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How to Create a (General) Requisition in BuzzMart

Login Techworks

Click on “My Work” Tab

Click “BuzzMart” Icon under “Applications & Resources”
Click on the “Shop” Icon (see toolbar on the left)

Click “View Forms”

Select Non-Contract Item or Services Form

Enter Supplier/Vendor/Contractor Name
Enter Detailed Description- Include Building Name/# & Detailed Description of
Item/Service (Ex: Boggs Building- Boiler No. 4 repair per attached Quote No. 52487
dated 3/26/16)
Enter Quantity & Unit Price
NIGP Code: Identifies what the product is

a. Click “Search”

b. Enter keyword in “Description contains...” box

c. Click “Search”

d. Select the appropriate code
Select “Hold Payment”, if applicable (BuzzMart automatically creates a 2-way match
(PO and Invoice) to pay for goods or services on requisitions under $3,000. Select the

“Hold Payment for Receiving” box, if goods or services must be verified before payment

can be issued. Note: If the “Hold Payment for Receiving” box is selected, BuzzMart will

require a receipt and a Finance Approver to match the exception before payment can

be issued.)
Click Go
Review
Click Proceed to Checkout
Enter in accounting codes
a. Project #(90......... )
b. Acct# ( 714100 — supplies/materials | 715100- repairs & maintenance)




c. Spend Dept (click the middle link and enter first 3#’s of project#)
d. Spend Authority- Approver of request

e. Finance Approver- John Richardson

16. Click Save icon
17. Click Summary Tab
a. Add scanned attachment under Internal & External Notes Section (Only include

the quote/proposal under the External Notes Section)

b. Check scanned attachment to make sure it’s the right one
18. Under the “General” section, click “edit” to add the name of the individual you are
preparing the requisition for & AiM Project No. (if applicable) and click “save”.

19. Click “Edit” under “Ext. Price” to enter Work Order No. if applicable

20. Click Shipping Tab to Enter Shipping Information
21. Click Save icon

22. Click Place Order or Assign Cart

How to Create a Requisition in BuzzMart for a Vendor under a Statewide
or Georgia Tech Contract

Login Techworks
Click on “My Work” Tab
Click “BuzzMart” Icon under “Applications & Resources”

Click on the “Shop” Icon (see toolbar on the left)

Select Non-Catalog Form

1.

2

3

4

5. Click “View Forms”

6

7. Enter Supplier/Vendor/Contractor Name

8. Enter N/A for Catalog #

9. Enter Detailed Description & Reference Contract # in Description (Ex: A. French Bldg.
HVAC System Leak Repair per attached Proposal No. 02547899455 dated 3/26/16 —
Contract No. 50300-ML9)

10. Enter Quantity & Unit Price

11. Capital Expense
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a. Check box = No (this will be the case most of the time)
b. Uncheck box = Yes
. NIGP Code (/dentifies type of product/service)
a. Click “search”
b. Enter keyword in “Description contains...” box
c. Click “Search”
d. Select the appropriate code
. Select Contract
. Attach supporting documentation
. Click Go
. Click Proceed to Checkout
. Enter in accounting codes
a. Project #(90......... )
b. Acct# ( 714100 - supplies/materials | 715100- repairs & maintenance)
c. Spend Dept (click the middle link and enter first 3#’s of project#)
d. Spend Authority- Approver of request

e. Finance Approver- John Richardson

. Click Save icon
. Click Summary Tab
a. Add scanned attachment under Internal & External Notes Section (Only include

the quote/proposal under the External Notes Section)

b. Check scanned attachment to make sure it’s the right one
. Under the “General” section, click “edit” to add the name of the individual you are
preparing the requisition for & AiM Project No. (if applicable) and click “save”.

Click “Edit” under “Ext. Price” to enter Work Order No. if applicable

Click Shipping Tab to Enter Shipping Information
Click Save icon

Click Place Order or Assign Cart
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Click “BuzzMart” Icon under “Applications & Resources”

How to Obtain a Purchase Order No. for an Invoice

Login Techworks

Click on “My Work” Tab

U

Click on the “Shop” Icon (see toolbar on the left)
Click “View Forms”

Select Confirming Order Only Form

Enter the Supplier/Vendor
Select Purchase Type: Confirming Order

Enter Detailed Description (Example: “Chiller Plant PM parts per attached Invoice No.

03546 dated 3/25/16")

10. Enter Quantity: 1

11. Enter Unit Price = Invoice Amount

12. NIGP Code (I/dentifies type of product/service)

a. Click “search”
b. Enter keyword in “Description contains...” box
c. Click “Search”
d. Select the appropriate code
13. Click Go

14. Click Proceed to Checkout

15. Enter Accounting Codes

16. Attach Supporting Documentation (Internal Notes Section Only)

17. Enter Shipping Info

18. Click Place Order or Assign Cart

19. Once the PO# is assigned, please do the following to pay the invoice:

a.

b.

Write the PO# on the invoice
Sign & Date the invoice

Scan & Email the Invoice to apinvoices@gatech.edu (include the PO# in the subject

line of email)
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How to Make Changes to a Purchase Order in BuzzMart

Login Techworks

Click on “My Work” Tab

Click “BuzzMart” Icon under “Applications & Resources”
Click on the “Shop” Icon (see toolbar on the left)

Click “View Forms”

Select Purchasing Change Request Form

Enter PO#
Select Type of Change

Send to Supplier: Select “Yes” or “No”

. Enter Detailed Description (Example: “Deduct 532.86 from project account #903194120

due to item being discontinued”. Requested by: Jane Doe)
Click Go

Enter NIGP code from original PO

Click Proceed to Checkout

Enter Account Codes- Refer to Original PO if necessary
Click on Summary Tab to upload supporting documentation

Click Place Order or Assign Cart

How to Create a Cost Receipt in BuzzMart

. Click on Quick Search Icon in the Top Right-Hand Corner on Main Homepage
. Enter PO# & Hit Enter
. Click on PO#

. Click on the drop down menu next to “Available Actions” and select “Create Cost Receipt”

. Click Go
. Enter the amount you want to receive/pay

. Click Complete




Frequently Asked Questions
How do | get access to BuzzMart?

a. Submit your transcript showing that you have taken the required training

(www.trainsweb.gatech.edu) along with a signed BuzzMart Role Request Form

from your Department Head to sgadmin@business.gatech.edu.

| used to have access to BuzzMart but | can no longer login. Why?
a. If your employment status has changed, you will be listed as inactive. Contact

sqadmin@business.gatech.edu to determine if a request form needs to be

resubmitted.
How do I find out the status of my order?

a. Navigate to the requisition, click on the PR Approvals tab to see where the order
is in the workflow process.

How do | delete a requisition?

a. Regquisitions cannot be deleted. You can withdraw a requisition as long as it is
still in the workflow process. Navigate to your requisition and on the right hand
side under “Available Actions” choose “Withdraw Entire Requisition”. This puts
the requisition back into your Draft Cart. You can choose “Draft Carts” from the
menu and then delete that cart.

Why do | have to receive a purchase order in BuzzMart?

a. ldeally, a receipt should be entered immediately if goods or services have been
received and/or completed. All Purchase Orders over $3,000 require a "Receipt"
in BuzzMart before payment can be issued.

I have an invoice for my PO, how do | get it paid?

a. Scan the invoice and email it to apinvoices@gatech.edu

Where do | go to check the status of an invoice payment?

a. PO/Invoice Payment Inquiry - https://reports.gatech.edu/POlInquiry/index1.jsp

Once the PO has been submitted, how can | get a copy?
a. Navigate to the PO in BuzzMart. On the right hand side of the PO, there is an

“Available Actions” tab with a drop down list. From the drop down list, choose
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“Print Fax Version” and click “Go”. A copy of the PO will appear in another
window.
9. Once a requisition is submitted in BuzzMart, how do | add an attachment or link
without withdrawing the requisition?

a. Access the “Comments” tab in the requisition. Click on the “Add Comment”
button. At the bottom of the “Add Comment” window that appears, there is a
browse area to attach a file or link to the requisition.

10. If there is a Statewide or GT Agency Contract with a supplier, where do | find the
contract?

a. In BuzzMart, browse under the shopper bar. Click on the “Contracts” link. You
can browse for a search by the contract number, keywords, contract name,
contract type, supplier, or contract owner. Enter the information into the “Quick
Search” field or click on the “Advanced Search Options”.

11. What is a Document Search?

a. A “Document Search” provides the ability to search Requisitions, Purchase
Orders, & Invoices across dates relative to the current date (e.g. yesterday or last
month). When doing this, user will be presented with search results that span
across multiple document types.

12. Can a Vendor be setup in BuzzMart providing a W-9 Form only?

a. No. All New US trade vendors, consultants, service providers, and honoraria

recipients must register as a vendor using the e-Vendor Profile Form Portal by

accessing the following link: http://www.procurement.gatech.edu/vendor

b. Contact vendor.help@business.gatech.edu for assistance with e-Vendor Profile

Form or vendor set-up and updates.
13. How do | update a vendor’s address in BuzzMart?

a. Send an email to vendor.help@business.gatech.edu to update a vendor’s

address

14. Once Accounts Payable receives an invoice, what is the turn-around time?
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a. Invoices are prioritized to ensure that aged invoices are processed first to
minimize past-due payments. 'Rush' payments, Facilities Contracts
(Construction), Sub-agreements (Sub-awards), and Check Requests are
processed and paid within 1-3 business days. Trade vendor terms are net 30
days.

15. I have an invoice for goods/services that does not have a Purchase Order No. How can
| get this paid?

a. If you receive an invoice that is not associated with a PO and the invoice is less

than $9,999, use the Confirming Order Only Form in BuzzMart. No PO will be

sent to the vendor. Use that PO # to approve the invoice and email it to Accounts
Payable.

b. If the invoice is received in Accounts Payable and does not reference a BuzzMart
PO (but has a ship-to address that references the department that placed the
order), the invoice will be routed to the department's WebNow queue for

approval.

16. If goods and services are bundled together, is an affidavit (E-Verify) needed?

a. If the “services” portion of the purchase is greater than $2499, then an affidavit
is required. If the services are less than $2499 (even if the total purchase is
greater than 52499), then the affidavit is not required.

17. If a change order is submitted on a PO for services that results in the total value
exceeding $2499, is an affidavit (E-Verify) required?

a. Yes, an affidavit (E-Verify) is required.

18. If a vendor has no employees, do they need to complete an affidavit (E-Verify) form?

a. 0.C.G.A.13-10-91 allows for contractors to submit a driver’s license in lieu of the
affidavit if they have no employees. Please note that the driver’s license must be
issued by a state within the United States that verifies lawful immigration status
prior to issuing the driver’s license (Georgia drivers licenses are therefore

acceptable).
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19. If | get an E-Verify affidavit, where do | send it?

a. Email the affidavit to vendor.help@business.gatech.edu

20. How long are the affidavits (E-Verify) valid?
a. Affidavits (E-Verify) are valid for one year.
21. Who can | contact if | have a question concerning the E-Verify process?

a. Please contact purchasing.ask@business.gatech.edu for all questions related to

E-Verify requirements.
22. Where can | find Georgia Tech’s E-Verify Affidavit?
a. FACILITIES ACCOUNTING folder on Facilities Shared Storage (L:) drive

23. If | get a Certificate of Insurance (COI), where do | send it?

a. Email COIl to brenda.cochran@facilities.gatech.edu

24. Where can | find Georgia Tech’s (DOAS) Insurance Requirements?

a. FACILITIES ACCOUNTING folder on Facilities Shared Storage (L:) drive

11
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APPENDIX 1- BUZZMART AT A GLANCE

BUZZMart At-a-Glance: Home /Shop

1
2 ™ Shop [ Shopping / Dashboard: / Shopping Home /
12
3 Shop Everything - m ‘
14
Go te: advanced search | favorites | forms | quick order  Browse: suppliers | categories | contracts
4
13
Weleomea to BuzzMart! GT Showcase 1= 2?
5
In preparation for Release 13.2, Buzziart will /
be unavailable all day Friday, June 21 through 7 @ & oticeMax
pm on Saturday, Juna 33nd Office Supplies S Online Help
Please click hers for more details. \
Punch-Out ~ 16 2
e WI.I.}I m @ o5 urofing
@ ot e | ) | [
e Thorlabs Inc . H!: Southeast Link o
Sarvice (dba)
Home/Shop Main Home page s Accounts Payable: Review and take 9  Action ltems: View tasks to complete 13 Advanced Search: Enter spacific
Shopping : Perf hes. action on Vouchers details for search
Re?r?g\:r:gcaré ar:l:jmosrzaerrcs = 10 Notifications: Review current notifica-
6 Menu Search: Search for website tions, e.g. Assigned Carts 14 Browse Suppliers: Review cur-
Document Search for requisi- features and pages rent suppliers
tions, purchase orders, invoices, 3 1 Active Cart: Review current cart items )
and receipts 7 UserProfile and running subtotal and Checkout 15 Browse Contracts: Review cur-
rent contracts
?alalogsdand (ont:jacts: Sedarch 8 Bookmark Tag: Save any page as a = T?p Search: Enter keyword terms, sup- Punch-Out Shepping: Punch out
cz;g:;ﬁatmryvew ors an favorite for direction navigation plier name, part number, etc. for search 16 1, yendor catalogs




BuzzMart

At-a-Glance: Shopping Cart

MName this cart:  2013-10-15 Requestor001 03

Have you made changes? | ypdate 4

‘ ] Shopplng Cart torroot Requestor

Online Help

6 £ | & Help | Perform an action on (0 items sel—:':t—:d:‘.|v Selact All []
5 [EEE=xm | HD Supply Facilities Maintenance LTD moreinfo...

2 1) Continue Shopping

1,000 item(s) for a total of 56,790.00 uso

3 Proceed to Checkout

More Actions :

9

Household Furniture, General Line

Trem zdded an HEAVY DUTY BED FRAME TWIN "FOB"

Oct 15, 2012

Add to Favorites Part Number

More Actions

NIGP Code

981140

42040

el

Household Furniture, General Line

Unit Price Quantity Total O]

se79usc [soo 19 28,395.00us0

Product Description
frem added an HEAVY DUTY BED FRAME TWIN "FOB"
‘Oct 15, 2013
7 Part Number 481140
8 Manufacturer Info  4034BR - (HOLLYWOOD BED & SPRING MFG)
NIGP Code 42040 el

1 EA

567900 |so0 28,395.00 so [

Manufacturer Info  4034BR - (HOLLYWOOD BED & SPRING MFG)

Cart Name: Recommendation to
personalize name for easy retrieval

Continue Shopping: Return to
home page to begin a new search

3 Proceed to Checkout: Click to enter
requisition details

Update: Click after making changes

8
Vendor Info: Policy Tip-One vendor
per Shopping Cart a
eVerify lcon: Gold star represents the
vendor has completed the eVerify
requirements for twelve months 10

Add to Favorites: Add specific line
items to Favorites folder

Remove: Delete specific line
item from the Shopping Cart

More Actions: Move to another
Cart or add to Draft Cart

Details: Line item quantity (can
update), unit price and extended
price
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B uzz M a rt At-a-Glance: Accounting Codes
1
m m A @ intemal Motes and attachmerts | @ External Notes and Attad 5 d Place Order

4 Return to shopping cart 4 Continue Shopping

ik Aimost ready to go! The list below needs to be before the request can be
.
.
.
.
. Spend De partmant

Online Help

Requisition PR approvals PO Preview Comments | Attachments | History

Summary  Shipping  Biling | Accounting Codes  Supplierlifo  Taxes/S&H E 7 |tm—

Hide value deszritions

Codgs 2
LI T
Aceounting Codes 3 ? X
Project No. Account Spend Department Spend Authority finance Department Financial Approver addspli

Select from all values. Select from all values. Select from all values. 6 D Requirad field Clear selected value 7 3 Required fiald

Clear selected value... Clear selected value... Clear selected value... © Required field

Q Required field @ Required field @ Required field | —
a 5

recalculate / validate values

9 EA
Accourting Codes (same as header)
it
2 HEAVY DUTY BED FRAME TWIN “FOB™  maicinfc. 881140 1 5679 500 EA 8.395.00UsD |
EA
Accounting Codles [same as header)
edit 10
isiti Account: Select appropriate chart " . .
i Requisition Chackout Steps 5 P s cod ?p p led 8  Add Split: Option to split expenses by
5 Place Order: Click to create a oraccounts code Tor general ledger project numbers or accounts
requisition Spend Authority: Select h
A pend Authority: Select home 9 . . .
i : ave: Click to save accounting details
3 Accounting Codes: Enter department then name from menu s
required details
10 Line Edit: Click to edit line item details
j : j 7 i i H e .
4  Project No.: Project number Financial Approver: Select home such as specific account code different

that will pay for the items department then name from menu from the other lines




APPENDIX 2- BUZZMART FORMS

Forms are used to purchase items that are not available in BuzzMart's hosted or punch-out catalogs. Access
Forms by clicking on the Shopping lcon OR if associated with a supplier’s contract, through the search results.

There are several types of forms available.
Explanations of each one are outlined in this manual and are shown on the form itself.
* Bid Form
¢ Confirming Order Only Form
* Non-Catalog Form
* Non-Contract Items Form
¢ Purchasing Change Request Form

Access Forms from Shopping Home page or by clicking the Shopping Cart Menu and View Forms.

o} J 4 Shopping
il 1 ard L
Wy Carts and Orders By Keyword
ﬁ.-.'.'|| T "||:I:
Admin
. Shiopging Home
Go To

Advanced Search View Hwnnﬂe:‘N:-n-L'atel.;g Farrn

Cruick Crrder
Browse By:

Suppliers Categorics | Contracts ‘H""-n-.h__
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Confirming Order Form is used for the following three types of purchases:
s Confirming Order which is a request for payment when the items are less than 54,999, have already
been received and/or the invoice is available.
* Facilities Department for Construction,/Public Works
*  Sub-Agreements that are pre-approved by the Office of Sponsored Programs

The Confirming Order Form will create a PO for internal processing only; the vendor will not receive the PO.
The invoice must be submitted through ImageNow (apinvoices @gatech.edu) with the PO number written on it
for approval and payment processing. NOTE: Sub-Agreement invoices will be processed through OSP first and

then routed to the department for approval and then to Accounts Payable.

Confirming Crder Cinly allabla Actions: Add and go to Cart B gow| &
Supplier Information 7
Emter Supplier
o
suppier search | request new vencorn
General Product or Service Detalls 7
The fizkds below are equired Tor recuiesting proclucts o senvioes — T
Form Type Confirming Ordes If/ Select One \
Purchass Typs Flease sebeci.. = Purchase Type /‘I
Product,/Serdlce Descripbon Contirming Crcler e ___.--"'
ConstruchonFacilties
Sub Agraamant
T Tharsciers remamir expand | chear
Quantity
LT
MIGP Code saarch
Hokd Paymeenn for Receiving
Additional Product Details T
Tha faalde below are aptian al
Fackaging (TR E& - Fach ':
Tatal et
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MNon-Catalog Form should be completed and added to the Shopping Cart for goods or services that are on
either a State of Georgia or Georgia Tech contract, but are not available in a BuzzMart catalog. The BuzzMart
user can search the vendor’s website or talk with the vendor to get a quote, e.g. item information, SKU#,
product description, cost, etc. The Non-Catalog form requires a contract number which can be found on
BuzzMart's “Browse Suppliers” or “Browse Contracts.” Contracts can also be found on the Team Georgia
Marketplace webpage (https://solutions.sciquest.com/apps/Router/login?OrgName=Georgia) by creating an
account as a contract shopper for Georgia Tech and viewing State Contracts.

Mon-Cataleg Form swallable hetore Bdd and gota Cart Bl ome &
Suppler Info ]
Supplier Staples [nc  mone infa

seset differant supplier

Fulfillment address Fullliment Address 1: jpreferred)
2040 Routs 50 Moth
H Saratoga Springs, MY 12888 LS
sebert different fulfil ment osnber

Distribution
Chack: this ba te custamze arder distributian infamation

Email [HTHL Body| GOVERMMENTTEAME STAFLES.COM

Mote: This farm should not be used 10 request a vew vendor

General Product or Services Details v Additional Product or Services Details ~ ?
The fieldy below ove requined for reguesting proskicts or services, Internal Supporting Attschmenis
a0 Ftackiment
Farm Type Mon-Cataleg Form
Catalog Mo 1384844
ProductyService Description Aurto-fill part far scanrer
sxpard | chear
Cuantity s
Unit Pries 1250

Capitad Expense

MIGP Code a0 sBan
Please select a comradt, IT the contract is not displaved, anter the oenrsn mamber
Conract selat camract

Additional Product Details i
Addtienal Preduct Detadls Instructions The Sedds below are opéiona! for product seguests anly:
Packaging {UOk| EA4 -Each -
Fraduct Size -

Manutsctirer Mams

Manulacturer Part No

Tatal 0.00




MNon-Contract Items or Services Form is used for goods or services not on contract. Examples for this form
include consultants, services (the Statement of Work must be attached) and goods. ltems greater than
$10,000 require the Sole-Source section to be completed including attaching any additional documents, such
as approved EDP form (for IT goods and service purchases), price verification documents, quotes, completed
Consulting /Services Required Info Form (for consultants or services), and special delivery of acceptance
testing criteria. This form requires a new vendor to complete the Vendor Profile Form which can be found at
www.procurement.gatech.edu/payables in the AP Forms Section. Also, vendors must complete the eVerify
process if services greater than $2,500 are being rendered.

Hon-Camract Tiems ar Serioss Awpilohik: Activie Add and go o Cam - B desc| &

Supplier Info H

Emar Supphes

General Product of Serdes Details 7 Additional Produsst or Servece Detalls T
T (FRATY Do O Fuiid S0 FiUTig IVOLUMTS OF SUrvices

For purthases below 53,000, chad the Hald Faymant for Receiving | the puithase must e verdfied as heing reosived beiore papment

Form Type War-Comact At e nEaes
Product/Sandce  Seri-Crodact Siabiizer told Papment for Recmaing
Description

Cemplate the fellewing anly |f the total purchase b $10.000 er mone

mpand | dear
Quartity ~ FOLF SOURCEBOLE ARAND JUSTIFICATION
st Price 1200
why et} eare wiysieed
HIRS Coda 4poaz samch Unigqus F vicw [Soiw Eramd batification] r e el w pcimbed dechnology on de
4
sczand | claar
il b o 5000 o TR (o L SeTaTe W
Sove S e sl
1 sepand | chaat
Prios Anakysi: b 1his @ Teir and remsonehle pricet r—
Attmch 2na or more of tha follewing decemant: published price Bt with itema requastsd circled, ivecics frem the company =
inraparahile 1ake ve priather iritialan GRA wheduls peice
|ramrnal Supporting dnachmenis
Additional Froduct Detaily T cearial Payrrami Tarma it 33 Dy
The fusich baloer arr gprienal for prodict requeats snlec
E& - Each -
Warndacturer hiame cpard | dear
Mandacnier Par b Special Defwery Insvuction Will It shipped 0 =80h blkding dinscey or inmsllavnns s

onfigarstion

wapar | cear

Aczaptance Teving First 30 clayw after configurstion asd integration with ayviems|

capand | Sier
11 this sscpiines 8 Comsulting o1 Sarice Agrasment. plesse sitach § compkesd Consiking Senice Beguied Intormatan om

Taesl o
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Purchasing Change Request Form is used for changing line items on POs that are Non-Catalog, Non-Contract,
Bid, and Confirming Order.

Fill out the Change Request for the following changes:
* Quantity changes to a line item,
* (Canceling a line item or an entire PO
Making a project and/or accounting change,
* Closing an encumbrance.

NOTE: Any changes to the purchase order after the payment must be done with a journal entry.
Change Requests cannot be done on POs that have Catalog or Punch-Out Catalog line items. These changes
must be made using a journal entry after payment is made.

Purchasing Change Request Aailable Actions Add and go to Cart v Clomn | =1

Trstrisstions T
Changes to Purchace Ordors that hava alneady bien paid will roed o be done with a Joumal Erary.

PO Chamge Instructions T Purchace Order Information T
Change Order Policy/Procedure Suppiler Eusingss Saruices
Fulfillment Addres Fuilmant Address 1:
The Shange Seder Taim b wsed 10 requist spedlic changessoa
pasrchase codes as Rsted B, The form Wil be roated 1o Business | PO HumBer 1234567891
Sendtes for procassing Type of change: Pleass seinct =

Chi widirs sheuld anly be uad for the Fallowieeg:
Enge 8 enly b umad for iy Send to Supplier? i
Cancellire & punchass ardar Increese Line Asmount

Plamee describa the required change far this PO in

Canceling 4 Ing item on pechase order N Decreace Line amount
Cloging 3 purchace order o relieve an open snoumbrance deradl: Canzel Line

Aididing a line fiem 10 & puchase crder Cancel PO

Change guantitias for 3 unchass ondar lir Acooun Change
Change Praect andior Account Mo for & purchass order -

Frojeci Change
Close Enou

e

Fleane nate all change details in the text box indwasding:
Fiease add T more pipe lines for PO 1234567091
[nstrctbornes regard the chenge(s) o be made

Froqect and acoount number

epand | chear

Raqusstad by

Tartal [eti]
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APPENDIX 3- BROWSE SUPPLIERS & CONTRACTS IN BUZZMART

Ses2Vle) G ia |
Blizzllan eorgia |

. ! . \
e-Business Solutions Browse Suppliers and Contracts xj

Q

One best practice in BuzzMart is to know if your Suppliers have an approved vendor profile with Georgia
Tech and if they have established contract pricing. Additionally, Suppliers who provide services for
52,500 or more must have completed GT's E-Veri rocess.

Browse Suppliers from BuzzMart's homepage:

Shop Everything - E |
Goto: atvanced search | Favarites | foms | quick order  Brossce: suppliers | categories | contracts
¥ to the BuzzMart training Showcased Suppliers 1}
Click to enter Se—— back to shop
search criteria such + Click to expand Search for Supplier Filter ?
as name and type Shawing 1 - 20 of 25 results
Results per page 20 = Sort by: Best Match  ~ + Page 1 * of2 = legend 2
B Mon-catalog vendor Supplier Name Type Preference Supplier Name Type Prefersnce
ABS-Amencan Bullding Senaces LLC L G Tech Hotel & Conference Center (dha)
b ] Hosted catalog vendor &pplied Biosystems # Grainger o
'9. Punch-out vendar Armstrang Relocation [ Hewlett Packard &
Bid Supplier = LERICVE LIS Tne &
E-Verified for 12 months | . L o mw  Life Technelogies &

Georgia Tech employees are required to use Georgia Tech's contracted vendors and the State of
Georgia's contract vendors whenever possible. Use the Browse contracts link on BuzzMart's main page
to search and review mandatory contracts.

Shop Everything - m ‘

Go o advenoed search | fevorites | Toerms | quick crder  Browser suppliers | categories | comirecis

1 to the BuzeMart tralning Showeased Suppliers [;

Advanced Search
options are available

—| Search For Contract o

advanced search options...

Cuick search

Search
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APPENDIX 4- CREATE A BUZZMART RECEIPT

@M@ﬁ Georgia |

e-Business Solutions Create a BuzzMart Receipt Tech | Jj

BuzzMart receipts are required on all Purchase Orders that total $3,000 or more and on PQ’s that are marked to
hold for receiving. To mark that the PO must be held for receiving, please use the Non-Contract Items or

Services Form. The vendor will not receive a payment until the PO has appropriate BuzzMart receipts indicating
items have been received.

When the items or services are physically received, the recipient should log into BuzzMart to create the receipt.
(NOTE: Shoppers and Requesters automatically have the Receiver role. Financial Approvers and Spend Authority
Approvers can request the Receiver role via the BuzzMart Access Request form if they want to create BuzzMart
receipts.)

If a receipt has not been entered in the system, the BuzzMart user who initiated the shopping cart will receive a
system-generated email when an invoice has been entered in the system and is ready for payment. After an
extended number of days of no receipt status, the PO will be sent to the Financial Approver's match exception
cue,

Open the Purchase Order and review the details to confirm the PO/Reference Number and that the requested
items have been received. Review the Receiving column for any previously entered receipts to prevent over-
receiving. From the Available Actions menu, select Create Quantity Receipt'pr Create Cost Receipt; click Go.

PO/Refer=nce Mo F150096358 Revision 0
Supphiar Stanles

|ME' Purchase Ordar || Aevisiors | PO Approvals || Shipments || Recsipts | Vowdhers | Comments | Attachanents (1) || History

Avalabla Artiong | Add Comment =
Add Comment
Add Mokes tn Hlﬂur ¢

Creste Cost E-ceut
ana frmation r Documant Sk
PO/Reference Mo, 7150096358 AP stabs Cpen
Favizion Ro. i Warkflow

nk Fax Verson
¥ Complated
‘Suppler Hame Staples  mare info A/ T0L1 11098 AN

Burthsse Orgec Date 62011 e eicorshmtimatinirs websriedb
Tokal 3,510.20 Marual

wnir Mama Susan Raity Cistribution Date/Tima QAESI01L 11:56 A

Iwner Fhone +1 [404] 555-3555 Supplier Sent To supplisr iwn
wener Emsil suzan.sdward =@ orgday.gatech. adu

Flagatikion Mumbar 550210 e | print

Line Item Status 7

Product Daconption Catalog Mo Size [ Packaging Uit Price  Quaitity Exl. Piice Sappler Rocoiing lisaicing Mathng
1 Vertiflex Condiment Caddy, 7 Compartments, Black, 5 3047H = 8 3j4™% 662113 = G9.02 40EA 2,750.80USD SertTo Aol Frans hia
K16DE mom nf. suppler Hakrhes
2 " ampad Ervirabec™ Gummed 100% Recpded Clasp Envelopes, 57, 20 835339 BX 1453 0 BX F42,30LED SerkTo  nons rane ]
k., Matural Brown, 10° ¢ 13°, 110/B2 - mars ina Supphar Hatrhas
imupmg Handmng, ani plier. Tha valuas shown hara ara for astimaton pupcses, budget Total 351030 UsSD
chedking, and i\-Ol‘ﬁﬂDW a0provak

Quantity Receipts can be used to account for the quantity of items, such as one case of paper on a 10 case of
paper purchase order.
Cost Receipts can be used to account for the cost of items, such as 51,000 of a $10,000 Purchase Order.

NOTE: If the line item has a gquantity of one, it should be received one time. In this example, if there are partial
deliveries, the cost receipt should be used.
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Receipt Header
The Receipt Header information is not required to create a BuzzMart receipt however entering data provides
the best audit trail for delivery information. Complete the basic requested information: Packing Slip Number,
Delivery Carrier, and Notes. Use the Attach/Link for attachments such as an image of the packing slip.

Iml.mmi{ﬂ} [ History |

Exact Mstch: PO No. 7150006558

- Hasder Information
Recript Hame 201140010 srEInfayeEter 02
Receigl No Receipt Dade
To Be Asciged Q18,7011
mimy oy
RECEIFT AIMMIESS
Locabon -
Mama: Susan Raiy
Raam:
Dapartmant:
HRDC
801 Farst Oy
Atlanta, G4 30332
Urited States
Receipt Lines

Paciking Slip Mo,

Duiwts | Add PO Seve Updetes  Comalats

12345t=st

Camner
Trackang b,

Attachments

Reript Creabe Daie 19/2011 1:30:30 FM
Supplier Name Received by
Stagshics Susan Raly (G
DELTVERY
CHL Express -
12345test
Atbach/Link |

[T
(1,000 Chars. Hax]

Partisl shipment delvered

The BuzzMart Receipt will display the default value represented on the Purchase Order for each item.

Enter/update the value for each line item. Click Remove Line if the items were not physically received. After
entering all of the receipt header and receipt line information, click Complete.

Quantity receipt
[

Receiph Lines ?
Line Dedails
| 3
Shoew Reclp: Datals + For Selected Lines: Remove Selected bams - | Gn
P Pl L] Froduect Harme Cataleq | Oy LICM Prawinis Quanity M bo Lise Status Actions Sl
Ll Ho. ordared Receipls Tavestary
Mo,
F1S000e 358 1 vertiflex Condimert Csddy, 7 Compartmants, Black, 5 602113 |a0Ea a0 Recaved -
[=] LIdAHx 8 3/4"W x 16D
ecsive B Aeiarn
F150006 358 2 Ampesd Enrgkec™ Gummed 100% Reovoled Clanp EERE0 |50 B 50 Fepsumd = mamove Ling
=h Ervelopas, 497,26 |b.. Mabural Brown, 107 x 137,
110/E Forcaive i Return
Dulebn  Add B0 | Seve lipdstes  Completn
Cost receipt
‘ ?
Fir Selecied Unes: Remows Selected Items - 6o
y Catalog] Qty/Cost Previcis
oduct Name Mo, ordered Receipts Cost Line Stavtues Acthons
i, Black, 20°H » 36w B E15%30 | 1,2395.60 1,795,600 Cost Received = Remove Lise
Receiva Canoel
3l Cerganizer Recyckd Hoanic G57%09 | 222250 2,223.50 Cost Received = | Remove Lise
wn.-Dec,, Wal, 15 1/3° = 22
Raceien f Cancel

Delote  Add PO Sewe Updstes || Comglate |
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APPENDIX 5- INVOICE PAYMENTS

Buizzl\lant Georgia |

e- BU‘?]HLL“* QU U UFIH Invoice Pavments TECh w

Invoice payments can be reviewed in BuzzMart or on Business Services Payment Inquiry page.

For BuzzMart, the settlement status column will display the invoice status. L
View invoice info

Showing 1 - 20 of 268 results All Dates Create Quantity Receipt ~ [
Results per page 20 - Sort by: Best match - 4 Page 1 ~ afld|k
isiti Suppli
PO Mo Supplier  Creation Date/Time h"':" ®" Requisitioner s:':l:r Settlement Status PO Total
7200030932 1 Staples Inc 3/8/2011 10:23 AM 20940794 et Fully Youcheresd 33,21 USD

Fully Bdatched
With Substituted bveice Ttems

» TIB01ET662 L Ingrained Inc 11/21/2013 101 PM - 45332040 Mo Matches 20553 UsD
 TI5D157661 . SodexoMc & 11/21/2013 LOLPM Fully wouchered 159,50 UsD
Affiliates Fully bdakched

To review payments in BuzzMart, open the PO and click on the Vouchers tab:

4 Return to Search Results 41 1 of 268 results | * Purchase Order Mumber(s) 7200030933 -
POReference Mo, 7200030833 Revision 0 Availaile Adions Add Comment - E3
Suppher Staples Ine

Status | Purchase Order Revisions PO Apgrovals Shipmerts Reeipts Vouchers commerts  attachments  History
m 2 7

Invaicing Summary T
Inwaice No Supplier Invoice Mumber  Invoice Date Due Date Inwoice Type  Payment Status  Inwoice Total Inwoiced By

QOO0O7LS (1 2151253478 3ol 4501 Vaoucher Paid 3221 LED System
Substituted Rems

To review payment information on the Business Serivces website, navigate to the Payment inquiry page and enter
the PO number:

POICampus Reference #
Farmas 10 digte)

Inisce &
(Invors = madior starts wih]

Voucher D

Payment Ref# (k)

HRemit Vendor Nama

Search by full o1 partsl vendsr sarms
T sganch 107 an individual erier Last Name First Mame

Search Clear Values
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APPENDIX 6- DOCUMENT SEARCH

Blizzl\lak Georgia f

e-Business Solutions Document Search

Document Search provides the ability to search across Requisitions, Purchase Orders, Invoices, and
Receipts. Use relative date ranges and other search criteria, such as Dept ID, Project ID #s, Supplier’s
name to receive results that span across documents. Filters are easy clicks that narrow the results
instantaneously. Other features include saving the search terms for easy retrieval, and exporting the
data to excel.

Orders & Documents

e Diocumcnt Search

E o i Learch Documsnts.
provals

Wiew Saved Searche

m Download Expart Files

Simple Search

Search on a variety of fields: Requisition #, Purchase Order #, Invoice #, Supplier Invoice #, Contract #,
Catalog #, Receipt #, Requisition Name, or Supplier Name. If multiple fields are specified in the simple
search box, it will be treated as an “AND” search.

Enter search terms such s docurnent numbers, suppliers, and product information,

Search Al Documents = All Dates - E ‘

Gota: advanced search | ny requisitions | sy purchase orders | oy imepices

Advanced Search:

Il s - =mple s=ar
If desired, click on the advanced search link to Search | Al Documcats ple searen
utilize additional search options. For example, E
use specific department 1D's or project 1D's. General Documont Idomification

Doosment Numberis) ||

Decument Infermation
Farticipants) »
Qwnar p
Cate Al Dates M
Tatal Amount -
Supplier 2
Departmant y:l
Buzress Unit ]
[tem,Product Information

Catalog Mumben sk
Product Doscriptian
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Refine Search Results

Use post-search Filter Options to further refine search results (click on a link to add it to search terms).
The list of results will be updated immediately.

W Ordan & Documents Docurnant Search  Smerch Documants o«
Showing L - 20 of 22 results Laest 00 darys: (5,282013-10,25,2013) Cresbe Quantity Peosipt - E =
Search Terms ' Rosubs per page X0 T Sort by: Best match ¥ 4l/Page 1 » of 2k 1}
Kywerd Coantion Bequisdion Supplier
i PO No: Sapplier DaterTime Ho. Requisitianer Sambus Setthement Stats PO Total
o XI0DUSEE0S O, Grainger 10/1/2013 =26 PM 510843 RO14 sen Hi Mabches 259804 USD
Filtered By Raguestar
Time: Purchase Crler o~ HI00O0SEN08 . Applad 10/4/3013 £36 PR 510843 RILE - Mo Makches 10800 USD
Data Range: Last 80 days Eigy=berms Requester
e — e —— J ZI0009791 L LENOVD US e 10/1/2013 220 FM 1031731 5002 SNOPEIET  gant Fully Recened 317354 S0
: M Mabches
 TIDDURSTRR | Grainger 107172013 Z19 PW 104310 =001 Shopger  Gend Fully Recaived 230730 USD
Refine Searc s Resalts ¥ M bAanches
Type o DIDDOSETAT . Staples 112015 Z19 P 1004355 5001 Shopger  som Receipt-Reduired 466000 US0
Purchase O der = Fartially Receied
M bbb
Range o TIDODRETNE L Grainger 10/ 172013 210 PR SOTLAT ROGE sent Racaipt-Faquired 395501 USD
Last 00 days - Reguestar Parbaly Receied
Mo il

Save Search Terms
Click Save Search to re-run the same search terms which may produce new and updated results.
Previous Saved Searches are available to run from the Document Search icon.

Export Search Results
Select to export search results to an Excel file. The export process includes naming the file and

submitting it as a request to the BuzzMart server. When the file is ready, the “completed” status will
display on the Document Search icon. The Excel file will be embedded in a zip folder. Click to open and
extract the file and then double-click to open the Excel file.
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