How to — Make a basic Staples order

From MyMemphis, go to the Finance tab and choose Tigerbuy Production
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More information related to Tigerbuy can be found on the Tigerbuy Web site

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 Staples Punch Out Catalog button:

Alv Search (Alt+Q) Q 1so2susp W @ D 4 g
Shop simple Advance 30to: Non-Catalog Item | Favorites | Forms | Shop 8 Categories
Orders
Contracts
Accounts
Payable i i ee
Welcome to Tigerbuy, the online marketplace for . Tigerbuy Specialty Forms M
eProcurement at the University of Memphis. For
s Suppliers questions, contact Procurement & Contract Services by calling Change Order Vendor Payment
2265 or emailing procurement@memphis.edu. g S est || Moving Services it
— * Guidelines are provided for users to view the criteria and process o o : )
) for purchases by the University of Memphis: Procurement
Guideline
e o To access Tigerbuy training documents and generic video
snippets, view this information at: Tigerbuy Training Hosted Catalog Suppliers >

Materials

Setup
o .

o A Vendor must be registered in Tigerbuy before you can begin 3
purchase requisition.

o Vendor Registration site: TIGERBUY VENDOR .
REGISTRATION Airgas

* Vendor Registration Form that can be filled out and emailed to 0
Procurement with required W-9 Form for manual
entry: VENDOR REGISTRATION FORM

o All requests for changes with 2 registered vendor (name, db,

address) must be submitted with current W-9 Form. T Fisher Scientic Part of
Thermo F.

[PUNCHOUT VENDOR INFORMATION] Orders

AIRGAS PUNCHOUT: Airgas Quick Reference Guide

DELL PUNCH-OUT:

o Dellis requiing all quote orders to have the Quote Number on
the Tigerbuy PO when issued. The Quote Number is entered in Gz
the "Note to Supplier” field in the “External Notes and Orders
Attachments" section of your requisition.

Q Menusearch  When selecting 3 "New" Dell Product to purchase in the Dell

Punch out, contact our Account Manager, Corey Kinser,

«




A screen comes up asking for the delivery zip code. Enter the zip code an click Continue.

Delivery ZIP code

Please enter the ZIP Code of your delivery location so we can provide
accurate product availability.

For international orders, please enter ‘00000".

ZIP code
{ 38152

Please note the estimations provided are based off the ZIP code entered, the SKU
searched, and the day and time. Our inventories are constantly changing so if any of
these variables change then the estimates may no longer be accurate.

This brings up the Staples Catalog home page. You will see places to see past orders and create your shopping

lists of frequently bought items. There is a search bar at the top.

Selectsite PunchOut | Cancel PunchOut |

A Orders View all = Lists View all

Find by order number Q Storage and Organization .
3items

Toners
275 items
[a) You don't have any recent orders to display.

School Supplies
2items

Use the Products menu at the top or scroll down to see product categories.

M Staples Products Services
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Office Supplies

Paper Office Supplies Copy Paper Ink & Toner Furniture Food & Breakroom
Computers & Accessories
Printers & Scanners
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Facilities Maintenance Facilities Maintenance Pack & Ship Computers Technology Health & Safety

Food & Breakroom

Pack & Shin

Cleaning Supplies

Learningwell

The catalog looks like any other shopping website. Choose items and add them to cart. Click on an item to go

into the item information.



f Staples Products ~  Services Search

Pickup Brand Category v

26% off 40% off 32% off 45% off

TRU RED™ 8.5" x 11" Copy Paper, 20 Ibs., 8.5" x 11" Copy Paper, 20 Ibs., White, 5000 Staples 30% Recycled Copy Paper 8.5" x 11" Hammermill Copy Plus Paper, 8.5" x 11", 20
92 Brightness, 500 Sheets/Ream, 10 Sheets/Carton (324791) . 20 Ibs., White, 5000 Sheets/Carton Ibs., White, 500 Sheets/Ream, 10
Reams/Carton (TR56958) (112350/461757) Reams/Carton (105007)
e €9 )

$42.22 s57.49 $34.47 ss7.90 $49.97 s73.69 $41.70 s75.99
5000/CT 5000/CT 5000/CT 5000/CT
Free delivery Free delivery Free delivery
Pick up in 1 hour Pick up in 1 hour Pick up in 1 hour

1 v Add 1 v Add 1 v Add 1 v Add

*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,
guantities, and prices. You can adjust quantities or remove items from the cart.

2 itemsin cart

Delivery
Sharpie Permanent Marker, Fine Point, Black, 12/Pack (30001) Bemove
o Item # 125328 | MFR # 30001 | CIN # 125328 ”
S $5. / :
(= — @ $5.59 12/DZ $5.59
$5.59
(® Delivery (O Pick up in store
Staples Ream-Less Copy Paper, 8.5" x 11", 20 Ibs., White, 2500 Sheets/Carton (20587) B

A Item # 905797 | MFR # 20587 | CIN # 905797
1 @ $28.50 2500/CT $28.50
~ - $28.50

(® Delivery



When all is as you wish, click Submit order. This is going to take your cart / order and send it back to your
Tigerbuy shopping cart to finish building your Requisition.

If you want to leave without brining your items into Tigerbuy, Click the blue Cancel Punchout button.

SelectSite PunchOut [ Cancel PunchOut] -

£ Item # 905797 | MFR # 20587 | CIN # 905797
1 | @$28.50 2500/CT $28.50
- $28.50

(® Delivery

Order Summary

Items (2) $34.09

Your Tigerbuy Shopping cart now has all of your Staples 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.

Shopping Cart + Shopping CartEErer=] = o & -

Simple Advanced

i Details v
Kerri Reece
Cart Name Please name your cart! Sole Source & Contract v
Order Total (83.78 USD) >

Description

Priority Normal v
2 ltems @) 5
Staples Contract and Commercial Inc - 2 Items - 83.78 USD ..O

~ suppLIERDETAILS JEINEP PO Purchase/Change Orders 2 : 4575 Pleasant Hill Rd, Memphis, Tennessee 38118-7516 United States

Contract no value PO Number To Be Assigned

Quick summary /

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 1/17/2023 12:27:33 PM / item list

« Staples 30% Recycled Copy Paper 8.5" x 117, 20 Ibs., White, 5000 Sheets/Carton (112350/461757)
+ Staples Remanufactured Black/Color High Yield Ink Replacement for Canon PG-240XL/CL-241XL (STPG240CL2412PK), 2/Pack

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

Staples 30% Recycled Copy Paper 8.5"x 11", 20 Ibs., 492072 cT 49.97 1CT 49.97 D Deta”ed item “St

White, 5000 Sheets/Carton (112350/461757)

A ITEMDETAILS 9 /




You have the ability to act on the line items in your cart. Click the check box on the line(s)and then click the blue
pulldown arrow above the items section to see your options. You can work on them individually or 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 Procer Yo Checkout
3 tems )
Summary 5
Staples Contract and Commercial Inc - 9 Items - 187.65 USD oo m— Details v
~ supPLIERDETAILS JEINIP PO Purchase/Change Orders 2 : 4575 Pleasant Hill Rd, Memphis, Tennessee 38118-7516 United States F

no value PO Number To Be Assigned

Add to Favorites

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 10/26/2023 10:37:51 AM
« Staples Remanufactured Black High Yield Ink Cartridge Replacement for Canon PG-240 XL (TR5206B001/ST5206B001)
* 8.5"x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton (324791)

Remove Selected Items

« BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point, Black Ink, 60/Pack (GSM609-BLK) Remove All Items

item Catalog No. size/Packaging Unit Price Quantity Ext. Price Move to Another Cart
Staples Remanufactured Black High Yield Ink Cartridge 1004266 EA 13.01 1 EA - Vv .
Replacement for Canon PG-240 XL (TR5206B001/ST5206B001) Add to Draf( Cart or Pendlng PR/PO
A ITEMDETAILS €+ Add to PO Revision

Manu CLOVER TECHNOLOGIES GROUP, LLC Contract . .

Name nteral Note icsge Change Commodity Code

Manu ST52068001 Texable U 4 characters remai expand | clear

1008266 Commodity Code = 600 (o)

8.5 x 11" Copy Paper, 20 Ibs., White, 5000 Sheets/Carton 324791 et 39.32 4cr 157.28 O

(324791)

A~ ITEMDETAILLS €

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 « 3689743 o @ @ - Place Order
Summary Taxes/S&H PO Previe! C ent Atta ent Hist
General & Shipping Billing
Cart Name Please name your cart! hip Te ill Te
Ship To BT © Correct these issues.
Description no value Contact Name Procurement Serv University of Memphis You are unable b proceed il addressed
Phone +1 901-678-3775 Attn: Accounts Payable
Priority Normal Email kreece@memphis.edu 275 Administration Bldg Required: Account
115 Admin Bldg Memphis, TN 38152-3370
Prepared by Kerri Reece 3720 Alumni Dr United States B I | t Total (83.78 USD) >
Memphis, TN 38152-3370 | o
Prepared for Kerri Reece United States
P! Billing Options S h ou | d be What's next for my order? >
Account H
Delivery Options CC: uing no value accounting
ate
Expedite X
Check that
Ship Via Best Carrier-Best Way
H Ship Via for the following suppliers is
yo urs h I p to unsupported and will not be sent
. t Staples Contract and Commercial Inc
I5 correc Delivery is not
Requested no value .
Delivery Date Requested Delivery Date for the editable for Staples
following suppliers is unsupported will
not be sent: Staples Contract and
lisiin catalog purchases

Accounting Codes & v



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.

Accounting Codes

Chart Fund Organization
u 110001 542000
Item Catalog No. Size/Packaging
492072 cT
A ITEMDETAILS €~
facturer Domtar no value
Taxable X
112350/461757
645
Supplier Part 492072
reir
1004296 PK
A ITEMDETAILS €~
rturar C1LAVER TECHNNI NRIEQ ARNILIP nn valia

Account Program Activity
no value 4650 no value
© Required Gen A
1
Unit Price Quantity Ext. Price
Total (83.78 USD)
49.97 1¢T 49.97 -0
What's next for my order?
Override
Ship To
ermnal no value
Delivery Options
n al Add
Attachments Bill To
Add Accounting Codes
P Adi
Internal Note
Remove
Add to Favorites
33.81 1 PK 33.81
Move to Another Cart >
Add to Draft Cart or Pending PR/PO >
Add to PO Revision
a I a nn valia

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

Grant Program

Procurement

Procurement complete

Chart* Fund * Organization * Account * Program * Activity
Startup fund - Dr. X
Q 2N Q Q Q Travel
a4
Code Favorites
Edit Accounting Codes X
Accounting Codes
Chart * Fund * Organization * Account * Program * Activity % of Price v
e @ - * h e @ :|
© Invalid distribution value
@ @ e @ @ :|
°
Split Total 0%
(0.00 USD)
©pPercenage

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

will take. Scroll down to see the entire workflow.

Under the button you can see the next step your order



Requisition * 3689743

Summary Taxes/S&H PO Preview

General &
Cart Name Please name your cart!

Description no value

Priority Normal

Prepared by Kerri Reece

Attach

Shipping &

ShipTo

Contact Name Procurement Serv
Phone +1 901-678-3775

Email kreece@memphis.edu
115 Admin Bldg

3720 Alumni Dr

Billing p T

Bill To

University of Memphis
Attn: Accounts Payable
275 Administration Bldg
Memphis, TN 38152-3370
United States

= o 85 0

Total (83.78 USD)

What's next for my order?

Memphis, TN 38152-3370

Your Requisition has now been submitted for approval.

It will go through the budget check and route to your financial manager for approval.
Workflow =

JD show skipped steps

o

Budget Auth
\1/ Future

FOAPAL Approval 2
\l’ Future

Create PO
\L Future

Finish
o Future

You will now get a notification in the system, and an email if you have that set up:

@ Requisition 3689743 Submitted

Summary Options
sition number 3689743 3 Print
+
Requisition status Pending

Recent orders

Cart name

Please name your cart!
Return to your home page

Requisition date

1/17/2023
Requisition total

83.78 USD

Number of line items 2




support@sciquest.com
Your Requisition has Bee... 1:24

CAUTION: Thic email oriainated from out
CAUTION S €émail originatea fron

Re: REQUISITION SUBMITTED FOR APPROVAL #: 3689743
Cart Name: Please name your cart!
Prepared by: Kerri Reece

Dear Kerri Reece,
Your requisition has been submitted to your organization's workflow process for review.

Please use "My Requisitions" to track the status of your requisition through the workflow
process. You can access this requisition directly by selecting the URL below.

View Requisition

If you have any questions with regard to your requisition, please contact your SelectSite
Support Team.

Support Team Contact Information: Accounts Payable @ 1-901-678-3826 or
accountspayable@memphis.edu For Procurement questions use the below information:
+1 901-678-2265 procurement@memphis.edu

Thank you,
University of Memphis

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 Staples electronically. Please note that once a
staples order is transmitted electronically, we can’t change or cancel it. Any corrections would need to happen
through returns.

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.



