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eBuy Requestor Instructions

The following instructions will provide guidance for BCOE
department Requestors on how to:

* Access eBuy

» Place non-eCatalog Orders

« Place eCatalog Orders

« Maintain Sub-Requestor Roles

* View Requests and Search Submitted Orders
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Featured Vendors

Please be aware that requests for the following featured vendors
are processed through UCR ScotSupply due to better pricing and
shipping discounts offered. They are not processed through eBuy.
Please log into https://scotsupply.ucr.edu or work with your
department Purchasing Assistant to complete your order for
these vendors.

« USA Scientific « Bio-Rad

« Fisher Scientific « Gentec

« IDT « Life Tec Thermo Fisher
 New England Bio Labs <« Airgas

« Qiagen « Sigma Aldrich
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Accessing eBuy

The eBuy UCR Purchasing System is located within the R'Space
portal where all campus applications are housed.

The URL for the R'Space portal is https://rspace.ucr.edu.
You will need to use your UCR NetID and Password to log in.

Please note - your UCR NetID/Password are generated through
the Enterprise Directory and are separate from your Engineering
account Username/Password.
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Accessing eBuy cont.

Prior to accessing eBuy all users are required to complete mandatory
Purchasing training through the UC Learning Center (LMS), which is also
located in R'Space.

Once you have completed the training your department FAO/MSO wiill
assign your role in eBuy. After your role has been assigned and you
have successfully logged into the R'Space portal you can search for eBuy
by clicking on the tab located under the R'Space logo.
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Accessing eBuy cont.

The eBuy application icon looks like a shopping cart with the letter “e”
on its side. Clicking on the 3 horizontal lines above the icon will open

a menu where you can select to "Add to my Favorites.” By adding the
app to your favorites, the app icon will populate in your Favorite Apps
list on your R'Space portal main page where you will be able to easily

access the app each time you log in without having to search for it.
= =]

Rate this portlet
% | Add to my Favorites |
eBuy — UCR Move this portlet

Purchasing Maximize
System

Minimize

Favorite Apps

*

@  eBuy - UCR Purchasing System
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Non-eCatalog Orders

Upon Clicking th‘? gBu I UNIVERSITY OF GALIFORMNIA, RIVERSIDE RIVERS'DE
app icon a new tab wi ]

open in your web eBuy - Purchase Order & Requisition System
browser with the eBuy

a ppl Icatlon . Welcome, Becki Jo M Ray

General Options

Data Warehouse

Vendor Search . e . . ’ -
Use this to search all orders contained within the purchasing system, as of the previous day. It includes the ability to view

Data Warehouse legacy orders from the PO-Lite and SubPO systems.

To initiate a request click g s
?

Requestors can create a request and submit
it directly to the Purchasing Assistant for
processing.

Use this to find and view the Vendors that are ay
Vendors.

“Create Request” under e

Search UC Agreements

the Requestor Options.

Help

Alternatively, a Sub-Requestor (student) can
create the request and send it to the
Requestor (PI) for review and approval.

Exit Application

Requestor Options

If a student has been e 4 TSR

- Do you have the most current form for your rement order? Please checl
Create eCatalog Request the Forms & Resources link,
a SS I g n e e u = hitps://bfs. ucr edu/resources#progerement services
View Requests (0) There you will find the mosiupo-date forms being utilized to assist you in obtaining goods and services.

_Re.q uestor r0|e th ey Ca n Search Orders Using the most

I n.ltl a.te a“ req u est by . Maintain Sub-Requestors (0) Asa

Cl I C kl n C reate Req u est et Need additional assistance? Check out the Depariment Contacts link at htips-//procurement ucr edu/department-contact or send an email to
Create Request purchasing@uecr.edu

u n d.e r h e S u b- Req u eStO r Create eCatalog Request We look forward to serving you!

O pt I O n S » View Requests (0)

nt form will save time and assist Procurement in expediting your order.

inder, if you are hiring an individual to provide a service, the Independent Contractor Classification Form is reguired, and can be found
e Forms page.
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Non-eCatalog Orders cont.

AII fielldts idr‘] I:I_ed mUSt be UNIVERSITY OF CALIFORNIA, RIVERSIDE RiVE‘RQSUIWDWE
S?CT;'? |e5 ep|éceod ewnﬁ:Hr?héou r eBuy - Purchase Order & Requisition System

correct vendor please e .
complete the Vendor ST ——

Name field by either using
the “Vendor Search
button or by manually

1 1 Begin by completing the required red
typlng N the Vendor italic fields. You must also include the
na me. vendor name. You can either use the

Vendor Search button or enter the
Add Line vendor name manually.
Click the “Add Line” button to enter needed T o

Click the “Add Line” button T items (a pop-up window will appear). e
tQ ||Open a p0p|1 u p WI ndoWlI Funding Source (this information is optional): Understanding how to complete Funding Source
WI appear W ere you WI Enter funding resource to be used for this order:
need to enter the relevant S bt o cotcem ot snams
information for the item(s) S — . “ G ——
you need to order.

fSubmit fSave & ExitfCancel RequestlExit (No Save)|
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Non-eCatalog Orders cont.

UNIVERSITY OF CALIFORNIA, RIVERSIDE

In the pop up
window please
complete all fields for
the item(s) you need

Quantity: |1
to Order' If yOU need Unit of Each h Enter your order information here.
H Measure: T . .
tO Order mu Itl ple Descrbtion [emter product name Red |tal||cs indicate a required field.

Purpose: Use/Application

Sepa/‘ate ItemS you Purchase Details If you have the item SKU, Part or
. n 4 Mangfacturer_ number please enter
can CI |Ck the Save & / that |nf|ormat|on.
”
Add NEXt bUttOn tO Calalod b Manufacturer®, SKU Please add the unit price per item.

Number: Generally all good(s) are taxable;

d d d dan Othe I I | ne on Unit Price: [USD < research good(s) may be permitted to

Taxable:  ves ® Mo reduced sales tax terms if applicable.

your purchase order. [Sove s Adaox ] Save ] Gloee l

You can then either "Save” or “Save &
Add Next” if you have multiple lines
of items to enter.

eBuy - Purchase Order & Requisition System
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Non-eCatalog Orders cont.

When you have completed
filling in the order form click the
“Submit” button and the order
will be sent directly to the
Purchasing Assistant. The
assistant will review the
information, place the order
and request a confirmation
from the vendor.

The steps are the same for
Sub-Requestors except their
order goes to the PI once
submitted. An email is sent to
notify the (PI). Once the PI
reviews the order and indicates
a funding source, he/she then
clicks the submit button and the
order is sent directly to the
Purchasing Assistant.

UNIVERSITY OF CALIFORNIA, RIVERSIDE

Ctri#: | BECKIJOR20190910142050
User Contact:
Date Nesded: 10/01/2019
Ordsr Description:

Vendor Name:

General Comments Attachments  Deliver To

Funding Source {this information is optional):

Enter funding resource to be used for this order:

eBuy - Purchase Order & Requisition System

E (MMDDYY YY)

RIVERSIDE

You can include attachments as needed,
such as quotes and approvals.

Routing

Requestors MUST indicate the funding source to be
charged (IC, NSF, Academic Senate, etc.) otherwise the
Purchasing Asst. cannot proceed with the order and there
will be a delay in processing.

You DO NOT need to list the specific FAU. The Purchasing
Asst. will fill this in based on the funding source description
you provide.

Understanding_how fo complete Funding Source

Specify FAU

Account Activity

2] 2]

Display FAU Descriptions

Add FAU

Function Cost Center Project Code Amount (%)

B =] =) B [100

Favorites Clear

Eubmil it (No Save)

Click the “Submit” button once you

are ready to send the order to the
Purchasing Asst.

Marlan and Rosemary Bourns
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eCatalog Orders

H 141 UNIVERSITY OF CALIFORMIA, RIVERSIDE RiVERS
To initiate an

eCatalog request click  EIBIE S0 EE L T S
“Create eCatalog”

Request under the

General Options

Requestor Options.

Data Warehouse

Main Menu

Data Warehouse

Use this to search all orders contained within the purchasing system, as of the previous day. It includes the ability to view
legacy orders from the PO-Lite and SubPO systems.

Reports

View Campus Agreements

Use this to find and view the Vendors that are available in the purchasing system. This link can also be used to request new

Search UC Agreements Vendors.

A Sub-Requestor can e R

- mg = Help

also initiate an
Requestor Options

eCatalog request
Create Request

CI iCki n “ reate Create eCatalog Request

g View Requests (0)

e‘ a ta I O " u n d e r th e Search Orders Form will save time and assist Procurement in expediting your order.
Maintain Sub-Requestors (0) i i

Sub-Requestor

- Create Request Chasing@ucr edu
O ptl O n S [ ] Create eCatalog Request £ e ook forward to senving youl

View Requests (0)

Help

| I
; Vendor Search
(=]

This link il ieke youto the CN|- @Catalog has a list of vendors who have an
agreement with the University. Shopping

through eCatalog is similar to shopping on
zurprae{ Other on-line sites such as Amazon.com. en select

e Forms & Resources link,
hitps:/ibfs.ucr edu/resources#

U c R Marlan and Rosemary Bourns
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eCatalog Orders cont.

UNIVERSITY OF CALIFORNIA, RIVERSIDE Ri“v‘ﬁ'ﬁg"i‘ﬁt’
All fields in red must eBuy - Purchase Order & Requisition System

be completed before _
you Can Shop in the ;zt;; 10/01/2019

Order Description.

catalog. Once you [ —
have completed the Begin by completing the
requ”.ed flEldS CIICk required red italic fields.
the Shop bUtton to ffe— | Click the “Shop” button I <o
Ia u nCh the eCatalog to launch the eCatalog. Tox 500

Total: .00

- -
W I th I n th e Sa I I l e We b Funding Source (this information is optional): Understanding how to complete Funding Source

Enter funding resource fo be used for this order:

browser tab.

Account Activity Fund Function Cost Center Project Code Amount (%)

B =] B @A =] =] 100 Favorites Clear

Add FAU Display FAU Descriptions

Ciri#: | BECKIJOR20190910152521 Status: wip

Eubmi[Save & ExitCancel Requestlxi (No Save)

U c R Marlan and Rosemary Bourns
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eCatalog Orders cont.

Vendors listed in the RIVERSIDE £ CIENNSTTY
Hosted Catalog _ =

Suppliers” menu require

you to know the item or o —

part number that you are e y

searching for.

Organization Message o7 Showcases o2
‘\‘/endOI’S |ISt,¢C| N the We now have a punch-out for Bio-Rad for S i . ! +| | Vendors in this
PunCh-Out menu have configurables only. Regular items will still need eep |l '

Inc. | eppendorf menu require

Abcam Electrical & || Antibodies, ||  Building Equipment

direct links to their e e e I
: . . catalog, or through Storehouse. Thank you. Johnson | 5 wessqemte
WebS|te Wlth UCR pr|C|ng- AL A AR B | (D, | o | @2 l/

ol - e || e e number you
You can S|mpIy browse \ASZ h:vfea r;ew hosl:ed ca;amga_m‘edln;e has been Pocee | G || Teorond || Gee B{?;":ss i Want to order.
and add |tems to the Cart jup;“esort e purchase of medical and scientific o RAININ| N [
as needed. Once you click Oty soles repi: S |
_cPeckotL_lt the cart S = | Vendors n his
In Orma Ion IS Account Manager menu have

. Scientific Praduct Sal ; ; ;

automatically populated Miedine ndustis, I x| 8|52 =9 [z | | direct links to

H 310-505-2823 products || 00 ony || rrpnaae || omees | B i i
I r_] e Buy- Items O rde red 800-817-2926 (Customer Service) - 55]'?;: L\ljvglk:)s'te
via the Punch Out section seposc@medine com - M-

! Dharmacon Electronic Tools and General Lab Tools & Medical riciNng.
a re a u to m atl C a | |y Se nt to EALAREEAATEAAANARRARATRFEARAT AR RAR AR RERRARARARA AN components || Harduare Sl e SRl P J
Sharp Electronics has been added for the purchase of Laser M<K i, +
the Vendor. Printers, along with related products and support. Our sales m Mckomon ¥ | Office éM) ke
rep is Sarah Razi. 888-258-2802 x1822 vt || Moo || g || DEPOT || GRRr || Chem

U c R Marlan and Rosemary Bourns
College of Engineering




Adding Sub-Requestor Roles

Only the Requestor
can assign Sub-
Requestor roles. The
Sub-Requestor must
complete the
mandatory Purchasing
training through the
UC Learning Center
(LMS) and have a
NetID in order to be
granted access.

UNIVERSITY OF CALIFORNIA, RIVERSIDE

eBuy - Purchase Order & Requisition System

Main Menu

Welcome, Becki Jo M Ray
General Options

Vendor Search

Data Warehouse

Reports

View Campus Agreements

Search UC Agreements

Go To Campus Storehouse

Help

Exit Application

Requestor Options

Create Request

Create eCatalog Request

View Requests (0)

Search Orders

Maintain Sub-Requestors (0) Gszremmaer 7| Click “Maintain SUb'RequeStorS."

Sub-Requestor Options

Create Request

Create eCatalog Request

View Requests (0)

Data Warehouse

Use this to search all orders contained within the purchasing system, as of the previous day. It includes the ability to view

legacy orders from the PO-Lite and SubPO systems.

Use this to find and view the Vendors that are available in the purchasing system. This link can also be used to request new

Vendors.

Help

| "
; Vendor Search
(=]

This link will take you to the CNC support site for the purchasing system.

How Old Is That Form You're Using?

Do you have the most current form for your procurement order? Please check the Procurement webpage at procurement.ucr.edu and then select

the Forms & Resources link,
hitps:/ibfs.ucr edu/resources#procurement services
There you will find the most up-to-date forms being utilized to assist you in obtaining goods and services.

Using the most ¢ i — s order.

on the Forms pa

Meed additional assistance? Check out the Department Contacts link at https i/procurement uer edu/department-contact or send an email to

purchasing@uecr edu

We look forward to serving you!

intractor Classification Form is required, and can be found

UCR
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Adding Sub-Requestor Roles cont.

You Can enter mUItiple UNIVERSITY OF CALIFORMNIA, RIVERSIDE RIVERSIDE
Sub-Requestors as -
long as they have:

e COM pleted the |{Search for Net 1ds

Please enter the first name, last name or Met ID to search for: villela

1 1Al Active Sub-R t
req u I red tra I n I ng Infco”llw‘;tin elr-)lcut tﬂ:&"zl‘l-:—iiuj:;;r role Eret iame Leclhane

eBuy - Purchase Order & Requisition System

Alyssa Villela Add

_ Carisa Villela Add

° Net ID | Name | Action | James villela villlol  Add
a e Mark Villela i d

Mark Villela-

Add New Sub-Requestor

 purchasing _
authority for \
you r Ia b First, click the “Add New Sub-Requestor”

link. A pop up box will appear.

| Close |

| Enter the last name in the search field, then
“"Add" the appropriate person from the list.

U c R | Marlan and Rosemary Bourns
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Viewing Requests & Searching Orders

Requestors can View
Requests (WIP) or
Search Orders from
within the Requestor
Options section on the
eBuy main menu.

Click “View Requests” to view those that are a Work
in Progress (WIP). Note that a zero (0) indicates
there are no requests pending.

Click “Search Orders” to view those that have been
submitted by your department Purchasing Assistant.

u o7 ci
UNIVERSITY OF CALIFORNIA, RIVERSIDE RlVERs

eBuy - Purchase Order & Requisition System

Main Menu

Welcome, Becki Jo M Ray
General Options

Vendor Search

Data Warehouse

Reports

View Campus Agreements

Search UC Agreements

Go To Campus Storehouse

Help

Exit Application

Requestor Options

Create Request

Create eCatalog Request

View Requests (0)

Search Orders

Maintain Sub-Requestors (0)

Sub-Requestor Options

Create Request

Create eCatalog Request

View Requests (0)

Data Warehouse

Use this to search all orders contained within the purchasing system, as of the previous day. It includes the ability to view
legacy orders from the PO-Lite and SubPO systems.

Use this to find and view the Vendors that are available in the purchasing system. This link can also be used to request new
Vendors.

Help

| "
; Vendor Search
(=]

This link will take you to the CNC support site for the purchasing system.

How Old Is That Form You're Using?

Do you have the most current form for your procurement order? Please check the Procurement webpage at procurement.ucr.edu and then select
the Forms & Resources link,

hitps:/ibfs.ucr edu/resources#procurement services

There you will find the most up-to-date forms being utilized to assist you in obtaining goods and services.

Using the most current form will save time and assist Procurement in expediting your order.

As a reminder, if you are hiring an individual to provide a service, the Independent Contractor Classification Form is reguired, and can be found
on the Forms page.

Meed additional assistance? Check out the Department Contacts link at https i/procurement uer edu/department-contact or send an email to
purchasing@uecr edu

We look forward to serving you!
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View Requests

VleW Req UEStS (WI P) UNIVERSITY OF CALIFORNIA, RIVERSIDE RWERS'DE

ﬁ;,escffg_e {:qslﬁj ebST(;Etse(C)Ir eBuy - Purchase Order & Requisition System

orders that you have | s
saved, but have not | ™
Su bmitted to your Order Description: | Starts With ¥

Vendor: Starts With v

d e pa rt m e nt Submitted Betwaen: (MDD YY) 2l and (MMDDAYYYY) TF)
Purchasing Assistant, | == ===E=E et

Request(s) - WIP(Work in Progress)

Row#|| Ctrl # | Description || Vendor Name User Cont. || Status [ Action |

No data found. |

U c R | Marlan and Rosemary Bourns
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Search Orders

Sea rCh Orders g ives UNIVERSITY OF CALIFORNIA, RIVERSIDE Riv%kﬂsﬂi"ﬁt

you the ability to eBuy - Purchase Order & Requisition System
search your previous

orders, your Sub-
Requestor’s orders, o

PO #

Or Other Orders in zzerDescriDﬁon: = -

your department. rema

Export To Excel

earch FRRCicar Done]

Use any one or all of the available Click “Check All” in the Status section
fields to help narrow the search for to include all options available.
your orders.
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Additional Assistance

If you require additional assistance or have questions, please contact
your departmental Purchasing Assistant.

Bioengineering
Angela Cherry

(951) 827-4303
angela.cherry@ucr.edu

Computer Science and Environmental Engineering
Sara Galloway

(951) 827-2401

sara.galloway@ucr.edu

Materials Science and Engineering
Christina Gnuschke

(951) 827-3392
christina.gnuschke@ucr.edu

Chemical and Environmental Engineering
Deanna Vorhees

(951) 827-2423

deanna.vorhees@ucr.edu

Electrical and Computer Engineering
Eva Barriga
ecepurchasing@ece.ucr.edu

Mechanical Engineering
Juana Guerrero

(951) 827-2414
juana.guerrero@ucr.edu
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