How to - Tigerbuy Non-Catalog Order

Purchase information for a Non-catalog order can be from a quote, agreement, or vendor communication. The
Non-catalog process involves the Requester typing the purchase information into the form to fill a shopping cart.

Log into My Memphis & go to the Finance tab:
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Scroll down on the right-hand side to Tigerbuy and click on Tigerbuy (Production)
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More information related to Tigerbuy can be found on the Tigerbuy Web site
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Vendor Performance Evaluation - For departments to leave feedback on vendors

Tigerbuy opens on the Home screen. Click on Go to: Non-Catalog item at the top or Shop / Shopping / Non-
Catalog item on the left menu.
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e Vendor Registration Form that can be filled out and emailed to
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o All requests for changes with 2 registered vendor (name, dba, address)
must be submitted with current W-9 Form.
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« Dellis requiing 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.



Add Non-Catalog ftem X

Existing Supplier

Type in your Vendor or use the Search
feature. A Vendor must be in the Tigerbuy
system to begin entry. (see end)
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Click Save to send your item to the Cart or Save and add another to send the item to the cart and add another
item. When entering information from a Vendor quote, each line item from the quote must be entered
separately. This is required for accurate shipment, receipt of goods, and payment for each item from quote.

When you are sent back to the Home screen, navigate to your cart to finalize your Requisition.
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Review your cart, Make the Sole Source box say True, and click Proceed to check out.
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A Parker & Sons Plumbing LLC - 1 Item - 150.00 USD

A SUPPLIER DETAILS

ntract no value
item

sink repair

A ITEMDETALS

True 4

Organization Values
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Subtotal 150.00
Shipping 0.00
Handling 0.00
Total 150.06 usb

Proceed To Checkout

Your Draft Requisition will appear. Confirm all information, your items, and FOAP allocations. Errors will be
noted on the right. Click Place Order to submit your Requisition for Approval.

Requisition v 3270272
Summary Taxes/S&H PO Previe Comments A
General S
Cart Name 2021-05-18 kreece 01
Description no value
Priority Normal
Kerri Reece
Kerri Reece
Accounting Codes
Chart Fund

u 110001

Memphis Undes

Internal Notes and Attachments

1 Item

A Parker & Sons Plumbina LLC - 1 Item - 150.00 USD

Shipping

Ship To

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

Email kreece@memphis.edu

115 Admin Bldg

3720 Alumni Dr

Memphis, TN 38152-3370
United States

Delivery Options No credit card has been assigned.
Expedite
' 2 Billing Options
Best Carrier-Best Way no value
elivery Date o value
Organization Account Program Activity
542000 no value 4650 no value
Procurement Services © Required Gen Ady 2 =
&S External Notes and Attachments &,

Billing
Bill To

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

Credit Card Info

-
© & @
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You are unable to proceed until addressed
Required: Account
Total (150.00 USD) v
Subtotal 150.00
shipping 0.00
Handling 0.00
150.00
Place Order
What's next for my order? >



You will get a confirmation that your Requisition has been submitted for approval.

@ Requisition 3270272 Submitted

Summary Options
Requisition number 3270272 = Print
Requisition status Pending
Recent orders
Cart name 2021-05-18 kreece 01
Return to your home page
Requisition date 5/18/2021
Requisition total 150.00 USD
Number of line ite 1

If your Vendor is not in the Tigerbuy system, they will need to register. Please see the Procurement / Tigerbuy
page https://www.memphis.edu/procurement/tigerbuy/ for current links & Instructions.
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