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1. Login to Oracle, navigate to Procurement and select
Purchase Requisitions (New)

= UGMERGEDUDZEIBTLIUH 4+ Look out for

Tech Tips
Good afternoon, Anna Coffman i Omp

Procurement
to make your
requisitioning
even easier!

Things to Finish



2. Select the catalog to begin your shopping
=CMERCED

Self Service Procurement e T oy s—

UCM Business Unit | UCM - DCC

Shop by category

Browse all

*BobcatBuy+ =me Amazon.com sz Smart Forms Mie

~ Purchasing news [7

The Supply Chain Center of Excellence is working to add new suppliers in BobcatBuy+, like campus favorites BioLegend and ThorLabs, stay tuned for the official announcement later this semester.

—
BobcatBuyt

8 self Service Pracurement  [[8] My Requisitions

3. Shop and select your item in BobcatBuy+

(o)
Back to

-
< Oracle ‘ Q Account Vv

Shop Products ~  Suppliers » Quick Order @ Help

@ vou arelogged in as customer: Anna Coffman

/—;.-\:_
BobcatBuyt
Welcome to UC Merced's BobcatBuy+

LAB INSTRUMENTS &

CUSTODIAL

HEMS & GASE:
‘ CHEMS & GASES ‘ ‘ CLEANING SUPPLIES ‘

‘ OFFICE SUPPLIES ‘ ‘

SUPPLIES
BIOLOGICALS SUSTAINABLE SMALL & DIVERSE FACILITIES &
PRODUCTS BUSINESS MAINTENANCE

7/11/2025
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4. Add your items to cart

Back to
Account v
Comde M Q
Shop Products Suppliers Quick Order @ Help

Westcott Titanium Bonded Non-Stick Scissors, 8in, Straight, T 5Purchases v
Gray/Yellow

Sold By: ODP Business Solutions

15 89 / EA(10.00" x 3.50" x 0.50") Manufacturer SKU: 14849
.

ay| 1 % ADD TOWISH LIST I ADD TO COMPARE

Buying Options
ODP Business Solutions 0 In Stock $15.89 1
879363 Ready to ship EA (10.00" X 3.50" X 0.507)

uc-merced-dev labvivacom/catalog/produc Specifications

5. Checkout and Place Order to send your cart to Oracle
to begin your Requisition

Back to
< Ornile ﬁ Q Account V' E

Shop Products Suppliers v Quick Order @ Help

= ORDER SUMMARY

Item Qty Price Line Total

Westcott Titanium Bonded Non-Stick Scissors, 8in, 1 1 $15.89
Straight, Gray/Yellow

Made By: ACME UNITED
Manufacturer SKU: 14849

Supplier: ODP Business Solutions
supplier Part: 879363

Unit: EA(10.00" x 3.50" x 0.50")

-
m

Place Order
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6. Begin your Requisition by clicking the Pencil icon at

the summary level to enter your purchase information
=CMERCED

Cart

Requisition UCMRO0076239

Tech Tip:
Requisition Requisition summary

data entered b
3 Nonrecoverable Tax 4131
here will apply Approval Amount $17.20

tcott Titanium Bonded Non-Stic R Bobeatauyt
to all lines of v

$15.89 Each . your order; Split ::u:n
Ksa funding will be [P e Gty
Deliver to Location
covered on OCM - DCE
stide 12 5o oo

M553000-523200-80-000-0000000000-00
10-000000-0000-000000-000000

Funds Status
Not reserved

Bucdget Date
07/07/2025

& self Service Procurement  |[8] My Requisitions W G

7. Complete Requisition fields for your order
=UCMERCED

UCMR00076239

Requisition

Overriding Approver -
Delivery

Requestar - Requested Daivery Data =)

Anna Coffman | 07/07/2025 |

Deliver to Location
UCM - DCC

L Urgent




8. Continue completing the required information

UCMR00076239

Requisition

Project costing

Project Number -

Charge account

Charge To &z

Budgetary control

Budget Date
07/07/2025 =]

Y

Tech Tip: The funding source entered here will apply
to the entire requisition, please choose one.

Build your Project (GNT, CNT, NBA) by using the
drop-down arrows in Project Costing field

Build your Charge Account (COA’s) using the arrow
indicator. The system will automatically provide
available segments, and all fields are required.

Additional information

Attention to (Recipient of Package or Service) 4

Room Number

Deliver-To Building Name

9. Continue completing the required information for your

order as applicable

Additional information

Attention ta (Recipient of Package or Service)
Coffman, Anna

Ros
10.

: Notes

= | Note to Supplier

E Attachments

* | Category
» | Internal to Requisition

Drag and Drop

Select or drop files here

= | URL

" OetverTo uiklng Nome
DOWNTOWN CAMPUS CENTER

Add URL

7/11/2025
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10. Once all information is complete, scroll to the top
and select Update

=|JCMERCED

UCMR00076239

Requisition

Description
Guided Demo

Justification
Guided Self Service Procurement Demo ‘

Delivery
Requester & Requested Delivery Date &
Anna Coffman 07/07/2025

| Deliver to Location .
UCM - DCC |

O Urgent

Aofoed coatoo

11. Submit your requisition with a single funding source

and no additional approvers
=UCMERCED

Cart

Requisition UCMRO0076239

Requisition summary
O titem E

Subtotal
Nonrecoverable Tax 3131
Approval Amount $17.20

|CARTID: 5784]Westcott Titanium Bonded Non-Stick Scis ———
Sckl By 00 Business Sclutiors, LLC BobcatBuy

Deseription

$1589 Each Gilded Do,

Quantit Justification
gl s B o Guided Self Service Procurement Demo

uuuuuu
Charge To
1011-19900-

M545000-523200-72-000-0000000000-00
0-000000-0000-000000-000000

B8 Self Service Procurement  |[§] My Requisitions ' Cart B

Continue for: split funding or additional approvers
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12. After entering all Requisition information, Select the
Truck Icon to access specific line-level funding

=UCMERCED

Cart

Requisition UCMRO0076239

Requisition summary

Subtotal
Nonrecoverable Tax $131
i . Approval Amount $17.20
|CARTID: 5784|Westcott Titanium Bonded Non-Stick Scis ——
Soid By ODP Business Solutions, LLC BobcatBuy

$15.89 Each

L e on
T Z o] Guided Self Service Procurement Demo
—— uester

Anna Coffman

Deliver to Location
uUcM - DCC

Charge To

1011-19900-
M565000-523200-72-000-0000000000-00
10-000000-0000-000000-000000

Funds Status
Not reserved

Budget Dot

5 Self Service Procurement  [[8] My Requisitions '\ Cart (B

13. In the Line Details, scroll down to view the Billing
information for the line

=|JCMERCED

Requisition Line Details

Requisition UCMRO0076239

Line Details Delivery and Billing Details

ine Description
|CARTID: 5784|Westcott Titanium Bonded Non-Stick Scis

Quantity
1

Delivery

Requester . | Requested Delivery Date B | ¥
Anna Coffman | 07/07/2025 |

Deliver-to Logation =

UCM - DCC

Deliver-to Address

Technical Data, MERCED, CA 95343, UNITED STATES

7 Urgent
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14. Using the three-dot-menu to the right of Distribution
1, select split to add a secondary funding source

Delivery

Requester Requested Defvery Date
Anna Coffman 07/07/2025

[ ostiver-tatocation .
UCM - DCC

Deliver-to Address
Technical Data, MERCED, CA 95343, UNITED STATES

[ Urgent

Billing
Total

Total Percentage Total Amount
100 $15.89

Distribution 1
1011-19900-M565000-523200-72-000-0000000000-000-000000-0000-000000-000000

Peccentage Amount
100 $15.89

15. Delete all pre-populated funding sources

Tech Tip: When
adding or
changing billing
information, you
must first fully
delete all other
funding sources

for the system to
recognize your
new entry

Edit
Split
Distribution 2
Quantity ‘ Amount ‘
5 Required
| B = |
Project costing
Project Number v ‘
Charge account

Charge To -2
1000-523200-72-000-0000000000-000-000000-0000-000000-000000 [

Additional information

Sub Activity Additional Information

Fair Wage Fair Work
NO

ServiceNow Ticket Number ‘

Location of Services Parformed
Delivered on Campus

-

RED Reduced Tax Rate Applies. =
NO
Workorder Numbar ‘
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16. Enter the quantity, amount, or percentage to be distributed
to the new funding source. The other boxes will pre-populate
once you enter one of the options

Distribution 2

.................................................. "

J {'E p— l .
05 =} 3795 H

i -
rcontage 5| Budget Date =]

e L3 s |

Project costing

I Project Number -

Charge account

I Charge To @ ]

Additional information

Fair Wage Fair Work

| Sub Activity Additional Information | NO

R&D Reduced Tax Rate Applies

o - [ ServiceNow Ticket Number

Location of Services Performed
Delivered on Campus

=

| Workorder Number l

! ‘ ‘

17. Enter your second funding source for the line

Distribution 2
| Quantity ] Amount l
Required
Tech Tip: You must I Percentage ‘ [ 0707/2025 E]
complete the Project Project costing
Costing area for | e ] p—
. L. 3 GNT1000120 * | *
projects beginning
with GNT, CNT, and I 0sri0/z008 " =] ‘ Research S5 Research $5
NBA. Utilize the drop- — -
xpenditure O ization - Contract Number -
down menu to — —
Complete eaCh I Funding Source v } ‘»I}CMSuhnﬂivily -
segment, choosing —
one of the pre- ]
. UCM Physical Location -
populated options.
Charge account
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18. Once the second funding source is fully entered,
select Create

Distribution 2
Quantity Amount
05 $7.95
Percentage Budget Date
50 ] [ 07/07/2025 l
Project costing
[ Project Momber % Task Number
GNT1000120 Research 55
Expenditure Hem Date Expenditure Type: il
06/30/2025 B 525200-OTHER NON MEDIC/
Expenditure Organization . Contract Nurrber
F105000-HEALTH SCIENCE R RC116285UCMerced
Fusndhng Sourca UM Sub Activity
MICHIGAN STATE UNIVERSIT ™ 000000

UCM Physical Location
otk -
Charge account

Charge To

19. Distribution details are updated showing allocations
for all funds

MMMMM
Technical Data, MERCED, CA 95343, UNITED STATES

[ Urgent

Billing

Total

Total Percentage Total Amount Total Quantity
100 $15.9 1

Distribartion 1
1011-19900-M565000-523200-72-000-0000000000-000-000000-0000-000000-000000
—_—
Percentage Amaunt Quantity
50 $7.95 05
Distrburtion 2
1011-20001-F105000-525200-44-802-GNT1000120-000-000000-0000-000000-000000, GNT1000120, Research S8
— Percentage Amaunt Quantity
50 $7.95 05

10



20. In the Line Details, after successfully adding your
additional distributions, scroll up and select update
=UCMERCED

Requisition Line Details

Requisition UCMRO0O76239

Line Details  Delivery and Billing Details

Line Description
|CARTID: 5784|Westcott Titanium Bonded Non-Stick Scis

Quantity
1
Delivery
Requester o | | RequestedetiveryDate
Anna Coffman | | o7so7/2025

Deliver-to Location
UCM - DCC
Del

iver 1o Address
Technical Data, MERCED, CA 95343, UNITED STATES

[ Urgent

21. Submit your requisition with multiple funding

sources and no additional approvers
=CMERCED

Cart

Requisition UCMRO0076239

Requisition summary

O 1item

$131

onrecoverable
Appraval Amount $17.20

|CARTID: 5784| Westcott Titanium Bonded Non-Stick Scis s

Sckd By ODP Business Sckutons, LLC BobcatBuy

‘‘‘‘‘‘‘‘
$15.89 Each Guided Demo

Quantity Justification
g Z B @ Guided Self Service Procurement Demo

Raquaster
Anna Coffman
,,,,,,,,,

et Dot
07/07/2025

Project
Multiple

Continue if: additional approvers needed

7/11/2025

11
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22. After entering all Requisition information, select the three-
dot menu next to Submit to view current approvers

=UCMERCED

Cart

Requisition UCMRO0076259

Check Funds

Requisition summary

O titem . View PDF
Subtotal

Nonrecoverable Tax Save for Later

Approval Amount LU
|CARTID; 5784] Westcott Titanium Bonded Non-Stick Scis e
Sold By 0O Business Solution LLC Bobeatuy
Description

$15.89 Each Guided Demo

Quantit Justification
1 ! Z B o Guided Self Service Procurement Demo

Deliver 1o Location
UCM - bCC
Funds Status
Not reserved

Budget Dote
07/07/2025

Project
Multiple

5 self Service Procurement  |[§] My Requisitions  \y Cart B

23. To add an approver, select an existing approver at the appropriate
stage desired and select +Add Approvers. This will create the new
individual as a parallel approver

< Approvers

Requisition UCMR00076239

Entered By AnnaCoffman  Business Unit UCM Business Unit  Description Guided Demo

Tech Tip: Overriding
Approvers are
Requisition
©y Shahar Sukenik 9 a
™ Heoer Consensus: FiscalAppicverDepartrient, RAApprover Summary using the
©) Martin Reyes ) Pencil Icon

© TheresaCline
Header Cansensus: FiscalApproverDepartment, RAApprover

(g Anna Coffman
Preapproval Header First Responder Wins: NotityRequestersFYl

Application

12



24. Type the lived name of the individual and select Add; select FYI Only
if you only want them to receive notification of the requisition but formal
approvalis not necessary. Once complete, use the arrow to the left of

Approvers to return to the Cart screen.

Add approvers
Theresa Cline

Select the approver you want to add parallel to the
current participant.

il .

==

25. Submit your requisition with split funding and

additional approvers

UCMERCED

Cart

Requisition UCMR00076239

O 1item

|CARTID: 5784|Westcott Titanium Bonded Non-Stick Scis.

Sold By ODP Business Solutiors, LLC

a
$15.89 Each

Quantity
1

Requisition summary

Subtotal
Nonrecoverable Tax $131
Approval Amount $17.20

Description

Guided Demo

Justification
Guided Self Service Procurement Demo

Requester
Anna Coffman

Deliver to Location
UCM - DCC

Funds Status
Mot reserved
Budget Date
07/07/2025

Project
Multiple

7/11/2025
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26. Confirmation message popup appears with successful submission.
To view the requisition, select View Requisition from the message or
select My Requisitions below at the bottom of the page

l' od @

Self Service Procurement B shoppingLists | | @ profernces

UCM Business Unit | UCM - DCC

Q  Search for

Shop by cit & Confirmation x
0 catego i .
P by gory Requisition submitted
Rroaga 3l Requisition UCMRO0O76239 was submitted for approval.View requisition
*BobcatBuy+ e Amazon.com amazon Smart Forms L3

~ Purchasing news [

The Supply Chain Center of Excellence is whrking to add new suppliers in BobcatBuy+, like campus favorites BioLegend and ThorLabs, stay tuned for the official announcement later this semester

L
BobcatBuy"‘

{8 self Service Procurement  |[B] My Requisitions  \ Cart

27.View or search previously submitted requisitions
entered by you to see their statuses m——
ec Ip: YOU can

= UCMEHCED clear this search

bar to search any
order various
criteria

My Requisitions

Q, EnteredBy AnnaCoffman X Search for requisitions

52 items

Requisitions

Guided Demo

UCMROD076239 AR Coffan 06/30/2025
Pending approval |CARTID: 5784| Westcot Titanium Bonded Non-Stick Scis. 1Each
Catalog purchase demo 2
UCMRO0076236 iy R o 06/27/2025
R |CARTID: 5732 Wesicor Thanium Bonded Non-Stick Scs B
Cancellation Reasorr Line deleted during requisition edt
Pending approval |CARTID: 5783|Westcott Titanium Bonded Non-Stick Scis 1Each
Catalog Demo
UCMRO0076235 EtueadBy A Caffion 06/27/2025

£ Self Service Procurement  |8] My Requisitions '\ Cart

7/11/2025
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28. Use the three-dot-menu on the requisition to take various
actions. Editing a requisition will recall/remove it from workflow

=UCMERCED

My Requisitions

Q  Entered By Anna Coffman X

Submission Date This Year 49  Creatio

52 items

UCMRO0076239

Pending approval

UCMROD076236

Canceled

Pending approval

UCMRO0076235

Guided Dema
Entered By Anna Coffman

|CARTID: 5784|Westcott Titaniu

Catalog purchase demo 2
Entered By Anna Coffman

|CARTID: 5732|Westcott Titani
Cancellation Reascr: Line

|CARTID: 5783 | Westcott Titas

Catalog Demo
Entered By Anna Coffman

curement  |[8] MyRequisitions '\ Car

and resubmission will be required after completing any edits

Category CHEMS and GASES.CHEMS and COMPOUNDS INCLDNG ORGANIC 11 Supplier ODP Business Solutions, LLC 13 | L >

m Bonded MNon-Stick Scis

ium Bonded Non-Stick Scis
requistian et

inium Bonded Non-Stick Scis

‘ Requlsmurs. ines | \ﬁ,_|

@ View Details

/ Edin

2, View Approvers

[y Duplicate

[& View Document History
D¢ Reassign
B viewPoF

® Cancel

-

7/11/2025
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