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lsjg |!I\"I'EIRI-§I!.{IY2|D A Bull Marketplace - e-Pro Job Aid
TAMPA BAY Tutorial:
Purpose: This section outlines the steps necessary to enter a Requisition for Punch-out
Supplier in the Bull Marketplace.
Navigation: | Navigate in Bull Marketplace > Shopping
Notes: Department Users (a.k.a. Shoppers, Requestors) will initiate a request for purchase
by utilizing the e-Pro Shopping functionality. Expenses will be charged using a
“ghost card”.
Individuals are identified in each of the units with authority to initiate requests
for purchases of goods and services.
Requisitions approved by individuals with departmental authority for approving
purchases and expenditures move along for final approval and the creation of a
Purchase Order.
Step Section Header
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1.2 This will take you to the supplier’s online website

Selectsite PunchOut

Connection Q ® A
PRODUCTS SOLUTIONS SERVICES INDUSTRIES DEALS BLOG

University of South Florida : eProcurement

UNIVERSITY OF SOUTH
EPROCUREMENT

Web Order History

W edit My Team Account

This group's S mast recent orders.

Carts - Saved (0]

Carts List

Quick Order Status

e

Order Date Orderst PO®
9i412019 000000034
000000035
9/412009 BOME5648 000000036
< >

1.3 From here you browse through their products, select the product you want, select the quantity and

click “Add to Cart”.

Connegction

PRODUCTS SOLUTIONS SERVICES

I'in Stock items only

© Manufacturer

& List Price

© # Processors Installed \

© # Processors Supported

© CD/DVD Type

e
Reports

INDUSTRIES

Q@ 5

HELP  TRACI

Q

DEALS

@ Chassis Form Factor
& Color

© Compliant Standards
© Front Side Bus (FSB)
©& Hard Drive Capacity

| ®cuickview

€ Hard Nrive Interfars

| ¢861.00

Item #: 33658360

& QUICK VIEW
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1.4 To continue shopping, repeat Steps 1.3. When done shopping you will see “My Cart Detail”

Click “Begin Secure Checkout”

& The following item has been added: 32107224

My Cart Detail cdiniame
Product

—] HP ProDesk 400 G4 3 4GHz Core i5 B0B RAM 256G8 hard drive

In Stoscke Ships Today
ltem#: 33652507
Mifg. Part & 1GGOTUTRARA

HP ProDisplay 23 8" P240va Full HD LED-1LCD Monitor, Black

Temporarily Out-of-Stock Call for next available defvery
items: 32107224
Mg Part 8 M3IHISABSABA

Aidd Mare Praducts

1.5 It will take you to the “Review and Place Order” page. Click “Submit Cart”

L ——— - .
Connection

wasohae IT

Review and Place Order

Cart: 1619955509  Eoranme

Shipping to: Delivery Method:
Provided with Purchase Order Provided with Purchase Order

Motifications E£di

#ll email communications will be sent 1o tsmusfsqggmail.com

Additional Order Confirmations: Additional Shipment Confirmations:
none none
C Meed Assistance?
art Edig
Product IUinit Price Qry IT Tech Purchasing
USF Computer Store
VP ProDesk 600 6 3.4GHz Core 5 BGE RAM Z56GE hard drive STIE00 1 $7500  ieshpurchasing@usf.edu
In Stesck Ships Today 813-974-1779

Iternd: 3TEEFS0T
Mig Part & WGOOTUTSABA

HP ProDisplay 23.8° P240va Full HD LED-LCD Monstos, Black
Temporarity Out-of-Stock Call for next available defrery
Iternd: 32107224
Mfg Part 8: NIHIGARSARA

Unit Price Quy
511500 . snsoo Order Summary
Produsct Sublo
Bemave
$16395 . $1385

| Delete Cart |

Payment Methad: Order Summary

Provided with Purchase Order Product Subtota

Sleigs

$1305

NOTE: Other suppliers might have their website configured differently from the example used.
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1.6 This will take you back to the Bull Marketplace Shopping Cart page. The system will assign a cart
name to your order. Review your order and click “Proceed to Check-out”. Also, from this page User
can edit the Commodity code if needed.

7 SoUTH FLORIDA Purchase Orders Search (Ait+Q) Q 1694UsD W Q| mry
Shopping Cart » 20210322 N22875821 =
Simple el Estimate (16.94 USD) ~
Search for pr o fo n Total 16.94
Proceed To Checkout
1 hem o- STV

Assign Cart

GOVCONNECTION INC - 1 Item - §6.94 USD O

SUPPLIER DETAILS  Catalog : 7503 STANDISHPL, ROCKVILLE, MD 20855... «

Out session. What does this mean?

Catalog No. Unit Price Quantity Ext. Price

StarTech.com Partable 4-port
SuperSpeed Mini-USB 3.0 Hub,

15935520 16.94 Qty: 1 Each

A ITEMDETAILLS €

mmedity Code 212101200 Q

Other Computer Accessories & Supplies

NOTE: A Shopper (role) can only assig
Marketplace.

is/her cart to a Requestor (role) to place the order in the Bull

» Click Proceed to Checkout

The default Name of Cart is composed of the date the cart is created (2021-03-23) and the preparer’s U
number (U32875821). Users can rename their cart by using an event, semester, name or course
coupled with the user’s ID or department number.

From the Requisition Summary page, (in column) you have the General field, Shipping field, Billing field,
and down below is the Accounting codes field.

Over to the right-hand side (in purple) it will tell you the status of your Requisition and the areas that
needs to be addressed. All the “Required” fields are written in red and is a hyper-link.

NOTE: To edit a field, you can either click on “Required” or click the pen icon under the field that needs
to be edited.
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Requisition ~ 3216555

PO Preview

Summary

General rd

no value

2021-03-23 U32875821 01

no value

Prepared by Victoria Oprisko

repared for

Vietoria Oprisko

1o value
©Required

Accounting Codes

GL Unit Oper Unit Fund
UsFo1 no value no value
ueE OFRequred @ Required

Shipping 4 Billing &
Ship To Bill To
UNIVERSITY OF SOUTH FLORIDA UNIVERSITY OF SOUTH FLORIDA
COLLEGE OF EDUCATION ACCOUNTS PAYABLE
Attn: Victoria Oprisko 4202 E Fowler Ave
4202 E FOWLER AVE 8VC1039
EDUO105 Tampa, FL 33620
TAMPA, FL 33620 United States
United States
Credit Card Info
Delivery Options
Payment information will be obtained from
Lo no value the supplier configuration
@ Required
Billing Options:
no value
x
Date Override
& -
Project / Budget
Account Dept Product Initiative PCBus Unit  Activity Reference
no value no value no value no value no value no value no value
O Required @ Required © Required O Required

Editing the General Section — by clicking on the pen icon

General

Victoria Oprisko

© correct these issues v
You are unable to proceed until addressed.

Required: PO Business Unit

Required: Location

List of required
fields that need to
be addressed

Required: Oper Unit
Required: Fund /
Required: Account

Required: Dept

Required: Product

Required: Initiative

Be aware of these issues. ~
You may review and proceed.

Empty: PC Bus Unit
Empty: Project / Activity
Total (16.94 USD) ~

Subtotal 16.94

16.94

What's next for my order? v

Next Step  Wait for Initial PR Validation

Appro

There are no approvers

Click the arrow inside the box. This will allow you to select the Business Unit. Click “Save

Changes”

8 Required
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NOTE: Description can be a short name to provide additional information to a requisition or group of
requisitions. This is alpha/numeric character field that is not case sensitive. It is not restricted by user
ID. This is an optional field. If it is not used, it will show “no value”. This cannot be use as a search
criteria.

PO Business Units are:
TAMPA — Tampa Campus purchases

STPTE — St Petersburg Campus purchases
SRSTA — Sarasota Campus purchases

2.1 To edit the Shipping Section

ShipTo *
(8 CURRENT ADDRESS =)
. UNIVERSITY OF SOUTH FLO D Add to my addresses
o RIDA B
. CENTRAL RECEIVING TAMP
o A CAMPUS
Attn: ¥ Adam Isa
Address Line 4202 E FOWLER AVE
Address Line 2 CRs100
TAMPA
FL
Zip Code 33620-5050
United States
O EDUCATION - UNIVERSITY OF SOUTH FLORIDA, COLLEGE OF EDUCATION, Victoria Oprisko, 4202 E FOWLER AVE, EDU0105, TAMPA, FL 33620, United States *
O TAMPA CENTRAL RECEL.. — UNIVERSITY OF SOUTH FLORIDA , CENTRAL RECEIVING TAMPA CAMPUS, Victoria Oprisko, 4202 E FOWLER AVE, CRS100, TAMPA, FL 33620-
Search additional Q Results Per Page 0 v
» Click the penicon
> If User set-up a default Ship To Addr their profile, the system will populate this field.
> If User has several addresses saved to their profilg, they have the option to select which

address to use.
> If the address needed for the order is not listed, click on “Search Additional” and it will bring
up a list of all addresses we have in the system.

Also, on this page User has the option to add/update the Delivery Options

Delivery Options

Location ® ALMO147 4
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when done

VC1072

[#]

Value ~

SVC1072

» Type the mail stop in the Value field > click Filter > click the + sign to select. Save Changes

Description

4]
7]

Description

STUDENT SERVICES BUILDING

Filter

Clear All Filters

Cancel

2.2 Asyou address each required field, the list over to your right-hand side will slowly disappear.
Your Requisition is still in “Draft” status until you place your order.

Accounting Codes

GL Unit Oper Unit
USFO1 no value
uss @ Required

2.3 Editing the Accounting Codes (Header level)

Project / Budget
Account Dept Product Initiative PC Bus Unit  Activity Reference
no value no value no value no value no value no value no value
@ Required @ Required © Required © Required

Click the pen icon to open up the entire Accounting Code field

Accounting Codes
~Unit * Oper Unit * 5 Fund * & Account * = Dept * 5 Product* & Initiative * &=
USFO1 v TPY ‘ search Q ‘ ‘ search Q ‘ ‘ search Q ‘ ‘ Search Q ‘ ‘ Search Q
© Required © Requi © Requi © Requi © Requi © Requi
+ v
‘ »
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You can split your distribution by clicking on the the + sign

+

add split

Save Changes Close

You can distribute by % of Price or % of Quantity

/

e % of Price ¥ | add
split
100 remove

JEs..

Your requisition is now ready to be submitted

Draft

Be aware of these issues. v
You may review and proceed.

Empty: PC Bus Unit
Empty: Project / Activity

Total (13.21 USD) v
Subtotal 13.21
13.21
Assign Cart

» Click “Place Oder”
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4.1 Your Requisition has been submitted for approval.

@ Requisition 3209485 Submitted

Summary Options
Re t imbe 4
3209485 2 Print
Re t At Pending
Recent orders
art name 2021-03-18 U44782054 01
Return to your home page
R sitio ] 3/18/2021
Rec t 10.00 USD

4.2 PR Approvals
This is the Workflow route for this requisition.

» Stage where requisition is currently on is highlighted in gold
» It will say “Active” showing the User’s name currently working on it
» The rest of the steps will show “Future”
» If you click on the field, it will show you the Approvers set-up for that field

What's next for my order? -~

tep wait for Initial PR validation
ADDrovers Thers are Mo approvers
tcfl =

Draft

Initial PR Validation
~4- Futune
<4 Wait for Initial PR Validation -
< Department Approval -
Final PR Validation -
B ) e
e wWait for Final PR validation -
Create PO .-
EE S
Finisi
m ) e
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This will allow the User to see who needs to approve this requisition. The Approvers listed on here will
get a notification that a requisition is waiting for approval.

Final Approval

Since this Requisition is below $10,000 it does not need Procurement Services approval. After the Final
PR Validation the system generates a Purchase Order and encumbers the fund.

The system has generated a PO for this requisition. The PO is exported to the Supplier via CXML
format.

Purchase Order ~ : C000008927 Revision 0

Status Summary Revisions (@) Shipments @ Change Requests Receipts

General Information

PO/Reference Mo CO00008927
Revision No 0

Supplier Mame GOVCONMECTION INC
FPurchass Order Date 3172021

Taotal 33.28

Owner Name Jose Herazo-Maya
Owner Phone +1 813-259-0619
Dwner Ema jherazomaya@usf.edu
Requisition Mumber 141900636 view | print
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