted for approval. For example, if

you are creating a cart for a user in another department, it’s important they

‘own’ the order for reporting and document visibility.

To change the owner of a cart:

1. On the Requisition checkout screen, click
the Summary tab, then the Edit button

next to Cart Name.

2. Under Prepared for (on behalf of), click on

Select a different user.

Summary

Hide header

Cart Name

Description
Prepared by

Prepared for (on
behalf of )

Department

General
Cart Name
Description

Prepared by

Prepared for (on
behalf of )

Department

Ascount Code Assignment

Watch a video tutorial

Requisition | PR Approvals PO Preview Comments A

Supplier

General

2017-06-26 shopperll
01

Sammy Shopper
Sammy Shopper

Computing in the
Human.&Soc.Sci.Facility
(00000079)

2017-06-26 shopperll 01

Sammy Shopper

Sammy Shopper
| Select a different user... |

Computing in the
Human.&Soc.Sci.Facility
(00000079)
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3. A User Search window will appear. Enter the search criteria (name, email, username, etc.), and
press Search. Click select next to the correct user.

4. The cart ‘creator’ (Prepared by) remains

\ ) Requisition PR Approvals PO Preview Comments @A
the same, but the cart ‘owner’ (Prepared

for) has been changed, as well as the Summary  Account Code Assignment  Supplier
corresponding department. Hide header
General ?
Cart Name 2017-06-26 shopperll
01
Description
Prepared by Sammy Shopper
Prepared for (on Anthony Requester
behalf of )
Department Procurement Services

(00000335)
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How to Create a Goods Receipt

When the total value of a Purchase Order (before tax) is more than $5,000, a

Goods Receipt must be completed before payment is released to the Supplier.

For orders less than $5,000 creating a Goods Receipt is optional, but does not
Watch a video tutorial

affect the release of payment. Each delivery should include a Packing Slip that

lists all items included in the delivery. If the Packing Slip is incorrect or missing,

contact the Supplier for a replacement.

To create a Goods Receipt:

1. Open the Purchase Order: in the Quick Search field, enter the PO number found on the Packing

Slip, click the search icon, then click the PO number.

3710000906

Anthony Requester ¥ All v

Quick Search

Document

3710000906 - Purchase Orders

1834149 - Requisitions

2. From the Available Actions drop-down, select Create Quantity Receipt and press Go.

PO/Reference No. 3710000906 Revision 0 Available Actions Add Comment B E
Supplier Sigma-Aldrich (Canada) Add Comment /
Add Notes to Histol
Status Purchase Order Revisions PO Approvals Shipments Receipts Invoices Comments Attachments History Create Quantity Receipt
Print Fax Version H] F
General Information ? Document Status ?
PO/Reference No. 3710000906 AJP status Open
Revision No. 0 Workflow v" Completed

3. Enter the Packing Slip number. Depending on the Supplier, this may be listed as the ‘Order’ or
‘Reference’ number. Attach a scan of the packing slip and any other documentation by using

the Attach/Link button (optional).
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[=] Header Information

Receipt Name  2017-04-28 requesterl7 02 Posting 28/04/2017 2:31:35 PM Source: Manual
Date
Receipt No Document Date  Packing Slip No. / RMA (Required) Supplier Name Received by
To Be Assigned 28/04/2017 = 9254782-00 Staples Advantage Canada Anthony Requester
dd/mm/yyyy
RECEIPT ADDRESS DELIVERY

Location Procurement Carrier Other T

ATTN: Anthony Requester

RM/Floor: 2nd floor Tracking No.

Phone: +1 (416) 978-0000 ext.123

Attachments

Email:
4. In the Line Details section, review the line item details and quantities. Check this information
against the Packing Slip to ensure the quantity ordered = the quantity received. If needed,
adjust the quantity received.

Line Details

Show Receipt Details

PO Line Catalog Qty/UOM Previous .
PO No. No. Product Name No. ordered Receipts Quantity I
3700030016 1 Grand & Toy Economy Letter-Size Pads OFFICE PAD WHT 99730 5PK 5
(= WIDE RULED
3700030016 2 Oxford Binder Envelope BINDER ENVELOPE o 10058 5EA 5
O
(=]

5. If any line items were not included in the delivery (i.e. a partial delivery), remove them from this
receipt by clicking the Remove Line button, or remove several at once by selecting the items

and then choosing Remove Selected Items from the top menu and pressing Go.

For Selected Lines[ Remove Selected Items - m

Catalog Qty/UOM Previous . Add to " .
Product Name No. e Receipts Quantity Inventory Line Status Actions
Grand & Toy Economy Letter-Size Pads OFFICE PAD WHT 99730 5PK Ro035186 (2 3 Received -
WIDE RULED €
Do Not Use
Grand & Toy Premium Copy Paper COPY PAPER 11X17 99630 1PK RO035186 =) 1 Received - Remove Line E
WH 20LB STOCK €
Do Not Use

6. When you have finished entering all the necessary information, click the Complete button.
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5 BX R0035186(= |5

1 PK RO035186 (= |1

Received - Remove Line ‘ O

Received - Remove Line ‘ o

Do Not Use

Do Not Use | Save Updates | Complete

7. Write the Goods Receipt number on the Packing Slip and retain for your records.

Ia

#) Documents

Receipt No .

UNIVERSITY OF

‘39 TORONTO @ USOURCE

Document Search

Create Qty Receipt

R0000861

Search Documents

Receipt No.R0000861

lgﬁ has been created for the following PO No(s):

e PO/Reference No. 3710000906 lgl
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Returning an Order

In the event an item is damaged, defective, incorrect etc., contact the Supplier and ask them to
arrange a product return. If the item has been invoiced, ask them to submit a Credit Memo through

uSOURCE.

Note: if the Purchase Order total is more than $5,000, see Returning an Order (S5,000+).

Cancel Line Item

If no replacements are expected, send a request to the uSOURCE Help Desk to cancel the item to

release the committed funds.

1. Open the Purchase Order, and in the Available Actions drop-down, click the Go button next

to Add Comment.

PO/Reference No. 3710000947 Revision 0 Available Actions Add Comment -
Supplier Bio-Rad Canada ~ m

Status Purchase Order Revisions PO Approvals Shipments Receipts Invoices Comments Attachments History

2 2
2. Add the uSOURCE Help Desk email address to the comment by clicking add email recipient.

Add Comment

This will add a comment to the document. If you select a user they will receive an email
indicating that a comment has been added to the document.

Email notification(s):

Anthony Requesterl7 (Prepared by) <anthony.requester@utoronto.ca>

| add email recipient... |

3. A User Search window will appear. In the User Name field, enter uSOURCE, press Search. The
uSOURCE Help Desk should appear. Click the select link. In the text area, enter the nature of the
request (e.g. “Line 4 was returned to the Supplier. Please cancel to release the committed

funds.”). To finish, click Add Comment.
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Add Comment

This will add a comment to the document. If you select a user they will receive an email
indicating that a comment has been added to the document.

Email notification(s):
I Anthony Requester17 (Prepared by)
USOURCE Help Desk <uSOURCE@utoronto.ca>

add email recipient...

Line 4 was returned to the Supplier. Please cancel to release the committed funds.

Add Comment Close

4. The comment will be added to the PO, and a notification will be sent to the uSOURCE Help Desk

to process your request.

Records found: 1

Anthony Requesterl7? [Reply To] [New Comment]

Applies To: Purchase Order - 3710001091
Comment Added - 10/08/2017 10:00 AM

Line 4 was returned to the Supplier. Please cancel to release the committed funds.

Email sent: uSOURCE Help Desk <uSOURCE@utoronto.ca>
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Returning an Order ($5,000+)

In the event an item is damaged, defective, incorrect etc., contact the Supplier directly and ask them
to arrange for a product return. If the item has been invoiced, ask the Supplier to submit a Credit
Memo through uSOURCE. And when the Purchase Order total (before tax) is greater than $5,000,

the return must be documented in the system by creating a Return Receipt.

IMPORTANT: A Goods Receipt must be created before you can return an item in uSOURCE

(see steps 1-8 outlined in previous section: Create a Goods Receipt).

Create a Return Receipt

1. Open the Purchase Order: in the Quick Search field, enter the PO number, click on the search

icon, then click the PO number.

Anthony Requester ¥ ¥ [3710000943

Quick Search

Document

3710000943 - Purchase Orders

2. From the Available Actions drop-down (top right of screen), select Create Quantity Receipt and

press Go. If the PO is Closed, send a request to re-open the PO before creating the receipt.

PO/Reference No. 3710000947 Revision 0 Available Actions [Create Quantity Receipt|-. JE3}
Supplier Bio-Rad Canada

Status Purchase Order Revisions PO Approvals Shipments Receipts Invoices Comments Attachments History
2 2
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3. Enter the RMA number provided by the Supplier in the Packing Slip/RMA field (1). While not

required, it is recommended to attach a scan of the RMA label and any other documentation by

using the Attach/Link button (2).

(=] Header Information

Receipt Name |2017-07-05 requesterl7 01 Posting 05/07/2017 4:20:30 PM Source: Manual
Date
Receipt No Document Date Packing Slip No. / RMA (Required)  Supplier Name Received by
To Be Assigned  |05/07/2017 2] © |rRvA1834881 Bio-Rad Canada Anthony Requester
dd/mm/yyyy
RECEIPT ADDRESS DELIVERY
Location Procurement Services - Carrier Other ’

ATTN: Tanya Requester 18

RM/Floor: Room 181 Tracking No.
Phone: +1 (416) 978-5458
Email: nobody@sciquest.com Attachments * RMA-label.png

Attach/Link

35 Charles St W

4. In the Receipt Lines > Line Details section, remove any line items that you will not be returning:
click the Remove Line button, or remove several line items at once by selecting the items and

then choosing Remove Selected Items from the top menu and pressing Go.
Receipt Lines
Line Details

?
For Selected Lines:| Remove Selected Items - E

Show Receipt Details

PO
2 Catal uom Previ 2 Add t i &
PO No. Line Product Name atalog | EQty/ rev{o = Quantity 2 Line Status Actions
No No. ordered Receipts Inventory
3710000947 1 Gene Pulser® Electroporation 1652677 BEA RO000871 62 o Received -
= Buffer :
Do Not Use
3710000947 2 Sub-Cell® GT Horizontal 1704484 1EA R0000871 2 |0 Received - | Remove Line | El
=} Electrophoresis System, 15 x 25 ;
X Do Not Use
cm tray, with gel caster b L
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5. Enter the number of items you

are returning in the Quantity ?
field (1). Select Returned from For Selected Lines: Remove Selected Items ~ m
the Line Status dropdown (2). _ Addto _

Quantity Line Status Actions g

Inventory

Click the Save Updates button

(3). Q@ 4 © Returned - =

Do Not Use | Save Updates | Complete

6. A vyellow highlighted drop-down will appear. Select the reason for return (1). Enter a description

in the Notes field (2) (optional). When finished, click the Complete button (3).

I Catalog Qty/UOM Previous . Add to . .

:t Name No. ordered Receipts Quantity rrentory Line Status Actions
Iser® 1652677 8 EA R0000871 2 4 Returned - | Remove Line |
oration

| Do Not Use |

Returned For @|0003-Damaged |
© This field is required

Attach/Link

4 of the 8 items were damaged and returned. 2]

957 characters remaining expand | clear

2]

Cancel Line Item

If no replacements are expected, send a request to the uSOURCE Help Desk to cancel the item to

release the committed funds.

1. Open the Purchase Order, and in the Available Actions drop-down, click the Go button next

to Add Comment.
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PO/Reference No. 3710000947 Revision 0 Available Actions Add Comment -
Supplier Bio-Rad Canada - m

Status Purchase Order Revisions PO Approvals Shipments Receipts Invoices Comments Attachments History

=2 2

2. Addth RCE Help Desk
dd the uSOU elp Des Add Comment

email address to the

This will add a comment to the document. If you select a user they will receive an email

comment by cIicking add indicating that a comment has been added to the document.

. . . Email notification(s):
email recipient.
Anthony Requesterl? (Prepared by) <anthony.requester@utoronto.ca>

add email recipient... |

3. A User Search window will appear. In the User Name field, enter uSOURCE, press Search. The
uSOURCE Help Desk should appear. Click the select link. In the text area, enter the nature of the
request (e.g. “Line 4 was returned to the Supplier. Please cancel to release the committed

funds.”). To finish, click Add Comment.

Add Comment

This will add a comment to the document. If you select a user they will receive an email
indicating that a comment has been added to the document.

Email notification(s):

I Anthony Requester17 (Prepared by)
USOURCE Help Desk <uSOURCE@utoronto.ca>

add email recipient...

Line 4 was returned to the Supplier. Please cancel to release the committed funds.

Add Comment Close

The comment will be added to the PO, and a notification will be sent to the uSOURCE Help Desk to

process your request.
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Cancel an Order

To cancel a line item that hasn’t been delivered yet, first contact the Supplier to

cancel the item in their system. If the item has been delivered, it can’t be

cancelled; you’ll need to follow the return process instead (see Return an Order,

Watch a video tutorial

or Return an Order (55,000+).

Next, notify the uSOURCE Help Desk using a PO Comment:

1. Open the Purchase Order: in the Quick Search field, enter the PO number, click on the search

icon, then click the PO number.

- 750000523

Anthony Requester ¥

Quick Search

Document

3710000943 - Purchase Orders

2. From the Available Actions drop-down

) Available Actions Add Comment - m
menu (top right of screen), next to Add

Comment, click the Go button.

3. Add the uSOURCE Help Desk [
email address to the comment Add Comment

by clicking add email recipient.
This will add a comment to the document. If you select a user th
indicating that a comment has been added to the document.

Email notification(s):

Anthony Requester (Prepared by)
<anthony.requesterl7 @utoronto.ca>

add email recipient...
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4. A User Search window will appear. In the User Name field, enter uSOURCE, press Search.

User Search

Last Name

First Name

User Name usource

Email
Department

Results Per Page 10

=

5. Click select next to the uSOURCE Help Desk.

Name = User Name <

uSOURCE Help Desk uSOURCE

6. Inthe text area, indicate which
line item(s) you would like to
cancel, and the reason for the
cancellation (e.g. “Please cancel
line item 1. It has been

discontinued.”).

To finish, click Add Comment.

Email = Phone Action

uSOURCE@utoronto.ca +1 (416) 978-1403 [select]

Add Comment

This will add a comment to the document. If you select a user they will receive an email
indicating that a comment has been added to the document.
Email notification(s):

& Anthony Requester (Prepared by) <anthony.requester@utoronto.ca>

USOURCE Help Desk <uSOURCE@utoronto.ca>

add email recipient...

Please cancel line item 1. It has been discontinued

949 characters remaining

Attach file to this document (optional):

Attachment Type File M
File Name
File No file selected. b

Add Comment Close
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7. The comment will be added to the PO, and a notification will be sent to the uSOURCE Help Desk

to process your request.

Records found: 2

Anthony Requester [Reply To] [New Comment]

Applies To: Purchase Order - 3710000639
Comment Added - 28/04/2017 9:42 AM

Please cancel line item 1. It has been discontinued

The uSOURCE Help Desk will notify you once the line item(s) have been cancelled and the committed

funds released.
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Shopping for Radioactive Items

To purchase a radioactive isotope you must have a valid University permit. For more information,

including how to obtain a permit, see Purchasing Restricted Substances on the Procurement Services

website.

Radioactive items in uSOURCE have specific UNSPSC codes that flag them as requiring Environment

Health & Safety (EHS) approval, and are identified with a radioactive icon:

1125 Pico-Calibrator, Set/1 from PerkinElmer Life and Analytical Sciences
Part Number 5080125
Manufacturer Info 5080125 - (PerkinElmer)

=4S |

When you have finished adding items to a cart that includes radioactive items:

1. On the RequiSition > Summary tab, in Requisition PR Approvals | PO Preview Comments Attachments History

Summary Account Code Assignment Supplier Info Taxes/S&H

the section titled Hazardous

Hide header
Information, click the Edit button. General !
Cart Name Perkin Elmer Order | edit
Descripticn Radioactive Item
2. Enter the Permit Number and Permit Prepared by Requester Requester 24
. AMSID Purchasing Group |EI
Holder Name and click Save. o
3. PrOCEEd W|th the Order by Hazardous Information | edit
Permit
C“Cking ASSiCln Cart or Submit Permit Holder Name

Requisition buttons.

The Requisition will be reviewed by EHS before the Purchase Order is created and sent to the

Supplier.

Note: The Ship-To Address must match the address EHS has on file for your Permit.
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REQUISITIONER

The Requisitioner has the same access as the Shopper, but can also:

e Receive and review assigned carts

e Add or change ship-to addresses and accounting codes

e Update cart information

e Return/delete a cart

e Submit carts to approval workflow; if authorized, self-approve orders
e View document history and comments

e Assign/unassign a substitute Requisitioner

e Create a shared cart group for consolidated ordering by a group of Shoppers (e.g. office
supplies for several people at once)

REQUISITIONER
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Receiving and Reviewing Assigned Carts

If you have Requisitioner permissions, other

£ Reply (&2 Reply All £ Forward

Tue 5/23/2017 2:43 PM

Shoppers and Requisitioners can assign carts support@sciquest.com
i i i A shopping cart has been assigned to you
to you. When a cart is assigned to you, you will T
receive an email notification that contains a § TORGNTo | LSOURCE
Ilnk to the cart Re: A shopping cart has been assigned to you

Cart Name: 2017-05-23 shopper11 01

Cart Number: 1866306

Prepared for (on behalf of ) Sammy Shopper (Department: Info. Technology
Service)

Prepared by: Anthony Requester

Dear Anthony Requester
A shopping cart has been assigned to you by Sammy Shopper

(sammyshopper@utoronto.com  The shopping cart can be accessed for review in "Draft
Carts" or by selecting the URL below.

hitps-/fusertest sciquest com/apps/Router/Cartl ist?
AuthUser=2039126&tmstmp=1495564975875

You can also log into uSOURCE and review any assigned carts by clicking on the Action Items icon on

the top navigation bar, then Carts Assigned to Me.

Anthony Requester 17 ¥ s [w% & W 106544 CAD |[(ElaARlASE®) Q l

Action Items

My Assigned Approvals

Carts Assigned To Me

The Cart Management > Assigned Carts page lists all carts that have been assigned to you and carts
you have assigned to other users. To make the cart your active cart (i.e. open the cart), click on the

Shopping Cart Name link. If you wanted to Return or Delete the cart, click on the View button.
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Cart Management

Draft Carts ™  Assigned Carts = Shared Carts

Assign Substitute

¥ Filter Assigned Carts

Type &  Cart Number = Shopping Cart Name = Date Created ~
Normal 1914721 2017-07-04 shopper... 04/07/2017

Reviewing an Assigned Cart

Create Cart s

Assigned To = Created By = Total = Action
Anthony Requesterl?7 Sammy Shopper 6,804.86 CAD
View

Activate
Return

Delete

Once the cart has been opened, you can review and make changes to the order by clicking on the

cart total in the top navigation bar, then View My Cart.

To add additional items to this cart, click the Continue Shopping link (1), which will bring you to the

Shopping homepage. To return the cart to the user who assigned it, click the Return Cart button (2).

To remove line items, click the More Actions button (3), then select Remove button from the drop-

down. When you’re ready to enter the account code assignment and shipping information, click

the Proceed to Checkout button (4).

V k‘:“o Shopplng CC"'I' for Sammy Shopper | return cart 9

Name this cart: 2017-07-04 shopperll 01

Share my cart with others ¥

oContinue Shopping

4 Item(s) for a total of 3,004.56 c:n

subtotal: 2

estimated tax, shipping & handling

e Proceed to Checkout or

Have you made changes? ‘ Update = | ' Help Empty Cart Create New Cart ‘ Perform an action on (0 items selected)...|*  Select All
Patrick Cassidy moreinfo..
Product Description Unit Price Quantity Total
Inertia Mid Back Task Chair, Mesh, Grade 2 Fabric 4 678.00 cap 4 2,712.00 crD
Part Number 77040-T2-AW-FM-SS5-F2 EA HST/GST 352.56 CAD
Update |

Manufacturer Info  77040-T2-AW-FM-NBLK-S5-F2 - (ALLSEATING)

e‘ More Actions |~

Move to Another Cart
Add to Draft Cart or Pending PR/PO §3,064.56 CAD
Line Item History
Add to Favorites
Remove
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Entering Account Code Assignment

Before a Requisition can be submitted for approval, the account code assignment (Fund Center,
Fund, Cost Center, etc.) must be entered or verified. If any information is missing, the system will

flag these items in a yellow box at the top of the page.

Anthony Requester 17 ¥ | ¥ | ActionItems [1] Notifications | ™ 128751 CAD Q.

UNIVERSITY

% TORONTO | USOURCE

™ Shop My Carts and Orders ~ Open My Active Shopping Cart &

. Submit Requisition
¥ Shipping/Billing A Account Code Assignment % Final Review

1 Return to shopping cart * Continue Shopping

&4 Almost ready to go! The list below needs to be addressed before the request can be submitted.
CIRoanr@d field: Purchasing Grr;upl

Purchasing Group

Your Purchasing Group is a three character ID that identifies purchases made by your department. It
is passed from uSOURCE to the Financial Information System (FIS) and controls document visibility
and reporting in FIS. If you are unsure which Purchasing Group to use, check with your

Business/Finance Officer.
To edit or select the Purchasing Group:

1. Click on the Required Field: Purchasing Group link (see above screenshot), or go to Requisition >

Summary > General, scroll down to Purchasing Group, and click on the edit button.

Requisition |PR Approvals PO Preview Comments Attachments History

Summary t Code Assignment Supplier Info Taxes/S&H

Hide header ~__

Generalhx"‘““x ?

AMS ID Purchasing Group edit

ANTREQUE
© Required field
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2. You can manually enter the information, or to

see a list of Purchasing Groups configured in Purchasing Group

your profile, click the Select from profile values

link. Once you’ve entered the information, click [Select from profile values.__|

the Save button. H

CO01 - FINANCIAL SERVICES
7 C04 - PURCHASING

m Cancel

Account Code Assignment

From the Requisition > Account Code Assignment tab, review the Funds Center, Fund, and Cost
Center/Internal Order information at the header level (these values apply to all lines unless specified

by line item).

Click on any of the Required field links, or on the Edit button.

Account Code Assignment ?

These values apply to all lines unless specified by line item

Account Code Assignment

Funds Center Fund Cost Center/Internal Order Cost Center/Internal Order
Type
© Required field © Required field © Required field © Required field

You can manually enter the information, or if you've set up a code favourite in your user profile,

select a combination from the drop down menu to automatically populate all required fields.

Account Code Assignment

Select from your code favorites | Procurement Office Supplies ~

Funds Center Fund Cost Center/Internal Order Type Cost Center/Internal Order

100647 0-None Cost Center 11482
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Alternatively, if you have Basic Requisitioner permissions, click the Select from profile values link for
a list of Funds Centers you have access to (1). Click Select from all values for Funds associated with
the Fund Center (2). Under Cost Center/Internal Order Type, specify whether you are using a Cost

Center or Internal Order number (3) and enter the number in the next field (4).

Account Code Assignment

Select from your code favorites

Funds Center Fund Cost Center/Internal Order Type Cost Center/Internal Order
100935 301187 oCOS‘t Center °10887
OSL'-IL'Ll from profile values. Select from profile values... Select from all values... Select from all values..

eSeIer_l from all values...

Note: the Fund field cannot be left blank. If there’s no Fund, enter O-None.

Split Accounting

You can split the account assignment over more than one funding source. Click the add split link (1),
and a new line will appear. Enter the assignment in the second line, and from the drop-down menu

select whether to split by % of price or quantity, or by amount of price (2).

Account Code Assignment
Select from your code favorites - o o
Funds Center Fund Cost Center/Internal Order Type Cost Center/Internal Order |‘.!6 of Price vl add sp irl
100647 0-None Cost Center 11482 60 rermove
Select from profile values.. Select from profile values.. Select from all values.. Select from all values..
Select from all values...
101173 0-None Cost Center 11482 40 rEmovE

Changing the GL Assignment

uSOURCE automatically assigns the General Ledger code (GL) to every line item based on its UNSPSC

code. However, you can change the GL Account Assignment on the Requisition:

1. Open the Requisition document, and select the Account Code Assignment tab. Scroll down to
the line item you wish to change, and click the Edit button.
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Product Description Catalog No

1 SCTUBE, 8ML, 57X16.5MM, PP, FLAT BASE, GRADUATED more info.. 62.542.016

G/L Account Assignment
&) values have been overridden for this line

G/L Account Commitment Item

825520 SUP-LAB

Lab Instruments

copy to other lines

Unit

Size / Packaging Price

Quantity Ext. Price

6ML, 146.96 1PK 146.96 CAD

Assignment

2. The G/L Account Assignment pop-up window will appear. You can enter the new GL value

directly, or to search click Select from all values, then click Search to view all GL codes.

3. Click Save.

To have this GL assignment copied to other line items, click copy to other lines.
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Selecting a Shipping Address

The shipping address identifies where the Supplier will ship your order. To select or edit the Shipping

Address of a Requisition:

From the Requisition > Summary tab, under Shipping/Billing, click the Edit button.

np

& TORONTO | USOURCE

'™ Shop ~ My Carts and Orders

v Shipping/Billing @ Account Code Assignment @ Final Review

Requisition PR Approvals PO Preview Comments Attachments History

Open My Active Shopping Cart =

Taxes/S&H

Summary Account Code Assignment Supplier Info

Hide header

General Shipping/Billing
Cart Name 2017-05-30 requesterl? edit  Ship To/Bill To Address

01 ATTN: Anthony Requester
Description RM/Floor: 1st floor

Phone: +1 (416) 978-0000 ext.123

Prepared by Anthony Requester

Prepared for (on Anthony Requester
behalf of )

Department

320 Huron 5t

Clara Bensen Bldg
Procurement Services Toronto, ON M55 3)7
(00000335) Canada

To select a shipping address from your user profile, click
the drop down menu under select from your addresses
(1) and press the Save button to proceed to the next step

in the check-out process.

To search from a list of all U of T shipping addresses:

1. Click the click here link (2).

Email: anthony.requester@utoronto.ca

Anthony Requester ¥ ¢ i gt ws, \ Se Q ]

Assign Cart

Submit Requisition

=7
Hide value descriptions
? Notes & Attachments ?
For Approvals: edit
Internal Note
Internal Attachments
Add Attachments
Ship To/Bill To Address ? X

Complete the fields below to enter your shipping address
for this order. If you need to make a change, selecta
different address from the available options.

Shipping address select from your addresses

To choose a different address, click herea

Address Details

ATTN: Anthony Requester
RM/Floor: 4th floor
Phone: +1 (416) 978-0000 ext.123

Email:
Address Line 1
Address Line 2

anthony.requester@utoronto.ca
256 McCaul 5t
McCaul St. 254/256

City Toronto
Province ON
Postal Code MS5T 1W5
Country Canada

m Cancel
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2. Click select from org addresses. Enter a search term, then click Search. Try to keep the search
term as simple as possible, e.g. just enter the street number, otherwise you may exclude the

address you want. Click select next to the address you want to use.

3. Enter the room or floor number (1), and if necessary edit the contact information. To add this
address to your user profile, select the checkbox next to Save this address for future use (2). You

can also make it the default address for all orders (3), and change the nickname if necessary (4).

Address Details

ATTN: Anthony Requester

RM/Floor: o 4th floor

Phone: +1 (416) 978-0000 ext.123
Email: anthony.requester@utoronto.ca
Address Line 1 256 McCaul St

Address Line 2 McCaul St. 254/256

City Toronto

Province ON

Postal Code M5T 1W5

Country Canada

e Save this address for future use

Name this address (e.g. Main St)
O Vedical Imaging

€ © Check this box to make this the default
address in the future.

4. When all changes have been made, click the Save button.
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Viewing Approvers

If you are using a Funds Center in uSOURCE for the first time, it’s important to verify it has the

correct approval rules in place:

1. From the checkout window, click on the PR Approvals tab. Under Fund Center Approver
Review, click on the view approvers link.

Requisition [PR Approvals-PO Preview Comments Attachments History

Y Funds Availability Check\i\h Fund Center Approver Review

Submitted Future =* ~~ Future =*

Future \ -
{Tewapproves]

2. Alist of all the approvers for this Funds Center will appear. Verify the correct approvers are in

place.

Workflow Step Approvers (Fund Center Approver Review) ? X

Approver Group : Fund Center: 100647 $0 - $500.00
Anthony Approver 5 anthonyapprover@utoronto.ca +1 416-978-3292

Note: If you see No Fund Center Approver or Missing Fund Center Approver listed, there are no
approvers for this Funds Center; you should notify your department’s key contact to setup the

approval rules.

Workflow Step Approvers (Fund Center Approver Review) ? X

Approver Group : Fund Center: 210920 $500.01 - $5000.00
No Fund Center Approver No Fund Center Approver usource@utoronto.ca  +1 (416) 946-5622
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Submitting the Requisition

When you have finished entering the shipping and account code information, and you have

proceeded through the Final Review step, you now have two options:

Anthony Requester ¥ v w1 44 W513060 CAD |EEEEcRCuSEe)] Q l

ro | USOURCE

Zarts and Orders Open My Active Shopping Cart =

o Submit Requisition

L Shipping/Billing @ Account Code Assignment @ Final Review
(2] Assign Cart

4 Return to shopping cart 4 Continue Shopping

' All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

'R Approvals PO Preview Comments Attachments History

L:.I
~3

Account Code Assignment Supplier Info Taxes/S&H

1. Clicking the Submit Requisition button, which sends the Requisition for approval to all the
Approver(s) for this Funds Center. If you have self-approval permissions, the PO will be sent to

the Supplier.

2. Clicking the Assign Cart button, which allows you to assign the cart to a specific Approver or

Requisitioner.

To check the status of your order, open the Requisition, and click on either the PR Approvals tab or

the History tab.

Requisition | PR Approvals | Comments Attachments | History

Summary Account Code Assignment Supplier Info Taxes/S&H
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Withdrawing a Submitted Requisition

If you’ve submitted a Requisition that hasn’t been approved yet, and you need to cancel it, you need

to withdraw the Requisition. If it has been approved (i.e. the PO was created), see Cancel an Order.

1. Click on your username in the top navigation bar, Anthony Requester ¥ ¢ w2 &7 wpgp

then select My Pending Requisitions from the fly-
out menu. Anthony Requester

View My Prgfile
Dashboards

Set My Homg Page

Logout

My Pending Requisitions n
My Recently Completed Requisitions m
My Pending Purchase Orders ﬂ

2. Click on the Requisition number link to open it. From Available Actions drop-down menu, select
Withdraw Entire Requisition, and click Go.

Available Actions: |Withdraw Entire Requisition - m

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Account Code Assignment Supplier Info Taxes/S&H & 2
Hide header Hide value descriptions
General ? Shipping/Billing ? Notes & Attachments ?
Status Pending Ship To/Bill To Address For Approvals:
Fund Center Approver ATTN: Anthony Requester Internal Note
Review RM/Floor: 4th floor Internal Attachments

3. Enter the reason for the withdrawal, and click OK.
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Withdraw Entire Requisition

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

PR Withdrawal Reason

Duplicate order

985 characters remaining

Maximum allowed characters are 1000

Characters beyond the limit are not saved, i.e., the note is truncated. Once the note is
attached, it is accessible from the History tab of the document.

—

[ OK Close

4. The Requisition status will appear as Withdrawn.

Requisition PR Approvals Comments (1) Attachments History

Summary Account Code Assignment Supplier Info Taxes/S&H
Hide header
General ? Shipping/Billing
Status 4= \Withdrawn Ship To/Bill To Address

(06/07/2017 12:21 PM) ATTN: Anthony Requester 17
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Assigning a Substitute Requisitioner

While you’re on vacation, at a conference etc., you can assign a substitute Requisitioner for all carts

assigned to you. To assign a substitute Requisitioner:

1. From the left navigation bar go to: Shop > My Carts and Orders > View Carts.

My Carts and Orders

Shopping

Open My Active Shopping Cart
My Carts and Orders P 4 PPing

Admin

™ Shop My Carts and Orders ~ View Carts & Assigned Carts &

Cart Management

Draft Carts

Assign Substitute

Shared Carts

Assigned Carts

3. From the User Search pop-up, search for the user you would like to assign as the substitute. Click
the [select] link to the right of the user’s name. All carts assigned to you will be forwarded to this

user.

When you are ready to end the substitution, click End Substitution on the Cart Management >
Assigned Carts page.

Cart Management

Draft Carts  Assigned Carts Shared Carts

Current Substitute: Randy Requester |End Substitution

uSOURCE Training Manual | REQUISITIONER [E==[ conTenTs | [FuLLscreen[m]] | 59




Creating a Shared Cart Group

Shoppers and Requisitioners can share shopping carts before they are assigned or

submitted for approval. However, first a Shared Cart Group must be created. To

create a new Shared Cart Group:

Watch a video tutorial

1. On the left navigation bar, click on the Shop icon, then select Admin > Manage

Groups for Shared Carts.

Shopping Admin

/lManage Groups for Shared Carts

arts and Orders

2. Click the Create New Group button.

D veRsTY O Anthony Requesterl7 ¥

6’ TORONTO  USOURCE

™ Shop Admin Manage Groups for Shared Carts

Create New Group

My Groups - Active -~

Shared Cart User Groups ?

3. Enter a name for the group, and description (optional). Make sure the Active checkbox is
selected. Under User Group Members, to add an entire department to this group, click

the department link, and dropdown will appear. To add individual users, click the user link.
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New Shared Cart User Group

Name Professor X Lab
Description

250 characters remaining
Active

User Group Members

Add access for:|department | user |

r

expand | clear

4. A User Search window will appear. Search using name, email or username (UTORid). Click on

the [select] link (1) to add the desired user to this selection. To add additional users, click

the Search For Another User button (2).

Users button (3).

Selected Users

When you have finished adding, click the Add Selected

Randy Requester x Rachael Requisitioner x

Add Selected Users o
Search For Another User |°
Name = User Name = Email =

Requester, Randy

requester30
Requester 16, Raymond Siguenza requesterl6
Requisitioner, Rachael rachaelreq

Phone Action

+1 (416) 999-9999 0

+1(416) 978-3592

nobody@sciquest.com

raymond.siguenza@utoronto.ca [select]

rachael.requisitioner@utoronto.ca +1 (416) 978-0000 [select]

5. Click the Save button. This Shared Cart Group is now available for sharing shopping carts. As the

group creator, you have automatically been added to the group.

To remove a group, uncheck the Active checkbox.
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Paying Invoices

uSOURCE Suppliers submit invoices electronically directly into the system. This paperless process
eliminates manual data entry for both the University and the Suppliers. Invoices are paid
automatically by the system, using the FIS account numbers entered in the Requisition/Purchase

Order.

Note: Invoices outside the system cannot be processed in uSOURCE. If you receive an invoice by

email or mail, ask the Supplier to resubmit it through uSOURCE.

2-Way Match (<$5,000)

For orders below $5,000 (before tax) an automated process

called 2-Way Matching compares the Invoice data to the 15# = g = |2|’omo PAY
Purchase Order. If both match, the invoice is exported to the
PURCHASE INVOICE
University’s financial system, triggering the payment OROER
process.
3-Way Match (>$5,000)
For orders equal to or greater than $5,000, the system
performs a 3-Way Match between the Purchase Order, g = # = #57 = E/’omo PAY
Invoice, and Goods Receipt. If all three match, the invoice
PURCHASE GOODS INVOICE
ORDER RECEIPT

is exported the University’s financial system, triggering

the payment process.

When the Invoice doesn’t match the Purchase Order or the Goods Receipt, the invoice is placed in a

match exception queue, where it is reviewed by a uSOURCE administrator for resolution.

Once the 2-way or 3-way match has been met, the Purchase Order’s A/P Status changes from Open

to Soft-Closed. Once payment has been issued (Standard U of T Net 35 days), it moves to Closed.

*, This PO is in Soft Closed status, awaiting payment to be released. Once payment is issued it will move to Closed.
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View Invoice Information

To open an invoice:

1. Open the Purchase Order.

2. Click on the Invoices tab, then on the Invoice link.

Purchase

Status Revisions PO Approvals | Shipments

Order

Invoicing Summary

Invoice No ¥ SupplierInvoice Number

50000861 |, 2346563469
50000797 |, 22986-00

Invoice Date —
19/07/2017

13/07/2017

Recei

Invoices

Comments (1) Attachments History

Due Date @ Invoice Type Payment Status Invoice Total

23/08/2017

17/08/2017

Invoice Payable 6,415.47 CAD

Invoice Cancelled 0.00 CAD
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APPROVER

An Approver can:

e Review, push back, approve or reject Requisitions routed to them through approval
workflow

e Approve via email
e Assign and unassign substitute Approvers

e Search for and view documents related to the Requisitions they have approved,
including the Purchase Order, Goods Receipts and Invoices

oy

APPROVER
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Reviewing a Requisition

When a Requisition is submitted and requires your approval, you will receive an email notification.

The email will contain a link to open the Requisition in uSOURCE (View Requisition Approvals).

boew Pereling Aopraval fur Reguidition® 1907204

¥ TORONTO | USOURCE

Fund Center: 100935 $25000.00 - * Approval Request for

Requisition# 1907204

Dear Anthony Approver 5,

The reEuiﬁition listed below has been submitted for iour aiiroval.

Folder: Fund Center: 100835 $25000.00 -
Prepared by: Anthony Requester

Cart Name: July Office Supplies

Requisition No.: 1907204

No. of line items: 1

TOTAL: 37,403.00 CAD

View Requisition Approvals

You can also access your pending approvals by going to Documents > Approvals > My Approvals.

Documents

Approvals

Document Search

My Approvals
I Approval Notifications
My Recent Approvals

Assign Substitute Approvers

and then Current Page.

TIP: If your primary function in uSOURCE is approving Requisitions, you may want to make
the Approval Page your default homepage. To do so, from the My Approvals page, click on

your username in the top navigation bar, and from the drop-down select Set My Home Page,
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Approving a Requisition

Quick Approval Process

If you don’t need to review the Requisition details before approving it, from the

My Approvals page, click the check box to the right of the Requisition you want to

Watch a video tutorial

approve, then from the drop-down menu select Approve/Complete, then click Go. (with audio)

Showing 1 - 1 of 1 Results All Dates ApprovefCompleteI—-‘E

Results Per Page 20 - Sort by: Requisition Number Ascending -~

Hide requisition details

Requisition No. Suppliers: Assigned PR Date/Time Requisitioner Amount .
Approver
1008294 13 Fastenal Not 04/07/2017 147 PM  Phil Larprom  1,392.15 cAD [y [
PerkinElmer Life and Assigned
Analytical Sciences Science
Catalog Supplier |*|
Requisition Name 2017-06-27 requester50 01 Folders [Fund Center: 206675 $500.01 -

1 Days in folder

No. of line items 2 $5000.00]

Standard Approval Process

For standard approvals, the Approver opens the Requisition, reviews the information, and then

approves the order. Open the Requisition by clicking on the Requisition number link on the left side

of the page.
Requisition No. Suppliers: Assigned PR Date/Time Requisitioner Amount Action
Approver
1908294 3 | Fastenal Not 04/07/2017 147 PM  Phil Larprom  1,392.15 CAD [F¥EFTY

PerkinElmer Life and Assigned

Analytical Sciences Science

Catalog Supplier I"I

Requisition Name 2017-06-27 requester50 01 Folders [Fund Center: 206675 $500.01 -

1 Days in folder

No. of line items 2 £5000.00]

After you've finished reviewing the order and are ready to approve it, from the Available Actions
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drop-down menu (top right), select Approve/complete step and click the Go button.

Available Actions: Approve/complete step -

Assign to myself
Approve/complete step & show next
|Approve/complete step|
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Approving by Email

You can approve Requisitions directly from an email, without logging into the uSOURCE system. The

approval notification is sent to the email account associated with your User Profile.

Setting Up Your Email Approval Code

Before you can use the email approve function, you need to setup an Email Approval Code. First, log

into uSOURCE using your UTORid and password at www.procurement.utoronto.ca/usource.

Click on your username in the top navigation bar, then go to: View My Profile > Update Security

Settings > Change Email Approval Code.

Anthony Approverl7 ¥ %

UNIVERSITY OF

& TORONTO | USOURCE
My Profile User's Name, Phone Number, Email, etc. = Anthony Approver17

View My Profile

Dashboards

Anthony Approverl7

Set My Home Page

User Name approverl?
Logout

User Profile and

[Update Security Settings |

X
| Change Email Approval Code |

A pop-up window will appear. Enter any combination of letters and numbers (must be at least 4

characters), and press the Save Changes button.

Change Email Approval Code

Email Approval Code

Save Changes Close

You are now set up to approve Requisitions via Email.
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Approving a Requisition by Email

When a Requisition is submitted requiring your approval, you will receive an email

with a summary of the Requisition details. Review the details, and when ready

. . Watch a video tutorial
click the Take Action button. aren e video ttona

Ready to approve, reject or assign this document to yourself? | Take Action |

A new tab/window will open in your browser.
1. Inthe Actions section, enter your Approval Code.

2. Click the Approve button to approve the Requisition, or the Assign to myself button to Return,

Forward, or Reject (Cancel) the Requisition.

Actions

Approval Code *

Comment

Assign to myself

Approve
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Returning a Requisition

1. Open the Requisition by clicking on the Requisition No. link on the left side of the page.

4 | Fund Center: 100935 $25000.00 - * [1 result]

Requisition No.  Suppliers:  Assigned Approver PR Date/Time Requisitioner Amount Action "
1049158 % | FroggaBio  Not Assigned 20/07/2017 11:17 AM  Anthony Requester17 46,019.25 cAD [y

Requisition 2017-07-20 requesterl7 04 ~ Folders 0 Days in folder [Fund Center: 100935 $25000.00 - *]

Name

2. From the Available Actions drop-down menu (top right), click the Go button to assign the
Requisition to yourself.

Available Actions: Assign to myself - E

Requisition PR Approvals PO Preview Comments Attachments History

Summary  Account Code Assignment Supplier Info Taxes/S&H a 2

3. Anew set of options will now be available in Available Aclions: Approve/Complele & Show Nexl |-

Available Actions; select Return to Approve/Complete & Show Next
Approve/Complete Step
Return to Shared Folder
Place on Hold
Return to Requisitioner

[l R

Requisitioner, and press the Go button.

4. Enter the reason you are returning this Return to Requisitioner

Requisition, and click the Return to
Return the requisition to the requisitioner as a draft cart so they can correct errors and resubmit for
Requisitioner button. wproval

Reason for return

Please add additional items to this order as per our discussion.

1000 characters remaining

Characters beyond the limit are not saved, i.e,, the note is truncated. Once the note is
attached, it is accessible from the History tab of the document.

Return to Requisitioner Close

The Requisition will be returned to the Requisitioner for changes and re-submission.

USOURCE Training Manual [E==[ conTenTs | [FuLLscreen[m] | 70




Rejecting a Requisition

When a Requisition is submitted for your approval, you can reject the entire Requisition, or reject

specific line items before it is approved.

Rejecting the Entire Requisition
1. Open the Requisition by clicking on the Requisition No. link on the left side of the page.

- Fund Center: 100935 $25000.00 - * [1 result]

Requisition No.  Suppliers:  Assigned Approver PR Date/Time Requisitioner Amount Action
1049158 % | FroggaBio  Not Assigned 20/07/2017 11:17 AM  Anthony Requester17 46,019.25 cAD [y ©

Requisition 2017-07-20 requesterl7 04 Folders 0 Days in folder [Fund Center: 100935 $25000.00 - *]

Name

2. From the Available Actions drop-down menu (top right), click the Go button to assign the
Requisition to yourself.

Available Actions: Assign to myself - m

Requisition PR Approvals PO Preview Comments Attachments History

Summary = Account Code Assignment Supplier Info Taxes/S&H =
3. Anew set of options will now be available in Available Available Actions: Approve/Complete & Show Next |+
Actions; select Reject to Requisitioner, and press the Approve/Complete & Show Next
Approve/Complete Step

Go button. Return to Shared Folder

Place on Hold
Return to Requisitioner
Forward to ...

Copy to New Cart
Add Comment
Add Notes to Histo
Reject Requisition
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4. Enter the reason you are rejecting this Reject Requisition

Requisition, and click the Reject Requisition _ _ o _
WARNING: You are about to reject ALL lines on this requisition. Once a PR is

button rejected, it cannot be reinstated. Click Reject Requisition or Cancel to leave the PR
¢ unchanged.

PR Reject Reason

This order is no longer needed.

969 characters remaining

Characters beyond the limit are not saved, i.e, the note is truncated. Once the note is
attached, it is accessible from the History tab of the document.

Reject Requisition Close

The Requisition will be cancelled and no further changes can be made.

Rejecting Specific Line Items

You also have the option of rejecting specific line items. To do this, scroll down to the Supplier/Line

Item Details section, select the items you want to reject, and press Go next to Reject Selected

Items.

Supplier / Line Item Details

Hide line details For selected line items Reject Selected Items

CDWG  more info
You cannot access the item(s) on the supplier's PunchOQut site because it did not originate from a PunchOut session. What does this mean?
Line(sk 1, 2
Produc_t Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 Apple Mac mini Core i5 2 6 GHz 8 GB 1 TB & o, 3520145 EA 81419 S0EA 40,709.50 CAD
& G/L Account Assignment values have been overridden for this line  view/edit
Manufacturer Name Apple Desktop Systems Commaodity Code 43 Internal Note
2 ONT EEE DESTTOP COMPUTER € more info 1695698 EA 140 50EA 70.00 CAD E

&) G/L Account Assignment values have been overridden for this line  view/edit

Manufacturer Name cow Commodity Code 43 Internal Note

Enter a reason for rejecting the item(s), and press the Reject Line Item button.

After the Requisition is approved, only the remaining line items will be included on the Purchase

Order.
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Forwarding a Requisition

1. Open the Requisition by clicking on the Requisition Number link on the left side of the page.

4 Fund Center: 100935 $25000.00 - * [1 result]

Requisition No.  Suppliers:  Assigned Approver PR Date/Time Requisitioner Amount Action "
1049158 % | FroggaBio  Not Assigned 20/07/2017 11:17 AM  Anthony Requester17 46,019.25 cAD [y

Requisition 2017-07-20 requesterl7 04 I Folders 0 Days in folder [Fund Center: 100935 $25000.00 - *]

Name

2. From the Available Actions drop-down menu (top right), click the Go button to assign the
Requisition to yourself.

Available Actions: Assign to myself - E
Requisition PR Approvals PO Preview Comments Attachments History

Summary  Account Code Assignment Supplier Info Taxes/S&H a 2

3. A new set of options will now be available in

. . L. Available Actions: Approve/Complete & Show Next -
Available Actions; select Forward to Requisitioner, Approve/Complete & Show Next

and press the Go button. Approve/Complete Step
Return to Shared Folder

Place on Hold

Return to Requisition®
Forward to ...

4. A user search window will appear. Search for the
Forward to ...

user using the first, last or username, or their email

Forward To - Anthony Approverl?

add ress. Enter a nOte (Opt|0na|) and press the As per our discussion, please review this Requisition and approve if this purchase is

nPfPV-RI:,I
Forward button.

904 characters remaining
Maximum allowed characters are 1000

Characters beyond the limit are not saved, i.e, the note is truncated. Once the note is
attached, it is accessible from the History tab of the document.

The user will receive an email and in-system notification to approve this Requisition.
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Assigning a Substitute Approver

To assign a substitute Approver, from the left menu bar go to:

Documents > Approvals > Assign Substitute Approvers

™ Shop

Shopping Home +

Shopping

Documents

Approvals

Document Search

Approvals

My Approvals
Approval Notifications

My Recent Approvals

|Assign Substitute Approvers |

Watch a video tutorial
(with audio)

1. To choose individual Fund Centers, click the Assign button. To assign a substitute for all
your workflow folders, click the Assign Substitute to All Requisition Folders button.

Assign Substitute to All Requisition Folders

Showing 1 - 10 of 36 Results All Folder Results

Results Per Page 10 ~ Sort by: Folder name ascending -

Folder Name Approver
Fund Center: 100000 $0 - $500.00 Anthony Approver17
Fund Center: 100000 $500.01 - $5000.00 Anthony Approver17
Fund Center: 100000 $5000.01 - $25000.00 Anthony Approver17

2. An Assign Substitute pop-up window will
appear. Click the Include Date Range for
Substitution checkbox. In the search bar,
enter the name of the assignee. Click on

the correct name. Enter a Start Date and Start Date *
End Date.

End Date *
Click the Assign button.

*Required

Substitute Name

Substitution Actions w

1|/Page 1 ~ of4|r| ?
Substitute  Action [
Assign
| Assign | I8
[ Assion |88

Assign Substitute

Include Date Range for Substitution

Approver, Amy xoQ

24/07/2017 12:00 AM ©
dd/mm/yyyy hh:mm a

04/08/2017 12:00 AM C)
dd/mm/yyyy hh:mm a

uSOURCE Training Manual

[E==[ conTenTs ] [FuLscreen]m] | 74



https://play.library.utoronto.ca/download/cRVhV3QJuSAy

If you did not set an end date for the substitution, you will have to do it manually by clicking

the Remove button for individual folders or the End Substitute for All Folders button.

Assign Substitute to All Requisition Folders | End Substitute for All Requisition Folders

Showing 1 - 10 of 36 Results All Folder Results Substitution Actions w
Results Per Page .

10 - Sort by: Folder name ascending -~ ‘|/Page 1 ~ ofd|*| ?

Folder Name Approver Substitute Action [
Fund Center: 100000 $0 - Anthony Amy Approver Remove
$500.00 Approverl/ Start Date: 24/07/2017 12:00 AM =
End Date: 04/08/2017 12:00 AM
Fund Center: 100000 $500.01 -  Anthony Amy Approver
$5000.00 Approverl/ Start Date: 24/07/2017 12:00 AM =

End Date: 04/08/2017 12:00 AM

Note: Your substitute will only receive Approval Request Notifications for new Purchase
Requisitions. For existing Requisitions in your approval folder that require action during your

absence, you should forward them separately to your substitute using the steps outlined

in Forwarding a Requisition.
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VIDEO TUTORIALS

Topic Description Role Audio
Accounting Code Favourite Create an accounting code favourite and set the default Shopper

Purchasing Group Requisitioner
Approve a Requisition Approve a Requisition Approver v
Approve by Email Approve a Requisition by email
Approving Approve, Reject, Forward and other options Approver v
Assign a Cart Assign a shopping cart to a Requisitioner Shopper v
Assign Substitute Approver Assign a substitute Approver Approver v
Default Shipping Address Create a default shipping address Shopper

Requisitioner

Document Search Search for documents in uUSOURCE All Roles V4

How to Shop Create a shopping cart using Hosted and Punch-Out Shopper V4
catalogues

Cancel an Order Cancel a line item Shopper

Requisitioner

Share a Cart Share a Cart and Create a Shared Cart Group Shopper V4
Requisitioner

Shopping (Hosted) Create a shopping cart with a hosted catalogue Shopper
Requisitioner

Shopping (Punch-Out) Create a shopping cart with a punch-out catalogue Shopper
Requisitioner

User Profile Review and update your user profile All Roles V4
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http://www.procurement.utoronto.ca/wp-content/uploads/2015/04/DefaultAddress.mp4
https://play.library.utoronto.ca/download/FLIwwaRsZGAO
https://play.library.utoronto.ca/download/COnkMjxQJXBf
http://www.procurement.utoronto.ca/wp-content/uploads/2016/10/uSOURCE_PO-Cancellation.mp4
https://play.library.utoronto.ca/download/pHG21Xkv52EY
http://www.procurement.utoronto.ca/wp-content/uploads/2015/05/Shop-hosted.mp4
http://www.procurement.utoronto.ca/wp-content/uploads/2015/05/Shop-punchout.mp4
https://play.library.utoronto.ca/download/pW3A14da__L7
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