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5 TEXAS TECH UNIVERSITY

JI' HEALTH SCIENCES CENTER

Finance Systems Management

TechBuy -
Completing the Requisition

Once you have edited and reviewed your cart, it is ready for completion. Select either
Submit Reqg or Assign Cart. Submitting the requisition begins the PR workflow
processes. These workflow steps are discussed in the TechBuy Basics document. If
you assign the cart, you are relinquishing your ability to submit. The user who receives
the assigned cart will need to submit the requisition.
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Submitting the Requisition

Once your cart is complete and accurate, select Submit Req.
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You will receive a message that your requisition has been submitted.
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TechBuy - Completing the Requisition

Summary
Requisition Number
Requisition status
Cart name
Requisition date
Requisition total

Number of line items

141245971

Pending

2021-02-26 SBM388 01

3/4/2021

3.00 USD

2

® Requisition 141245971 Submitted

Options

@ Print

Recent orders

Return to your home page

Make note of the requisition number. We suggest using the requisition number when

searching History.

Assigning the Cart

A user may choose to assign their cart to another individual for review and/or
submission. Prior to assigning the cart, verify the assignee has Banner fund authority for
the fund(s) used on the order. Select Assign Cart.
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TechBuy - Completing the Requisition

The Assign Cart To: User Search window will appear. Select Search.

Assign Cart: User Search

Assign Cart To: no value
SEARCH |4— Select Search

Note To Assignee:

Type the first and last name of the desired assignee, and click Search (Magnifying
Glass).

john haynes Q (2] Add Filter ~
< > Page 1 of394 b o “GLE] 10 Per Page =
— Enter Name and el - ohone
click Search o valie o vale +
VBJ392 VBJ392 no value no value +
XBU114 XBU114 no value no value +
WMF923 WMF923 no value no value +

Select the + to the right of the appropriate name.

ohn haynes Q o Add Filter =

Name & User Name ¥ Email

Select + next to —p [+
Appropriate Assignee

John Haynes DFQ329 john.g.haynes@ttuhsc.eg
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TechBuy - Completing the Requisition

Enter a Note To Assignee, as required, and click the Assign button.

Assign Cart: User Search

Assign Cart To: John Haynes
SEARCH Enter Note To
Assignee
Add to Profile |:|

!

Note To Assignee: Please review order and submit. Thank youl|

Click .
El—=n -

You and the Assignee will receive an email notification that your cart has been
assigned.

® Cart Assigned

Requisition Summary Options
Requisition number 141245971

Create new draft cart
Cart name 2021-02-26 SBM388 01

Recent orders
Requisition total 3.00 USD

Return to your home page
Number of line items 2

Emails are sent at regularly scheduled intervals as a reminder about carts that have not
been processed and require attention. The email reminders are based on the date the
draft cart is assigned to the user. The initial email reminder will be sent three days after
the cart assignment. Repeat email reminders will be sent daily until action is taken and
the cart is processed. The email provides a link for the user to access TechBuy and
view the assigned cart(s).
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TechBuy - Completing the Requisition

TEXAS TECH UNIVERSITY
~ HEALTH SCIENCES CENTER.

Re: A shopping cart has been assigned to you

Cart Name: 2021-02-26 SBM388 01

Cart Number: 141245971

Prepared for: Thi Bui (Business Unit: Texas Tech University Health Sciences Center;
Department HSC-PURCHASING - LUBBOCK)

Prepared by: John Haynes

Dear Thi Bui
A Cart has been assigned to John Haynes (john.g.haynes@ttuhsc.edu) from Thi Bui

(thi.bui@ttuhsc.edu). The shopping cart can be accessed for review in "Draft Carts" or
by selecting the URL below.

hitps://solutions._sciquest. com/apps/RouterViewAssignedCarts?
AuthUser=4482814&ParamAction=View&Cartld=141245971 &tmstmp=1614802792244

If applicable, the user has submitted the following ad;mﬁn Click link to view cart
in TechBuy

Please review order and submit. Thank youl

Once the cart has been assigned, it can be viewed from your Assigned Carts until the
assignee has submitted the requisition. After the cart is submitted by the assignee, it
can be viewed using Document Search.

Al ~ Search (Alt+0) Q 0.00USD W < |.@ F §

[

TEXAS TI
HEALTH

Shop » My Carts and Orders » View Carts b Assigned 40 Logout
Cart Management List of assigned carts that ,
have not been submitted
Draft Carts | Assigned Carts

Type = Cart Number & Shopping Cart Name = Cart Description Date Created = Total < Created By = Assigned To < Action

Nerma | 141245971 2021-02-26 SBM388 01 2/26/2021 3.00USD  Thi Bui John Haynes View w

The assigner retains the option to unassign the cart unless the assignee has submitted
the order. To unassign the cart, select Unassign from the Action drop-down menu.
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TechBuy - Completing the Requisition

All = Search (Alt+Q) a 0.00USD W 0 1@

Shop » My Carts and Orders » View Carts » Assigned Carts

Draft Carts Assigned Carts

ign Substitute

* Filter Assigned Carts

MNormal 141245971 2021-02-26 SBM388 01 2/26/2021 John Haynes View

Select
Unassign

A 2

Cart Management Create Consolidated Cart ?

Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Created By = Assigned To = Action

-

The cart will open and you will again maintain control of the cart.
Returning an Assigned Cart

Occasionally, a requisitioner will have a cart assigned to them by mistake or the

requisitioner may want the shopper to provide additional information or select a different
account code. The requisitioner can return the cart to the shopper to allow the shopper

to make any corrections to the cart or assign the cart to the appropriate person.

To return a cart to the shopper, select the Return Cart button.

TS e UvERSITY Al + Search (Alt+Q) Q 3459UsD W © 1@

HEALTH SCIENCES CENTE

Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 141493288 - Draft Ref

Select
Shopping Cart for sonn Hoyned [aamm e G ¢ Continue Shopping Titem(s) for a total of
Return Cart

Name this cart: |2021-03-05 DFQ329 01

Have you made changes? | Update & | Help | Add Non-Catalog Item Empty Cart | | Create New Cart |  Perform an action on (0 items selected)... |+

500 Staples Dr Apt MS309R, Framingham, MA 01702-4478 US
Free Shipping

You cannot access the item(s) on the supplier's PunchOut site because it did not originate from a PunchOut session. What does this mean?

Line(s): 1
Product Description Unit Price Quantity
TRU RED 8.5" x 11" Copy Paper, 20 Ibs., 92 Brightness, 500 Sheets/Ream, 10 Reams/Carton (TR56958) 3459 1
Part Number 135848 T

Update

Manufacturer Info  135848/TR56958 - (Domtar) |apdatay]

Contract H-C15221 = more inf More Actions | =
Agreemen t for RFP 2019-892; office supplies

Commodity Code  |14-11-15-07

Supplier subtotal

O

34.59

Proceed to Checkout LIS

Select All

@ Summus Staplesy & S BB M voe e Add Non-Catalog Item |
PO Purchase Order 1 | Edit

Total

34.59

34.59 D

You will be presented with a Return Cart window that will allow you to enter a reason
why the cart is being returned and then select Return.
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TechBuy - Completing the Requisition

Return Cart @2 x
Return Cart To: John Haynes

Note: Please add additional items to the card

Select pemmep P
Return )y [EF [ Cancel

You will receive a message that the cart has been returned.

Shopping Cart Information ?
@ Congratulations! Your cart has been returned back to the original creator:
You included the following note:
Please add additional items to the cart
Requisition number 141493288
Requisition status Draft
Cart name 2021-03-05 DFQ329 01
Requisition total 34.59 USD
Number of line items 1
What would you like to do next? Here are links to some common actions.
e Search for another item
e View order history
e Check the status of an order
e Return to your home page
e Create new draft cart
The returned cart will now appear in Cart Management under Draft Carts. The Type of
cart will indicate it has been Returned.
TS TG iRy Al Search (Alt+Q) Q ooouso w o D 4 g
Shop » My Carts and Orders b View Carts b Draft Carts

Draft Carts Assigned Carts

3 Filter Draft Carts

Cart Management Create Consclidated Cart

Type = Cart Nu | n d | cates Cart Cart Description Date Created Total =
Normal - Returned @ 4124597 R
L | ormal - Returne I 1 eturn ed 2/26/2021 3.00 USD

Action

View ¥
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TechBuy - Completing the Requisition

An email will also be sent to the shopper. The email will include the reason for the return
from the note that was attached during the return. A View Carts link is also provided in
the email that will take the shopper to the Draft Carts page to modify the cart.

TEXAS TECH UNIVERSITY
~ HEALTH SCIENCES CENTER.

Re: Cart Returned For Cart # 141517557
Cart Name: 2021-03-05 CHC269 01
Prepared for: Aaliyah Thompson
Frepared by: Aaliyvah Thompson
Returned by: Thi Bui

Dear Aaliyah Thompson,

To modify the cart go to the "Draft Carts”, page using the URL below.

View Carts B ol Click View Carts link

Eo

If you have any questions with regard to your returned cart, please contact
vour TechBuy Support Team.

Submitting an Assigned Cart

If a user has assigned a cart for your review, you should receive an email notification. If
you do not receive an email notification, you will need to modify your email permissions
in your profile. Review the TechBuy User Profile document for additional information.

You can locate carts assigned to you under the Assigned Carts tab of Cart
Management.
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sasousp w o D 4 9

N ASsigned Carts tab Carts assigned

Cart Management / to yOU Create Consolidated Cart ?

DraftCarts | Assigned Carts ™

» Filter Assigned Carts
Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Created By = Assigned To = Action
Normal 141493285 (5D 2021-03-05 DFQ329 01 3/5/2021 3459 USD  John Haynes Thi Bui View | ¥

Select the Shopping Cart Name of the assigned cart to open the order.

e Tt UVERSTY All Search (Alt+Q) Q sasouso W o @ 4 g
Shop » My Carts and Orders » View Cart
Cart Management C t N Croute Consolidated Cart 2

DraftCarts | Assigned Carts

Assign Substitute

> Filter Assigned Cart l

Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total & Created By = Assigned To = Action

Normal 141493285 (2D 2021-03-05 DFQ329 01 3/5/2021 3459 USD  John Haynes Thi Bui View | ¥

The cart will open and allow you to edit and/or submit the requisition.

NOTE: When you review the cart, change the Prepared For field to your name.
TechBuy sends the name of the person in the Prepared For field to Banner to check for
fund security. For additional information about reviewing the cart, please review the
Review the Cart document.

Once you have reviewed the cart and entered your name in the Prepared For field,
follow the steps above to submit the requisition.
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