U c I Procurement UCIBuy
Services

Table of Contents

Access UCIBuy 2
Step 1: Access the Portal 2
UCIBuy Dashboard Overview 3
Top Navigation Bar 3
Selecting the Shopping Cart icon allows user to View My Cart or Checkout 3
Fly Out Menu 3
General Search Bar 4
Shopping Tips & Links 4
Shop All Catalogs by Commodity 4
Supplier Updates & Promos 5}
Sustainable Corner, Events and Procurement Help S
Product Search 6
General Search Bar 6
Dedicated Supplier Search or Punchout Supplier 6
Filters and Favorites 7
Comparison Shopping 8
Add to Cart 1
Review Cart 12
Create a KFS Requisition 14
Review Document Header 14
Review Document Overview Tab 14
Review Delivery Tab 15
Validate Vendor Tab 15
Complete Items Tab 15
Review Additional Institutional Info Tab 16
Complete Notes and Attachments Tab (if applicable) 16
Calculate and Submit the Rapid Requisition 16
Additional Information for APO 18
Favorites 19
Step 1: Edit Item Details 19
Step 2: Select Destination Folder 19

Revised: 7/30/2019


https://procurement.uci.edu/

Step 3: To add the product to Favorites, either select an existing folder, or create a new
folder and select Submit.

Steps to Create a New Folder
Manage Favorites
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Access UCIBuyg

Step 1: Access the Portal

A. Go to https://portal.uci.edu, login and navigate to Finances/KFS.
B. In the Purchasing portlet, navigate to KFS Purchasing and select UCIBuy — Shop
Catalog.

UCI Zot!Portal

Main Applications Work/Life Facilities/Safety | Finances/KFS

Purchasing

='KFS Purchasing
@ *UCIBuy - Shop Catalog

®

“"Requisition @
“Commodity Code Lookup =
Custom Document Search
Edit Default Account for Requisitions &

“Procurement Card (PALCard) Application


https://portal.uci.edu/

UCIBuy Dashboard Overviewté

Top Navigation Bar

e User’s Name: Auto-populates based on the login information.
e The arrow next to the user's name is used to view a drop-down menu that displays My
Recently Completed Carts. Information on completed carts is addressed on Step 4.
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My Recently Completed Carts

Selecting the Shopping Cart icon allows user to View My Cart or Checkout

Shauna Niswongerv Y |® & W )00USD

Fly Out Menu

e The Home icon takes users back to the home page.

e The Shop E icon allows users to view Carts and Orders as well as perform searches
by Keyword and Catalog Number. (Shortcut = Alt + P).

e The Documents icon allows user to view and print completed Purchase Orders.
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General Search Bar

e Described in detail in Product Search

W  Shop General Search - All Hosted Catalog Content o 2

Search Everything Product Keywords, Descriptior

Advanced Search

Shopping Tips & Links

e Displays helpful definitions, tips and reference guides

Shopping Tips & Links

ADDITIONAL INFO LINKS:

Shopping & Searching Tips

Search Results & Filters

Creating & Using Favorites

Shop All Catalogs by Commodity

e Features available supplier catalogs, organized within shopping showcase
e The supplier's commodity offering is denoted directly below each supplier logo/icon.
e The plus sign (+) denotes a Punchout supplier.

Shop All Catalogs by Commodity o
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Supplier Updates & Promos

e Posts the latest campus indicatives and supplier promotions

Supplier Updates & Promos

UC Irvine
ERGONOMICS

In collaboration with Environmental Health
& Safety (EH&S) and Procurement Services,
UCIBuy is now offering a streamlined
solution for ordering recommended and
approved ergonomic furniture and
products from our contracted supplier.

Sustainable Corner, Events and Procurement Help

e Learn about current sustainability initiatives and products, upcoming events and links to
various procurement topics
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California Million Lamp Challenge 2019 Supplier Showcase Recap « Can't Find it in UCIBuy?
As part of UCT rticipation in this statewide | i Il LED technol * Contracts / Agreements
part o s participation in this statewide lamp conversion program, a achnology View EVENT PHOTOS . KFS 5 it
content for University purchase is readily available through the Consolidated Electrical . prql::frc:
Distributors (CED) Hosted Catalog. Look for the light bulb attribute associated with all Thank you to all who attended the 2019 . P'&L-C ) d. i
catalog MLC content! Click here for program detalls and how to purchase lamps for personal Supplier Showcase on March 27th. We had F’I ar Websi
use. 37 suppliers and over 250 campus attendees ) rocurefrf'!ent e 5|£e -
interact and leamn about opportunities to ) ;urc?aémg l:"cl‘h?zd“ ;’"'dc
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LED A19, 6W, Dimmable, 93CR! 470 Lumen, 2700K, P = UCIBuy Shared Favorites Request
. Form
25000 Life, 40W Replacement « mLc v  UCIBuy Training Guide ( pdf)
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Product Searché

General Search Bar

A. Type in the product or descriptors in the search field and select Go.
o For best results, use the default setting ‘Everything’ in the Shop field drop down
menu.
B. System generates broad search results from all hosted catalog content, allowing for
comparison shopping.

W Shop General Search - All Hosted Catalog Content

Search Everything ﬂ E

Dedicated Supplier Search or Punchout Supplier

A. Click on the Supplier tile containing the logo to bring up a dedicated search bar that can
be used to search for items from that specific supplier only.
B. For Punchout suppliers (denoted with the + sign), select Punchout to access the
contracted catalog.
a. Each Supplier's Punchout site differs slightly, in appearance and functionality, but
typically resembles the supplier’s public website.
b. The UCIBuy Punchout in the upper left corner of the page indicates that the
user is still within UCIBuy.
c. The Cancel Punchout button in the upper right corner of the page cancels the
Punchout session and returns the user to the UCIBuy Homepage.
d. Search for products and add items to the Punchout cart.
e. Proceed to checkout within the Punchout (this process may vary by Supplier) and
transfer the shopping cart back to UCIBuy.
C. When returning from a Punchout supplier, the user lands on the Cart Review page.
Select Continue Shopping to shop for additional items within UCIBuy.
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Note: Some suppliers offer a dual enablement. Clicking on the tile will open up a dedicated
supplier search bar for Hosted content (A) as well as a Punchout link (B).




m Shopp|ng Carl- for SHAINA S!!@ 2 Item(s) for a total of 265.40 uso

Proceed to Checkout

Name this cart: UCIBuy Test

Filters and Favorites

A. Add keywords to the result set to further refine your search.
B. Filter by supplier, product flag, and more.

o Clickthe * iconto apply multiple filters.
C. Sort by any of the options listed.

o Sorting should be the last step after entering search criteria and filters.
D. The Add Favorite button saves your commonly purchased items to your favorite’s

folder.

o See Favorites Chapter for more details.
E. Select Add to Cart to place the item in your cart.
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Go to: advanced search | favorites | quick order  Browse: suppliers | categories | contracts

Results for: Everything : glassware

Showing 1 - 200 of 4000+ Results What does “+"

7| | Resuits Per Page [200 V| Sort by:
Glassware Assortment Kit, Designed for us Part Nur?'her S,
Description L
Shipped in a reusable storage box, GL Sia ific

Part Number 590311
Manufacturer Info

Packaging UOM
GLSKIT1 - (United g\ 1 sfier

AN ¥ (Price: Low to High)

Cleaner, Glassware, Macron, 1 qt., CHEM S& EP;,ICE: t"gh L) L,ow:' b4 1/EA
from Fisher Scientific

Part Number ME21571
Manufacturer Info 2157-04 - (Macron)
BN\ & 2

Kit, Chemisty Glassware, Corning, PYREX, Components with 19/22 std.
taper joints, With 250mL and 500mL round bottom boiling flasks, 6949E
1/CS from Fisher Scientific

Part Number 1130055
Manufacturer Info B949E - (Corning Life Sciences Glass)
BN\ ¥

Set, SPE Glassware, Kimble-Chase Kontes, For extraction manifold, 47mm
Funnel, Base, Screen, Clamp, 971100-0047 1/EA from Fisher Scientific
K&711000047

971100-0047 - (Dwk Life Sciences Lic)

Part Number
Manufacturer Info

Al

Detergent, Glassware; Fisherbrand; Sparkleen 1; For manual washing; Fast-

dissolving powder; Removes organic and inorganic deposits; Contains
phosphates; Softens water; 3.33 Ib. (1.5kg); 1/EA from Fisher Scientific
Part Number 043204
Manufacturer Info 043204 - (Fisher Scientific)

BN &

mean? _Com
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80.52 o0
1Qt, EA
Add to Cart |¥
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31.50 usp
3.33lb, EA
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Comparison Shopping

A. On the search results page, users can Sort by selective criteria or change the number of
Results per page.
B. To compare items, select the compare link located under Add to Cart.

o Users can compare like products from different suppliers or similar products from
the same supplier. The example to the right displays like products (Kimwipes)
from different suppliers (i.e. Sigma-Aldrich and Office Solutions).

o After selecting on compare, the text changes to remove, providing the option to
remove the product from comparison.

o It's recommended to pick no more than five items to compare at a time for ease
of viewing.

o Select the blue Compare Selected button to view the product comparison
screen. Note: Compare Selected button is grayed out when no items are
selected to compare.

Shop |Everything v| kimwipes 3 Go | I

Go to: advanced search | favontes | quick order  Browse: suppliers | categories | contracts

Results for: Everything : kimwipes
Showing 1 - 9 of 9 results

Results per page !EDD le @ |So-rt by: | Best Match ha 4|Pagelofl x| ?
Kimwipes® holder, L x W x H5 in. x 5in. x 2 3/4 in. 22.40 uso

na-Aldrich EA

Part Number Z169102-1EA 1 Add to Cart u

Manufacturer Info 7169102 - (SIGMA-ALDRICH) ¢
anufacturer Ir Z169102 - (SIGMA-ALDRI add favonte | compare

from Sigr

Kimwipes® disposable wipers, L x W 15 in. x 17 in. from Sigma-Aldrich 257.00 uso
Part Number Z1BEO64-15PAK EA
Manufacturer Info 2188964 - (SIGMA-ALDRICH) 1 | Add to Cart |¥|

add favorite

24.40 5D
EA
Add l:_u('.aﬂ v

add favorite]| compare

Kimwipes® disposable wipers, L x W 15 in. x 17 in. from Sigma-Aldrich

b Part Number BESG4-1PAK

Manufacturer Infg Z1BBO64 - [SIGMA-ALDRICH)

Part Number
"

TOWEL KIMWPS, EX-L,WE from Office Solutions, Inc.

Part Number 4l

‘,ﬁ. & Manufacturer Infc KIM34155 - (KIMBERLY CLARK

larger image

add favorite

compare



C. The Product Comparison Shopping page displays information about each product.
The following criteria may be useful when comparing products:
o Price per UOM
o Packaging UOM

Note: Additional Supplier flags that denote Small Business (SB), California based (CA), price
includes shipping, etc.

D. Product(s) can be added to the shopping cart in two ways from the comparison screen.
In the Add to Cart row, change or verify quantity and select Add to Cart. Or, check the
box for the selected item in the Select row and select Go. This updates the shopping
cart subtotal in the upper right corner.

E. Select <<Back to Search Results (located at the top and bottom of the page) to
continue shopping.






