Checkout Process

1. Open the shopping cart you are ready to checkout with and
click Proceed to Checkout.
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2. The Summary section is where you can review the general cart
information, supplier information, and product description. The first
checkpoint during the checkout process is to identify what the
requisition is missing in order to be submitted successfully (top right
hand side- summary tab).
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3. This is also where you would select the option to make the purchase
order a “Multi Invoice PO” to allow for receiving to be performed by
amount only. To edit the general information, click Edit (Pencil Icon).
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4. The General dialogue box will open. You have the option to enter or
change the prepared for information, cart name, and description, and to
select the multi invoice option. Click Save to close.
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5. Once you have reviewed the Summary information, click on
the Shipping edit pencil located on the left hand side of the screen.
Your Shipping Address and Delivery Options should automatically
default if you have set up a default on your profile. Otherwise, select the
appropriate shipping address and complete all required information.



PUMEC

Requisition * 3393798 +

Shipping

ShipTo

Contact: R. Espinoza
Contact Line 2 AD # 729
Univ of MD Baltimore Cnty
1000 Hilktop Circle.
Battimore, MD 21250
United States

Summary  POPreview  Commens i
General Lol
Cart Name 2021-11-08 BT37893 01

Description no value

Priority Normal

Prepared by Rafael Espinoza

Prepared for Rafael Espinoza

Multi Invoice PO v

Accounting Codes

Business Unit Fund
umsCl 1o value
e O Recuired

Dept

0 valve
©requied

Delivery Options

Expedite X

ShipVia Best Carier-Best Way

Requested Delivery Date 70 vallie
Account Prog Fin
o value 1o value
O Recured O nequired

Al

Billing &

Bill To

Univ of MD Baltimore Cnty
Accounts Payable Dept
1000 Hilltop Circle
Baltimore, MD 21250
United States

Project Activity ID

o value o value

Search (Alt+Q) a 400000USD W 010 O

® & @ Logout Place Order

Assign Cart

© Comactthese ssues. v
You are unable to proceed until addressed

Required: Fund
Required: Dept

Required: Account
Required: Prog Fin

Total (4,000.00 USD) ~

Subtotal 400000
400000

What's next for my order? ~

Next step Wait for Initial PR Validation

Approver Approver Annie

Workfiow Oes

D Show skipped steps

a_— e

*
Ship To
(8) CURRENT ADDRESS o)
Contact R. Espinoza [] Addtomy addresses
Contact Line 2 AD#729
Address Line 1 Univ of MD Baltimore Cnty
Address Line 2 1000 Hilltop Circle
City Baltimore
State MD
Zip Code 21250
Country United States
p Central Receiving — Rafael Espinoza, Central Receiving, Univ of MD Ealtimore Cnty, 1000 Hilltop Circle, Baftimore, MD 21250, United States | *
I O Main Campus - R. Espinoza, AD # 729, Univ of MD Baltimore Cnty, 1000 Hillitop Circle, Baltimore, MD 21250, United States I
O The Columbus Center — Rafael Espinoza, AD 729, The Columbus Center, 701 E Pratt 5t, Baltimore, MD 21250, United States
Search additional Q, ResuitsPerPage 10
Delivery Options
Expedite D
Ship Via Best Carrier-Best Way -
Requested Delivery Date Em

mm/dd/yyyy

Close



6. Next, you will need to enter your chart-string information. Under
the Accounting Codes tab, click the Edit button located in the upper
right hand side of the section. This information will automatically pre-
populate if you have set up a default on your profile. If you want to use
different accounting codes for different items in your cart, scroll down to
the Lines section of the Accounting Codes tab and click the edit button
on the line you wish to change.
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7. After you enter the codes, attach any additional supporting
documentation to the Internal Notes and Attachments section.
Internal notes and attachments are not seen by the vendor, but are for
internal use only.

8. Once internal attachments are uploaded, proceed to External Notes
and Attachments. Documents attached in this section will be sent to
the supplier once the purchase order is approved as part of the
purchase order.

9. Review your order for any missing steps. Once you have entered all the
required information, scroll up to the top of the page and click Place
Order. It should be noted that the “Place Order” option is only available
on the requester role. All other individuals will need to assign their order
to a requester to have the order placed.



10.

the requisition has been submitted. The Requisition Summary will also
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After placing your order, you will see a confirmation screen that

provide you with information regarding the submitted.
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