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GUS Procurement

Changes

3\ | GUScloud

* No PCards on
Punchouts

e Approvals

* Reconciliation

e Entry Methods

* Receipting of all
PO’s.

GUS Procurement
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Gorilla MarketPlace
* Pay Vendor

* BPCEntry

* Send PO to Vendor

* Punchout Purchase
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GUS Procurement

* Invoice Imaging

* Expenses

* Send PO to Vendor (Smart Form)

* Punchout Purchase
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GUS Cloud - Log In

Go to the GUS Portal
at gus.pittstate.edu

vveicuinie 10 GUS

Log into My GUS | | Don Know my Pas:

Click Log into My GUS

Select an app to get started
[ Signin x
All Apps € c @

i Apps [ PSU [ Oracle Cloud [ State of KS

@ https
4 The Pittsburg (KS) M
—

Enter PSU Unified =

username and —
password. : i &
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Click Sign In ’ .
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)
Student Housin(

Gorilla

Click on GUS Cloud -
DevTest

Markelplace

3
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DevTest
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3\ | GUScloud

oeva

bwinter

Community N

n
]

G Google Mai

Keep me signed in

If you have any questi
contact the Gorilla Ge
du.

geeks@pittstat

*PSU Username is Use]
employees and Usern:
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GUS Search

Use the box below to search for any PSU App or system. Apps you use every day can be
added to your favorites. Click here to learn more.
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£= View All Apps

Favorite Apps

Create Favorites Group

Y My Favorites
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er for authentication.

Sign In
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Task Icons

* Purchase
Requisitions: shopping

0 0 Procurement
©

Pages: Punchouts. Send PO to
Supplier

* My Receipts
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=
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* Pu rchasing- Overview of
Orders

@
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Navigator

Main Menu

Roles

Your Roles determine
access and which Tasks
you have available in
the Navigator.

GUS Procurement

= WGUS Cloud

3\ | GUScloud

Havigator

Warehouse Operations

Receipts

General Accounting
T General Accounting Drashboard
=: Journals

o Period Close

Fixed Assets

i.0 Assets

"'

7 Asset Inguiry

= Financial Reporting Center

Payroll

22 Accounting Distribution

Expenses

&' Corporate Cards

My Team

EH Manage Users

B T e

L Tor e

About Me
% Talent Profile
£3 Goals
=7l Performance
i Personal Information
= Benefits
Y Competitions
= My Portrait
[ Time
G Web Clock
= Exgas

S My Account

Procurement

Purchasing
My Receipts
Megotiations
Catalogs

51 Suppliers

Procurement Dashboard

" Purchase Requisitions

Directory
=i Person Gallery

ok, Directory

- Resource Directory

%, Social

™ Getting Started

T My Dashboard

“s Setup and Maintenance

Tools

~ Appearance

[17] structure

ol Announcements

[#] Worklist

u- Spaces

T Reports and Analytics
i Scheduled Processes

1! File Import and Export

i, Diownload Desktop Integration ...
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Requisition: REQ06

Your added 4 lings b e regosbon E This Side

Shop
= Search Catalog
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HP 9S00, High ¥igld
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GUS Procurement- Requisition Preferences

= d6usCloud

ity Requisibions

m-‘.

Besrmus

© O 0 O

L ]
Fastenyl SMl

Acons @ View? Format @ Detach
Requititon Description
REQ204 Post-t Super Sicky Notes, 3" x I°, Canary Yellow, 12Pk
R D0 upE th
REQ199 e TTER Euro Beghiness, 20158 12" x 11°, 1 Case. 10 Reams, 5000 sheets
REQ198 S8 S
RE ' thcde E e E2 E
TS Madden
Purchaseg News
*d 80
om/p s d mation_p o

Creation Date

6916

O O

Approval
Amount 1S

185.72USD Incompiete

A kX ™ b © © sBavenasemison~

Requisition: REQ206

Receatly added hnes
HP §500L High Yield

XX X X

Totad

Ednt and Submit

Quick Links

3\ | GUScloud

= Requisition Preferences

PSU Business
Unit

*Barbara
Jemison

Requisitioning BU

Requester

Deliver-to
Location

Pittsburg
Campus

Edit

Requisition
Preferences (or
Favorites): Designed
to help speed up
the requisition
process and
minimize errors
from entry by
specifying default
information for
creating
requisitions.




GUS Procurement- Requisition Preferences

= d6usCloud

Shop
“  Search Catalog
Search

Browse Catalog

ity Requisibions

Acons® View® Forny

Requititon
REQ204
REQ
REQ199
REQ198
REQ

T Purchasmg News

Use preferred seopbers o

L pr vl onscheckoud comy procurement T s el FadOveraew Tad: el 256 &fndGl

Edit Requisition Preferences

Requisitioning BU PSU Business Unit

Shipping and Delivery

* Requester Jemison, Barbara

* Deliver-to Location Pittsburg Campus
Destination Type Expense v

¥ Billing

~' Projects

Project Number

Task Number

Expenditure Type

Expenditure Organization

Contract Number

Funding Source

9 ¥ ravorite Charge Accounts
o
Actions ¥ View ¥ Format® + X
* Nickname
A

Food/Foundation
Office Supplies

Tools

" Detach

Charge

* Charge Account Account

mll___

I
432U.F4210302.532010.0.0.0.0.0
1105.4210300.537100.0.0.0.0.0

1105.4510305.534100.0.0.0.0.0

Save and Close

unds States
reserved
tierve
f 3 e
b
date
Cancel

MNodeld: temNode_my_indormation_purchate_reguadonsi_afr

et indonids gaiqltupd_adf ctrl

A x ™ D © © sBateaemison~

Requisition: REQ206

;. v 92 14USD X
HF kM . -
4 24 »
P ‘P
by » 74 *
LE
Postt Suce »
Total - L
d Submit
PS
Reqguabonsg BU -
D Reguester
Order
Deldrverto P
" Locatom C
Ean
PON1TL
PONIYS
POMY

satez 1dDySagidl 18

3\ | GUScloud

Adding a
Nickname to your
Charge Account
will help you
quickly recognize if
you have entered
the correct
funding for a
particular
purchase.




GUS Procurement- Requisition Preference{fl@

Edit Requisition Preferences

Requisitioning BU PSU Business Unit

>  sShipping and Delivery

Enter your Charge Account
segments by clicking on the search
icon and then either selecting from
the dropdowns or manually

= —— . entering the number.

S Save by clicking OK.

Fund

CostCenter

*Note : When searching by

S description, searches are case
DepartmentAccount oy
R R e 5 sensitive. You may need to try upper
FutureUse * Charge Account e ' and lower case.

FutureUse2 |

432U .F4210302.532010.0.0.0.0.0

Search Reset | OK Cancel

1105.4210300.537100.0.0.0.0.0 (]

1105.4510305.534100.0.0.0.0.0

Save and Close Cancel




GUS Procurement- Requisition Preferences

* Using what you learned in week one with Chart
of Accounts, we want to enter a few of your
“favorites”

3\ | GUScloud

anne =—-ance - Chart of Accounts E‘ GUScloud

unts Mapping App
) GUSCIDU[j PSUHome  GUSClassic  GUSPoral  PSUAppsHome  Log Off
S Barbara

GUS Finance - Chart of Accounts

owcon || Fund | object unie Y BSU A Chart of Accounts Mapping
F d 105 505990 4110100 16 pps
u n 5 _ n Use the menu items on the left to set chart of accounts mapping
* Defines the fiscal entity and is l GUS Search COA Mapping Use the tool below to do mapping lookup
self ba’ancing, Use the box below to search for any PSU Apporsy  Fynd Mapping
A g g B - = L added to your favorites. Click here to learn more. COA M Look
* Now 4 digits with the first digit . B oo | oo E— P— ) ; o v apping Lookup
identifying the entity. Otherwise 1105 4110100 559900 Cost Center | Account Intercompany 1 2 pontett [siste” — | PSU Legacy PSU Oracle
Account M
the Fund numbers are the same! T T - ik
Required Optional — For Departmental Use Business Office Use Only
« 1PSU Recently Used Apps Unmapped

* 4 PSU Foundation, Inc. My Apps

|~ ‘ My Favorites

GUS Oracle Project
Classic

Notice in the example that Fund
105 is now Fund 1105.

+ New Group

A Notifications (0)

OLD COA »05990-4110100-16
NEW COA 4110100.559900.0.0.0.0.0




GUS Procurement- Requisition Preferences

= d6usCloud

Shop
Search Catalog
Search

Browse Catalog

ity Requisibions

Aons® View ™ Fornf

Requititon m

REQ204 A
REQ200 |

REQ199

REQ198 L

REQG19T |

Edit Requisition Preferences

Requisitioning BU PSU Business Unit
Shipping and Delivery

* Requester Jemison, Barbara Q

;,,

* Deliver-to Location Pittsburg Campus
Destination Type Expense v
¥ Billing

v

Projects
Project Number QU
Task Number
Expenditure Type
Expenditure Organization
Contract Number
Funding Source
Favorite Charge Accounts
Actions ¥

View ¥ Format ¥ + X " Detach

* Nickname * Charge Account

|
Food/Foundation
Office Supplies

Tools

Charge
Account
0

&L

h

432U.F4210302.532010.0.0.0.0.0

1105.4210300.537100.0.0.0.0.0

1105.4510305.534100.0.0.0.0.0

A *x ™ » O

unds States Order

ol reserved

1eierved

quidited PON14D
quidated PONIYS
quHated POMNY

ot pr uild o s hecioud comy produrement, Taceu FadOveroew Tnd:

s 2% EfndGlobaltemModeld s temNode_my_information_purchate_requatsd

Save and Close

TGS _afriWendor

Cancel

You

e Barbara Jemison ~

Requisition: REQ206

J 333ed 4 nes o

T regusAon

Receatly s3ed hoes

HP

? L High Yield

92 14 USO

e

HP 61 203K A ¢ 04 100

y

Staples Copy Papet -
1.74 USC

LE

Postt Super Sacky N 9 60

Totad 18572 USC

Edn and Submit
Quick Links

o SHOgCN ity

Ky

Requisition Preferences

siboneg BU

Reguester

Derirver 10
Locaton

3\ | GUScloud

Setting your
Primary Key
defines your
default. This can
be set from your
Actions dropdown.




GUS Procurement- Requisition Preferences

Charge Account

e Live Demo to add

CostCenter

Charge account

DepartmentCostCenter

DepartmentAccount

favorites.

FutureUse1

FutureUse2

Search Reset | OK Cancel




GUS Procurement- Punchout Orders

3\ | GUScloud

Shop

Search Catalog

° Navigation within this Module

= Hrowse Calalog T
Sraples Copy Paped T4 T LIS
1,74 LIS
LE . 0 X
Pat-it Supser Smery M 60 IS0
o Sl Super 8¢ BB USD M
Toasl 18572 LSD
* Edit and Submit
SHi
Oulck Links
Slapies « Senut Foems
Requisition Preferences
My Rrquisitions
- . Fobgitioniasy il
Adons® View™ Formal @ 5 = Dotacs Tons
b
Roquisibon  Descripbion Croation Dubs Apeou! suas Funds Stabss  Order
REQ206 Prost-i Supsr Shcky Nobes, 7 x 37, Canary Yellow, 12Pk L0 0 TBLIZUSD Imcoamplede Mol resered =
REC20( Tasting Supplier loads with sibe assignmsnts &Trh 10000 USD  Approwed Foeserad .
REQ189 Staples Cogy Papesd LETTER-Sabs, 2201104 USEuns Baghinass, 2016 8 V27 x 117, 1 Cage, 10 Reams, 5000 shasls &Tre I TAUED Appiowed Liguidated POM1AG
REQ128 Lshireds LEGE Sound Bai &G 285D POMTYR
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Shop

= 4GUS Cloud

GUS Procureme

Search Catalog

Search

= Hrowse Calalog

&

cowg)

My Requisitions

Adions® View™® Formal @

Requisiton

REQ206

REQZ00

REQ189

RECH1DS

B H e
-G

iggie

Fasbenal

ange

i

L]

Description

Pasl-i Super Shcky Mobes, I x 37, Canary Yellow, 12Pk

Testing Suppler loads wilh sife ass

ETIEMS
Staples Copy Papes, LETTER-Sxre
Lo LSE Sound Bar

0100 Lt 15

S21104 USEuns Beghiness, 20168 1V 2 117

eS5T0) S000 - Gredl valug and in-Slock for Tas! shipp

Croation Dabs

w96

1Case, 10 Reams, 5,000 shests &TrE

reg Dhell Labhede E25 N0 Dhell Lated

5ET0, BT &re

Approval
Amount

1L T2UED
100 LES Dy
I TAUSD
ZBNSUED

FAT O LESD

Incomplede
Approwed
Appived
Appitwed

Approwied

Funds Stabss

Mol resered

Resereed

Liguidated

# * ™ B © © sabealemison~

Drder

POMTX

POMNT2E

pit pic.uil. oraclechiud com/ procunsmant s el FadlviraewTad= —lalic 25 BfndGlobaltemblodeld= emMode_mry_indoimation puickaie ibquationii sl oops 631 1T slviiedowidode: D8 alrWindowld= galat gl sdf.ctil-itabe= 1dBySag il

Requisition: REQ206

Youn added 4 lines b T regoison

Recenily sided ines
HP 9S00L High Tisld
E
HP §1L 2-pack High
Yi
Staples Copy Papet
LE
Pt Super Sy M
Totsl
Oulck Links
® 2

= Seman Forms
Requisition Preferences

PEL USInEss
Reguisionisg BU | oo O

Deltverde  PEsbuig
e Locaion Campus

3\ | GUScloud

Search Catalog is
intended to help guide
you to an appropriate
punchout vendor for
the product you are
looking to purchase.




GUS Procurement- Punchout Orders

= Q6US Cloud

© O 0 O

revew Hreds A 25 BledGlobal R ertisdeld = dembede_ry_ilormation_pustka

it

eSS0} S000 - Gredl value 3ned in-S10ck o 1359 Shippeng Dl Labieds B350 0 Lalfede ESS N

ibguAian

1BLMZUSD Incemplein

100 00LESD  Approved

0
SE 1SS0 Appioved
0

# * ™ B © @ sabasomson-

Requisiticn: RECQ206

HP J50%

i il dsinps B 1 IM0ATRAIG M SliNdowdade= 08 slfWindowld= galg gl sdfotil-fabe= 1 4By Tag il 12

9214 USD
2 . Sl
66 e 5224U8D %
( " P T4 USD W
BE0USD M
Toasl 1§57 LISD:
Edit ard Subsmit
Cuick Links
« Sman Forms
Requisiticn Preferences
(=11 "
— gy [odBu
t:l Hedguesled : b
Funds Stabss Dirde el
=5, [
Mol reserved Ceoatod D
Foeseroed
Laa
Liguidated
Liguidatea
Liguidatea

3\ | GUScloud

Punchout links are
displayed with the
vendor’s logo.
Clicking the logo
link will take you to
that supplier’s
contracted
website. From
there, you shop as
you would with
any online
purchase. Once
you are ready to
check out, your
shopping cart will
be redirected back
to the document
builder in GUS

Cloud.




GUS Procurement- Punc

Columng Hedden &

Purchasssg Niws

Ui prfir od dupbheii 150 bl yout

it g i d orac hickoud. comn pe o unermant T s el FadOhvirnew Trds

g
Search Catalog
Search [-]
= Hrowss Catalog
[

‘ Appie Dedl

My Requisitions

Adons® View® Formal ® m = Dorgss

Rqusiton Description
REQ206 Pasl-f Super Shoky Mobies, X7 x 37, Canary Yellow, 125Pk
REQ200 Testrg Supplier loads with sie assignments
REQ189 Staples Copy Paped LETTER-Same, 221104 USEurs Beghinass
REQT98 Lésndred LESE Sound Bar
REQA9T 0100 Labhude 15 (a5500) 5000 - Grad value 3nd in-Slock for fast shippeng. Dell Labhude E22

Bukranh fegureTesiy

2018_ 812 1 11° 1 Case, 10 Rearrd, 5000 shasts

| Lathede ESST0, BTX

Al 256 AindGloballemblodeld= tembNods_mry_ind ormualion puichais ibqueitionii

O O

Croation Date m Sntus
916 1B5.72USD Incomplete
&G 10000150 Approved
THb D TAUSD Approwed
&Trig ZR1SUSD Appipeed
&TriG T DAUSD  Appiieid

il oop= 631 AT HE_slrivedowbiode= 08 _alriindowd= galod apli_sdf ctil-itate= 1dBySegial I8

Funds Stabss

Mol resersed

Resersad

Liguidanea

Liguidated

Liquidated

Order

POM14D
POMTYS

FOM13E

hout Orders

* P B © @ Babeajemison-~

Requisition: REGQ206

Yioan added 4 lings b Tk regusion

Recenlly sdded hnes
HP $5000 High Yisld
E

HP B 10L 2-paeckc High
i

Faples Copy Paped
LE

Pttt Supar Sacy M

9214 LBD

5224 USD

3¢
»
MNTAUSD W
¢

Teasl

Resaparailiriussg Fill
b
Dliverte  PEsbung
Py Localion Campus
Lt

3\ | GUScloud

Document
Builder area.
Allows you to see
what you have in
your “cart” as you
shop.

These line items
can be removed
by clicking the X.




GUS Procurement- Punchout Orders

Shp

= Search Catalog
Search
= Hrowss Cataksg

My Requisitions

Columng Hedem 5

Pufchasg News

Utd praferded dupihers for

Staples Copy Papéd LETTER-Sans, S04 USEuis Beghingas, 20 16_ B 12 x 117, 1 Cage, 10 Reard

o your Bukeetd redureTesla

it g k. s e ool ¢ ooy ipe o unemann® | s el FradDotrnew sl =

- m " -

Of 000 - Greal value 3nd in-S1ock Tor fas! shippesg Dell Labsude E

© O 0 O

Faatdnal SHI

Dertpim

IreTiNS

5000 shewts

Adons @ View™ Format @ ) >
Requisita Description
REQZ06 Posl-i Super Scky Motes, I x 37, Canary Yellow, 12Fk
REQ200 Tasting Suppliar loads with sibs as
REQ199
REOQT88 Lénowd LISE Sound Bar
H D100 Labiude 15

il Labtede £S5 70, HIX

A 255 Edndbloballemblodeld= tembods_mry inlormstion_ puichaie mbqurtionslc_ sl sep= B3 BTG slriiedowldode=

O

o

order!

Approal
Amount

1BLTZUSD
11080 N LES Dy
¥1.74 50

SENGUSD

46

Stmius

InCompiede

Approved

Let’s try a punchout

Funds Stabss

Mol reserved

Reserad

Liguidaed

Liquidateda

Liguidated

D _aledindeowids qalaiiaap s adf onl-ttate= 1dBySaghe] N4

Requisition: REQ206

Your addad 4 lines

Recently sa3ed nes

|E|.P FE000, High Yiald FLAGUSD X
HPSTALTPHI 220080 %
Staples Copy Papel

LE
Poatt Super oy M. 0.60USD

Total 18577 gD

Drder
&
it
POM 10
POMTYX
POM1TEE "

3\ | GUScloud



GUS Procurement- Punchout Orders 6@

: m
.

B H] [ o—— (Shi/ . Live Demo of

wﬁ one @ punchout order.




GUS Procurement- Punchout Orders

= douscloud

Shop
= Search Catalog

Search

Hrowss Calalog

L

o)

My Requisiions

Adons® View ¥ Formal ¥

RGUiSin
REQ208
REQ200
REQI5S
REG58

REQAAT

T Purchaseg News

Ut praferded dupdhedi tor

Bl H El.s.“‘

Dwtsi®

Dascription

Posl-A Supér Ehdey Molés, I x 37, Canary Yellow, 127k

Testing Suppler loads with site assignments.

Staplis Cogy Pabie

Lénovd LFSE Sound Bar

0100 Labhyde 15

ol yzuf Bukrand fegqureTesla

eSET0) 5000 - Gredl valug 3nd in-S100K for a8l

LETTER-Zabe, 21104 USEuis Baghinass, 20150 1027 2 1"

O O

Croation Date
L5 0]
1Case, 10 Reard, 5000 ahaslts &Trie
18
shippasg Dell Labtusse ESST0 Dl Latteds ESST0, BTX &g

O O

Approval
Amount

1BLF2USD
1080 04 LES D
I TS0
LB 5D

TAT LSy

Samtus

Approved
AD aid
Appiieid

Appriwid

Funds Stabes

Mol resermed

Reserad

Liguidated

Liquidaed

Liquidated

# * ™ B © @ Babealemison~

Ordar

oM

POMTREE

it pieuil.oraclecicod com) geaduntmanl] a2 el FrdlwiraswiTad=—lulie 2 5= RindGlobaltemblodeld= tembode_mry anlommation puidkaie bquetionii sl sep=bl1 1HBATHEI0ME siflmdowiiode= 08 slsiWindiaid= qalgtinipds sdf_ctil-ptabe= | dBylaglicl 12

You added 4 lings b T

Fecenily s38ed hnes
HF 500 High Yislg
B

HF 8430 2-paci iHigh
Yi

aples Copy Papet
LE

Paatil Super ey M

Totsl —
Edit and Submit
Oulck Limks

SEEInG Listy

Requisition: REQ206

ol MRS o

9T1AUSD M

S224USD X

INTEUERD M
BEOLSD

Requisition Preferonces

Fessgpainninessy Gl L

FEL Busingss

3\ | GUScloud

The document
builder area
shows you what
has been put into
your cart. Use the
Edit and Submit
link to open the
full requisition
and add your
funding,
description and
other
information.




GUS Procurement- Punchout Orders

V2 (3) Yammer: View Conver.. >  Summary - Requisition 758364... E? GUs

€ [

% [=] shop - Purchase Requisiti.. > [fF GUS ® |+ - x

wB O & A& 4 0

Edit Requisition: REQ271

Shop Manage Approvals = View PDF Save ¥  Submit

Requisitioning BU__PSU Business Unit

Requisition Amount  10.00 USD

Description Purchase 10.00 USD

Funds Status Motreserved

Attachments MNone =

Requisition Lines

Actions ¥ View ¥ Format® B 7 i= Detach
Line  Line Type Item Revision Description Category Name * Quantity UOM Price Price (USD) * Amount  Amount (USD) g:::?;;':" g:r:erswoll
1 Description of... Purchase Goodsi/Services 10.00 USIL 10.00
Total 10.00
< >
Rows Selected 1
Line 1: Details
Delivery
* Requester Jemison, Barbara Q Deliver-to Location Type Internal v
Urgent Mo |v * Deliver-to Location  Pitisburg Campus Q
Deliver-to Address  "1701 S Broadway, Russ Hall, Pittsburg, KS, Crawford66762, UNITED STATES b
¥ Billing
Actions ¥ View¥ Format® : i« Detach
Charge
Distribution Account * Charge Account “Budget Date " Percentage  Amount(USD) Funds Status Delete
Nickname
1 Classroom |~ |  1105.4210300.540490.0.0.0.0.0 £ 5., 100 10.00 Hot reserved
Total

Total 100 10.00

™ B @ © BarbaraJemison~ 1

3\ | GUScloud

Add a
Description
that gives an
overall idea of
including the
the purpose of
the purchase.

Reminders: No
PCards on
punchouts.

All orders, including
punchouts will
require receipting.




GUS Procurement-

[." My GUS X E Shop - Purchase Requisiti.. X = =
€ #. https://ebyfdev-test.prc.us2.oraclecloud.com/procurement/faces/FndOverview?fnd =%3B%3B9
Actions ¥ View ¥ Format ¥ Detach
Line Line Type Item Revision Description Category Name
1 Goods Post-it Super Stick Goods/Services
2 Goods Staples Copy Papr Goods/Services
3 Goods HP 61XL 2-pack H Goods/Services
4 Goods HP 950XL High Yie Goods/Services
Total
<
Rows Selected 1
¥ Line 1: Details
*' Delivery
*ng_l._l__e__s_‘_:g_t: Jemison, Barbara X4
Urgent | No
*' Billing
Actions ¥ View ¥  Format ¥ Detach
Distribution C.harge Account Charge Account
Nickname
1 ‘Office Suppl|~|  1105.4210300.537100.0.0.0.0.0 =)

Total | Food/Foundation
Office Supplies
Columns Hidden | Tools

* Notes and Attachments

Punchout Orders

£3B%3Bfalse%36256%38
* Quantity UOM
1 EA
1 EA
1 EA
1 EA

B%3B%3B&fnd! ¢ Search

Price Price (USD) Amount

9.60 USD 9.60 9.60 USD

31.74 USD 3174 31.74 USD

52.24 USD 52.24 52.24 USD

92.14 USD 92.14 92.14 USD

Deliver-to Location Type Internal ~
* Deliver-to Location  Pittsburg Campus ha

Deliver-to Address

* Budget Date  * Percentage Quantity  Amount (USD)
&y, 100 1 9.60
Total 100 1 9.60

— jul X

wBE 9 4 A de =

Conversion

Amount (USD) Rate Type

3174

5224

92.14

185.72

Funds Status

Not reserved

Delete

Conve
Date

1701 S Broadway, Russ Hall, Pittsburg, KS, Crawford66762, UNITED STATES

10:00 PM

6/12/2016

3\ | GUScloud

Add your funding
for each line in
your requisition.
*Important to
note that each
line will be
assigned your
“Primary Key”
default funding. If
that is not the
funding you want
to use, you will
need to change
the funding for
each line.




GUS Procurement- Punchout Orders

E mycus X [&] shop - Purchase Requisiti.. X =+ - g x
€ #. https://ebyfdev-test prc.us2.oraclecloud.com/procuremer 256%3B%3B%3B&fnd! c Search wB 9O ¥ A A0 =
Actions ¥ View ¥ Format ¥ Detach
Line Line Type Item Revision Description Category Name * Quantity UOM Price Price (USD) Amount  Amount (USD) g::::_;:i:n g::ew
1 Goods Post-it Super Stick Goods/Services 1 EA 9.60 USD 9.60 9.60 USD 9.60
2 Goods Staples Copy Papr Goods/Services 1 EA 31.74 USD 374 374 USD 31.74
3 Goods HP 61XL 2-pack H Goods/Services 1 EA 52.24 USD 52.24 52.24 USD 52.24
4 Goods HP 950XL High Yie Goods/Services 1 EA 92.14 USD 92.14 92.14 USD
Total
< >

Rows Selected 1

¥ Line 1: Details

Rows Selected 1

“! Line 1: Details

v

Delivery

* Reguester Jemison, Barbara Deliver-to Location Type  Internal ~
* Deliver-to Location  Pittsburg Campus Y

Deliver-to Address "1701 S Broadway, Russ Hall, Pittsburg, KS, Crawford66762, UNITED STATES

* Billing
at ¥ Detach

Delete

— * Charge Account * Budget Date  * Percentage
pli

~ | 1241.4210300.537100.0.0.0.00 By,  66.6666666

1]

2 Office Supplies  1105.4210300.537100.0.0.0.0.0 611316 33.333333..

3\ | GUScloud

Split funding is
done at the line
level of billing
distribution.

* Note that you
must change each
line of the
requisition you
want split.

Split the line by
dollar amount,
and the system
will populate the
percentage for
you.




GUS Procurement- Punchout Orders

E myGus % [E] shop - Purchase Requisiti.. X =

€ . | https://ebyfdev-test.prc.us2.oraclecloud.com/procurement/faces/FndOverview?fnd =%3B%3B%3B%3Bfalse%3B256%3B%3B%3B&fnd! ¢ Search

“ Line 3: Details

* Delivery
* Requester Jemison, Barbara Q Deliver-to Location Type Internal ~
Urgent No v * Deliver-to Location Pittsburg Campus
Deliver-to Address " 1701 S Broadway, Russ Hall, Pittsburg, KS, Crawford66762, UNJED STATES
~' Billing
Actions ¥ View ¥ Format™ Detach
Distribution ﬁ:'::akrf:mA:cnunt * Charge Account * Budget Date * Percentage Quantity  Amount (USD) Funds Status Delete
1 Office Suppl |~  1105.4210300.537100.0.0.0.0.0 B &y, 100 1 5224 Notreserved
Total Total 100 1 52.24

Columns Hidden 1

otes and Attachments

Note to Supplier Attachments Mone

¥ Source

Agreement Type Contract Purchase Agreement Supplier STAPLES CONTRACT and COMMERCIAL INC 000000257 1

Agreement PA3

¥ Negotiated

10:01 PM

E 6/12/2016

3\ | GUScloud

Urgent PO needed:
Yes /No

Deliver to Location:
Default will be 300 E
Lindburg, but Staples
Orders will need to be
changed. Addresses
should appear in the
dropdown.

Notes to supplier, and
add attachments,
such as quotes.

Vendor name and
information




GUS Procurement- Punchout Orders

Edit Requisition: REQ271

Requisitioning BU P3U Business Unit

* Description  Purchase

Requisition Lines

Actions ® View® Format® [ 4 X =" Detach
Line  Line Type Item Revision Description
1 Description of... Purchase
Total
<
Rows Selected 1
* Line 1: Details
* Delivery
" Requester Jemison, Barbara Q
Urgent No |~
*' Billing
Actions ¥ ViewS  Format ® < i« Detach
Charge
Distribution Account * Charge Account
Nickname
1 Classroom |~ |  1105.4210300.540490.0.000.( E‘

Total

Category Name * Quantity UOM

Goods/Services

Shop Manage Approvals = View PDF Save

Requisition Amount 10.00 USD

Funds Status Not reserved

Attachments None =

) ) . Conversion Conversion
Price Price {(USD) Amount  Amount {USD) Rate Type Date
10.00 USL 10.00
10.00

Deliver-to Location Type Internal |~
* Deliver-to Location  Pittsburg Campus QY

Deliver-to Address  "1701 S Broadway, Russ Hall, Pittsburg, KS, Crawford66762, UNITED STATES

*Budget Date  * Percentage  Amount (USD) Funds Status Delete

., 100

10.00 Mot reserved

Total 100 10.00

3\ | GUScloud

Save and then
Submit your
requisition. If you
do not Save, all
changes will be lost
and revert back to
your defaults.

A Requisition
number will be
generated and
display as a popup
on your screen.




GUS Procurement- Punc

Shep
Search Catalog
Search [-]

Browss Catalog

SHI

shi/

Fastanal

hout Orders

* P B © @ Babeajemison-~

Requisition: REGQ206

You added 4 lines b e reg

Receatly sdded ines

0L High Yisld
o AL HGN Y g2 1ausD ¢
:I.IF‘-1-I TEIEHER oo np )0 ¢
Faples Copy Paped
LE
Pl Supar SScey M

= Slcpping Lisks

= Benad Farmis

Requisition Preferonoes

My Requisiions

Adons® View® Formal ® Dorgss

Purchasssg Niws

PALI Busingss
Recuisitionias BY | oo Dusing

Approval R A lad
Croation Date Samtus Funds Stabss
Amount
L T
Posl-A Super Shocy Moles, 1 x 37, Canary Yellow, 12Pk L5811 1BLTIUSD Incompledn Mol resersed Locaton  Caimgus
REQ200 Testrg Supplier loads with sie assignments &TIE 10000150 Approwed Reserad £
REQ19 Staples Cogy Paped LETTER-Sane, S04 USEurs Beaghinass, 20180 12 £ 117 1 Cage, 10 Rearms, 5000 shasts &Tre X T4USD Approwed
REGT98 Lésaniired LFSE Sound Bar &I ZBNEUSD Appiiewd
REQA9T 0100 Labhude 15 (a5S5T0) 5000 - Gredl value 303 in-Slock for 1ast shippesg Dell Labtude EZ el Lattede ES5T0, BTX &Trih Appriowid

Ut pdafer? ed dopdieih 134 6l your Bukraid fegureTesis

it e uil.orac i icud comy o untrmnnl | s el FrdOhveraew Trd = i 256 SindGloballemblodeld = tembode_mry_ind ormation_ puichais ibqueitionsi_ sl o631 12038265 _slviVesdowiode= (8 alsWindowid= galo gl sdf.chrl-itabe= 1dByiagicl 18

3\ | GUScloud

My Requisitions
area. Allows you to
see all your
requisitions at a
glance.




GUS Procurement- Punchout Orders

Shop ~ Manage Approvals View PDF  Save ¥  Submit
Requisition Amount  10.00 USD
Approval Amount  10.00 USD
Funds Status  Notreserved

Attachments None ==

. Conversion  Conversion
uoM Price  Price (USD) Amount  Amount (USD) [ JEEED Date
10.00 USI 10.00
10.00
>

Deliver-to Location Type Intemal |+
* Deliver-to Location  Pitisburg Campus Q

Deliver-to Address  "1701 S Broadway, Russ Hall, Pittsburg, KS, Crawford66762, UNITED STATES

0O O

Requision: REC206

Ean ana submit

*BudgetDate  * Percentage  Amount(USD) Funds Status Delete
.. 100 10.00  Hot reserved
Total 100 10.00
[ —
Acions® View® Formar® f ‘ Detach

Requisibon  Descripbon
REG208 Postit Super Stcky Nates, 3" x T, Canary Yelow 12P%
AEQ200

1Case, 10 Reams, 5

15T2USD Incomplete

i et nLE Lt 63

e g suag

Date Submitted

Options +
4 [a) Heale 55 gl Stage
4 EZ Parallel
4 & Branch 1.1

-4 Barbara Jemison
Approved Jul28 2016 B

- Marla Ulbrich
Assigned Jul2g 2016 B

= Joseph Ensch
& Truman Hughes
b [&) Header Stage

b [5) Header Postapproval Stags

Header Preapproval...

\_| Barbara Jemison |

£ MarauUbrich |

i Joseph Ensch
&  Truman Hughes

Header Stage

\_| Barbara Jemison

Header Postapprova...

Barbara Jemizon Joseph Ensch

TIZTHE 12:.00 AN

Truman Hughes

Shari Saia

3\ | GUScloud

Approvals can be
viewed from Manage
Approvals or from the
My Requisitions area
of your shopping
home page for status
Pending Approval.




GUS Procurement- Approvals

Approval Matrix for the Procurement Module —

FY 15
Rule Job Level Amount From Amount To Count % Amount %
Auto Approve 10 5 1,000.00 27,761 87.38% $ 5,086,148  7.93%
Director/Chair 20 1,001.00 100,000.00 3,912 12.31% 28,583,746 44.55%
Dean/Associate VP 30 100,001.00 500,000.00 85 0.27% 15,303,212 23.85%
Vice President 40 500,001.00 1,000,000.00 10 0.03% 7,615,474 11.87%
President 50 1,000,001.00 - 4 0.01% 7,577,787 11.81%
31,772 100.00% $64,166,367 100.00%
_Example:

Kim Little submits a punchout order to Fastenal for $1,200.

Employee [Requester) Kim Little (Job Level 10)

Supervisor Approval Tim Senecaut (Director at Job Level 20- approves as Supervisor)

if:

Professional Development fund| Pawan Kahol

Foundation funding Marla Ulbrich

Finally:

Purchasing Department

Supervisor

Approval
Hierarchy

Auto Approval

Yes

Supervisor

approval based on < ::"\::;r'_ss h
job level p ]
level?

Job level 10
$1,000 or less

Job level 20
$1,001 to $100,000

Job level 30
$100,001 to $500,000

Job Levels i

Level 10 - Employees

Level 20 - Director / Chair

Level 30 - Dean / Associate Vice President
Level 40 - Vice President

Level 50 - President

Job level 40
$500,001 to $1,000,000

Job level 50
$1,000,001 and above




GUS Procurement-
Lifecycle of Punchout Orders

‘ 0000000000 0000000000 £04

Invoice is sent
over to AP from

Product is the punchout
dell\éetre(:)and supplier “Closed
3 need to be R
Transaction is Receipted in. for Invoicing™
approved through ) and paYlment I.i
Workflow and PO Clo§eq fo”r made. “Closed
is sent. Receipting
e Approvals: “Approved”
= w Supervisor
= Hierarchy, PD
Funds,
Submit Foundation,
Punchout and Purchasing
Office
OIrEE “Pending

IH

Approva



GUS Procurement @@

Questions ?
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