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In This Guide

v" Adding internal notes and attachments v' Adding supplier notes and aftachments

This guide demonstrates how to add header level notes and attachments to your requisition.

¢ Internal Notes and Altachments are visible to the shopper, requester, and all approvers of the requisition.
Attachments:
e Can be added to arequisition during the shopping and approval process
e Cannot be added to a requisition via the method described in this document once the requisition has
completed workflow approval; the Comments feature must be ufilized instead
e Remain with the requisition and purchase order indefinitely
Procedure

1. Access your listing of carts by selecting the shopping carts icon from the navigation bar on the left side of the
screen within BUY-U.
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*Requesters can navigate to assigned carts from the homepage.
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Go to Action ltems > Carts Assigned to me.

2. Click the cart name to make it your active cart.

W Shop  Shopping  Shopping Home v

Create Cart

Assign Substitute
Drafts Assigned To Me

Active Cart Cart

legend ?
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40670856

40792753

My Drafts Assigned to Others.
View Cart Cart Number

= 40714638
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Cart Name Date Created

6/18/2013

Cart Description Total Delete

Delete
Delete

Computer 1,315.46 USD

Projectors 6/21/2013 4,740.00 USD

legend ?

Shopping Cart Name Date Created Assigned To Total Unassign

Unassign

°¥z 2013-06-19 scigreql 03 6/19/2013 Carol Wandersee 5,102.03 USD
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Adding Notes and Aftachments

3. Click the Proceed to Checkout button.
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1 Item(s) for a total of 1,315.46 usD

Name this cart: Computer esti x

Share my cart with others

|| Proceed to checkout || o

Assign Cart

Have you made changes?

Dell(0004943) more info

The item(s) in this group was refrieved from the supplier's website. What does this mean?

3 | 7 Help | Perform an action on (0 items selected)... |~ | Select Al [~

You can no longer access this item(s) on the supplier's website. What does this mean?
Line(s): 1

Product Description

UnitPrice  Quantity Total —
o' OptiPlex 9010 MT:OptiPlex 9010 Minitower w/ Standard PSU ¢- 1,315.46 UsD 1 1,315.46 uso |
Part Number 225 2583 EA

Manufacturer Info  225-2583 - (Dell)

Commedity Code  [180 - IT Hardware =]

4. Navigate to Notes and Altachments.
suye U

s Shipping  Biling  Accourting Codes  Supplier o Shipping & Handiing Charges a2
i

2 Shipping 2 Billing
Cart Name 2015-06-12 abren2 01 [eait | ShipTo can | Bill To

Description Andrew Brennan

Prepared b Test Request 82
pared by o Purchasing/Resource
Prepared for Andrew Brennan

433 Bolivar st
Home Department New Orleans, LA 70112

United States

Accounts Payable

433 Bolivar

New Orleans, LA 70112
United States

Ad hoc Approver

Billing Information Cea ]
Ad hoc Reviewer 5SC Customer #

Credit Card Info
No credit card has been assigned.

edit by line tem.
Accounting Codes 2
Account Speedchart Dept Fund Program Class Project edit
s46700 2663000001 1663000 15 53000 10305
Office Suppiie PURCHASING Purchasing

Notes and Attachments

5. To add an Internal Note: Click the appropriate edit button, enter your notes, and click the Save button.
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Add Attachments

PO Clauses

6. To add Internal atachments: Click the appropriate add atachment... link, browse 1o the file that you want to at-
tach, and click the Save button.
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You have successfully added a note and an attachment to your cart.
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