WIacBuy MacBuy Shopping Guide

MacBuy is an eProcurement program for online shopping with direct charges to chart
field strings; it can be used instead of a Pcard, however, the Pcard can still be used.
Using MacBuy results in no Pcard charges so no reconciliation. Approvals are obtained
before the order is placed. Negotiated special pricing is in place for Show Case
suppliers (punch out and hosted).

The Shopper in MacBuy:

v

v

edits own personal profile for shipping, taxes, email, chart field strings, etc.
views all suppliers (hosted, punch out, non-catalogue) and their products
creates, edits, updates and withdraws own cart

shops for items

compares products

adds attachments and notes (internal AND external)

creates shared carts

enters internal notes (especially good for shared carts)

assigns or un-assigns the cart to a Requisitioner

checks the approval status of a requisition

creates Goods Receipts and Return Receipts when necessary

cannot submit carts for check out; can only assign to Requester

See also:

MacBuy Requester Guide for shopping and submitting processes.

MacBuy Approver Guide for approval processes.

MacBuy User Profile Guide for customizing user profile processes.

MacBuy Limited Tendering Guide for orders over $10,000.00 (non catalogue)



To shop in MacBuy:

Log into Mosaic then select the MacBuy tile. This may be under the My Work screen.

eProcurement This takes the user to the

(inacBuy

MacBuy Home Screen, below.
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MacBuy Home Screen. Tiles are suppliers with McMaster contracted pricing in place.



Ways to shop in MacBuy:

v" Click the appropriate tile if shopping from a specific supplier in the Showcase (hosted
and punch out). These suppliers have McMaster contract pricing in place.

v Use the Shop Everything (field top centre) to search all hosted suppliers (no punch out
sticker on their tile).

v Use Non Catalogue Form tile if shopping from supplier without contract pricing in place
(Non Catalogue Form is a separate tile). Suppliers have been brought over from Mosaic,
however, withholding suppliers (T4A and T4A-NR) are not processed in MacBuy.

v Use Shop (Navigation toolbar on left margin) then search.

| Home

¥ Shop

Shopping

Documents

By Keyword Q

My Carts and prders
% Contracts Go To

Shopping Home | Advanced Search = View Favourites = View Forms | Discount
Accounts

Payable Browse By

w Categories = Contracts

~————

The first item selected creates a cart if a cart is not already open (a cart containing at
least one item).

TIP: Always confirm in Notifications toolbar (upper right on home screen) that no items
are already in a cart. If there are items present, a dollar value will appear. Either

continue shopping using this cart (adding more items to it) or use “create new cart”
when selecting item.

TIP: Non catalogue suppliers cannot be placed in the same cart as catalogue suppliers.

Susan Graciv % |w1 4% w000CAD )

The Notifications toolbar above shows that there are no items in the cart. Any items
purchased will be added to this cart.



Susan Graciv % w1 %' Ww76730CAD

The Notifications toolbar above shows that a cart has already been started. Any new
items purchased will be added to the cart unless the “create new cart” option is selected
once an item has been chosen.
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Punch Out Supplier Hosted Supplier

Punch out suppliers: have a key icon top right of the tile. Grand & Toy is an example
of a punch out supplier. Shoppers are directed to the supplier’s site but with McMaster
negotiated contract pricing. A non McMaster employee logging into Grand & Toy’s site
will not see the same discounted prices.

Once a shopper has selected the items to purchase, they check out of the supplier’s site
and are taken back into the MacBuy site.

TIP: Each punch out supplier has its own environment. Shopper experience will vary
from site to site. Shop following instructions on the supplier site.

Hosted suppliers: do not have a key icon top right of the tile. Jump+ is an example of
a hosted supplier. The supplier does not host shoppers on their website. Instead, their
negotiated price list is available in MacBuy. This is updated regularly by Procurement.
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iPad mini

To shop on a hosted supplier, click on the tile.

S Stores ULC

Click on the magnifying glass (leaving search field empty) to see entire product list or
enter search criteria and then click the magnifying glass.

In the above example, MacBuy will present all items sold by Jump+ that have iPad mini

in the description.



Results Per Page |20 ¥ Sort by: | Best Match

Apple iPad mini 4 Wi-Fi + Cellular 128GB - Gold from Jump Plus Stores ULC
Part Number MKT82CL/A
Manufacturer Info MKT782CL/A - (Apple)

Apple iPad mini 4 Wi-Fi + Cellular 128GB - Silver from Jump Plus Stores ULC
Part Number MK7T2CL/A
Manufacturer Info MKTF72CL/A - (Apple)

arger image

Apple iPad mini 4 Wi-Fi + Cellular 128GB - Space Gray from Jump Plus Stores ULC
Part Number MK762CL/A
Manufacturer Info MKT62CL/A - (Apple)

arger image

Apple iPad mini 4 Wi-Fi 128GB - Gold from Jump Plus Stores ULC
Part Mumber MKSQ2CL/A
Manufacturer Info MKOQ2CL/A - (Apple)

arger image

Apple iPad mini 4 Wi-Fi 128GB - Silver from Jump Plus Stores ULC
Part Number MKIP2CL/A
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Use Add to Cart to select one or more items. To compare, use the compare hyper link.

To add to favourites, use add favourite hyper link.

TIP: A Folder must be created in order to save Favourites.

SHOPPING INSTRUCTIONS (Con’t): See Page 11

To compare items in hosted catalogues:

Comparison shopping can be done within MacBuy for hosted suppliers only.

TIP: Comparison shopping for items can be done on individual supplier sites for punch

out suppliers, depending upon the supplier’s own site options.

Apple iPad mini 4 Smart Cover - Midnight Blue from Jump Plus Stores ULC

Part Number MKLX2ZM/A
Manufacturer Info MKLX2ZM/A - (Apple)

larger image

1

47.49 cap
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Shop | Everything ¥ |[iPad mini

Go to: advanced search | favourites | forms | discount  Browse: suppliers

Results for: Everything : Jump Plus Stores ULC + iPad mini

Results Per Page |20 ¥ Sort by: | Best Match

Apple iPad mini 4 Wi-Fi + Cellular 128GB - Gold from Jump Plus Stores ULC
Part Number MK782CL/A
Manufacturer Info MK782CL/A - (Apple)

Apple iPad mini 4 Wi-Fi + Cellular 128GB - Silver from Jump Plus Stores ULC
Part Number MKTT2CL/A
Manufacturer Info MK772CL/A - (Apple)

Apple iPad mini 4 Wi-Fi + Cellular 128GB - Space Gray from Jump Plus Stores ULC
Part Number MK762CL/A
Manufacturer Info MKT762CL/A - (Apple)

Apple iPad mini 4 Wi-Fi 128GB - Gold from Jump Plus Stores ULC
Part Number MK9IQ2CL/A
Manufacturer Info MKSQ2CL/A - (Apple)

arger image

Select items, then click Compare Selected 3 button.

Showing 1 - 11 of 1{Results

Note the option becomes “remove” once the “compare” hyper link is selected.

Select
Add to Cart
atyft Add to Cart aty|t
Product Details Apple iPad mini 4 Wi-Fi + Cellular 12868 - Gold Apple iPad mini 4 W a o - Silver
Catalogue No. MK782CL/A MKTT2CL/A
Price 679.03 CAD 679.03 CAD
Supplier Jump Plus Stores ULC Jump Plus Stores ULC
Category Tablet computers Tablet computers
uom

Price per UOM 679.03 CAD / unit
Product Size

Price per Product Size Unit

Select units... ¥

Category UNSPSC 43-21-15-09
Color
Image URL hitps://static shoplightspeed.co... 3
Manufacturer Name Apple
Manufacturer Part Number MK722CL/A
Packaging UOM ea

htps://

679.03 CAD / unit

43-21-15-09

staticshoplightspeed.co... 51
Apple
MKT72CL/A

A

679.03 crD

Addto ™ =
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1 Addto™ _ —
add favouril @
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U 7o Cort |v]

add favourite | remove v

EA

1 Addtor— =~
add favouritd @

<< Back to Search Results

Add To Active Ca Go

aty|i Add fo Cart

Apple iPad mini 4 Wi-Fi + Cellular
MK762CL/A
679.03 CAD

Jump Plus Stores

12868 - Space Gray

uLe

Tablet computers

679.03 CAD / unit

43-21-15-09

https://staticshoplightspeed.co... 51

Apple
MKT62CL/A

53

The items selected are listed for easy comparison on a variety of parameters.

Select the item(s) to purchase by clicking green Add to Cart button. Change quantity if
necessary. Or click green Back to Search Results to continue shopping without

selecting any of the compared items.
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W Shop > Shopping > Shopping Home w-

Shop | Everything v | iPad mini

Goto: advanced search | favourites | forms | discount  Browse: suppliers

Results for: Everything : Jump Plus Stores ULC + iPad mini

Add Keywords 7 ResultsPerPage (20 ¥ Sort by: | sest Match
m s  Apple iPad mini 4 Wi-Fi + Cellular 128GB - Gold Jump Plus Stores ULC
part MK A

Filter Results ?
By Supplier
Showing only results matching:

Apple iPad mini 4 Wi-Fi + Cellular 128GB - Silver from Jump Plus Stores ULC
Jump Plus Stores ULC (11) o

MK772CL/A
MKTT2CL/A - (Apple)

By Categor,

Tablet computy

The two items selected from the comparison are now in the cart. Click on the cart in the
Notification toolbar to see details. View My Cart takes the user into the cart, to Assign
to a Requester or Proceed to Checkout if Shopper knows their chart field string or
also has the Requester role.

An item can be added as a Favourite from this screen, or removed from the cart. Check
the box beside the item to access those options.

Shopping Cart sor i wight

Name this cart: 2019-03-13 wrighk18 01
Share my cart with others %

) 2Item(s) for a total of 1,534.60 c4o

Have you made changes? & |  Help [Add Non-Catalogue item | [ Add Discount | [ EmptyCart | [ Create New Cart | | perform an action on (0 items selected)
'Upr J Jump Plus Stores ULC  more info. [ Add Discount | [ Add Non-Catalog item | | Add Discount
) Network Fuffillment Center 1
Product Description Unit Price ‘Quantity Total
| Apple iPad mini 4 Wi-Fi + Cellular 128GB - Gold 679.03 |1 679.03
Part Number MK782CL/A

GST/HST 8827
'€= Shipping 0.00
® | Handling 0.00

Manufacturer Info  MK782CL/A - (Apple)
Commodity Code  [42210000 £
Computer Equipment and Accessories

B Apple iPad mini 4 Wi-Fi + Cellular 128GB - Silver 1 679.03
Part Number MKT72CL/A GST/HST 8827
Manufacturer Info - MK772CL/A - (Apple) M8 Shipping 0.00

= Handling 000
Commodity Code 43210000 p ’ ‘

Computer Equipment and Accessories

Have you made changes? [ Update

The items are now in a cart in MacBuy. Use the Continue Shopping hyper link to add
more items. If the order is complete, the cart will need to be assigned to a Requester or
submitted using the Proceed to Checkout button, with chart field string, taxes and
Delivered To: location entered. This step is completed with the Proceed to Checkout
button. The last step is to use the Place Order button but only if the Shopper also has
the Requester role, even though the button will appear to be functional. When the
cursor is placed over the Place Order button by a user with only the Shopper role, the
button becomes inactive.

TIP: Items from any or all Show Case suppliers can be put into the same cart.



FOR SHOPPING INSTRUCTIONS (Con’t): See Page 11
To assign a cart to a Requester:

Click on green Assign Cart button (previous page).

] Grac, Susan - Outlock Web App X [) Cart - Draft Requisiton x  + - a8 x
« C @ hitps://usertest sciquest.com/apps/Rout pleCart a * @

ops [} NewTsb [ G) [ Mossic [ Machuytestsie [ scQuive B Account. P Mossic LeamingHu.. R actuire Training Gu.. (LI, YorkUniversity '8 Wester Utiaining  ffy MacOrive Log1r

Select from profile

values

Note To Assignee: Finemore

Sharon Patry
Sarah Nunes
Karen Patricia Campbell
Kari Wright

Test Requester

£ gracipdt ~
H O Type here to search

Select the Requester from drop down list (on user profile) or Search for an assignee.

Assign Cart: User Search

Select from profile values ® Search for an assignee
Selected Assignee: Teresa Carmel Wetton
Assign Cart To: Search for an assignee

Add to Profile ¥ Add to Profile

Note To Assignee:

Click green Assign button. If this is a new Assignee, check box “Add to Profile”. This
will add the person to the drop down menu for future shopping.

The cart is moved to the Assigned tab in the selected Requester’s profile under the
Navigation toolbar, Shopping>My Carts and Orders>View Carts. It will also show in
the Requester’s Notification toolbar as Assigned Carts. The Requester will receive an
email notification that a cart has been assigned to them.



Cart Management

Draft Carts | Assigned Carts | Shared Carts
Assign SuT T
» Filter Assigned Carts

1-13 of 13 Results

Type = Shopping Cart Name =
Normal FO5 Sue 1/22/19
Normal FO6 Sue 1/22/19
Normal FO8 Sue 1/22/19
Normal 2019-01-23 gracis 01
Normal 2019-02-07 gracis 01
Normal 2019-02-15 gracis 01

Cart Description

Date Created Total =

22/01/2019

22/01/2019

22/01/2019

23/01/2019

07/02/2019

15/02/2019

565.00 CAD

565.00 CAD

565.00 CAD

775.17 CAD

767.30 CAD

0.00 CAD

Created By =
Susan Graci
Susan Graci
Susan Graci
Susan Graci
Susan Graci

Susan Graci

Navigation Toolbar>Shopping>My Carts>Assigned Carts

TEST REQUESTERS =

*

Action ltems

My Assigned Approvals

@ﬁ&signed T@

3 &' W0.00CAD

suppliers Draft Change Requests Assigned To Me

Orders

My Returned Requisitions

Search (Alt+Q)

(oo I

20 Per Page v

Assigned To = Action

Test Requester View | ¥
Test Requester View | ¥
Test Requester View | ¥
Test Requester View | ¥
Test Requester View | ¥
Test Requester View | ¥

Any item requiring action from a user will appear in the Notifications Toolbar, as above.
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SHOPPING (Con’t)

To purchase items in punch out catalogues:

B Lagout
T = T Thermoriahes T r 06666
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 Link to McMaster Internal Suppliers

To shop using a catalogue supplier, click on the tile. The example used here is for
Grand & Toy, which is a punch out supplier. MacBuy will redirect the user to the Grand
& Toy live site but with McMaster negotiated pricing. MacBuy’s logo will be on the site.

0| Grad, Susan - OutlookWebApp X [} PunchOut % t

<« C @ hitps//usertest sciquest.com ipplierld 138pu ! weas.. Y @ i

SelectSite PunchQut

There is a blank screen while MacBuy redirects the user to the supplier’s website.

Users can return to MacBuy without shopping by clicking on the Cancel Punchout
button.

11



+ (D LiveHelp ~ CustomerService = Blog * + Cancel Session = FR
@ GRANDATOY. n

Departments Cart v Custom Lists Returns Edit My Profile Services ! 0

McMaster Welcome to Your Office Supplies Page

University

New! Effective May 6, 2019 McMaster University orders to Grand & Grand & Toy is here to help!
Toy may be purchased through MacBuy using a valid chartfield. If you have questions about
your program, please direct
them to the appropriate teams
below for assistance.

«” CORELIST

Purchasing office supplies from Grand & Toy using MacBuy is easy! Shop in the
simple to use, live inventory ordering system with preferred McMaster discounted
pricing. Once you have finished shopping, check out to complete your requisition
in MacBuy. Questiens regarding MacBuy? Contact macbuyhelp@mcmaster.ca

For assistance with your Grand & Toy
account, please contact:

Grand & Toy Customer Service
Phone: 1-866-391-8111
M-F 7AM-7:30PM EST

* INVOICES
Invoices will be available online in MacBuy! To view your invoices, select
Documents search, Invoices. Invoices are generally posted the next business day If you have further questions, please
following the shipment of an order. In addition, a packing slip will accompany the contact:
goods

Richard Kendra
richardkendra@grandandtoy.com

A note explaining the MacBuy role in ordering from Grand & Toy is displayed on the
home page. Profiles do not have to be created or updated on the G&T site.

0] Gradi Susan - Outlook Web App X [} PunchOut x o+ - 8 x

« c ttps://usertest sciquest.com/apps/F Pu f f %punchou ! w 6

# oA D b [ JAGGAER y @ [ Mosaic [l Moctuy e & Account.. T Mosaic Leaming Hu Quire Training Gu... [LL, Yorku % Westem Utraining () MacDrive Log i

SelectSite PunchOut
(OHelp » + Cancel Session * FR T —

or Product  Q

& cranpaToy, MacBuy Search by Keyw

Cut v Custom Lists Retumns Edit My Profile Services v

Featured Brands

= > _ 11
Technology ! | I ' w
\ & cranozToY.

Breakroom 2019 Calendars & Pens, Pencils, Markers Binders, Report Covers B
Planners & Correction & Accessories gh';!]
Cleaning & Maintenance

$9Cardinal

Paper B
Fumiture /// L g 2 Smpm

Filing Solutions & Office Machines & Postit Notes, Flags, /-1

Mail, Pack & Ship Archiving Supplies Supplies Tabs & Dispensers
—
Avery

E F; » “Quartet’

Desk Accessories & Notebooks, Paper Shop All
Organizers Pads & Clipboards

Health & Safety

& gracipdf n = Scanned from a Xe..pdf ~ . N Showall X

H O Type here to search

The user shops as on any online shopping site, then checks out.

The check out process brings the user back into MacBuy, with the selected items in a
shopping cart. Follow the site’s check out instructions; they will vary with supplier.

TIP: Multiple items can be added to the cart while in the supplier’s site. They will all be
in one cart once the shopper returns to MacBuy.
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TIP: Shopping can be cancelled at any point by using the Cancel Punchout button
(green, upper right) to return to MacBuy before the Check Out process.

TIP: Items from multiple Show Case Suppliers can be put into the same cart. Multiple
P.O.’s will be issued from the one cart; one P.O. per supplier will be created from the

cart.

TIP: Only one approval is required for all items in a single cart, even with multiple

supplier items.

& cranpaTOY. '-MacBuy

(D Help = + Cancel Session * FR

Search by Keyword or Product Q

Products v Cart v Custom Lists Returns Edit My Profile Services v .H 1

Order Summary

Keurig Eccellenza Touch
Bean-To-Cup Single Cup
Coffee Maker

Sku: 50-99016
o Available

Expected delivery: 1-2 days

This item is non-returnable.

Subtotal

Edit Cart Checkout Continue Shopping
Your Price o Cancel Cart
$5,696.99 o Print Preview
Qty:
1
5,696.99

Click the Checkout button to take item(s) back into MacBuy.
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Shopping Cart forest RequesTers 9 Continue Shopping 1 ltemis) for a total of 6,437.60 ¢

Name this cart: 2019-04-22 REQUESTERS 01

Share my cart with others

Have you made changes? &) | @ Help | AddNon-Catalogue ltem | | Add Discount | | Empty Cart | | Create New Cart | | perform an action on (0 items Se\emd]m|v Select All

EMM}&F)}‘ Grand & Toy more info.. | Add Discount | | Add Non-Catalog Item | | Add Discount |
— — J Fulfillment Address 1

Po Box 5500, Don Mills, ON M3C 3L5 CA

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

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 22/04/2019 3:58:36 PM

Line(s): 1

Product Description Unit Price Quantity Total
Keurig Eccellenza Touch Bean-To-Cup Single Cup Coffee Maker KEURIG ECCELLENZA TOUCH 569699 |1 5,696.99

& EA
GST/HST 74061
Part Number 50-99016 Update | / 0.00

ipping .
Commodity Code (52140000 el More Actions | v Handling 0.00
Domestic appliances
Supplier subtotal 6,437.60

The Shopper can now Assign Cart to a Requester or Proceed to Checkout.

If the Shopper does not know the chart field string, Assign Cart now (see Page 9).
If the Shopper knows the chart field string, click Proceed to Checkout.

Checkout instructions continue on Page 23.

Another way to shop:

o0 - Outicok Web App X ] Home/Shap

c & hitpsy/solutions.sciquest.com,

5 Apps [) NewTab [ JAGGAER University (8] [) Mosaic [l MacBuy iestsie [ acQuire & Account.

’,hnBuy

Shopping | ShoPPing
My Carts and Orders | |BY Keyword ’ /
o
Browse By Sts ?
ppliers | Categories | Con
PO Change Order Requast New/ Update Supplier New / Update
Quastions? Need Help? Contact: MacBuyHelp® McMastarca Non Catalogus Farm I Limited Tendering Farm o Quick Quate Reqoent Indemendant contractor
NEW: Limited Tendering Form replaces Sole/Single Source Form
« Lab Supplies ?
m A m E m A
am i e
B0 RAD F vwne
o Lfe Packin: Aot
v Office ?
)
frasodfor
v Electronics/Computers ?
) B F
con) =3 it
@ Harris Andrea co...docx  ~ B 56 andT.C L12.docx A~ ¥ 56 and T.C L12..docx A 8 5G.and TC. L12.doox ™ = Budget_Tracker.pdf ~ Showal | X

H O Type here to search
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Shop

: Shopping
Documents Shopping
My Carts and Orders By Keyword M Q
Contracts ) Go To
Admin . ) . . .
Shopping Home | Advanced Search | View Favourites | View Forms | Discount
Accounts
‘ayable Browse By
Suppliers = Categories  Confracts
Suppliers

Shopping can also be done using the Navigation toolbar on left margin. Shop>Shopping

Multiple options are available. See below.

W Shop

Documents Shopping

My Carts and ¢frders Q
LTS ANGin By Catalogue Number
Cas Number arch | View Favourites | View Forms | Discount
Accounts
Payable Browse By

Suppliers = Categories = Contracts

Suppliers

Shop

s Shoppin
Documenis Shopping PPIng

My Carts and Crders By Keyword M Q

By Keyword
Admin By Catalogue Number
By Cas Number

® Contracts

id Seargh | View Favourites | Vigw Forms = Discount

Accounts
ayable Browse By

Suppliers = Categories = Contracts

Suppliers

15



Use the Favourites option when an item from a Hosted Supplier is purchased that will
be ordered regularly. This saves search and data entry time.

TIP: A Folder must be created to put the Favourites in.

Favourites
Q Search = Add New v

Expand All
4 Personal
Favourite items to order

4 Shared

Forms

Actions for Selected Favorites w

Add to Cart
Edit

Move

Copy

Delete

Grand & Toy more info
Fulfillment Address 1

Po Box 5500, Don Mills, ON M3C 3L5 CA

Product Description

Keurig K130 Single-Cup In-Room Coffee Brewer KEURIG B130 BREWER

? Favourite items to order Folder Actions w  ?

Display items that are no longer available

Actions for Selected Favorites w

106.34 c2p
EA

i

| Move | Copy | Delete

75-21300

TIP: Options for any Favourite
items are in the drop down
menu.

This option makes it easy to
create orders for items that are
purchased regularly.

TIP: Use this for Hosted
Suppliers only. Punch Out
Suppliers may have options to
create Favourite lists on site.

For selected line items  Add to Favorites )

Catalog No Size / Packaging Unit Price Quantity Ext. Price
1 Keurig Eccellenza Touch Bean-To-Cup Single Cup Coffee Maker KEURIG ECCELLENZA 50-99016 EA 5,696.99 1EA 5,696.99 CAD
TOUCH € more info Add discount
Chartfields (same as header)
edit

Within the requisition itself, above, any line item may be added as a Favourite.
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Advanced Search ‘Everything v ‘ simple search

Find Results That Have:

All of These Words | | Supplier | |

Part Number (SKU) | | Manufacturer Name | |
Other Options

Exact Phrase | | Exclude Words

Any of These Words | |

m Hide Advanced Search on search results )

Advanced search is good when specific item information is available.
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How to use Non Catalogue Shopping tile (the supplier is not one of the contract
suppliers on the Show Case)

If the supplier is not listed in the Show Case, use a non catalogue form.
TIP: The supplier must accept a P.O.

TIP: Suppliers have been brought over from Mosaic. However, withholding suppliers
(T4A and T4A-NR) will remain in Mosaic.

TIP: Follow SP-01 policies for purchases over $10,000.00. Two quotes are required for
purchases between $10, 000.00 and $50,000.00 and three quotes are required for
purchases over $50,000.00.

TIP: Show Case supplier orders under $100,000.00 do not require additional quotes for
catalogue items.

MlacBuy

'™ Shop Shopping Shopping Home w Home/Shop

Shop | Everything VH m ’

‘Go to: advanced search | favourites | forms | discount Browse: suppliers

WELCOME to MacBuy, v Forms & Special Requests
McMaster's new on-line purchasing system. E E

Questions? Need Help? Contact: MacBuyHelp@mcmaster.ca Limited Tendering PO Change Order Quick Quote
Form Request Form
[update message]

v Electronics/Computers
¢ ¢ ¢

+ Lab Supplies

]
Insight

jurng? |

Click on the Non Catalogue Form.
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Non Catalogue Form Available Actions: | Add and go to Cart

Supplier Info 7T Justification

If the supplier is not known, enter "UNKNOWN"
in the supplier name field.
The buyer will select the best buyer for the item.

Enter Supplier ‘

or
supplier Search | Enteryanually _—
500 characters remaining

General Info

Currency

Item Information
Catalogue No.

Good or Service Description

254 characters remaining expand | clear
Need by Date i

dd/mm/yyyy
Unit Price Quantity

Additional Item Information
Manufacturer Name
Manufacturer Part No

Notes

Click on the Supplier Search hyperlink.

Enter supplier name and search.

Supplier Search

Results Per Page Suppliers found: 1

Supplier Name/Address

WESTDALE FLORISTS
Primary: 1041 KING ST W HAMILTON, ON L8S 1L6 CAN
Primary: 1041 KING ST W HAMILTON, ON L8S 1L6 CAN

V|m Close| @

expand | clear

Select once located. Use Primary if more than one address is found.

Use the Select hyper link.

=J

4|Page1of1|r| ?
Select

Select

19



@ Non Catalogue Form - Mozilla Firefox - O X

G5 © @ https://usertest sciquest.com/apps/Router/FavoritesFormEdit?FavoriteProductld=2747698&FavPageContext=2&tmstmp=1569254695156  ( 90% see & =

’ ]
Non Catalogue Form Available Actions:| Add and go to Cart [ | & close| =

Supplier Info ? Justification ?
If the supplier is not known, enter "UNKNOWN" in the supplier { Required item for Project X.
name field.
The buyer will select the best buyer for the item.

Recommended Supplier  WESTDALE FLORISTS mare info...

select different supplier

Fulfillment Address Primary: - :
1041 KING STW 472 characters remaining expand | clear

HAMILTON, ON L8S 1L6 CAN

select different fulfillment center

Currency CAD

Distribution

The system will distribute purchase orders using the method(s) indicated
below:

Check this box to customize order distribution information[ ]

Email (HTML Body) DISPATCH@MCMASTER.CA
Manual
General Info ?
Item Information
Catalogue No. Q7589
Good or Service Description Widget
248 characters remaining expand | clear
Need by Date a2}
dd/mmyyyyy

Unit Price
459.99

al Item Information
Manufacturer Name
Manufacturer Part No

Notes

Enter the justification (business purpose), catalogue number, good or service
description, unit price, and quantity.

These fields must be entered before a requisition can be created.

TIP: Enter as much information as possible to ensure approvers have all the information
they need. Attach the necessary quote(s) at the bottom left of the form OR in the
requisition itself under Internal or External Attachments tabs. For multiple quotes, attach
ALL quotes under Internal for Approvers to see but attach only the winning quote under
External. Suppliers can only see the External Attachments.
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Good or Service Description

254 characters remaining

Need by Date :E’J
dd/mm/yyyy

Unit Price Quantity

459.99

Additional Item Information
Manufacturer Name
Manufacturer Part No

Notes

1000 characters remaining

External Info

External Attachments

Add Attachments

expand | clear

expand | clear

Attachments can be added in the non catalogue form (above, lower left) or in the

requisition.

In the requisition attachments can be added as internal (for McMaster viewing only) or

external (for McMaster and supplier viewing).

Attachments are important in non catalogue orders because these are not contract
pricing items, and approvers need to see what is being ordered.

Non Catalogue Form

Supplier Info ?

If the supplier is not known, enter
"UNKNOWN" in the supplier name field.
The buyer will select the best buyer for the

item.
Recommended WESTDALE FLORISTS
Supplier more info...

select different supplier 472 characters remaining

Required item for Project X.‘

—

v |m Close

Available Rgctions: | Add to new Cart

-

Justification

Select Add to New Cart from Available Actions drop down menu.

?

expand | clear
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Available Actions: ‘ Add and go to Cart
Add and an tn Cart

% m Close | (=)

Add to Cart and Return
Add to Cal
the Add to Draft Cart or Pending PR/PO
Add to PO Revision
Add to Favorites
500 character gave expa

Add to new Cart

TIP: If ordering more than one
item from the supplier, select
Add to Cart and Return. This
will put all items for the supplier
in one cart and therefore one
P.O.

ViacBuy

'™ Shop My Carts and Orders Open My Active Shopping Cart w Cart - Draft Requisition

Shopplng CC”T for Susan Craci
Name this cart: 2019-09-23 gracis 01
Share my cart with others L

Susan Graciv % |w°2 426 W519789 CAD [EENEIRCUSIe) Q

) Continue Shopping 10 Item(s) for a total of 5,197.89 cap

subtotal: 4,599,
estimated tax, shipping & handling: 59

‘ Proceed to Checkout ‘ or

Have you made changes? | update & | 7 Help | Add Non-Catalogue Item | | Add Discount | | Empty Cart | [ Create New Cart | | Perform an action on (0 items selected)...|»  Select All CJ

WESTDALE FLORISTS more info...

Primary ‘ Edit

1041 KING ST W, HAMILTON, ON L8S 1L6 CAN

‘ Add Discount ‘ ‘ Add Non-Catalog Item ‘ ‘ Add Discount ‘

Product Description

Widget
open form...

Part Number 589

Commodity (pde yel
© Required field A
v

Unit Price Quantity Total [
459.99 10 4,509.90 U
GST/HST 597.99
Handling 0.00
Supplier subtotal 5,197.89

Carts can be named. Default cart name is date cart was created and user ID.
Non catalogue orders will not always have the Commodity Code auto filled.
Use the magnifying glass to find the Commodity Code that best fits the item.

There are 165 Commodity Codes. These direct the requisition to the correct Buyer in
Procurement, during the review process.

If the wrong code is selected, the Buyer in Procurement will forward it to the correct
person.
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[+] Click to filter search results ?

Close

Results Per Page Results 5 4|/Page 10of1|*
Code - Description a
41000000 Laboratory and Measuring and Observing and Testing select
Equipment
41100000 Laboratory and scientific equipment select
41120000 Laboratory supplies and fixtures select
81101706 LAB EQUIPMENT MAINTENANCE select
85121804 PATHOLOGICAL LABORATORY SERVICES select

Sample results for search of Commodity Code description “lab”.

Use select hyper link on right side of screen to choose best fit for item ordered.

TIP: Choose a Commaodity Code that is a best fit. These are categories, not specific

items so search “lab” rather than “reagents”, for example.

Proceed to Checkout:

) Continue Shopping

Shopplhg Cart tor susan Graci

Name this cart: 2019-09-11 gracis 05

Share my cart with others

Have you made changes? B 7 Hel, Add Nen-Catalogue Item Add Discount Empty Cart Create New Cart
I P

?

1 Item(s) for a total of 6,437.60 ca
botal

(e - e

-

Perform an action on (0 items selected) " Select All

Fuffillment Address 1

EMMMEY Grand & Toy more info..
Po Box 5500, Don Mills, ON M3C 3L5 CA

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

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 20/09/2019 10:26:21 AM
Line(s): 1

| Add Discount | | Ade Non-Catalog Item | [ Add Discount |

Product Description Unit Price Quantity Total

Keurig Eccellenza Touch Bean-To-Cup Single Cup Coffee Maker KEURIG ECCELLENZA TOUCH 569699 |1 5,696.99
EA

& o 5 h GST/HST 740.61

mber 50-99016 ° a”gej:;e" Shipping 0.00

Commodity Cede 52140000 yel | Update | Handling 0.00
Domestic appliances More Actions | v

Supplier subtotal 6,437.60

If Commodity Code is blank use magnifying glass to select (see previous page).

Shoppers will Assign Cart at this point if they do not know their chart fiel

d string.
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Shoppers who know their chart field string and all Requesters will Proceed to
Checkout. This action gives the user access to the “ribbon” for assistance in processing

order.
/ Ribbon

Place Order
A shipping m 4 Accounting Codes | ® Internal Notes and Attachments | ® External Notes and Attachments | 4 Final Review
Assign Cart

4 Return to shopping cart 4 Continue Shopping

4h Almost ready to go! The list below needs to be addressed before the request can be submitted. ‘

e Address is incomplete: Shipping address

Requisition PR Approvals PO Preview  Comments (1) | Attachments  History
Summary | Shipping | Biling | Accounting Codes = Supplier Info | Taxes/S&H a -z

Hide value descriptions

Shipping

?
These values apply o all lines unless specified by line item
Ship To [edit |
Shipping address ATTN: N\
BLDG/ROOM:

1James Street North
MCMASTER-ONE JAMES NORTH
DTC RECV

Hamilton, ON L8R 2k3

Canada

© Address is incomplete &

Once Proceed to Checkout button is selected, the above screen appears.

The “ribbon” guides the user through fields required in order to submit a requisition.
The ribbon will indicate missing items that must be completed with an exclamation point.
Click edit button to enter Shipping Location (where goods are to go).

TIP: Follow the ribbon left to right to complete all necessary information.

TIP: There are default values that can be added to the User Profile to make submission
simpler. See User Profile Edit guide. Business Unit, VAT Treatment and shipping
location are recommended to be set as defaults.

SusanGraci» & W% 4% wearcocan (TS

Requisition PR Approvals | PO Preview Comments Atiachments Hisiary

Summary | Shipping | Biling  Accounting Codes | Supplier Info | Taxes/S&H L) v

Accounting Codes
Fund Account Department Program scaU Project Praject Activity Analysis Type Resaurce Type
Q@ Require © Required ‘

Click on the edit button to access required fields for chart field strings or to access
saved chart field strings from user profile.
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|0 Graci, Susan - Outiook WebApp X @ Accounting Codes - Draft Requic X =+

€ = C @ https//usertestsciquest.com/apps/Router/ReqSingleSection?Reqld =2526446&NavLevel 1=Nav_Orders&Navlevel2=Nay_SSCurrentCart&SectionNum=484mstmp=1556728292081 aQ &« 6

3 Apps @ NewTab @ JAGGAER Universif ty (0] @ Mossic [l MacBuy testsite [ acQuire & Account T Mosaic Leaming Hu.. [ acQuire Training Gu.. ||, York Universi ity § WestenUtraining () MacDrive LogIn

A/P Office Supplies

Chartfi ‘
Select from your code favorites l Y | >
Business Unit 11— Account Department Program PCBU Project
; v

S spring-Mineral-Ma..jpg ~ S spring-Mineral-Ma..jpg ~ ) image001 (3)jpg ~ = imageoo1 @)jpg ~ Showall X

H O Type here to search

Select the appropriate chart field string from favourites set up in user profile. Complete
the account field (expense type) depending on item purchased.

TIP: Do not enter account field when setting up chart field string favourites in profile, as
this will change depending upon the type of item purchased. Account = expense type.

@ shipping | @ Billing | @ Accounting Codes | ®* Internal Notes and Attachments | ®* External Notes and Attachmer.'s

4) Return to shopping cart 4 C

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

Internal Notes and Attachments will only be seen by MacBuy approvers.
External Notes and Attachments will be seen by MacBuy approvers and venders.

TIP: For Limited Tendering forms, all quotes obtained would be located in Internal
Notes and Attachments. The successful vender’s quote would be the only one also
located in the External Notes and Attachments.
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A Home ‘MacBuv

Open My Active Shopping Cart ¥ > Summary - Draft Requiition

™ Shop

mmm @ Accounting Codes | @ Internal Notes and Attachments

My Carts and Orders

W snop

A\ Final Review

Documents  Extenal Notes and Attachme (ts

{ Contracts

* W= A% W6437.60 CAD

Susan Graci v

4 Return to shopping cart ) Continue Shopping

& Al 2y to go! The list below 1o be addressed before the request can be submitted.
Required field: VAT Treatment (Line 1)
iE Suppliers Requisition | pR Approvals | PO Preview | Commet tory
Summary | Shipping | Biling = AccountingCodes | Supplierinfo | Taxes/S&H
ily, Reporting Hide header
General ? Shipping
@ Administer Cart Name 2019-09-06 gracis 01 Ship To
Description ATTN: Sue Graci
orenared by Susan Graci 8LDG/ROOM: 320
o ) repareaby usen Gract 1 James Street North
Prepared for Susan Graci MCMASTER-ONE JAMES NORTH DTC RECV
Blanket/Service Order x Hamilton, ON L8R 2K3
Purchasing 8U AC Canada
Delivery Options
Expedite x
Requested Delivery Date
Aceounting Codes
Business Unit Fund Account Department Program pcay
MACO1 20 500005 383 30000
McMaster University Operating Fund Office Supplies Generic

Use the ribbon in MacBuy to guide the checkout process.
fields in question.

[
Hide value descriptions|
2 Billing ?
Bill To

McMaster University - Accounts Payable
1280 Main Street West

OIN Room 321

Hamilton, ON L85 418

Canada

Billing Options

edit || Accounting Date

View/edit by line item.

View/edit by line item.

Project Project Activity Analysis Type Resource Type

Hyper links direct user to

Select the hyper link to go to the VAT Treatment field needing completion.

The most common tax treatment at McMaster University is Ontario HST (73.77%
rebate) so this option has been put at the top of the list.

This can be changed at the Requisition Header (affecting all lines) or at individual lines.

TIP: If user places foreign orders (including U.S.A.) do not set a VAT Treatment default
as ALL foreign orders must be self-assessed.

Add discount for this supplier...

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 06/09/2019 12:29:22 PM

Line(s): 1
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 Keurig Eccellenza Touch Bean-To-Cup Single Cup Coffee Maker KEURIG ECCELLENZA TOUCH ¢  50-99016 EA 5,696.99 1EA 5,696.99 CAD edit
more info... Add discount...
Supplier Part Auxiliary 1D 81763116 Commodity Code 52140000 Internal Note
more info.. Domestic appliances Internal Attachments
HST Registered Supplier (Do~ ¥
Not Change) Add Attachments
VAT Treatment External Note
© Required field & Attachments for supplier
\_/ Add Attachments
PO Clauses edit clauses.
Supplier subtotal 5,696.99
GST/HST 740.61
Shipping 0.00
Handling 0.00

Powered by JAGGAER | Privacy Policy
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O] Graci, Susan - Outiook Web . X | #, MacDrive X | ¢ OnboardingPlan - Septembe X @ Summary - Draft Requisition X youtube music - trp Yshoo © X | @) Dreamcoat Part1-Prolc % X | +
« C @ usertestsciquest.com/apps/Router/ReqSummary?Reqld=27574248Navl evel1 =Nav_Orders&NavLevel2=Nav_SSCurrentCart&ScrollX=0&5ScrollY=12378&tmstmp=1568995077491 Q% A 2
B Apps @ NewTab @) IAGGAER University (@] @ Mossic [l MacBuy testsite I acQuire & Account Th Mosaic Leamning Hu.. [ acQuire Training Gu... LI, York University § Western U training  #fly MacDrive Log In »

Ontario - 5% (GST)
Ontario - Self-Assess 13% (HST) on Services
Ontario - Self-Assess 8% (OHST) on Goods
Ontario - Full 100% ITC
Edit Line Ontario - RST on Insurance T X
OQutside of Canada
British Columbia - G/PSTBC 0-99016 EA 569699 1 EA 5,696.99 CAD
- GST/HST Exempt Add discount..
- Self-Assess 12% (G/PSTBC) on Services
ia - Self-Assess 8% (PSTBC) on Goods
Supplier Part Auxiliary 1D 81763116 Commodity - Full 100% ITC Internal Note
more info Code ish Columbia - 5% (GST)
- British Calumbia - RST on Insurance P
Registered | Manitoba - G/PSTMB 1000 characters expand | clear
Supplier | Manitoba - GST/HST Exempt remaining
(DoNot | Manitoba - Self-Assess 12% (G/PSTMB) on Services External Note
Change) Manitoba - Self-Assess 7% (PSTMB) on Goods -
VAT v
Treatment ('@ Required field I

1 Keurig Eccellenza Touch Bean-To-Cup Single Cup Coffee Maker KEURIG ECCELLE

Select price or contract.

1000 characters expand | clear
remaining

ER concel

2] The Tax Svstem, E...mp4 ~ = The Tax Svstem. E.gps_~ Showall X

[l © Type here to search

Edit Line T X
1 Keurig Eccellenza Touch Bean-To-Cup Single Cup Coffee Maker KEURIG ECCELLENZA TOUCH £ more info.. 50-99016 EA 569699 1 EA 5,696.99 CAD
Add discount...

Select price or contract..

Supplier Part Auxiliary ID 81763116 Commodity 52140000 pel Internal Note

more info... Code Domestic appliances
HST @ ‘
Registered 1000 characters expand | clear
Supplier remaining

(Do Not External Note
Change)

VAT |Dntario - HST ‘ v H y
Treatment @) Required field I | 1000 characters expand | clear
remaining

Shipping v Biling v Accounting Codes @ ntemal Notes and Atachments | @ Extemal Notes and Attachments | ) FinalReview SRR

When all required fields have been completed, the ribbon contains only green check
marks.

The Place Order button is now accessible. Shoppers should use the Assign Cart
button. The Place Order button is greyed out for the Shopper. See Page 9 for
instructions on how to Assign a cart.
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When the order has been placed by the Requester, the system goes to a Summary
Screen, below.

Next Steps

You can view or print this at: Requisition 2526426, or via the Document Search page

* View Approval Status

* Search for another item

* View order history

s Check the status of an order

¢ Return to your home page

* Create new draft cart

Requisition Summary

Requisition number 2526426 Quick View
Requisition status Pending

Cart name FOb6 Sue 1/22/19
Requisition date 01/05/2019
Requisition total 565.00 CAD
Number of line items 1

The work flow can be viewed here, under View Approval Status.

> Initial Validation Request Department Manager Procurement Review Final Validation Request [é| Create PO
Submitted Completed v = Future =* Future ™= Future =* / E
Susan Graci View approvers Finish
Vi §
1/05/2019 1:13 PM e approvers
Wait for Initial Response Wait for Final Response
Approved v/ Future =

View approvers

Click on View Approvers hyper link to see the individual approver name(s).
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Workflow Step Approvers (Department Manager) ? X

Approver Group : Department: 10383 (FA Accounts Payable): (All
Values)

Teresa Carmel Wetton ¢ fsnpr@mcmaster.ca  +1 905-525-9140

TIP: If more than one name is in the approver pool, only ONE person has to approve,
not all people listed in the pool.

TIP: Work flow in MacBuy mirrors work flow in Mosaic. Research work flow mirrors
Mosaic research work flow.

For further assistance, please contact MacBuyhelp@mcmaster.ca

29



mailto:MacBuyhelp@mcmaster.ca

