How to — Make a basic Amazon order

From MyMemphis, go to the Finance tab and choose Tigerbuy Production

€ C @& myuofm.memphis.edu/web/home-community/finance * 0 B N &

i Apps G Google & NOAANational We.. @D 7 101.9Radio Now [I§ StorWars Weekend.. @ o Find a Sales and Us.. MBILinks s Bookmarks @ » Other bookma

THE UNIVERSITY OF

| MEMPHIS

FINANCE

myMemphis Student Student Pages ~ Home UofMOnline Employee Workflow

& umMail & iAM © Help ® Logout

Tigerbuy

0.
o st ® LG ETOLLY

More information related to Tigerbuy can be found on the Tigerbuy

Tigerbuy (Test)
Vendor Performance Evaluation - For departments to leave feedback on vendors

Diversity Suppliers List

This will bring you to the shopping home page. Click on the Amazon business Punch Out Catalog button:

Al Search (Alt+Q) ooouso W O 1 4 g
Simple Advance Goto: Non-Catalog Item Forms | Shop e Contracts | Chemicals

Welcometo Tigerbuy,the online marketplace for eProcurementatthe. ... Tigerbuy Specialty Forms v
University of Memphis. For questions, contact Procurement & Contract
Services by calling 2265 or emailing procurement@memphis.edu.
« Guidelines are provided for users to view the criteria and process for purchases Change Order Request Moving Services Vendor Payment

by the University of Memphis: Procurement Guideline Used to Modify Purchase Campus Moves Orders ‘s‘é”{ EXCEPTION
o To access Tigerbuy training documents and generic video snippets, view this s
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VENDOR INFORMATION Hosted Catalog Suppliers (R
« A Vendor must be registered in Tigerbuy before you can begin a purchase

requisition.
« Vendor Registration site: TIGERBUY VENDOR REGISTRATION Punch-out o

Vendor Registratior 'm that can be filled out and emailed to Procurement
with required W-9 Form for manual entry: VENDOR REGISTRATION FORM
All requests for changes with a registered vendor (name, dba, address) must be

submitted with current W-9 Form, A"gas ‘amazontysres:

PUNCHOUT VENDOR INFORMATION
AIRGAS PUNCHOUT: Airgas Quick Reference Guide

DELL PUNCH-OUT:

« Dellis requiring all quote orders to have the Quote Number on the Tigerbuy PO
when issued. The Quote Number is entered in the “Note to Supplier” field in
the "External Notes and Attachments" section of your requisition.
When selecting a “New" Dell Product to purchase in the Dell Punch out
contact our Account Manager, Corey Kinser, m,
insure U of M pricing i up to date with the | price for a New Product

Fisher Scientic Part of
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TIGERBUY PAYMENT INFORMATION
For specifics concerning Pay Status in a Tigerbuy purchase order: TIGERBUY
PAYMENT INFORMATION

A screen comes up telling you the punchout will open in a new window.

Punchout

® This PunchOut will open in a new window!!!



The Amazon home page opens in a separate window.
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You will shop as normal, putting items into your cart.

*Important note: The catalog has been set up to show allowable product categories, however some items fall into an

allowable category, but are not appropriate for your area or purpose. It is your responsibility to ensure your purchases
comply with all University policies and guidelines. *

Blocked items are generally items that should be purchased from a different vendor.

Once you have chosen your items, go to your cart to get ready for checkout. The cart shows your items, quantities, and
prices. You can adjust quantities or remove items from the cart.
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Cart Subtotal: $14%°

Proceed to checkout (1 item)

Go to Cart

When all is as you wish, click Proceed to Checkout. This is going to take you to the Amazon checkout page.

Subtotal (1 item): $14.99

This order contains a gift

Proceed to checkout



Sections 1, 2, and 3 will autofill. Leave 1 and 2 alone. If this is your first Amazon punchout order, you will get the Default
company address in Section 3. THIS IS OK. You will choose the address you need when you complete the order in
Tigerbuy. Click Use this address.

1 Group Jaggaer Punchout Group Change
Group under The University of Memphis

2 Business order Disabled
information

3 Choose a shipping address

Does this order need to be delivered to a recipient other than the name in your address book?

Deliver To:| Enter Recipient Name This will be applied to only this order.

Group Jaggaer Punchout Group addresses

@® Contact Name Jackie Robinson, Phone +1 901-678-226 5, Email kreece@memphis.edu, AD115, 115
Administration Bldg, 3720 Alumni Dr, Memphis, TN, 38152-3370, United States

() DEFAULT ADDRESS - SELECT ADDRESS IN JAGGAER 946 E PARK LOOP, MEMPHIS, TN, 38152-4040,
United States, Phone: 901-678-2408 Edit address

Add a new address

Use this address —

Section 4 choose Pay by Invoice. Click Use this payment method.

4 Choose a payment method

Kerri, did you know your organization is setup to use Pay by Invoice?
Select Pay by Invoice at checkout to buy now and pay later with no interest or fees.

Jaggaer Punchout Group credit and debit cards

- Add a credit or debit card » Amazon accepts all major credit cards.

Jaggaer Punchout Group line of credit

@ sz Pay By Invoice
MR Provided by your organization

Other payment methods

Add a personal checking account
Use your US based personal checking account

Learn more

Add a business checking account
Use your US based business checking account.

Learn more

Use this payment method -



Section 5 allows you to choose your shipping day or a pickup location. You will get the warning message that your order
requires approval. That approval will happen in Tigerbuy. Click Submit order for Approval. This is going to take your cart
/ order and send it back to your Tigerbuy shopping cart to finish building your Requisition.

5 Review items and shipping

§\. This order requires approval.

© There are 2 important messages about your order.

v If your hours ever change at an address, click Edit delivery preferen...
v If tax exemption is applied to this order, you acknowledge your tax exemption...

I Select FREE Amazon Day Delivery to receive orders in fewer boxes on a single day.

Estimated Delivery: Depends on Approval For example, if approved now: Tomorrow, Aug. 24 If
you order in the next 13 hours and 3 minutes (Details)
Items shipped from Amazon.com

(24 Pack) Sticky Notes 3x3 in Post Choose your Prime delivery option:
Bright Stickies Colorful Super Sticking ® Tomorrow, Aug. 24
K Power Memo Pads, Strong Adhesive, FREE One-Day Delivery
*:Lh 74 Sheets/pad Monday, Aug. 28
$14.99 Vprime g FREE Returns FREE Amazon Day Delivery
Qty: 1 v Get your orders together in fewer boxes and
Sold by: Vanpad deliveries each Monday.
2% Add gift options Change delivery day

Tax Ex ti lied. i s .
ax Exemption Applie Or choose your Prime pickup option: Pick up at

Amazon Campus (View Location)
Thursday, August 24
FREE One-Day Delivery

Order total: $14.9

Submit order for approval

r agree to the Amazon Business Accounts Terms and Conditions and
privacy notice

If you want to leave without bringing your items into Tigerbuy, close the Amazon window and click the blue Cancel
Punchout button.

Punchout

”

® This PunchOut will open in a new window!!!

Your Tigerbuy Shopping cart now has all of your Amazon items in it. You will have several chances to edit your items and
your order information. The cart is for keeping items or removing them. Details of the purchase will happen in the
Requisition stage.



You will want to give your cart a name, such as “new office” or “grant supplies” to help you and your approver recognize
it. This will assist your approver with approving your request via email.

You have the ability to take action on the line items in your cart. Click the ellipses (...) on the line to see your options.

Click the selection squares on the far right to act on several lines at once. When everything is ready to go, click the blue
Proceed to Checkout button. That will move to the Requisition stage.

Shopping Cart + Shopping Cart ® - o

Simple Advanced Summary -l
Search for products, suppliers, forms, part number, etc n Details 63
Total (14.99 USD) v

Cart Name Please name your cart

Description Sole Source & Contract Order v

Subtotal * 14.99
Priority Normal v Buyer Name v Total * 14.99
1 Item O~
Amazon Capital Services Inc - 1 Item - 14.99 USD O
A SUPPLIERDETAILS PO Purchase/Change Orders 1: PO Box 81207, Seattle, Washington 98108-1207 United States
Remove
Contract no value PO Number To Be Assigned
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Add to Favorites
y Notes 3x3 in Post Bright Stickies Colorful Super  BO7VRYXS7R EA 1499 Qty:1EA 14.99 0O Move to Another Cart >

) Pads, Strong Adhesive

Add to Draft Cart or Pending PR/PO >

A ITEMDETAILS €~

\ Add to PO Revision

You now have a Draft Requisition with an assigned Requisition number. All details are available for your review. Any
errors will be called out in the top right section. You can edit sections using the pencil or ellipses links top right of each
section.

Requisition + 175971269 ®© & 0O -
Summary PO Previe, Comments Attachments Hist
Cart Name Please name your cart Ship To Bill To
Total (14.99 USD) v
no value Contact Name Jackie Robinson University of Memphis . - e S a
Phone +1 901-678-2265 Attn: Accounts Payable .
Normal Email kreece@memphis.edu Email kreece@memphis.edu B|| | to arged by ea er. The values s ere are f
115 Administration Bldg 275 Administration Bidg stimatio S t 4
Kerri Reece 3720 Alumni Dr Memphis, TN 38152-3370
Memphis, TN 38152-3370 United States S h ou | d be
Kerri Reece United States . 1499
accounting
Credit Card Info
Delivery Options 14.99
No credit card has been assigned
Expedite X s 3
Billing Options What's next for my order? v
Check that Ship Via Best Carrier-Best V‘va.y FOAPAL Approval 2
h- e ! Del ve ry is not Becker, Deborah
your ship to . Curry, Ladonna
. editable for Amazon Kurapat, Raajumar
IS correct no value Mu liam
catalog purchases Ninan, George
Pappas, Nick
Thomas, William
Accounting Codes #o v Workflow
Chart Fund Organization Account Program Activity (P Show skipped steps

u 110001 542000 74500 4650 novalue o Draft



Scroll down to check your FOAP allocations for the overall order. Use the pencil or ellipses buttons to edit this. You can
reallocate individual lines using the ellipses on each line.

If you’ve set up Code Favorites in your profile, use the heart to access the list. Use the plus sign (+) to add another list to
split the entire order into multiple accounting codes.

Accounting Codes e W

Chart Fund Organization Account Program Activity
u 110001 542000 no value 4650 no value
ersity of Memp & ated E and G Procurement Service © Required Gen Ad and Logistica
Amazon Capital Services Inc - 1 Item - 14.99 USD O

A SUPPLIER DETAILS PO Purchase/Change Orders 1: PO Box 81207, Seattle, Washington 98108-1207 United States

ontract no value PO Number To Be Assigned
PO Clause Add/Vie
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price ‘
BO7VRYXS7R EA 14.99 Qty: 1EA 14.99 -
Override
Ship To
Vanpad Contract no value nternal Note
Delivery Options
Taxable X X Bill To
Vanpad-4 Accounting Codes
ode 645 PO Clauses Internal Note
Sup 134-2009676-5127252,1
Au Remove

—— Add to Favorites
Move to Another Cart >
Add to Draft Cart or Pending PR/PO >
Add to PO Revision

If your order is ready, click the blue Place Order button.

Requisition + 175971269 ‘

Summary PO Previe ent Attachment Hist

General s Shipping s Billing ? SR >l

Plaaca nama vaur cart i T LS

Your Requisition has now been submitted for approval. It will go through the budget check and route to your financial
manager for approval.

Your approved requisition will flow through Procurement and Banner will create an Encumbrance on your budget and
issue a PO number. Tigerbuy will then send the PO to Amazon electronically.

When you physically receive the items, you will need to Receipt them in the system (see Receipting instructions)

Should you need to make a Return, please see Return instructions.



