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Objectives
Upon completion of this section, you will:

Have an overview of BEN, BEN Financials and BEN Buys

Know the desktop requirements for BEN Financials

Understand the role of the Requisitioner Only responsibility

Learn the policies surrounding the requisition and purchase order process
Know how to access the Requisitioner responsibility

Understand how to create Marketplace and/or non-catalog item requisitions
Learn how to manage requisitions (i.e. approve, reject and forward)
Understand how to enter and view receipts using the Requisitioner responsibility
Learn how to manage notifications

Know where to go to find out how to customize your ‘Homepage'
Understand how to research requisition and purchase order information
Know how to utilize BEN Helps

Learn how to find information about Suppliers

Understand how to log off from BEN Financials




Overview of BEN

Business Enterprise Network (BEN)

Penn’s business and financial management systems which includes
e Web-enabled applications and tools
e Support structure

Desktop Configuration
Consistent with current University standards

http:/ /www.finance.upenn.edu/ben/benfin/desktop req/

Local Support Providers (LSP’s)

http://www.upenn.edu/computing/view /support/staff.html

. List of primary computer support assigned by Center and by Department
Access/Security

Penn eForms

e http://www.upenn.edu/computing/da/eforms/

Important Web Addresses

U@Penn Portal
http://medley.isc-seo.upenn.edu/penn_portal/u@penn.php

e Access to a wide variety of University web sites and information including those listed below
BEN Financials Homepage

http:/ /benapps.isc-seo.upenn.edu

e Access to BEN Financials, BEN Deposits, and BEN Reports
Business Enterprise Network

http:/ /www.finance.upenn.edu/ben

e News, Calendar, BEN Reps, BEN Knows, Frequently Asked Questions, Support Information, etc.
Financial Training Department Web Page

http:/ /www.finance.upenn.edu/ftd/

¢ Information regarding courses offered, register for training, view the Bottom Line Newsletter, etc.
Audit and Compliance Web Page
http:/ /www.upenn.edu/audit/

e Information on controls, compliance mechanisms, and technologies to manage risk as well as
providing guidance on the stewardship of University resources
Environmental and Radiation Safety (EHRS)

http://www.ehrs.upenn.edu

e Procedures for purchasing hazardous and radioactive materials



http://www.finance.upenn.edu/ben/benfin/desktop_req/
http://www.upenn.edu/computing/view/support/staff.html
http://www.upenn.edu/computing/da/eforms/
http://medley.isc-seo.upenn.edu/penn_portal/u@penn.php
http://benapps.isc-seo.upenn.edu/
http://www.finance.upenn.edu/ben
http://www.finance.upenn.edu/ftd/
http://www.upenn.edu/audit/
http://www.ehrs.upenn.edu/

Overview of BEN (continued)

Purchasing Services Web Page

http://www.purchasing.upenn.edu/

¢ Information about BEN Buys, the Commodity Matrix, Supplier information, etc.
Need Help?
Dial 6-HELP (6-4357 or 215/746-4357)
e Enter your two-digit School or Center code
e BEN Helps is available 9:00 a.m. to 5 p.m. Monday through Friday
BEN Knows Web Page

http://www.finance.upenn.edu/benknows/

e Web site to browse and search for possible solutions to your BEN Financials and BEN Reports
questions
Penn eForms
Penn eForms are required for entry to most University financial systems. These eForms should be processed
promptly to ensure system access following training. If an eForm has not been processed within two
months or more of attending a training course, you will be required to repeat the course to obtain
access.

@« If you need your BEN Financials password reset call 8-1099.



http://www.purchasing.upenn.edu/
http://www.finance.upenn.edu/benknows/

Glossary of Terms

Accounts Payable

The University's Accounts Payable department is responsible for the timely processing of Supplier
invoices issued against University approved purchase orders. Upon shipment of products, or services
performed as requested on the official University purchase order, the Supplier is required to submit all
corresponding invoices in a timely manner directly to Accounts Payable (within 1 or 2 business days
from shipment or service) as instructed on the purchase order. In order to be processed by Accounts
Payable, the supplier invoice must reference the same supplier information contained on the purchase
order, a unique invoice number, the invoice date, and the appropriate University purchase order
number.

Approver
A person with the authority to verify that the contents of a requisition are correct and representative of
an appropriate University expenditure — can be either a PO Manager or a Requisitioner. A
Requisitioner has only internal approval authority. PO Managers have unlimited requisition dollar
approval and are given the authority to approve purchase orders in varying amounts. Purchasing
Services is the final approver for all purchase orders greater than or equal to $5,000.

Approver Check Out
Check out option used by the PO Manager in order to add account information to a requisition. Only
necessary if the budget information was not entered by the Requisitioner.

Assignee
A person who picks-up the Shopper’s cart from the Penn Marketplace and completes the order process
through BEN Buys. The Assignee must have access to BEN Buys and thus must be either a Requisitioner
or Purchase Order Manager.

Attachment
Additional descriptive information about your requisition sent to the Approver, Purchasing Services
(Miscellaneous attachment) or Supplier that will be included on your purchase order. The attachment
may take the form of a URL or text. See the Appendix of this User Guide for additional information.

Buyer
This individual is the first person to actually approve a requisition which systematically creates the PO;
this individual must be a PO Manager. For example, if a Requisitioner creates a requisition, the
requisition is automatically routed to their default approver, i.e. a PO Manager. When the PO Manager
approves the requisition a PO is created. The Buyer is this PO Manager for this PO.

Category
The code used to group items with similar characteristics. For example: Office.Supplies,
Computing.Desktop, Research.Laboratory or Services.Catering.

Checkout
Processing workflow for completion of a requisition used by the PO Manager and the Requisitioner
Only to include University Contact information, Delivery, Accounts and Attachments to the requisition.
Also used by the Requisitioner Only responsibility with the ability to bypass account entry.

Default Approver
The individual to whom your Requisition or PO is automatically routed for additional approval. Each
individual’s Default Approver is determined by their School, Center, or Department and is set up at the
time a user submits their BEN Financials Application Logon ID Request Form found at the link below:
http://www.finance.upenn.edu/forms/aixIf.pdf



http://www.finance.upenn.edu/forms/aixlf.pdf

Glossary of Terms (continued)

Deliver-To Location
The location where goods or services are to be delivered by the Supplier. The default deliver-to
location can be changed by navigating to the My Profile page. This default location is used on all your
requisitions, but you can change the deliver-to information manually on any requisition or any item(s)
on a requisition.

EDI Suppliers
Penn Marketplace Suppliers that have agreed to electronically receive University purchase orders and/or
submit electronic invoices via Electronic Data Interchange.

Edit Lines
The place within the requisition to enter Delivery, Accounts, and Attachment information to the
requisition. All PO Managers must go to [Edit Lines] to enter the appropriate information. Individuals
with Requisitioner Only responsibility may bypass entering this information. Their PO Manager will be
required to add the information upon review of the requisition.

Invoice
The Supplier document sent to the University’s Accounts Payable Department to initiate payment for
goods and/or services provided by the Supplier.

Item Description
A detailed description of the goods and/or services required.

Item Type
Used in non-Marketplace requests to further describe the type of item you are requesting as either a
Goods billed by quantity, Goods or service billed by amount, Services billed by quantity.

Need-By Date
The date when you need the item or service delivered. Default value is set by navigating to the My
Profile page. The date is based on order date plus a given humber of days. The default need-by date
is used on all requisitions, however you can change the need-by date manually on any requisition or
any line item(s) on a requisition.

Non-Catalog Request
Items that are not listed in the Penn Marketplace, but are provided by a Marketplace Supplier can be
created in the Penn Marketplace.

Non-Marketplace Request
A requisition created for items not available in the Penn Marketplace. It is possible to include both
Marketplace and Non-Marketplace items on the same requisition. See Item Type above for additional

information.
Note
Additional information or special instructions about the requisition that you want to bring to the
attention of the approver. . See the Appendix of this User Guide for additional information.
Notification

System generated information to notify you of an action you are To Do or that an action has been
completed (FYI — PO has been approved) or is to be completed in the future (FYI — Receipt
Required or Rejected).




Glossary of Terms (continued)

Penn Marketplace
The Penn Marketplace provides an efficient and user friendly process for faculty and staff to order most
commonly required products and specific services from University contract and preferred suppliers.
Hosted by SciQuest Incorporated, the Penn Marketplace streamlines the order creation process,
promotes utilization of strategic supplier relationships, provides cost savings opportunities, and
increases customer satisfaction. All Penn Marketplace items will reflect University contract pricing.

PO Manager
Person who has been given authority to purchase goods and services on behalf of the University. The
PO Manager has the authority to create and approve a requisition thus generating a Purchase
Order which will be sent via Electronic Data Interchange (EDI), fax, or US mail to the Supplier.

Pre-Approved
Status given to a requisition or purchase order that has been approved by a University delegate with an
authorized dollar approval limit. If the document is forwarded from one individual to another for
additional approval, not in the creators ‘approval hierarchy’, its status is considered ‘pre-approved’.

Procurement Credit Card (Penn Purchasing Card)
A corporate credit card issued to an employee to purchase items directly from a Supplier instead of
creating a requisition or purchase order. (Refer to the Commodity Matrix
http://www.purchasing.upenn.edu/buyinfo/matrix.php for guidelines for processing transactions.)

Notice Regarding Penn Purchasing Card - All purchasing activity with Penn Marketplace
Suppliers MUST be processed via the BEN Buys purchasing system. For more information consult the
Purchasing Service web site at http://www.purchasing.upenn.edu/buytools/card.php.

Purchasing Services

Purchasing Services is a Supply Management department under the auspices of the University's Division
of Business Services. Purchasing Services is responsible for appropriately $750 Million of annual direct
spend and an additional $300 Million of annual indirect spend leveraged collaboratively with other
supply and fulfillment related departments.

Purchase Order (PO)
Document sent electronically, via fax or US Mail to the Supplier to fulfill your requisition. Each Purchase
Order is given a unique number and is an agreement from the University to the Supplier that funds
have been encumbered for the purpose of acquiring the specified goods and services from that
Supplier.

Receipt

Electronic document created by the Requisitioner for items received or services performed in a
satisfactory manner.

Goods received as requested - Positive receipt of goods and services is required by the Requisitioner
for all purchase orders valued at $5,000 or greater. Positive receipt of goods and services is required
regardless of the purchase value if the "Receipt Required” is activated upon creation of the requisition.

Damaged goods - The designated receiving agent (Requisitioner) is responsible for notifying the
Supplier and the freight transport company immediately upon the discovery of damaged goods, and
notifying the Accounts Payable Department in any instance where goods or services are discovered to
be in less than satisfactory condition or are not in accordance with the terms of the purchase order.



http://www.purchasing.upenn.edu/buyinfo/matrix.php
http://www.purchasing.upenn.edu/buytools/card.php

Glossary of Terms (continued)

Receipt Quantity
The quantity of items or services received in a satisfactory condition from a Supplier. The Supplier may
ship the total quantity you requested in several shipments. In such cases, the receipt quantity will not
equal the total quantity you requested until the final shipment is received and receipted.

Requisitioner ("Requestor”)
An individual (PO Manager or Requisitioner Only) who has been given authority by the University to
submit electronic requests (Requisitions) for items or services from approved University Suppliers.

Requisition
An electronic request created by the system when a user saves the contents of a BEN Buys Shopping
Cart which can hold items from the Penn Marketplace and/or Non-Marketplace requests. The
requisition is the document from which purchase orders are created. A single requisition may result in
multiple purchase orders.

Shopper
An individual who does not have access to BEN Buys but creates a Penn Marketplace shopping cart
through the Purchasing Portal. The Shopper must assignee the cart to an individual who has access to
BEN Buys (see Assignee) so that the order can be completed through the BEN Buys checkout process.

Shopping Cart
An electronic "basket" used for holding items until the Requisitioner instructs the system to enter
(save) them into a requisition. A Penn Marketplace Shopping Cart holds items requested from the
Penn Marketplace during one session. Items from the Penn Marketplace are moved to the BEN
Buys Shopping Cart when the [Return to BEN Buys Shopping Cart] button is activated. The BEN
Buys Shopping Cart holds items and services from both the Penn Marketplace and Non-
Marketplace requests.

Supplier
A company or an individual that provides a product or service to the University in exchange for money.

Supplier Item Number
The number the Supplier uses to identify an item.

Unit of Measure (UOM)
Designation such as EACH, BOX, PACK, etc. that specifies the unit or volume in which the product may
be purchased. BEN Buys recognizes the United Nations (UN) standardized UOM codes. A Unit of
Measure is pre-set for items in the Penn Marketplace.




Requisition vs. Purchase Order

A REQUISITION is an internal electronic request for goods and services.

¢ Provides a review control mechanism without committing University funds.

A PURCHASE ORDER is a legally binding document to an external Supplier for goods and services.

e Provides further review and allows for appropriate authorization based on dollar approval limits.
¢ Functions as a control mechanism in committing University funds for a purchase.
e Provides SUPPLIER with a document guaranteeing payment for goods received or services rendered.

Action Requisitioner | PO Manager*' Comment
Create a Requisition v N All procurement requirements are
q created in Requisitioner responsibility
Create a PO N N*2 POs are created upon approval of
Requisition
Approve/Reject a Y Y Requisitioner approval will still require
Requisition approval by a PO Manager
Approve a Purchase N3 v
Order
Reject a Purchase Order N*3 Y
Edit Rejected Purchase
N Y
Order
Cancel a PO or a PO Line N Y
Finallv Close a PO N N Finally Close only done by Accounts
y Payable
Invoice Inquiry N Y

Requisitioner can only process
receipts for the requisitions they
created. PO Manager can process
Receipts Y Y receipts for: 1) requisitions they
created; 2) persons who have left the
University or are out on an extended
leave of absence.

Alerts are processed via MarkView.

Manage Oracle Alerts N Y Only Buyers receive Oracle Alerts.

*1 This is a comparison of actions in each responsibility. PO Managers will have both the Requisitioner and PO
Manager responsibility.

*2 POs are generated by requisitions when a requisition is approved by a PO Manager. POs can't be created
independently.

*3 This function is performed only from the PO Manager responsibility.

10




Hierarchies

Requisition Hierarchy

A Requisitioner creates a requisition which is then systematically routed to their Default Approver for
further approval. When a PO Manager creates a requisition it is systematically approved and a purchase
order is created.

Requisition Reviewer may be inserted into the hierarchy, depending on the requirements of your
School/Center. This person could possibly be a Requisitioner or a PO Manager. In this capacity the
Requisition Reviewer only reviews the requisition. The requisition must be forwarded on via the requisition
hierarchy for further approval.

e This option may be useful, for instance, in laboratories where technicians may create a requisition,
which then requires approval by the principal investigator before being converted to a purchase order.
Note: This individual approving the requisition must have access to the BEN Buys system.

e The first PO Manager to approve a requisition will ultimately become the buyer on any purchase orders
resulting from that requisition.

Requisition Approver will be the last person to receive the requisition, review it, and subsequently
approve it. In many cases, they will be required to enter all required account information, based on notes
that have been completed by the creator or reviewer. Note: This individual must have the PO Manager
responsibility, as their approval will cause this requisition to transition into a Purchase Order(s).

Purchasing Hierarchy

The Buyer is the first person to actually approve a requisition which systematically creates the PO.
Depending on the approval dollar limit, the PO will either automatically forward to the Supplier or be routed
on for the next level of approval. Once a requisition is approved, no action is required by the Buyer to
move the document forward.

e The Buyer will receive all Oracle Alerts for their POs.

The Purchase Order Approver is required when the total dollar value of the PO exceeds the approval
dollar limit of the buyer.

e Purchasing Services must approve purchase orders that exceed $5,000.
e If a PO Manager has an approval dollar limit greater than $5,000, any POs less than their dollar limit,

but greater than $5,000, the PO will still be systematically routed to Purchasing Services for final
approval

11




Hierarchy Structure: Requisitioner vs. PO Manager

Responsibility Requisition | Purchase Order Comment
Hierarchy Hierarchy
Requisitioner Only | No $ approval N/A Can create a requisition to be

approved by a PO Manager

PO Manager

Unlimited

$ Approval Limit*

Can create and approve a
requisition, resulting in a purchase

*4s set by the PO grder reject requisit
. an approve/reject requisitions
Manager’s Department forwarded to them
Can approve/reject POs forwarded
to them
All POs >$5,000 require
Purchasing Services approval
Two Hierarchies result in two workflows:
Requisition
Comment
Status
The requisition is awaiting final
approval from a PO Manager. The
In Process Requisitioner can ‘change’ this
requisition in this status.
The requisition is not been complete
Incomplete i.e. the checkout process has not been

started.

Pre-Approved

The requisition has been forwarded to
either a Requisitioner or a PO Manager
who is not in the Requisitioners’
approval hierarchy.

The requisition was rejected by the
next person in the hierarchy and sent

Rejected back to the Requisitioner. The
Requisitioner can either edit and
resubmit or cancel this requisition.
Once the Requisition is approved, a PO PO
will be created, and have a status as S Comment
listed at right: tatus
Approved - —
The purchase order is over the dollar limit
of the requisition approver and is waiting
In Process for the approval of the next person in the
approval hierarchy.
The requisition is not been complete i.e.
Incomplete the checkout process has not been

started.

Pre-Approved

The purchase order has been sent to a
PO Manager not in the person’s approval
hierarchy.

The purchase order was rejected by the

Rejected next person in the hierarchy and sent
back to the Buyer of the purchase order.
Approved The purchase order has been sent to the

Supplier electronically, fax or US mail.

12




Workflow between Requisitioner, PO Managers, and Suppliers

%Ol\:klillgx ! Purchase Order
i e
w/Requisitioner Staff : a.k.a. Application
Requisition : Supplies/Services

Delivered to

a.k.a. Internet Procurement (IP) Requisitioner

Note - Requisitioner is

Supplies/Services _ Responsible for
: Delivered to Entering Receipts in BEN Buys
O 1 Requisitioner
@)
! O
I
Requisitoner '
Only Staff PO MaAnager | ek
: anager
! B
Creates Requisitions !
also |
Routed ’ !
Reviews & Adds
Creates to PO Manager Account Info I Routed to Approved
Requisition via via ; PO Manager B PO
A_pproval Approver Checkout : via Sent
Hierarchy for | Approval Hierarchy Supplier B
Req Only |
|
i Purchase Order
i above limit of
Approved PO Manager A*
Requisition Requisition
Document Requisition Document
Document - Supplier A
|
Rée quLri‘;\i’t?l?n Purchase Order
below limit of Approved PO Sent
Documept PO Manager A*

\/\ .
*Note - all PO's greater than or
equal to $5,000 will be sent to
Purchasing Services for their
final review and approval
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Purchasing Policies

Competitive Bids

Competitive bids are not required for purchases from University contract Suppliers who are Penn
Marketplace participants. However, Purchasing Services is authorized to require competitive bids on non-
Marketplace requests from University contract Suppliers, if in its judgment, cost savings may be realized
or other University objectives achieved.

Purchases from non-contract Suppliers, not participating in the Penn Marketplace, with an aggregate value
of $5,000 or more must be competitively bid.

Three bids from competent sources of supply will be required. However, circumstances may exist when
fewer than three bids or more than three bids may be appropriate.

Bid Waivers

Purchase orders for which at least three bids cannot be obtained must be accompanied by a "Request to
Waive the Competitive Bidding Process” or a “Bid Waiver Justification." This request must be entered into
BEN Buys via the Attachment tab, Attention to: Miscellaneous at the line level for review and approval by
Purchasing Services. See the Appendix of this User Guide for additional information.

Service Contracts

Purchasing Services analyzes all Supplier contracts/agreements and acts as University signatory authority for
all Supplier contracts/agreements, such as lease agreements, maintenance and consulting contracts, etc.

If a Supplier requires a signed contract to deliver their goods or services, enter a requisition with an

attachment to Purchasing Services (Miscellaneous) informing them the contract will be delivered under
separate cover. Forward the original contract to Purchasing Services for signature. Be sure to note the
resulting PO# on all pages of documentation prior to forwarding the document to Purchasing Services.

Funds Checking

When an account number is entered on a requisition, BEN Buys verifies that funds are available for the items
you wish to purchase.

Everyone is to heed advisory warnings and to manage all expenditure transactions within available
resources.

If your transaction fails funds checking, always check the account combination being used to ensure that a
number has not been entered incorrectly.

When the fail funds checking with an advisory warning:
o Use a different and allowable source of budgeted funds

o Do not execute the transaction

14




Logging on to BEN Financials

From the U@Penn Portal Business Tab (http://medley.isc-seo.upenn.edu/penn_portal/u@penn.php)

Click on BEN Financials>BEN Financials Homepage or type http://benapps.isc-seo.upenn.edu/

& These are websites you may want to create a "bookmark” or “favorite” in your web browser

Access & Forms
BEN Helps systems 15 hmited to authorized University staff and faculty.
Desktop Requirements
Documentation

Eh

Training

5SS ENTERPRISE NETWORK

ut BEN Contacts News Related Links

i ‘ elcome to the Business Enterprise Network (BEM) site, your gateway to Penn's web-based financial systems and related information and services. Access to the

BEN Financials : Core financial system providing purchasing (BEN Buys), payables (SEN Pays), and generel leiger (BEN Balances) functions. Before you log on, check for late-brealing
adwisories and useful sugpestions for using BEN Financials (Last Updated: 02/28/2003)

BEN Reports : System for retrieving financial and sponsorsd project information s Data Warshouse in predefined formats; includes links to other applications such as GRAM and Position

Inventory.

Check here for
important
system
availability

Bend Comments & Inouiries about this site to
Copyright © 2002 University of Pennsylvania 11 Rights Reserved
File Last Updated : Thursday Febmary 28, 2002

Included on this page is the following information:

Across the Top

Contacts — takes you to information regarding BEN Helps and links to the Local Support Providers,
Frequently Asked Questions, and the Financial Training Department

News — takes you to all the published communications regarding BEN

Related Links — takes you to the links for BEN Helps, Desktop Requirements and Setup, Hardware and
Software Requirements, BEN Applications, Documentation, Training Information, Purchasing Services,
Information Systems and Computing, Office of the Comptroller, and Office of the Vice President for Finance

Along the Side

Access and Forms — takes you to the Document Forms Library which includes forms for BEN Reports, BEN
Financials Printers, and Logon Request Forms

BEN Helps — takes you to the procedures for BEN Helps and includes a list of the 2 digit code for each
School and Center

Desktop Requirements — takes you to the Hardware and Software requirements, installation of the J-
Initiator plug-ins for Internet Explorer and installation of MarkView Web Client

Documentation — takes you to the documentation for BEN Balances, BEN Buys and BEN Reports

FAQ — takes you to the ‘Frequently Asked Questions’ for all the BEN activities including BEN Helps, BEN
Teaches, and General Usage

Training — takes you to the Financial Training Department homepage
Click on the BEN Financials link to login to BEN Financials
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http://medley.isc-seo.upenn.edu/penn_portal/u@penn.php
http://benapps.isc-seo.upenn.edu/

BEN Financials Login Window

D/ZN financials

User Mame |

Pazswaord |

Connect
—_—

e Enter your application User Name and Password
e C(lick on [Connect] or press [Enter]
You will see the message below if you enter an incorrect password or if you attempt to login when the

system is unavailable (e.g. after 8:00 p.m. EST on weekdays).

Oracle E-Business Suite

—

/Velcome to Oracle E-Business Suite

@ Error

Either the system is unavailable or you have entered an incorrect password. Please check systemn availability and then try again. If you have any questions, please contact your EEN System
Administrator or BEM Helps.

-nter your username and password to login
Indicates Required Field
* Ugername

* Pasgword

( Login ) Cancel )

e If you forget your password, go to:
Customer Service
3401 Walnut Street, Suite 265B
215-898-1099

& Requires Penn ID

16




BEN Financials Homepage

. -
F-Business Suite Homae Lot Preferences Help
(3 Budget Entry (Secured) Flease click on & responaibility link to display the list of available applications.

(1 Ereeze Grant (Secured)

(] Freeze/Unfreeze Grant (Secured)
(3 GL Inguiry (Secured)

() GL Repaorting (Secured)

(3 Journal Entry - General

(3 PO Manager

(O3 Requisitioner

(27 User Preferences

Logout | Preferences | Help
Copyright 2000-2004 Cracle Corporation. &l rights reserved. Frivacy Statement

e When you click any one of the BEN Balances, or Requisitioner, PO Manager, or User Preference
Responsibilities the system displays the E-Business Suite Homepage.

= (lick on any of the responsibilities listed in the left panel and the navigation path for the responsibility

automatically changes in the right panel.

M= -Business Suite Home

Home Logout Prefetences

(23 Budget Entry (Secured)

Requisitioner

(03 GL Inguiry (Secured] E Eequisitions Home Page I —
(3 GL Repotting (Secured) =] Supplier List 2 5
(23 Journal Entry - General |E] PO Action Histary
(3 PO Manager |E] Shipment Information
o S
(23 User Preferences
3
Home | Logout | Preferences
Copyright 2000-2004 Cracle Corporation. &l rights reserved. Erivacy Statement
4

1. Requisition Home Page link is where to begin shopping for goods and services.

2. Supplier List link is a listing of all the University Suppliers and information such as PO Sites (including FAX

number), Pay Sites, Contract or Non-Contract Supplier, etc.

3. PO Action History link is basic information regarding the purchase order such as Date, Amount, Supplier,

Status and Buyer.

4. Shipment Information link is additional information regarding the purchase order such as Ship-To
Location and Contact Info.

5. Home link returns you to the BEN Financial Homepage
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User Preferences (Optional)

e From the BEN Financials Homepage, click on User Preferences to change your password

& Users will be prompted to change their password every 30 days. User Preference is used to change
your password when desired.

ORACLE"

* Applications

General Preferences | %

[ General Preferences
odify your preferences and then click on the Apply button

Enown As |
Cld Password |

Password |

Eepeat Password |

e C(lick on [Apply]

e (lick on thels to return to the BEN Financials Homepage
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Requisitions Home Page

s

W ﬁmiah Requisitians 6, 7, 8, 9, 10 % Shopping Cart Home  Logout  User Preferences  Help
- Requisitions Feceiving
Marketplace Request | Mon-Marketplace Reguest
Shopping Cart
Shop
3 11.12. 13 Your cart containg 1 line.
Shop at Penn Marketplace
Recently Added Lines
o Burner, Matu... 1 Each
My Requisitions
\Full List ) Wiew Cart and Checkout |
Requisition Description Total (USD) Status Change
1021335 PC's for the Department - Laptop 9,300.00 Approved Purchasing News
1021334 null--5.5ft Dual Ir Co2 Incubator 12,306.94 Approved
1021333 Dry ice shipping 14.99 Approved This is the PERF Test of
1021332 Freezer Walarm & Recrd 9,869.82 Incomplete Breaking News!! -09/02/08
e e Cat% 22 468.82 Incomplete Faina testing again.
My Notifications New Research commodity -
Full List ] HEALTHCARE SUPPLIES -

Type From Subject Sent added to BenBuys.
PO Approval STDTOS02, BEM PO# 2069299 Revision# 0 has bheen approved 13-Oct-2008
PO Approval STOTOE0Z, BEN PO 2069295 Revision# 0 has been approved 13-Oct-2008 Telrose Corporation
PO Approval STDT0802, EEN PO# 2065252 Revision# 1 has been approved 13-0ct-2008 New Office Products
PO Appraval STDTOE99, BEM PO# 2059246 Revision# 0 has been Rejected 10-0ct-2008 Confract S'-.'PP“'?"-
PO Approval  STDTOS99, BEN PO# 2069228 Revisior# 0 has heen Reject 10-0ct-2008 Effective April 1, 2008. 15

4

1. Shop at Penn Marketplace link (a.k.a. Marketplace Request) is your first step in creating a requisition for
Marketplace or Punchout Suppliers

2. Create Non-Marketplace Request link is used to requisition goods or services not available through the
Penn Marketplace

3. My Requisitions — contains a brief listing of the most recent Requisitions created by the user including the
Requisition Number, Description, Total, Status and Change
o Click on the Requisition Number or Description to view Requisition details — including PO
Number(s) generated by your Requisition
« Click on Status to go directly to View Approval History for that specific requisition
« For additional information and search options click on the Requisition Status Tab

4. My Notifications — contains a brief listing of the most recent FYI and TO DO Notifications. These
notifications may or may not require an action by the receiver of the notification, e.g. approval or receipting
of a requisition or a purchase order.

. . A i i %urchasingSer\riceLinks
Links — displays useful Purchasing Services links at the bottom of the homepage — | Breaking hlews

Procure-to-Pay Project

Shopping Cart - link to retrieve saved shopping carts or return to an “in process cart” %ﬁmam
Purchasing Contacts

. . . e . FPurchasing Policies

Home - link to return to menu with list of responsibilities available to the user Commodity Matrix

Supplier Promotions

Logout - link to sign on to BEN Financials again

© © N o u

. User Preferences — link to change password and set up user Profile, i.e. Requestor Name, Deliver-To
Location and Favorite Charge Account(s)

10. Help — will provide you with access to Oracle help documentation
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Requisitions Home Page (continued)

11. Shop Tab - this tab brings you to the Requisitions Home Page

12. Requisition Status - The Requisition Status Tab contains the following sub-tabs

Requisitions — provides a complete list of requisitions created by the user including the requisition
number, description, total, creation date, status and PO (order) #

Notifications — BEN Buys creates various types of Notifications for
viewing and/or performing certain activities

FYl Motifications

« FYI Notifications - are typically for informational purposes and Motifications From Me
do not require action, other than closing. The FYI Notifications Open MNotifications
that do require action include adjusting rejected requisitions To Do Motifications

and/or purchase orders.

« TO DO Notifications - require action on the part of the receiver such as approving or rejecting a
requisitions and/or purchase orders

F{eqmmtmna I Have Apprwed J

Approvals — list of requisitions either ‘to Approve’ ore that ‘I Have
Approved’ Reqmmtmns I Have Apprwed

13. Receiving — list of all requisitions created by the user for which a systematic receipt is required when the
goods or services have been received as well as a list of all requisitions that have already been
systematically received

14. Shopping Cart — Displays the number of lines in your current shopping cart prior to clicking on [View
Cart and Checkout]

15. Purchasing News — news items related to purchasing regarding procedures, tips and Supplier updates
provided by Purchasing Services.
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Requisitions Home Page (continued)

User Preferences — My Profile

e Prior to entering and/or approving your first requisition, you must click on the ‘User Preferences’ tab’
then click on the ‘My Profile’ link to verify your default information
& The Requestor Name and the Deliver-To Location will be blank and must be updated upon recejpt of
your username and password.
b2n financia equisitions Shoppinaart Hone Lodout Liser Preferencss Hely
e When you click on User franasts fe
Preferences you arrive at the o eneral Preferences
Change Password screen s o P (o) )
e From here click on My Profile g [
e Enter your Requestor Name, i.e. Fepest Pessvers
- User Name = MURRAYB Lorcel) (lonh)
- Requestor Name = MURRAY, BARBARA 10051234
e Add a Deliver-To Location
e Add a Favorite Charge Account(s) if desired, by clicking on [Add Another Row]

m financials Requisitions

Shop

Shopping Cart Home Logout User Preferences  Help

Reguisitions Receiving

My Profile
* |ndicates required field

o User
Big "yences

Clear Changes ) | Apply Changes |

* Password

o Application
+ My Profile
I—

Delivery

= Meed By Date Offset |2 4
= Meed By Time IDD'DD

[Example: 17300

Note: The Need By Date Offset
defaults to 2 days automatically. Feel
free to change here or per request.

* Requester ISTDTDBDQ, BEN Q?

= Deliver-To Location ISAS-ASIANFMID EAST 9« ‘

Favorite Charge Accounts
Use the Select column to set your primary favarite charge account.

Primary] for one of the Favorite

Be sure to click on [Set as

Charge Accounts

Select Account: [ Set as Primary )
Select =Nickname

@ |Agian & Middle East

Penn Accounting Flexfield

|DQD-DW 02-1-000000-5220-4550-0000 S5
CNAC-ORG-BUDGET CHK:-FUND:-0BJECT-PROGRA-CENTER REF:

Primary Delete

il

Clear Changes | | Apply Changes |

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | User Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

Brivacy Statement  Primary  Delete

[C S1an C=EE]

|00 T~ T- OO 2 A= 3500
CHAC-0RG-BUDGET CHE:-FUNDO:-0OBJECT-PR

|DQD-DW (03-1-000000-5220-4401-0000
CNAC-0R G:-BUDGET CHE:-FUND: OBJECT-PR

e |Eli0|0gy Departrment

Add Another Row |

Shop | Requisitions | Receiing | Shopping Cart | Home | Logout | User Preferences | Help

—

i}
i}

OGRAW--CENTER REF:
g

OGRAW-CENTER REF:

Clear Changes ) ( Apply Changes |

When finished updating defaults click on \
| Apphy Changes |

A confirmation message appears indicating you wiil

Confirmation

need to logout and login to see your defaults
activated

ABC.

The selected preferences will be applied nesxt tirme you lodgin

& Note the flashlight icon which indicates there is a list of values for this field. Type in a partial value or
keyword, click on the flashlight and select the desired value. You may need a wildcard % for certain fields. ABC %
finds all values that begin with ABC. %ABC% finds all values that include ABC. %ABC finds all values that end in
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Shop at Penn Marketplace
Penn Marketplace - Home Page

The Penn Marketplace provides an efficient and user friendly process for faculty and staff to order most
commonly required products and specific services from University contract and preferred suppliers. Hosted by
SciQuest Incorporated, the Penn Marketplace streamlines the order creation process, promotes utilization of
strategic supplier relationships, provides cost savings opportunities, and increases customer satisfaction.

AA Y _userinfo |

b@n buys =

Home/Shop

home/shop

Cancel Cart

' /{hop | Everything

=1

advanced search }

Go to: favorites | non-catalog item | quick order

Browse: suppliers | categories | chemicals

Action Items ? Showcased Suppliers I
- My Carts ] ( W
Carts - Recently Complet Riroas ® e FAD ) .
Click on [Cancel Cart] Click on Shopping Cart
to leave the Marketplace |roducts & . link to see summary of
without making a ¢ong) DéLL | o items selected and
selection oS now [Return to BEN Buys
GE Healthcare orders and invoices will now be PRLROSE Shopplng Cart]
transmitted via EDI. For more information lfenovo e Parmmel:h
regarding ordering with EDI suppliers - click
here, J L J
Effective Monday April 20, 2009 the Invitrogen :
hosted catalo_g will no longer be avail_able_. Please Punch-out
use the Invitrogen punchout ordering site for
selecting your requirements.
A. Pomerantz & Co.
To send feedback or questiml._s ll;ehgﬂrding the Penn Marketplace - Qoaiovay GovConnection Punchout Supplier Tast Caption @
Marketplace training snippets for Advanced Product Search and S
anaging Favorites
o wrrs crucial : D .
parmetech punch out Drdﬁqr;r;EEst\E‘eafE?uw available in the Penn ) : E ol Click on the ? for
penn HE‘?L?ESIZ&TVUE’%ﬁ‘ﬁ@%ﬁﬁ.ﬁgr.?eESéT Rebe Tt reluiod in _ i information on any
i ars for ore st GE Henry Scheln nc [ 07 | screen accessed from
-| the Penn Marketplace
fenovo B Fumo =) Homepage
i & The Penn
Marketplace is enhanced
BE periodically therefore it
is best to use their on-

Produst Release Library £ Important Message from Purchasing Servises email: mktplace@pobox.upenn.edu phone: +1 (215) 746-

My Resources

line help for instructional
information.

e The Penn Marketplace Homepage provides a variety of information. Details can be accessed by clicking on

the ? near the upper right hand corner of the screen.

o Home/Shop
o Favorite List

o Product Search

o Carts

o Carty History
o User Info

o Cancel Cart

o Non-Catalog
0 Quick Order
o Browse

= Supplier

Item

= Categories

= Chemicals

o Shopping Cart

o Action Items

o Purchasing Services
Messages

o Showcased Supplier

o Punchout Suppliers

o0 My Resources
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Shop at Penn Marketplace (continued)
e The screen below is a summary of an active cart, i.e. your Penn Marketplace shopping cart.

i E There is a 30 minute time -out for BEN Buys so you may want to click on [Save] periodically. In
- thiswayifyoudotime -out, you can retr i ecars>dyroaufrt ccaarrtt siodn

@ If you forget to save your cart and you do time-out, you can access your items from the 'carts>my
recent carts’ tab

Penn Marketplace - Product Search - All O Catalog o sk < [l

home fshop

Refine search here by Keyword,
Supplier, Category, or UOM Shop [Everything | [bookease a Sort Options includes Price

Go to: favorites | non-catalog item | quick order  Browse: suppliers | categories %
Results for: Everything Ckcase + Include similar terms showing 1 - 20 of 2120 results tompare Selected: 0

Refine Search 7| |Products per page [20 x Sort by: [Best Match =l <4 Page|1 xof110 b ?
Add Keywords STEEL BOOKCASE 72X18 GRY from A, Daigger & Co 177.26 UsD
Go Part Number EF3711DG EA Eh
E
By Custom Attribute = 1 Addtocart |-
Green (7) add favorite | compare
By Si i
5. Daiger & Co (5"') Supplier STEEL BOOKCASE 72X12 GRY from A, Dalgger & Co. 140.34 U0
Backman Coultar Inc, (68) 8 Part Number EF37100G EA Eh
GE Healthcare Bio-Sciences (1) k3 )] 1 Addtocart |+
Carolina Biological Supply Co. (26) add favorite | compare
Fine Science Tools (1) more...
By Category STEEL BOOKCASE 42X12 PTY from A, Daigger & Co, 91.23 usp
Accounting forms or aceounting books (38) Part Number EF3T108P EA EA
Activity or resource books for working with M 1 Add to cart | ~
early math manipulatives (4) 2od Tavarfe | compare
Addition activity or resoures books (4) &
Address books or refills (15)
Adijective resource baoks (4) J— STEEL BOOKCASE 29X12 BLK from A, Daigder & Co. 77.19 UsD
) Part Number EF37104K E4 Eh
e e By Packaging UOM Y] ,1— pdd o
12/07 (12) add favorite | compare
E& (777) A
1/EA (1343) Office Depot(R) Brand Traditional Bookcase, 3-Shelf, 44 7/16in.H x 35 1/2in.W x 12 7/16in.D, Antique Black Punch-out to Supplier &
KT (2) more... from Gffice Depat . 1/EA
Part Number Click on [Return to BEN Buys add favarite | compare

Manufacturer Infa

Shopping Cart] to begin the
Checkout process or click on [Add
Products] to continue shopping

b - b B A . userinfo | G Cart 2009-07-09 MURRAYB 01 | 4 item(s), 429.12
o ours Cart - Draft Requ for [T | I, e
p | User info B
active ca avevitas N
create Gart Click on [Save] to save and name add Products| — [N —* [Return to BEN Buys Shopping Cart]
dd o Ctalag T your draft cart if you are not ready B8

Cart Nz to checkout __—

Isupplier 7 Line Item Details

7
Shew line details For selected line items | Add To Favorites x| Ge
A. Daigger & Co. A ER more infe...

Add non-cataleg item for this supplier...

Product Description Catalog No Size f Packaging Unit Price  Qty/UOM Ext. Price [T
STEEL BOOKCASE 72%18 GRY  more info... EF37110G EA EA 177.26 [T ea 177.26 USD [
polish for bookcase U more info... 12345 EA 1055 1 ea WS5UsD0

supplier subtotal 187.81 USD

CDW  rmore info.,

The items wers retrieved from an estarnal supplier sits, thersfare your ability to edit or visw the items in this application may be limited. Click this message for mare details.
The following lines cannat be accessed on the supplier's website. Click this message for more details.  Line(s): 3

Add non-cataleg item for this supplier...

Product Description Catalog No Size / Packaging Unit Price  Qty/UOM Ext. Brice 7
Creative Sound Blaster Audigy SE Low Profile sound card @ more info. 1012268 EA 2731 1EA 2731USD [
Supplier subtotal /\ 27.31 USD

GE Healthcare Bio-Sciences A more info...

Add non-catalog item for this supplier...
Product Description Catalog No size / Packaging Unit Price
5-HYDROXY[SH]TRYPTAMINE TRIFLU, 1 EA. €@  more info... TRK1008-250uCi 1EA 214.00

EA
\\ Supplier subtot.
Subtotal
Total
\ /
| Note: These items were selected from a Punchout -

Supplier. You cannot update the quantity here. Go back
to the Punchout if you need to add additional items.

Ext. Price |
214.00USD [

214.00 USD

429.12
429.12 USD

Note: This icon denotes a radioactive item for which
Radioactive Material (RAM) # will be required on the
requisition. More info on this is in the appendix.
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Shop at Penn Marketplace (continued)

Non-Catalog Item
& Non-Catalog Items can only be used with Marketplace Suppliers.

The feature allows for ordering an item not listed in the Marketplace but supplied by a Marketplace Supplier

Item information must be obtained from Marketplace Supplier before non-catalog (a.k.a. freeform) item can
order can be entered

Click on [Non-Catalog Item]

Shop |Everything jl Go | advanced search

Go to: fau(rites | non-catalog item | quicborder Browse: suppliers | categories | chemicals

back to shop...

—r

New Product Egrm SKILI1 Search

Part Mumber (5KU) [PC1800 )

Go to: favorites | shop | quick order  Browse: suppliers | categories | chemicals

« Enter item number in the Part No. (SKU) field
« Click on [Search]

Mon-Catalog Item
Dell - EDI change...

+ Show distribution methods

i . N . Unit of
Product Description Catalog Mo. Quantity Price Measure
Computer w30 W AC Adaptor 4.0 GB | [PC1200 1 999,99 |EA =l
24 x CD -
214 charackers gxpand | clear

rermaining

+ Show product details

Save and Close Close

« Select a Supplier
& Reminder — the Supplier must exist in the Marketplace
« Enter the item information, i. e. Product Description, Catalog No. Quantity, Price and Unit of Measure

& Feature may also be used to request special handling/shipping needs for EDI suppliers by adding the
desired information into the Product Description

¢ Click on [Save and Close]

& (lick on [Close] to cancel out of the Non-Catalog Item screen
« Click on the Shopping Cart in the upper right hand side of screen to see non-catalog item added to the list
o Click [Add Products] or [ Return to the BEN Buys Shopping Cart]
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Shop at Penn Marketplace (continued)

Assignee — Pick Up an Assigned Shopper Cart
= A Shopper assigns a Marketplace cart to a BEN Buys user, Requisitioner or Purchase Order Manager.

« The Assignee receives an email advising that a Shopper has assigned a cart

e The Assignee goes to the Penn Marketplace and clicks on the link View Approvals > Carts Assigned to
me and reviews the cart contents and comments

« The Assignee can ‘accept’ the cart and it becomes the active cart or ‘reject’ the cart back to the Shopper

Home/Shop EEPTE R ET Catalog Kaysard
favorte lists | = cart histary | user info
Shop | Everything W Go | advanced search
Go to: favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | chemicals
Action Items ? Showcased Suppliers E
iy Carts . p 3 3 3
T : AbD -
Carts - Recently Completed (5) mmas @ﬂﬂlﬂ __ﬂcroll:c il DocuSense
. . caarch - 1 C Lifa Scianca Apdio Visual Dcument
- Carts Assigned to me Gazes reszarch supplies anbodi Tachsslogies Equipm :.:I: Suolutians
My Assigned Appravals . I ) ) )
Carts Azsgnead 1o mea (2) - g - - -
_ - - .
o9 | [0 do | o | LON || e
E et
Tachnslagy Laptaps & Rasaarch - Tachnalsgy Daskrops B Lifs Seignca
) o ) ) Supplisa desktops Chamicals supplias - Tackaologins
Millipore joins the Supplier I
Showcase Products & 5 .
Promotions program
*
- : TH x| Office mipor ae e B ARon ey
Sigma Aldrich punch out Laptops & Bacument Lefe Science Office Supplies
url:lering site is now deskiops Solutions Techaologles = e
available in the Penn
Marketplace.
Supplier Service Forms b
GE ‘Heaill:hcarinrderf and A Unique Advantage Unlist da KON Capier Service Form g IOM New Lease or Lease Z

e Click on [Return to BEN Buys Shopping Cart] to complete the processing of the accepted Shopper cart

=¥ From Brian | 1 item(s), 339.00 USD

Cmngre e o ]

i . 4 continue Shopping mis) for atotal of 3T o
= Shopplhg Carl o sian capute
Rets to BEN B Sh ing Cart
Marmne this cart: IFrnm Brian | etarn te urs Shopping &4 |
E) Need to review your cart details? Click
\here. y
Have you made changes? &:] | "= Help | | Add Non-Catalog Ttem | | \ Empty Cart \ Ferform an action on (0 items — Select all T
Newark In One, Tnc A m -
The item(s) in this group was retrieved from the supplier's website, what doss this mean?
You can no langer access this itemn(s) an the supplier's wehsite, what does this mean?
Linefs): 1
Product Description Unit Price  Qty/UOM Total [~
Ihfemfgd;grg Rackmount Kit; For Use With:Tektroniz TDS1000B, and TDS2000B Series Oscilloscopes ;RoHS Compliant: NA £ 339.00 usc 1 339.00us0 [
ow 18, EA
m Part Number 11M2084
_ Manufacturer Info  RM2000B - (TEKTRONIX)
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Non-Marketplace Request

To purchase goods or services from an authorized University of Pennsylvania Supplier (with a PO site) that is
NOT in the Penn Marketplace, click on the tab Non-Marketplace Request from the Requisition Homepage.

& All fields marked with an asterisk are required for entering a Non-Marketplace Request.

Goods or senices billed by amaunt v|

m iiaamials Requisitions Shopping Cart Home Logowt User Preferences  Help
Shop Fequisitions Feceiving
Marketplace Reguest | Non-Marketplace Request
Non-Marketplace Request Shopping Cart
* Indicates required field Clear Al ) (Addto Cart ) )
Your cart is empty.
1 ltem Type |Goods billed by quantity j = Supplier Mame | 1,,3?
* ltem Description  |Goods billed by quantity * Qi
Goods or services billed by amount site I "’S?
5 Contact Mame |
* Category | 5 Phone I
Example: RESEARCH LABORATORY Supplier ltern | 7.8.9.10
3 = Quantity | Mt
Example: Enter # of tems
= Lnit of Measure |Each ,,5? 11
4 Example: "Each"
* Lnit Price |
Example: Enter Cost Per LOM
5 6 Clear All ) (Addto Cart) %1
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | User Preferences | Help
Copyright 2000-2005 Cracle Corporation. AN rights reserved. Privacy Statemert
1. Item Type - click on the drop down to indicate whether the requested goods or services are as follows:
o Goods billed by quantity
o Goods or services billed by amount
o Services billed by quantity
2. Item Description — enter as complete a description of the goods and/or services as possible
3. Category — enter the appropriate commodity group
& By clicking on the flashlight icon you can see all the choices available in the List of Values
4. Quantity — enter the appropriate quantity, if applicable Hattthcs Fotont | HowNakatblce Ratuse
. . . Non-Marketplace Request
o For Goods billed by quantity — enter the number of items needed = s i el
o For Goods or services billed by amount — quantity field replaced by amount —» <tom Oesrtn
o For Services billed by quantity — enter the number of hours, days, etc.
* Category
5. Unit of Measure — enter the appropriate unit of measure, e.g. each, box, day, etc. hmen [

6. Unit Price — enter the appropriate cost per unit of measure

7. Supplier Name - enter the appropriate Supplier name

& By clicking on the fiashlight icon you can see all the choices available in the List of Values.

8. Site - this field will automatically populate when you select the Supplier Name from the List of Values

9. Contact Name - Optional field for the Supplier Contact Name
10. Phone - Optional field for the Supplier Contact Phone number

11. Supplier Item - Optional field, but it is highly recommended you
include the Supplier Item # here.

< When you click on [Add to
Cart] the info on the screen
remains to allow for add’ lines
with similar info to be entered

12. [Add to Cart] — click on this button when request is complete with all required information
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Non-Marketplace Request (continued)

Goods billed by quantity

« Example: Athletics needs 10 (Quantity) basketballs at $35 each (Unit of Measure)

M

Non-Marketplace Request
* Indicates required field

ltem Type
= tern Description
* Category
* Cluantity
= Lnit of Measure

= Lnit Price

equest | Non-Marketplace Request

Goods billed by quantity

Basketballs for Penn Yarsity
Basketball teams - 2008-09

% (i e

Season
e
Example RESEARCH.LAEIORATOR;rr
10

Example: Enter # of kems

&
Examiple: "Each” .
35

Example: Enter Cost Per U0

* Supplier Name
* Site

Cantact Mame
Phone

Supplier tem

(Clear Al | | Add to Cart )

b

Goods or services billed by amount

« Example: Rug cleaning services for $125

Marketplace Reguest | Non-Marketplace Request

Non-Marketplace Request
= Indicates required field

fterm Type
* ltermn Description

* Category

* Amount

|Goods or senvices billed by amount V|

Clean carpet in Conference Rooms

SERVICES. CLEANING ,,,5?

Example: RESEARCH LABCRATORY

125.00

* Jupplier Mame
# Site

Contact Mame
Phane

Supplier tem

(‘Clear All ) [ Add to Cart )
CARPET CONMECTION I

EXTON-2
Fred Reinhart
£10-764-7R54

&‘4 &‘ﬂ

|

Goods or services billed by quantity

« Example: Plant watering for 7 months (Quantity) at $500 (Rate per Unit) per month (Unit of Measure)

Marketplace Request | Non-Marketplace Request

Non-Marketplace Request

* Indicates required field

ltem Type |Ser\rices billed by guantity V|

* tterm Description | pjant watering and fountain

|3

cleaning for Museum Batanical
Garden v

* Category
= Cluantity
= Unit of Measure

= Rate per Unit

SERVICES. GENERAL ¥

Example: RESEARCH LABCRATORY
7

Example: Erter # of tems

Each per Manth ,,5?

Example: "Each"

500

([ Clear All ) [ Add to Cart )

= Supplier Mame  |FORREST GREEM PLAN, s

* Site |STOCKTOND

\

e‘f% E %

Contact Mame  |Walter Burpee
Phone  |484-444-1234

Supplier ltem

iy

A

Note: The Contact Name and Phone do not transition to the Purchase Order
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BEN Buys Shopping Cart — Checkout Process
Shopping Cart

b&n financials Requisitions

@

Shopping Cart Home Logowt User Preferences Help

Return to Shopping {

Shop Fedquisitions Feceidng
Shopping Cart
Sawve | [ Checkout )
Line Supplier ltem Number Item Description Special Info  Unit Quantity Price Amount (USD) Delete
1 BE-AEP1722RC Ultra-Ergonric Desk Ht Chair Each I 1 538 USD g0 M
2 1398R225F A 23 1cuft Freezer YWealarm & Rec Each I 1 B287 44 USD B 28744 [Tfm \
Total 6,825.44 \le

1!7 Save ) [ Checkout
s N

Features included on the Shopping Cart page include the following:

1. Return to Shopping - link to return to the Requisition Home Page to allow you to continug adding items
to your requisition.

2. Quantity — allows you to change the quantity of the items ordered
= For Punchout Suppliers, you should not update the quantity here. Go back to tHe Punchout site if
you need to add/change items.

3. [Save] - click here to save your requisition to return at a later time and checkout

4. [Checkout] — click here to begin the checkout process, i.e. Delivery, Account, and/gr Attachments

5. Delete Icon — click here to remove an item from your shopping cart

Saving a Requisition

e

1. Requisition
Description — . shop Requisitions Receiving
d . tlon Shopping Cart
enter a eSCI’Ip Save as Inctmplete Requisition
2' [New Cart] - CIICk * Indicates required field e =
here to begln * Reguisition Description |Desk & Freezer
creating a new
FGQUISItIOI’l shop Requisitions Receiving
. . Shoppitig Cart
3. [Continue with Confirmation

Checkout] — click here to
complete your requisition

Requisition 1021476 has been saved.

checkout, or create a new shopping cart.

Incamplete requisitions can be completed from the Requisitions page. You can continue to

Mew Cart | | Continue with Checkout

& TJo retrieve the

Incomplete’ requisition at a later time and either complete or delete, click on the Requisition # or

Description from the Requistion Homepage

My Requisitions

Description
Ultra-Ergo Desk Chair WW/ily Bk

Requisition
1021476

3
Full List )
g } Status nige
571.00 [ncomplete
—
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BEN Buys Shopping Cart — Checkout Process (continued)
Checkout: Requisition Information

From the Shopping Cart screen, after clicking [Checkout], the screen below appears

m Shop Fequisitions Feceiving
'

Requisition Information  Approvers  Review & Submit

Checkout: Requisition Information
* Indicates required field Cancel ) (Save ) (Editlines ) Step 1 of3 [Next

* Reguisition Description IDesk & Freezer

Delivery University Contact Information
= Need-By Date [17-Oct-2008 00:00:00 = Name |STDTOB0Z, BEN Y
(example: 15-0ct-2008 13:45:007) * Area Code IT

= Requester [STDTOH0Z, BEN s
* Deliver-To Location |SAS-ASIANIMID EAST @
[ Receipt Required

* Exchange IBQB
* Extension |1?33

Cancel ] (Sawe ) (Edit Lines | Step 1 of 3 [Mext

« The following fields will default from the ‘My Profile’ screen under User Preferences:

o0 Need-By Date
Requestor
Deliver-To Location
Name

Area Code

& These fields may be changed as desired and the defaults will still remain on future requisitions

1.2.3

O 00O

:?? &  Note the flashlight icon which indicates there is a list of values for this field. Type in a partial value
= or keyword, click on the flashlight and select the desired value. You may need a wildcard % for certain
fields.

o0 ABC % finds all values that begin with ABC
0  WABC% finds all values that include ABC
0  %ABC finds all values that end in ABC.

1. [Cancel] - click here to return to the Shopping Cart
2. [Save] - click here to save your requisition to return at a later time and checkout
3. [Edit Lines] — click here to add Delivery, Account, and/or Attachments

@ [Edit Lines] is optional for all Requisitioner Only responsibility and required for all PO Managers. Below
Is the pop-up box that appears if the PO Manager clicks on [Next] before clicking on [Edit Lines]

glicrosoft Internet Explore x|

1 "j Please Edit lines before proceeding,
[

29




BEN Buys Shopping Cart — Checkout Process (continued)

Requisition Information: Edit Lines

o [Edit Lines] allows users to update the following information by clicking on the following links:

o Delivery
o Accounts
o Attachments

« Delivery — this is where the following fields can be updated here as desired
1. Need-By Date — defaults from My Profile — ability to change per line as needed
2. Requestor — defaults from My Profile — recommend leaving as is
3. Deliver-To Location - defaults from My Profile — ability to change per line as needed

4. Receipt Required — used for item/purchase order less than $5,000 for which Requestor would
like a to acknowledge in BEN Buys systematically that they have in fact received the goods or
services ordered, i.e. Subcontract purchase orders

= All purchase orders over $5,000 are automatically marked receipt required. This box is only to
be use to marked goods or services less than $5,000 when necessary.

@ Tip: Itis best to update this information in the order of appearance, i.e. Delivery, Accounts,
Attachments

Shop Fequisitions Receiving

Requisition Information

Requisition Information: Edit Lines
" Check Funds ) | Continue )

werE——_ fic ]
w counts Attachments 2

SR 3 4
Select Lines: |_Copy )| Delete | /:
Select All | Select None

SelectLine Description Need-By Date Requester Deliver-To Location
1 Ultra-Ergonrnic Desk Ht Chair |1?-OCT-QDDB 00:00:00 ISTDTDBDQ, BEMN ,,;? ISAS-AS'ANfM|D EA, ,,;? (] Receipt Required
O 2 23 1cuft Freezer Wialarm & Rec I1?-OCt-2E|DB 00:00:00 ISTDTDBDQ, BEM ,,;? ISAS-AS'ANJ"M|D EA ,,;? | Receipt Required

Delivery Accounts  Attachments

Check Funds ) | Continue )
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BEN Buys Shopping Cart — Checkout Process (continued)

Requisition Information: Edit Lines (continued)

« Accounts - this is where the charges accounts are entered for the requisition. When arriving at this

screen, all segments of the charge account will display zzz's except the object code

@ The object code defaults based on the Category field, i.e. commodity group. Review the object
code here and change if necessary

Shop Eequisitions Feceiving

Requisition Information

Requisition Information: Edit Lines

)

* Indicates requis ek Check Funds | | Continue
Deli @ tachmments

Select Lines: _Copy )| Delete ) Q

Select All | Select Mane

SelectLine Description Charge Account Split
O fi Ultra-Ergonmic Desk Ht Chair IIT 77777 6025-TTTT- 7777 E{S
a2 23 1cuft Freezer Walarm & Rec I77-7777.7- E228-7TFT- 77T E(%

@ TIP Click on a Split icon to allocate costs to multiple accounts.
Delivery Accounts Attachments

Check Funds ) | Cantinue

)

« To update the Charge Account(s) click on the first charge account link

& Entering the Charge Account is optional for all Requisitioner Only responsibility and required for all

PO Managers

Requisition Information: Split Cost Allocation
= |ndicates required field

Mext )
Selected Line
Li“e DeSCIiption Llisit O antity Dy Aroonnt (IS

i ErgonmicimesHbEhal; Select a Charge Account from a Nickname (a.k.a. Favorite Cha

Charge Accounts

rge

Account created in My Profile or create and select a new one as needed

Line Nickname Penn Accounting Flexfield Percent CGuantity Amount (USD} Delete
1 x| |zzzrIErE 100 1 5600 [
CNAC-OR G ~FUND.- OBJECT-PROGRAW-CENTER REF:
AddAsian & Middle East Total 100 1 538.00
Biolody Department
Charga T
@ TIP Total Line Nickname Penn Accounting Flexfield Percent Chuantity Amount (USD} Delete
T apply thig 1 | x| 020-0102-1-000000-5225-4550-0000 %5 | 100 i 53800 g
CNAC-ORG-BUDBET CHK-FUND:-0BJECT-PROGRAM-CENTER REF:
Add Another Row | Total 100 1 538.00
_ Click on [Add Another Row] to
Charge Accounts 'Split’ the cost between accounts
@ TIP Total allocation must equal 100%
¥ Apply this Cost Allocation information to all applicable requisition lines Click on Apply this Cost...if account
is to be charged to all lines
Mext )

¢ Click on [Next]
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BEN Buys Shopping Cart — Checkout Process (continued)

Requisition Information: Edit Lines (continued)

« The Charge Account(s) are now entered

= Note the object code for the Freezer has been manually changed to 1872. The University requires
that all items over $5,000 with a useful life of more than one year for which the University retains title
must be classified as an asset, i.e. the 18XX object code.

& See the Appendix section titled 'Property Management’ for more information regarding the addition
of assets in BEN Buys.

Requisition Information: Edit Lines

= Indicates required field Check Funds | | Cantinue )
Delivery Accounts Attachrents
. . : 1.2

Select Lines: (_Copy J| Delete )

Select All | Select Mone

SelectLine Description Charge Account Split
O | Ultra-Ergo Desk Chair Wilg Bk 020-0102-1-000000-5225-4550-0000 E{
O [2 Freezer Upright Model ULT 1786-9A 17.2 CF -50 to -56 Deg C Revco, 020-0102-1-000000-157 2-4550-0000 E{

@ TIP Click on a Split icon to allocate costs to rmultiple accounts.

Dielivary Accounts Attachments

Check Funds | ( Continue )

1. [Copy] — Select a line or click on Select All to copy

2. [Delete] — Select a line or click on Select All to delete

Important Note Regarding Charge Accounts

If the BEN Buys assigned line item object code is different from the object code
& selected in 6My Profiled, for ©6éone time on
= combination and click on [Create]. However, once this new account combination
is established, it won &hecombinatioeagamns sar y |

%earch and Select: Penn Accounting Flexfield

Important Note Regarding [Edit Lines]

Search

i'i Upon entering [Edit L ines] it is important to * ONAC ﬁﬁam
. enter information sequentially based on the = ORG ﬁfﬁm
order of the tabs, i.e. Delivery first, Accounts SBUDGETCHK [T

and/or Attachments second and/or third il
reSpeCtiVely_ - oRECT IDEZTI&CC’Z;‘JTFORBENREOS

UMY SPOR COI:JF
* PROGRAM: |7777 5
DEFALLT ACCéUNT FOR BEN REQS
* CENTER REF: |ZZZ7
Default AEEDuni for Ben Requisitions

Important Note Regarding Saving a Requisition

. X Search ) Create
i'i If at anytime throughout the checkout process you will Reoute
- like to stop, click on [Cancel] and [Save] depending Select CodeCombination

€ I IIIIiired-II R

on where you are in the process. Your requisition will

be kept in an &6l ncompletebd
comnlete or delete the reniiigitinn
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are entered as required

Requisition Information: Edit Lines (continued)

BEN Buys Shopping Cart — Checkout Process (continued)

@ For a list of all the Attachments go to the Appendix section titled 'Notes and Attachments

« Attachments - this is where notes to the Supplier, Purchasing or for PO Managers, notes to the Approver

Requisition Information: Edit Lines
= Indicates reguired field

Delivery Accounts

Attachments

Requisition Attachments

Add Attachments |
File Name Type Description Category Last Updated By
Mo data exists.
Requisition Line Attachments
Line Item Description Unit Quantity
1 Ultra-Ergonric Desk Ht Chair Each 1
2 23 1cuft Freezer Walarm & Rec Each 1

@ TIP Click on an Attachment icon to add or update attachments for a particular line.

Check Funds | | Continue )
Last Updated Usage Update Delete
Price Amount (USD) Attachments
538 USD 538.00 &+
B257.44 USD BT 44—

Attachment icon

Attachment Summary Infoermation
= Indicates reguired fisld

J A brief description is required

= Description  |Bid nfa

Delivery Accounts Attachments
Check Funds | | Continue )
o Click on the Attachment icon to add an attachment
Add Attachment
Cancel ) [ Add Another ) Apply )

Attention To

Define Attachment
Type ¢ URL

& Text

Optional: Name the attachment. If
left blank Undefined appears

a——

Miscellaneous

=l

All POs over $5,000 require a

note the Purchasing Services.
To create a note to

Caontract Supplier - No bids reguired

= Purchasing, the Attention To:
*Miscellaneous’ is used.

Name  [Bid Info
[Dptional provide & name to Text sttachment)

Entered either a reauired URL or Text

Cancel ] [ Add Another )

Zgply

e Click on [Apply] to complete

adding an attachment

@ Note: More than one attachment can be placed on a requisition line

El Confirmation

Attachment "Bid Info" has been added successfully but not saved. Complete your work to save your attachment.
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BEN Buys Shopping Cart — Checkout Process (continued)

Requisition Information: Edit Lines (continued)

Check Funds
« Once the [Edit Lines] sections are complete click on [Check Funds]

& While [Edit Lines] is not required for Requisitioner Only users, they will be required to click on
[Check Funds] in order to continue with the requisition

« Upon checking funds, one of the two messages below will appear

53
(D) Infoermation

Check Funds completed successfully.

M Warning

1. Check Funds completed with warnings.
2. Line #1 Distribution #1 This detail transaction causes a summary account to fail funds check (advisory)
3. Line # Distribution #1 This detail transaction causes a summary account to fail funds check (advisory)

= If there are multiple accounts on the requisition line and a 'Warning’ message appears, BEN Buys
does not provide which account fails funds check on that line

Options:
« If a‘Check Funds completed successfully’ message appears, click on [Continue]

o If a‘Check Funds completed with warnings’ message appears, DO NOT COMPLETE the requisition until an
account with available funds has been entered. This is UNIVERSITY POLICY!

E@n financials Requisitions Shopping Cart Home  Logout  User Preferences

Shop Eegquisitions Feceiving

g
Ny
Requisition Information  Approvers  Rewiew & Submit

Checkout: Requisition Information
= Indicates required fizld Cancel ) (Ssave ) (EditLines ) Step1of3 [Mext)

* Requisition Description |Desk 8 Freezer

Delivery University Contact Information
= Need-By Date |17-Oct-2008 00:00:00 = Name |STOTOB0Z, BEN 4
(example: 15-0ct-2005 19:45:00) * Area Code I—215
= Requester [STDTDB0Z2, BEN . W
i * Exchange
#* Deliver-To Location |SAS-ASIANIMID EAST @ Extens =
” * Extension

" Receipt Required

Cancel ) (save ) (EditLines ) Step 1 of3 [MNext )

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | User Preferences
Copryright 2000-2005 Oracle Corporation. All rights reserved. Privacy Statement

e Click on [Next]

i|§ Do not continue with the requisition if 'y
- warnings message. Find another allowable source of funding the requisition.
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BEN Buys Shopping Cart — Checkout Process (continued)

Checkout: Review Approver List

For PO Managers, the screen below appears as PO Managers have unlimited approval authority on requisitions

For Requisitioner Only, the name of the default approver based on their approval hierarchy appears under

Approver

& Note: This is the default approver name entered on the BEN Financials logon access form

Shop Fequisitions Feceiving
Requisition Information  Approvers Review & Submit
Checkout: Review Approver List
Based on your approval autharity, this requisition does not require approval by others. Fave ) Bac5| Step 2 of 3 [Mext )
Change First Approver )
Approver Name ﬁ —
Mo data exists. 2
Add Approver |
Mate to Approver =]  —
L3
[
Mate To Buyer =]
]
= — 4
Attachments
.
Add Artachments | 5
File Name Type Description Category Lmn&d By Last Updated Usage Update Delete

Mo data exists.

save | | Back| Step 2 of 3 [Mext )

1. [Change First Approver] — for Requisitioners Only, change first approver if:

0 The default approver is unavailable
o The requisition requires additional internal approval

& The ‘approver’ selected must have access to BEN Buys
2. [Add Approver] — use to add an additional approval if desired

3. Note to Approver
o For PO Managers, not required as the PO Manager is the ‘approver’ of the requisition

o For Requisitioner Only, enter a desired note such as ‘Please approve asap’ or ‘Charge my grant’, etc.

4. Note to Buyer
o Not used at the University of Pennsylvania
5. [Add Attachments] — use to add an attachment to the requisition

& The attachment added here will be included on each line of the requisition i.e. to all Suppliers, etc.

& see the Appendix section titled 'Notes and Attachments’ for additional information

e Click on [Next]
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BEN Buys Shopping Cart — Checkout Process (continued)

Checkout: Review and Submit Requisition

The requisition is almost ready to be submitted! On this screen, review the information entered on the
requisition.

¢ Click on [Show] to review each line

%‘ ﬁaam:ials Requisitions Shopping Cat Home Logout User Preferences Help
Shop Fequisitions Feceiving

Requisition Information  Approvers  Review & Sulbinit
Checkout: Review and Submit Requisition
1.2.3 save ) (Printable Page ) (Back| Step 3 of 3 (Submit )
e — |

Requisition 1021374: Total 6,825.44 USD

Created By STDT0802, BEN
Creation Date  15-0ct-2008 11:32:10
Description Desk & Freezer

MNate to Approver  For Req Only - e.q. Please approve asap. Charge my grant. For PO Manager - no note required here,

Requisition Attachments

File Name Type  Description Category Last Updated By Last Updated Usage Update Delete
Mo data exists.
Lines
Details Line Description Unit Quantity Price Amount (USD} Attachments Receipt Required
B Show 1 Ultra-Ergonmic Desk Ht Chair Each 1 533 UsSD 533.00 N
B Show 2 23 1cuft Freezer WWalarm & Rec Each 1 B287 44 USD 5,287 44 m M

Total 6.825.44

Save ) ( Printahble Page ) (Back| Step 3 of 3 [ Submit

1. [Save] - click here to save the requisition and submit at a later date
2. [Printable Page] - click here to print a copy of the requistion

3. [Back] - click here to go back to ‘edit’ the requisition

4. [Submit] - click here to submit the requisition.

o For PO Managers, the requisition becomes a PO
o For Requisitioner Only, the requisition is electronically sent to the default approver

shop Reguisitions Recemng/

Confirmation
Requisition 1021374 has been submitted.

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping )

by

/sum.J This message will appear again if you did

/1\
[ =)
/N Warning

not follow University policy and clicked on

1. Check Funds completed with warmings.

2. Line # Distribution #1 This detail transaction causes & surmmary account to fail funds check (advisory)

Check Funds Result

Check Funds returned wamings. Do you still want to submit your reguisition?

[Submit]. Click on [No] & save the
requisition until an account number with
sufficient funds is entered.

No ) [ Yes)
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BEN Buys Shopping Cart — Checkout Process (continued)

Property Management

The following screen is activated if the Buyer/PO Manager changes the object code to the 18XX series.

& This is required for all items with a purchase value of $5,000 and over and has a useful life of one year

@ See the Appendix section titled 'Property Management’ for more detailed information

Shop Requizitions Receiving

Enter Property Management information
= Indicates required field

Line Description =BLDG-FLR-RM =Category Code

=Responsible Organization

Apply )
Govt.
Retain

Title =Custedian of ltem =Custodian

o Freezer  Ingonq-10s
Upright Wi
Model ULT
1786-9A
17.2 CF -850
to -86 Dey
C Revco,

Copy first line to all lines

Erter % and click on the flazhlight to search

¥ MOVEABLE-REFRIGERA s [D102-ASIANMIDEAST ST . [ [BULLOCK, SANDRA L 11 s [215898-123

Apply )

Apphy
Shop Requisitions Receiving
Agply )
vt
ain
le =Custodian of ltem =Custodian Telephone =Tagging Contact =Tagging Telephone Component Primary Asset Number
I |BULLOCK, SANDRA L. 11 ,,/;f|215-898-1234 SWITH, WILLIAM T. 10157 ,§|215-898-57?8 (| I @

—_

This page has a horizontal
layout. Scroll to the right to
enter the required information.

« When all the required fields are complete, click on [Apply]

Radioactive Materials (RAM) Number

To ensure compliance with appropriate agency regulations related to the purchase of radioactive materials as
outlined in University Policy #2313, the RAM # must be entered in the following format XXXX-YYYYY-ZZ. This
number is provided by the office of Environmental Health and Radiation Safety (EHRS).

Shop Fequisitions Feceiving
ErEer RAM Numbers
s Indicates required field This screen appears by selecting the (Aanly )
Line Description =RAM Number radioactive icon in the Marketplace
1 lodine-125 | or by typing object code 5235 in the
\ Charge Account Agply )
L
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Requisitions Tab

When clicking on the Requisitions tab all of your requisitions are available for viewing. This page provides a
Search feature and the following additional features:

1. [Cancel Requisition] — For Requisitioners Only, an ‘In process’ or ‘rejected’ requisition may be
‘cancelled’
2. [Change] - For Requisitioners Only, an ‘In process’ or ‘rejected’ requisition may be ‘changed’

3. [Complete] - For both Requisitioner Only & PO Managers, ‘Incomplete’ requisitions may be completed
or deleted at a later date

4. See the section titled ‘Hierarchy Structure: Requisitioner vs. PO Manager’ at the front of this User Guide
for detailed information regarding the requisition statuses

« In order to perform any of the above tasks, select a requisition and click on the appropriate button

Shop Requisitions Feceiving

Requisitions | Matifications | Approvals

Re@isitions

Views

iew IAII Wy Requisitions vl (Go )

O Indicates requisition with a pending change request,

Select requisition: |_Cancel Requisition ) | Change ) (_Complete )

Mext 25 =
Select Requisition IDesuiption Total (USD) Creation Date Status Order
€ 1021330 Freezer 286500 10-0ct-20058 13:30:33 Incormplete
1021329 Safety Eyewesar 140091 10-0ct-2008 13:26:06 FHejected
1021328 Bunsen Burner & Mechanical Pencil 58.21 10-Oct-2008 12:59:39 In Process
1021301 Order Departrment Letterhead Stationary 0.00 08-0ct-2008 16:27:48 Cancelled
© 1021298 Order Department Letterhead Stationary 300.00 058-0ct-2008 16:15:44 Approved 2069435

& Reminder: The status of a requisition for a PO Manager will only be Approved, Incomplete
& [t is possible to be Pre-Approved if sent to someone else prior to submitting

« Click on either the Requisition # link or the Description link to arrive at the screen below

Shop Requisitions Feceiving

Requisitions | Motifications | Approvals

Renuisitions: Reguisitions >
quuisitian 1021296

| Cancel Requisitionj ( Recei\fej

Description Order Department Letterhead
Stationary
Created By STDT2501, BEN

Creation Date  08-Oct-2008 16:09:13 Status  Approved
Deliver-To  ROOM 847 WILLIAMS HALL ASIAN & Attachment None
MIDDLE EASTERN STUDIES 255 SOUTH Mote to Buyer
36TH STREET PHILADELFPHIA, , PA,
19104 6305
Mate to Approver  Please approve as soon as possible
Details
Amount
Line Description Need-By Deliver-To Unit Quantity Price {USD)} Details Order
1 Stationary, Department Letterhead, 40 |b Paper, Off white, 10-Oct-2008 00:00:00 SAS-ASIANMID s 3001 UsD 300.00 2069436
Mo Watermark EAST Dallar —
Total 300.00
Return [ Cancel Requisition ) | Receive )
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Requisitions Tab (continued)
From the requisition, there is additional information available for viewing:

Requisitions | Mo 0
uistions: Requistions =
Requisition 1021243
Description PC's for Department
Created By STDT2501, BEN
Creation Date  07-0ct-2008 11:02:22 Status
Deliver-To ROOM 847 WILLIAMS HALL ASIAN & Attachment

MIDDLE EASTERN STUDIES 255 SOUTH
36TH STREET PHILADELPHIA, , PA,
19104 6305

Please approve as soon as possible

Mote to Buyer

Mote to Approver

0z

2 DELL Laptop ¥MS Series, 1000 MHz, 256 MG RAM, 12,1 GB 02-0ct-2008 00:00:00 SAS-ASIANMID Each
HO, 40xC0, 15.8" viewable screen. EAST

Details
Line Description Need-By Deliver-To Unit Quantity
1 DELL Dimension XPS Series 900 PC, Pentium (Il 900 MHz,  09-Cct-2008 00:00:00 SAS-ASIANMID Each

256 MG RAM, 17.8 GB HD, 21" Monitar, 4x DVD, MS-XP EAST

Shop

Apgrove/
Wiew

Price
2195399 USD

12099.05 USD

Total

Requisitions

Amount

(USD) Details Order

350798

2093.05

6.007.03

Feceiving

2069230

206T296

1. Approved - view the ‘Approval History for Requisition’

Shop

Requisitions

> isition 1021243 =
Approval History for Requisition 1021243

Requisitions

Feceiving

(oK
Sequence Approver Status  Action Action Date Notes
1 STDT2501, BEN v Submitted 07-Oct-2008 11:03:47 Please approve as so0n as possible
2 STDT2501, BEM v Forwarded 07-0ct-2005 11:03:45
B STOT2599, BEN « Approved 10-0ct-2008 13:59:29
oK
2. View - view the attachment (if applicable) associated with the requisition
Atl_thments
Search
Flease enter your search criteria and select the "5o" button 1o see the result. Note that the search is case insensitive.
Name | | Go )
B> Show More Search Options
File Name IType Description ICmegoly Last Updated By Last Updated Usage Update Delete
Undefined Short Text More Info To Supplier STOT2501 07-Cct-2008 One-Time

Continued on the next page
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Requisitions Tab (continued)

3. Details — view all info regarding the requisition/PO

O 00O

Shipment
Receipt
Invoice
Payment

> 1021243 > Sel-Service Web E

Requisition 1021243 Line 1: Details

Requisition
Degcription

DELL Dimension XPS Series 900 PC, Pentium 1l 900 MHz, 256 MG RAM, 17.8 GB HD, 21" Monitor, 4x DVD, MS-XP 0S.

Current Approver

Status  Approved
Change History No
B-Show Additional

Approver Phane
Date Sent to Approver

Order
Qrder 2069250
Buyer STDT25%9, BEN
Supplier DELL MARKETING LP
Supplier Contact
Shipment
Shipment Shipment Date Expected Receipt Date

Freight Carrier

Buyer Phone

Supplier Site ROUNDROCK-1

Supplier Phone

Tracking Number

Receipt
Receipt
278263
2758764

Invoice

Details Invoice

No data exists.

Transaction Date
2008110410 14:09:01
200840410 14:09:19

Description

No data exists.

Received Unit

Payment Status

@ TIP Invoice amounts shown may include items other than the requested item

Creation Date

Received By Received by Phone
1 Each STOT2801, BEN
1 Each STOT2601, BEN

On Hold Status Inveice Amount (USD}

Click here for
more info, i.e. the
Charge Account

Track

Items Returned
No
No

Amount Due {USD} Due Date

Payment
Payment Status Payment Date Payment Amount {USD) Cleared Date Payment Method Bank
No data exists
@ TIP Payments amounts shown may include items other than the requested item
4. Purchase Order - view all the purchase order information here
Shop Receiving

R 11021243 =

Standard PO : 2069290 Revision 0 {Total USD 6,007.03)

¥ Order Information

General Information

Standard PO
Total
Supplier
Supplier Site
Address

Buyer

Order Date
Description
Status

Mote to Supplier
Qrganization

PO Details

& TIP Click on the Show link to view shipment details of a line.

2069290
6,007.03 (USD)

DELL MARKETING LP
ROUNDROCK-1

ONE DELL WAY

ROUND ROCK, TX 78682
STOT2533, BEN
10-0ct-2008 14:00:34
PC’s for Department
Approved

University of Pennsylvania

& Indicates new values
@ Indicates cancellation request

Terms and Condition
Payment Terms
Carrier
FOB
Freight Terms
Shipping Contral
Bill-To Address
Bill- To Address

Ship-To Address
Ship-To Address

Purchase Order #

13
Net 30
Commen Carrier
Destination

Prepay & Add

ACCTS PAYABLE-UNIV OF PENN
ROOM 440 FRANKLIN BUILDING
3451 WALNUT STREET
PHILADELPHIA, PA 191046281

ROOM 847 WILLIAMS HALL

ASIAN & MIDDLE EASTERN
STUDIES

255 SOUTH 36TH STREET
PHILADELPHIA, PA 191046305

Show All Hide All
Price Amount  Contractor
Details Line © [Type  Kem Job Supplier Item  Descr UOM Quantity (USD) (1)) Name
B> Show 1 Supplies 1006857 PC DELL Dimension XPS Series 900 PC, Pentium Il 300 MHz, 256 MG RAM, Each 2195393 390798 Open
17.8 GB HD, 21" Monitar, 4% DVD, MS-XP 05
B> Show 2 Supplies 100BESELAPTOP DELL Laptop XNS Series, 1000 MHz, 256 MG RAM, 12.1 GB HD, 40xCD, Each 12099.05 2099.05 Open

158" viewahle screen

Status Reason Agreement

Glebal

¥
¥

Price

Attachments Differentials
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Notifications Tab

Notifications a.k.a. ‘Worklist’ is where you can see the following:
« Open Notifications — The following types of ‘notifications’ can be viewed here:

PO has been approved

PO has been rejected

PO will require a receipt

o Requisition or PO which require your approval

« All Notifications — includes both *Open’ and ‘Closed’ notifications

O O O

@ TJo 'dose’ a notification click on the link under Subject and click [OK] after opening the link
@ You can only close “FYI’ notifications

« FYI Notifications — The following types of ‘notifications’ can be viewed here: |Dpen Motifications j

o PO has been approved
o PO has been rejected
o PO will require a receipt

« Notifications From Me - is not used at Penn

« To Do Notifications - Requisition or PO which require your approval

FY¥1 Matification
Matifications From Me
Open Matifications
To Do Motifications

Re

Wien

Sele

[% ULl Requisitions [T
guisitions | Netifications | Appro
Select Notifications: |_Open )
Select All | Select Mone
ct From Type Subject Sent Due
STOTOS02, BEN F O Approval PO# 2065443 Revision# 0 has been approved 16-Oct-20058
STOTO802, BEN PO Approval PO# 2053447 Revision# 0 has bheen approved 16-Oct-2008
STDTOS02, BEN FO Approval PO# 2065441 Revision# 0 has been approved 16-Oct-2008
STOTOS02, BEN F O Approval PO# 2065440 Revision# 0 has been approved 16-Oct-20058
STOTO802, BEN PO Approval PO# 2053439 Revision# 0 has heen approved 16-Oct-2008
STOTO899, BEN PO Approval PO# 2065438 Revision# 0 has been Rejected 16-0Oct-2008
STDTOS02, BEN FO Approval PO# 2065299 Revision# 0 has been approved 13-Oct-2008
STOTO802, BEN PO Approval PO# 2065298 Revision# 0 has been approved 13-0ct-2008
STOTOS02, BEN PO Approval PO# 2065252 Revision# 1 has been approved 13-0Oct-2008
STDTO899, BEN FO Approval PO# 2065246 Revision# 0 has been Rejected 10-Oct-2008
FO Approval PO# 2065292 Revision® 0 will require a receipt 10-Oct-2008
STOTO899, BEN PO Approval PO# 2065292 Revision# 0 has been approved 10-Oct-2008
STDTOS02, BEN FO Approval PO# 2065268 Revision# 0 has been approved 08-Oct-2008
FO Approval PO# 20R5218 Revisiord 0 will require a receipt 0B-Oct-2008
REQUISITIONER, OMLY Requisition Requisitiond# 1021139 for USD 52,60 USD requires your approval. . 05-Oct-2008
REQUISITIONER, OMLY Requisition Reguisition# 1021134 for USD 12,50 USD reguires your approval. . 05-Oct-2008

g|a|a|g|g|a|a|a|a|ga|g|a|ja|a|aa

« See upcoming sections for more details regarding the following:
o Approving a Requisition

0 Rejecting a Requisition

f!} The most rticfeintcatbiNensd can al so be accessed from t
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Approvals Tab

In addition to being able to access ‘Requisitions which require your approval’ from the Notifications tab, these
requisitions also appear under the ‘Approvals’ tab.

« From the View drop down box, select ‘Requisitions to Approve’ and click on [Go]
« All the requisitions which require your approval appear here
« For each requisition there are options

R Shop Requisitions Receiving

Requisitions | MNotifications | Approvals

Requisitions

(Search )
Views

Wiew IPequlstns to Approve j Go
Olndicates requisition with a pending change request.

1.2

Select requisition: [ Cancel Requisition ) | Respond |

Select Requisition Description Total {USD) Creation Date Status Order
C 1021139 Lah Supplies for Dr Franklin 62 B0 05-0ct-2008 19:41.05 In Process

1. [Cancel Requisition] — select the requisition and cancel
2. [Respond] - select a requisition and click on [Respond] to see the following screen

Shop  JGELTTHUITEN . Receiing

Requisitions | Notifications | Approvals

Requisition# 1021139 for USD 52.60 USD requires your approval. .

| Approve | | Approve And Forward ) | Forward ) | Reject |

Frorn  REQGUISITIONER, ONLY
To STDTO0802, BEN

Sent 05-0ct-2008 19:41:58
ID 2065169

Requisition Summary

Requisition Total 52.60 USD
Description  Lab Supplies for Dr.Franklin
Created By REQUISITIONER, ONLY
Justification  Please change Line 1 to departmental budget - Charge my grant for Line 2 &3

Requisition Lines

Line Item Description Supplier uom Quantity Account Code Combination Line Amount (USD)
1 gﬁiiﬁhiﬁspﬂggogg\l;ﬁ%ﬂz R 1ED;, MR GO CRMEAL & TELROSE CORPORATION Rall 1 ZIF-TFTT- P TFFTTF-5020-FIT7-T77F 1.70
2 Ei%LE%E\FGhQ(E:Eg CEMAYEE; D (RER CRSE; 1.5 WL FISHER SCIENTIFIC COMPANY Case 1 LI FFTT- P TFFTT7-6208-FI77-T77F 2670
3 EEﬁYKPESOEEFECI)\JSEAELE {8 L @RI TID(FER A FISHER SCIENTIFIC COMPANY Pack 2 IR FFIT T TFFTTT-R000-FI77-I77F 2520

View Reguisition Details

Approval History

Who Action Date Note
1 REQUISITIONER, ONLY Submit 05-0CT-2008 Flease change Line 1 to departmental budget - Charge my grant for Line 2 &.3
2 REQUISITIONER, ONLY Forward 05-0CT-2008
3 STDT0802, BEN
References

Update requisition
Reguisition Detail

Response
Forward To |A\I Employees and Users jl ,,‘{
MNate =]
=
Eeturn to WWorklist (_Approve | [ Approwe And Forward | | Forward ) | Reject )
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Approvals Tab (continued)

The PO Manager is the only one who is authorized to ‘approve’ a requisition. Their own are automatically
approved as they have unlimited dollar authority for a requisition. For requisitions sent to PO Managers from an
individual with Requisition Only responsibility, these requisitions are not required to have a ‘*Charge Account’,
therefore the PO Manager must enter the charge account.

« To access the requisition, click on Update requisition

T Shop Requisitions Receping
Approver Shopping Cart

Requisition 1021139 is open for editing. Please click on the Approver Checkout button when you are done editing this requisition. Any changes made in the Approver Close Approver Cart | | Approwver Checkout |
Shopping Cart will not be saved until you check out.

Line Supplier ltem Number Iltem Description Special Info  Unit Quantity Price Amount (USD) Delete

1 835793 TAPE; MASKING, GEMERAL,; 2" ¥ 180% FOR NON-CRITICAL & GEMERAL PURPOSE PAPER Rall |—1 1.7 UsD 1.70 m

2 540620 TEST TUBE; MICRO CENTIFUGE; 1000 PER CASE; 1.5 ML CAPACITY, GREEN Case |71 257 USD 2570 T

3 12218 BEAKER; DISPOSABLE; 15 ML CAPACITY; 100 PER PACK; POLYPROPYLENE Pack I 2 126U8D o520 M
Total 52.60

Close Approver Cart | | Approver Checkout |

Return to Shapping

o Click on [Close Approver Cart] to return to the previous screen

o Click on [Approver Checkout] to make any adjustments to the requisition including adding the Charge
Account

& The screens that appear in the 'Approver Checkout’ are the same screens as the [Checkout] process

Requisition Information: Split Cost Allocation
* Indicates reguired figld Mext |

Selected Line

E}sine Description Unit Quantity Price Amount (USD)
1 TAPE; MASKING; GENERAL; 2" ¥ 180% FOR NON-CRITICAL & GENERAL PURPOSE PAPER Rall 1 1.7 UsD 1.70
Charge Accounts
Line Nickname Penn Accounting Flexfield Percent Quantity Amount (USD) Delete
1 IEholody Department 7| 020-0103-1-000000-5220-4401-0000 2 100 1 1.70 i
CHAC-0RG-BUDGET CHK:-FUND:-0BJECT-PROGRAW-CENTER REF:
100 1 1.70

Add Another Row | Total

Charge Accounts

« After updating and/or reviewing the requisition the following options are available:
1. [Approve] - approve the requisition so it will continue on it's way to the Supplier

2. [Approve and Forward] — not used at Penn
3. [Forward] — not used at Penn
4. [Reject] — use this option to return the requisition back to the creator.
& Be sure to add a 'Note’ to explain why the requisition is being rejected
Response 1 2 3 4

Forward To |A\I Employees and Users jl J

Mote / =]

=
Return to Worklist Approve | (_Approve And Forward ) ( Forward ) Reject )

« From the View drop down box on the Approvals tab, select ‘Requisitions I Have Approved’ and click on
[Go] to see all the requisitions you have approved
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Receiving Tab

University policy requires all purchase orders over $5,000 be receipted in BEN Buys
& Do not process a system receipt until the goods and services have been delivered and are in good

condition
& Be sure to only enter the quantity/ amount received.
= Do not receive the entire amount if the entire amount has not be received
Shop | Reguisitions
Search [Items to Receive ¥| [Find by Requisition Number =] | =)
Receiving

Select the receiving action you want to perform. Receiving Process

Requisitions to Receive Receive

Click Express Receive to directly create receipts with the receipt values automatically defaulted Full List | Egmfd ’EEE‘m of items you ordered
eceive ltems

Requisition Requisition Description Supplier Order Number Express Receive

1021335 PC's for the Departrnent - Laptop ACME COMPUTER S¥STEMS 2069292 B

- View Receipt:
My Receipts at a Glance iew Receipts

“Wiew receipts

Click View Details to view receipt details Full List Vi Brrective
Receip View
Receipt Item Description Date Date Details

278273 10-passenger van, 5.71 engine (8 cylinders), white, heawy duty 08-Oct-2008 08-Oct-2008 FORD M
suspension COMPANY

To receipt the FULL AMOUNT of the PO — click on [Express Receive]
e Click on [Submit]
To receipt A PORTION of the PO — search on the Requisition Number or click on Receive Items

« Select the line(s) to be receipted and type the quantity/amount received in the Receipt Quantity
field

¢ Click on [Next]
¢ Type comment if desired. This is an FYI only.

List of POs
previously receipted

Shop Requisitions

My

e
Select ltems Receipt Information Review & Submit

Receive ltems: Select ltems

Requisition Mumber ,,,S?
Supplier l— z,z?
Qrder Number ,,,S? NOte. On|y enter the

lterns Due | Any Time 'I .
(Eriter =t least one additional search criterion when selecting tems Due Any Time) a mou nt recelved

Go ) (Clear )

Cancel) (Clear Changes ) (Express Receive ) Step 1 of 3 [Negt)

Select Al | Select None

Select Requisition  |Description Need-By B ot . Ordered Received Supplier Order Number
¥ 1021335 PC's for the Department - Desktop 12-0ct-2008 00:00:00 @’ 2 0 ACME COMPUTER SYSTEMS 2069292
O 1021335 PC's for the Department - Laptop 12-0ct-2008 00:00:00 =5 1 0 ACME COMPUTER SYSTEMS 2069292

@ TIP Use the Previousiiext navigation tool {o make selections across multiple pages

Cance!] Clear Changes ) | Express Receive] Step 1 of 3 NE&.

¢ Click on [Next]
o Click on [Submit]

Receipt Information
Receipt Date  16-0ct-2008 23:33:30
Recdit Comments

Received ltem Details

Requisition Description Unit Receipt Guantity Supplier
1021335 PC's for the Department - Desktop Each 1 ACME COMPUTER SYSTEMS

Cancel ) (Back|Step3of3 (Submit)

A confirmation with the receipt number will appear at the top of the screen and the PO or portion of the PO
receipted will now move to ‘My Receipts at a Glance’

Confirmation
Receipt 278287 has been created for you.
[} P ¥
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Supplier List

Shopping Cat Home  Logowt  Uszer Preferences  Help

From the Requisitions Home Page, click on Home

. . . Requisitioner
Click on Supplier List E Feguisitions Home Page

« Enter a search criteria Supplier List
(5] PO Action History
(=l Shipment information

« Click on [Search] to execute the query

.\ .
Search- SUPPLIER LIST C ORACLE

Applications

SUPPLIER LIST

If you know the exact value you are locking for, using "1z" or "starts with" will return results more quickly.
Selecting "Match case" also improves speed

|Supp|ierName j |contains j |arrray

™ Match case

Click on the drop-down Field is case sensitive.
for additional ways to Use caps when ‘Match
search Case’ is checked.

Search Clear Advanced Search

o The list of suppliers matching your search criteria will be returned.

SUPFLIER LIST

Eecords 1-3of 8

| Supplier Name |Supp]ier Number |Taxpayer ID |Supp]ier Type |Pay Sites |P.0. Sites |Diversity |I.oca] Community
|AL-ARRAYED, ANMAR T 10097324 369473 |t |Student | ¥ | ®© | § | N
|ARRAY DISTRIBUTION LLC 215344 [eeek3095  Nen-Contract | ¥ | ¥ | N | e
|ARRAY HEALTH FACILITIES SOLUTIONS |299726 |eee43] Nen-Contract | ¥ | ¥ | N | N
|ARRAYA SOLUTIONS INC 237786 jeeexe1314  (Contract | ¥ | ¥ | N | N
IMURRELL, DARRAYE 152064 [#02717 |Individed | ¥ | N | N | Y
|SUPER ARRAY INC 158684 [#xer995  |Non-Comact | ¥ | N | ¥ | N
|SUPERARRAY BIOSCIENCE CORP 351196 [#x+4r3995 |Non-Comact | Y | ¥ | ¥ | N
TISSUE ARRAY NETWORK 423432 [#x++3502 |Non-Comract | ¥ | N | N | N
Supplier Name Supplier Number Taxpayer ID |Supplier Type Pay Sites P.O. Sites Diversity (Local Community

| | | | | | | |
Fecords 1- 3 of 3 /

Pay Sites = Address PO Sites — Fax/address

where payment is where PO is sent is
sent is located here located here
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PO Action History

« Click on PO Action History

« Enter a search criteria

« Click on [Search] to execute the query
« To see when the PO was submitted, reserved, approved and/or rejected click on [Action History]

PO Mum 4521 Ship To SAS-ASIAN/MID EAST
Bill To AP Rewision Mum 0
Ship Via Common Carrier  Payment Terms Net 30
Type STANDARD FOB Destination
Freight Terms Prepay & Add Currency USD
Amount 30,000.00 Buyer STDT0801, BEN

Status Rejected

‘Sequem:e # | Action Date |Revisinn # | Action | Elapsed Time | Name ‘ Note

3 |10-0CT-2001 11:13:36 |0 [RETECT |1 days 16 hrs 14 min 2 sec |STDT0899, BEN | ONLY 1,000 PEOPLE IVITED, PLEASE REVISE
|2 |08-0CT-2001 18:52:33 [0 [FORWARD [0 days 0hrs 0 min 1 sec  |STDT0801, BEN |

|1 |0g-0CT-2001 18:59:32 |0 |RESERVE [0 days 0 hrs O min 3sec | STDTOR01, BEN |

o |08-0CT-2001 18:59:29 |0 |SUBMTT |0 days 0 hrs 0 min O sec  |STDTO801, BEN |

PO Lines |

« To view all the lines associated with the PO, click on [PO Lines]

PO Num 4521 Ship To SAS-ASTAN/MID EAST Eil To AP
Rewnsion MNum 0 Ship Via Common Carrier Payment Terms Net 30
Type STANDARD FOB Destination Freight Terms Prepay & Add
Currency USD Amount 30,000.00 Buyer STDT0801, EEN

Status Rejected

Line # |S]1ipment # ‘Item # |Revisinn ‘ Description |U11it Price ‘Quantity Ordered | Ship To Location

1 1 265TH UNIVERSITY ANNIVERSARY PARTY, 2,000 PEOPLE AT $15 EACH, 50% DUE |1 15000 SAS-ASTAN/ MID EAST
O BIGHNING

2 1 265TH UNIVERSITY ANNIVERSARY PARTY, 2,000 PECPLE AT $15 EACH, BALANCE |1 15000 SAS-ASTAN/ MID EAST
DUE ON DAY GF PARTT

Action History
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Shipment Information

o Click on Shipment Information

« Enter a search criteria

« Click on [Search] to execute the query

ORACLE"

Applications

Search- Shipment Page

Search- Shipment Page
FO Shipment Info

Ifyou know the exact value you are looking for, using "is" or "starts with" will return results more quickly,
Selecting "MWatch case" also improves speed

| PO Number =] ]is =] 778474

W Mdatch case

Search Clear Advanced Search

o To retrieve the name and phone number of the person responsible for the order, click on [Contact Info]

« To get the street address of where the order will be delivered, click on [Ship-to info]

PO Shipment Info

|PD Number | Order Date | Supplier IName | Ship-to Location Code | Buyer Name / | \

‘?‘?84?4 ‘14-DEC-2000 ‘BETTYTHECATER_ER,INC. ‘SAS-IUDMCSTUDIES‘@RDH,LO,SAMUE Contact Info_ || Shipta Info )
y 4

\_/
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Appendix A: Sample Requisitions

Property Management (a.k.a. Asset Requisitions)

Let's say you want to order a freezer. We'd start by searching for the freezer in the Penn Marketplace.
o Click on [Return to BEN Buys Shopping Cart]

¢ Click on [Checkout]

o Click on [Edit Lines] ; Click on Account tab
« Enter the Charge Account

Lﬁe*:]uisitic:n Information: Edit Lines
* |ndicates required field Check Funds ) | Continue |
Delvery | Accounts | Attachments

Select Lines: [ Copy )i Delete |
Select All | Select Mone
SelectLine Description

Split

Chargel
I Freezer Upright Model ULT 1786-8A 172 CF 50 to -86 Deg C Revco, 020-0103-1-000000-1572-4401-0000 [
@TIP Click on a Split icon to allocate costs to multiple accounts.

e ————

« When entering the account number for an asset, the default object code must be change to one of the
following:

o 1870 Furniture and Fixtures
e eg. acustom table

o 1871 Computer Equipment
e eg. aserver

o 1872 Other Capitalized Equipment
e e.g. research equipment

o 1874 Collectibles

0 1877 Equipment in Process

Click on the Attachment tab

Select ‘Miscellaneous’ and add a note to the Purchasing Services regarding bid info

= The note to Purchasing Services is required for all requisitions over $5,000
Click on [Submit]

For Non-Marketplace Requisitions

f'i The 6Descriptiond must be a full Engl i s
= Manufacturer name and the Model number, if applicable

< Do not type only a Quote # in the description & use the Note to Supplier
to add this information
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Property Management (a.k.a. Asset Requisitions) (continued)
The Property Management Information screen appears. The fields must be completed as outlined below:

Shop Requisitions Receiving

Enter Property Management information
* |ndicates required field

EEN

s ]

Line Description =BLOG-FLR-RM =Category Code

/Z

=Responsible Organization

—! 5 |

Govt,
Retain
Title =Custodian of ltem

Apply )

=Custodian

7 Freezer  ngan1os ,,,{|MOVEABLE-REFR\GERA ﬁ? [p102-ASIANMIDEAST 51 ﬁ? I [BULLOCK, SAMDRA L 1 ﬁ? [215-898-123
Lpright P Enter % and slick on the flashlight o search
Model LILT
1786-94
17.2 CF -50 Shop Requisitions Recaiving
to -G8 Deg
C Revco, Q 9 10 11
Copy first line to all lines Apply ) 7 8
vt.
ain
le =Custodian of ltem =Custodian Telephone =Tagging Contact =Tagging Telephone Component Primary Asset Number
" [BULLOCK, SANDRA L 1( s [215-898-1234 [EMITH, WiLLIaM T. 10187 5§ 156986778 (] 4
This page has a horizontal layout. Scroll to the
right to enter the required information.
[ ool )
6. Custodian of Item — select the individual that

1. Description — defaults from the Penn
Marketplace

2. BLDG-FLR-RM - this is where the asset is
being placed for use. Select the
Bldg/Floor/Room from the drop down box

& The Building, Floor and Room information
here should match the information found in
Space@Penn andy/or Facilities. For additional
information on University Buildings go to:
http.//www.facilities. upenn. edu/mapsBldgs,

3. Category Code — type in the first few letters
of the word ‘MOVEABLE'. From the search
results select the most accurate category for
the asset being purchased.

& The category field drives the appropriate
depreciation method, i.e. the number of years
the item will be depreciated. If the wrong
category is selected the wrong depreciation
amount will be expensed.

4. Responsible Organization —type or select
the appropriate responsible organization for the
asset.

5. Govt. Retain Title? — for Sponsored
Programs, the government may retain title. If
yes, check the box, if not, leave blank.

10.

11.

is responsible for the property item. This is
frequently, but not necessarily, the person that
is using the item.

& Custodians must be employees of Penn.

Custodian Telephone - enter the phone
number for the Custodian

Tagging Contact — select the name of the
person who is to receive the asset tag(s) from
their Senior BA/Asset Administrator.

& Tagging Contacts must be employees of Penn

Tagging Telephone - enter the phone
number for the Tagging Contact

Component of Existing Asset? — check this
box if the purchase is component of an already
existing asset. Otherwise leave blank.

Primary Asset Number — when the box to
‘Component of Existing Asset? is checked the
Buyer must enter the Asset Number of which
the item being purchased is a component in
this field. The Primary Asset Number will be
validated against existing assets in BEN Assets.

@ Contact the Property Management Group to
obtain a Primary Asset Number
property@exchange.upenn.edu

Click on [Apply] to complete the Requisition
process
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b/Zn teaches m———— |

Requisition for Radioactive Material

BEN Buys must be used for the purchase of all radioactive materials. To ensure compliance with appropriate
agency regulations pertaining to the procurement of radioactive materials, University Financial Policy #2313
must be followed. The policy states
“Approval to acquire radioactive materials must be received from the University's Environmental Health and
Radiation Safety Office (EHRS www.ehrs.upenn.edu) prior to the creation of a purchase order.”

e ERHS will provide Requisitioners with a Radioactive Material (RAM) Number in the following format:
o XXXX-YYYYY-ZZ
& Fach radioactive item requires a unigue RAM number

Radioactive Items Penn Marketplace

From the Requisitions Home Page create a catalog request by selecting Shop at Penn Marketplace

o Search the Marketplace using the various search criteria; Click [Search]

G Cstslog Mo, (SKU) x

product search

che struck ul
Faunritas Product Search |[Forms
? + Click for Purchasing Showcase ? ‘
+ Expand to refine search
© To Filter by Supplier or Filter by Category, select the filker icon in the "Supplier” or "Category” colurn headers below, Click here for additional help.,
Results for: indine > Radioactive Standards
zhow product details Add To Active Cart =] e
Praducts per page [20 =z Products found: 2 < Page IE of 1 [ | legend | ?
Weight ¥ Supplier <7 category T Catalog # = Product Description = UOM =  Product Size = Price Quantity  Add to Cart  Select
r
100 GE Healthcare Bio-Sciences Radicactive Standards IMS30-1MC1  Iodine-125 @ 1/EA 3TMBq 518,00 USD n r
= | -F
100 PerkinElmer Life Sciences Radioactive Standards £018504  Iodine-129 Calibration Source @ 1/EA wzo0us [ -
check auailability..,
\ [#dd To Active cart =] o

o  Once the requisition has been completed, the following

- S . Note the icon for radioactive materials. Click on
pop-up screen will appear after clicking on [Submit]

the word ‘legend’ to the right for a complete
listing of the Penn Marketplace icon definitions.

& For Non-Marketplace items the pop-up screen

appears by entering object code 5235 in the Charge Account

o Enter the RAM # provided by EHRS and click on [Apply]

Shop Fequisitions Receiving

Er];er RAM Numbers
* |ndicates required field
Line Description =RAM Number

1 Jodine 125 | \‘ This screen appears by selecting the radioactive

icon in the Marketplace or by typing object code (2oply )
5235 in the Charge Account

(LAgply )

_ | % Requisition Only- Financial Training Department 50
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Requisition Requiring a Deposit

For a requisition requiring a deposit, create a Non-Marketplace requisition with at least two-lines — a deposit line

and a balance due line.

Lines of the PO are ordered alphabeticallybased o

4

by placingan 6 A at the beginning of the description for

Line one of the requisition should represent the deposit amount due the Supplier

To ensure the order of the PO lines is the same as the requisition lines, alphabetize the description

n the 6l tem Descripti

Line 1 and 6 Bfordine 2, etc.

Marketplace Request | Non-Marketplace Request

Non-Marketplace Request
* |ndicates reguired fisld

Itern Type
* [termn Description

= Supplier Name

|Gouds or services hilled by amountj
A Deposit for Graduation Party on * Site

Iay 15, 200% @ Houstan Hall (15t :I
Fl) frorm 12 - 2 p.m. - 100 students =]

SERVICES. CATERING ,,5?

Example: RESEARCH LABORATORY

1.000.00

Contact Name

= Category
Supplier term
* Amount

FHILADELPHIA CATERIN ,,’S?
PHILADELPHIA-T &
Truly Scrumptious

Shop

Requisitions Receiving

) _ [ Shopping Cart
Clear Al ) [_Add to Cart

Your cart is empty.

Line 1: Should read A. Deposit...

Marketplace Reguest | Non-Marketplace Request

Non-Marketplace Request
* |ndicates required fizld

Shop

Requisitions Recelving

) _ [ Shopping Cart
Clear &l ) _Add to Cart

Your cart containg 1 line.

ltern Type | Goods or services billed by smount = | = Supplier Name  |PHILADELPHIA CATERIN Z{ Recently Added Lines
* ltem Description 5 Balance for Graduation Party ﬂ  Site IiPHILADELF‘H\A-W q[{ A Deposit f. 100000 USD
on May 15, 200X @ Houston Hall - ’
(15t Fl) fram 12 - 2 p.m. - 100 LI Contact Narne | Truly Scrumptious Wiew Cart and Checkout
xCatagary [SERVICES.CATERING ? Phone  [215-555-1234
Example: RESEARCH.LABORATORY Supplier
* Amount  [4,000.00
Line 2: Should read B. Balance...
shop Requisitions Recelving
%ﬁwpping Cart
Sawe | | Checkout
Supplier ltem Special Amount
Line Number Item Description Info Unit GQuantity Price {USD) Delete
3 »;.u[dJeerEtosn for Graduation Party on May 15, 200 & Houston Hall (1st FI) from 12 - 2 pom. - 100 students @ $50 per s DoHarI 1000 1 USD 1.000.00 i
4 Emlgz'\;mce for Graduation Party on May 15, 200X @ Houston Hall (1st Fl) from 12 - 2 p.m. - 100 students @ $50 per us DDHarI 4000 1 UsD 4/000.00 W
Total 49,000.00
Return to Shopping | Save | | Checkout )

Add Attachment

4

Receipts will be required for

Attachment Summary Information
= Indicates required field

Since this requisition also requires 3 bids
— Purchasing must approve the PO.

* Description [big info

both lines of this PO
Line 1 8 Deposit dreceipt asap,
i.e. as soon as the PO is
approved by Purchasing
@ Tip: Hand carry
invoice to Accounts
Payab le for payment of
deposit
Line 2 3 Balance o will be
receipted after the service
has been performed

Attention Ta

Define Attachment
Type ¢ RL

@ Text

Miscellaneous <

[ |

Mon-contract Supplier - 3 bids to follow via intramural =
rnail with the PO # an each bid

Name
(Optional. provide a name to Text sttachment)
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Receipt when Invoice and Original PO Quantity/Amount Differ

In order for Accounts Payable to pay an invoice appropriately, the receipted quantity of an item should reflect the
actual quantity/amount received. For example:

o The original PO quantity/amount for balance due on the previous PO is $4,000
&  Reminder: The original PO was for $5,000. The deposit for $1,000 has already been received in the
system.

o The ‘balance due’ invoice from the Supplier is for $4,500 as there were more people attending the party

« Amount to be receipted is the invoice amount of $4,500
& [f the invoice amount were less than the PO amount, again, the amount to be received in the system
is the true amount of the goods or services received i.e. the invoice amount NOT THE AMOUNT OF THE
ORIGINAL PO.

i|§ The 6receivedd amount in BEN Bl
- amount of the payment due to the Supplier!

Shop Reguisitions

M)

ey
Selecttems  ReceiptInformation  Review & Submit

Receive ltems: Select ltems

Requisition Murmber li ,,{
Supplier li {
Order Number li {
ltems Due lm

(Erter at least one additional search criterion when selecting tems Due Any Time)

Co J [ Clear )

Cancel ) (_Clear Changes ) | Express Receive | Step | of 3 [Next )

=

Select All | Select Mone

Select Requisition|Description Ne CQuantity Unit ed Received Supplier Number
E. Balance for Graduation Party on hay 15, 200X & Houston Hall (1st FII _ I 4500 IUS Dollar = PHILADELPHIA CATERING

T lzisd from 12 - 2 p.m. - 100 students @ §50 per student A E Y g g COMPANY g
@ TIP Use the Previous/Mext navigation taal to make selections across multiple pages

: T |0|(Ie| |

|_Cance| ) ( Clear Changes J | Express Receive ) Step | of 3 | Megt

Receipt of Periodic Services/Maintenance

Receipts should be created periodically for services and/or maintenance to reflect the appropriate amount to be
paid.
& Use this example when receipting for Sponsored Programs subcontracts.

shop Reguisitions

I b d O

Selectltems  Receiptinforrnation  Review & Subrmit

Receive ltems: Select ltems

Requisition Mumber li ,5?
Supplier li {
Order Number li {
ltems Due lm

(Erter at least one additional search criterion when selecting tems Due Any Time)

Co J [ Clear )

Cancel ) (_Clear Changes ) | Express Receive | Step | of 3 [Next )

Select All | Select Mone

Select Requisition |Description Need-By Bceipt Quantity Unit Ordered Temwigd Supplier Order Numher
O [1021585 Consulting Services from Jan - Dec 200X 1o be billed monthl 19-0ct-2003 O 00 1000 |US Dollar 'I 12000 L COMSULTING, INC. 2063545
@ TIP Use the Previnus/Mext navigation toal to make selections across multiple pages

Cancel ] (Clear Changes ) | Express Receive ) Step | of 3 [Next )

i.} The O6receivedd amount i n BeetNhheB
- amount of the payment due to the Supplier!
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Requisition for Temporary Employment

Unique Advantage, a University preferred contract Supplier for temporary staffing solutions, is a Penn

Marketplace participating Supplier.

« From BEN Requisitions Home Page Select Shop at Penn Marketplace

o Click on Browse by: Supplier

& While this is not the only way to perform the search, all the available options from Unique Advantage

are retrieved in one instance

- all Category Search

[ Fovorites | quick order]| Product search [rorm

\ S

Categories
O

ki Lab Supplies

hide...

L. Y antibodies

+ Medical/Clinical
ﬁ/ Office/Technology
Q Facilitias

i Furniture

ﬂ Services

G Supplies Manager
ﬁ Manufacturing
.] Books

3“9 Electronics

"“ Specialty

H Food/Food Equipment

0% Mon-Catalog Ttem

C

hide adwvanced searcl

Product Deseription

B R e a

o Type unique in the Supplier
Name Starts with field
o Click on [Search]

femust indude the wards I—
foincdude any of the wards I
f-incdude exact phrase I
i.exclude the words I
Supplisr Narn= —
Manufacturer Narmz
Catalog Mo, (SKU)
Include similar terrns r
Products per page [20 =
Search
p—— earches
Browse by: supplier | Category | chericals
T ——
Punchout
@l;nmwny' @ club colors =
Fishor .
m DHARMACON ®""‘""" Gox ion
. .

BOR  csver G @G S

" et e - Y ~ )
b s rm i T gt b AT e B

b@n buys

search tools

Tl

SANTNL AN AN S

product search

- Search For Supplier
Supplier Mame Starts with

[omiaue
Supplier Information I
Show Types IAII ;I
Page Size 20 -

Search

Requisition Only- Finan
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Requisition for Temporary Employment (continued)
o Click on the words Unique Advantage

o Click on the desired navigational path below until you reach View

Wi

buys

| user infao

harne | product search carts

search tools ch

for [EEERcnyey| I

kS

|2

Unigue Aclthagsage a'jl Phane Ho.i  +1 (215) 222-2248
S50 Mork ot Street Fax Mou: +1(215) 222-2767
Suite 110

Philadelphis, PA 19104
us

DUMS Mo.: 136554701

your talent and staffing needs,

To best serue the needs of the West Philadelphia comrunity, Advantage Human Resourcng and Unique Staffng, Inc. haue formally joined together to form Unique Advantage LLG. We provide a full service solution for

Categories

and ini: ive Services > il ini: ion services = support services

Category Search > and

Engineering snd Research and Technology Based Services  wiew (incl. sub-categories)
Financial and Insurance Services  view (incl. sub-categories)
Healthcsre Services  wiew (incl. sub-categories)
Industrial Cleaning Services  view (incl sub-caregories)
B Mansgement and Business Professionals and Administrative Services  view (incl. sub-categories)
Bl Business administration services  view (incl, sub-categories)
Bl Management suppart services  wiew (incl. sub-categaries)
LoCletical services  view
L. Office administration or secretarial services  view
Hurnan resources services  wiew (incl, sub-categories)
Marketing and distribution  uiew (incl, sub-categories)

o Enter the appropriate Quantity — in this case ‘*Hours’ for the desired service

& The Penn Marketplace only accepts whole numbers i.e. 30, 35, 40, etc. no decimals

T A o ot — i, ——w o - e A0 e, B A - . . S e T
Pisdicts par pas] 20 =T S e Prowtas fudnd: 4 Y e e . QAL b Cedénd <2
Weight Supplier -T Category <T Catalog # < product Description & Add o Select
- .
100 Unigue Advantage Office administration or secretarial  Staff Assistant Services Human Resources; Staff Assistant 21,68 USD
h services A
100 Unigue Advantage Office administration or secretarial  Admin Asst A Service; Human Resources; Administrative Assistant; Minimum 1 1/HR 15,90 USD -
E services Year Experience
100 Unigue Advantage Office administration or secretarial Adrnin Asst B Service; Hurman Resources: Administrative Assistant; Minimur 2 1/HR 21,68 UsD |-
h services Year Experience
100 Unique Advantage Office administration or secretarial Cashier Service; Hurman Resources; Cashier 1/HR 15,90 UsSD l-
focd] cerices
Add To Active Cart = | Go

o Click on the shopping cart icon to ‘Add to Cart’
o Click on [Add Products] or [Return to BEN Buys Shopping Cart] to complete the checkout process

Create Cart add Products| — R ae] —* [Feturn to BEN Buys Shopping Cart|

l Save |

2

Cart Marne 2008-10-17 STDTORO0Z C

Supplier / Line Item Details

?

Show line details For selected line iterns [Add To Favorites x| Go

Unique Advantage (LB more info..

Add non-catslog itern for this supplier...

Product Description tatalog No size / Packaging Unit Price Oty /UDM Ext. Price [
Service; Human Resources; Administrative Assistant; Minimum 1 Year Experience  more info... Admin Asst A 17HR 1530 G5 pe 556.50USD [
sub 556,50 USD

Subtotal 556.50
Total 556.50 USD

Note the Extended Price

_ | % Requisition Only- Financial Training Department

54




b/Zn teaches mm———

Appendix B: Use of Notes and Attachments

NOTES

Header Level

Line Level

When Adding an Approver

Note to Approver

Used by
Requisitioner Only
to relay
information to
Requisition
Approver (i.e. PO
Manager)
regarding the
entire Requisition.

Note: Information

Not Applicable

Used by Requisitioner to relay
information to an additional
internal approver regarding
the entire Requisition.

If a requisition was forwarded
to you, and you're forwarding
to an additional Approver,
clear the original Note to
Approver and add a new note
here.

on account or
grant usage should
be included here.

Note to Buyer Not Used Not Used Not Used
ATTACHMENTS | Header Level Line Level When Adding an Approver
Internal to Not Used Not Used Not Used
Requisition
Miscellaneous Not Used Required to document Competitive Not Used
(use for Bids or justification of Bid Waiver for
attachments to over $5,000 PO. Possible note to
Purchasing Purchasing Services:
Services) « Contract Supplier — No Bids
Required or
« Bids to Follow or
« Sole Source Suppler

Purchasing Services will review when

PO over $5,000 is automatically

routed to them.
To Approver Not Used Used by Requisitioner to relay Not Used

information to the Approver

regarding a specific line item on the

Requisition/PO.
To Buyer Not Used Not Used Not Used
To Receiver Not Used Not Used Not Used
To Supplier Not Used Used to sending specific information Not Used

to Supplier such as quote # or
delivery instructions. For EDI
Suppliers, you must add a Non-
Marketplace line to the P.O
Important! Start the Item
Description field with 'ZZZ’; the
rest of the Item Description field is
then available for any order
instructions you wish to send. Leave
the Supplier Item field blank.
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Revision History

Date
December 22, 2003

January 20, 2004
January 28, 2004
February 25, 2004
January 12, 2005

January 20, 2005

February 21, 2005

July 31, 2005

October 14, 2005
November 14, 2005
February 6, 2006

February 10, 2006 (BAM)
March 24, 2006 (JIH)

June 14, 2006 (JIH)
May 1, 2007 (JIH)

November 27, 2007 (BAM)
March 31, 2008 (BAM)

October 24, 2008 (BAM)

July 10, 2009

January 5, 2011

Page Number(s)

Various

24-35
Appendix A
23 -32

Various

97 - 110

25-35

25 -35,99 - 107

19-22
Various

Old Pages 56-57, and 91-95

102

Old 18-22

Old 25, 29, 89
Page 34-35
Pages 64, 70-73

Pages 47-48
Pages 47-48

Various

Pages 22-24

Page 54

Topic

Update Acquisition Services to Purchasing
Update Procard to Penn Purchasing Card

Update Penn Marketplace Section
Specialty Laboratory Searches
Update Penn Marketplace Section

BEN 11.5.9 Upgrade — Replace entire User Guide
including addition of U@Penn website

Sample Various Requisitions including Deposits,
Radioactive Materials, Notes to EDI Supplier,
Multiple Distributions, Services, Temporary
Employment, Receipt for Deposit, Receipt for
Invoice when PO Quantity/ Amount Differ,
Receipt of Periodic Service/Maintenance, Receipt
for Sponsored Program Subcontracts

SciQuest Marketplace Upgrade — New look and
functionality for the Penn Marketplace

SciQuest Marketplace Upgrade — New look and
functionality for the Penn Marketplace

Navigation path changes
Remove references to Power Checkout

Prop Mgmt Information and Radioactive
Material. Moved all from within the User Guide
to the Appendix and added more information to
the Property Management instructions, i.e.
Building/Floor/Room and Category Code.

Added sample notes for Bids and Bid Waivers

New navigation screens

New Marketplace Search Categories
New look for Carts page

Remove Notification action buttons (Reassign
and Request Information)

New Property Management screens

New Property Management screens to include
‘Primary Asset Number’ field; new object codes

Upgrade 11.5.10
Sciquest Upgrade 9.2

Updated EDI instructions for Supplier
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Revision History (continued)

Date Page Number(s) Topic
July 26, 2011 (JIH) 6,9, 25 Assignee/Shopper information
March 1, 2012 4-5 Penn eForm information
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