eBUY - OFF-CATALOG REQUISITION  / ADD NEW SUPPLIER

Regeana Arrowood – Atalissa IA 52720 – 3/31/09
1. From Blue pg. > eBuy >Enter Application
OR on ACE II computer: > ( (green folder) > eBuy
2. Type login & password (computer logon & password) > Log on
3. > Create a New Off Catalog Requisition

4. Purchasing method ( click one: credit card

                                                                                  Fedstrip 
                                                                                  FSO (Facilities Serv. Ofc.)

                                                                                  Imprest Fund
                                                                                  Locally paid invoice

                                                                                  Money order
                                                                                  Route Reg. to Supply Mgt.
                                                                                  Process with a PS-8230 (Scan-Image Center)

5. Required delivery date – present date or when needed.

6. Vehicle ( yes ( no – Click which one fits.

7. Payment type – Expense (
8. > Save Header Information (Scroll down page)
9. Select an Option ( Click Down arrow. > Rename Requisition
10.  Click Edit/View > Rename requisition.  Rename your requisition so you can identify it. Example: Mowing FY06
11. Requisition name – Delete or add to numbers in box. Mowing FY06  (example) > OK
12. > Justification / Attachment Click in “Add Justification/Comments” box & add comments, such as: Predicted mowing expense FY 2006. (Effective Dec 07, you must include a certification statement in the justification block stating that the need cannot be satisfied through eBuy catalog sources)
13. > Save.  Scroll down page.  > Close Justification/Comments Summary.
14. > Add item

15.  On “Search for off Catalog Supplier” pg, type in name of supplier or 1st few letters of supplier > Search If your supplier is already in your supplier list, go to instruction # 17.                                                            If not listed > Add new Supplier.  (If requisition is for bulk forms from MDC, see information on pg.2)
15. For a new supplier, fill in * information on “Manage off Catalog Suppliers” page. > Save Supplier
16. > Return to Search Suppliers.  Type in supplier name in Supplier box.  > Search
17. Scroll down page & click in circle to left of supplier. > OK
18. Scroll down pg. Fill in * information under “Add off-catalog item.” (If for forms from MDC, see pg.2)  Example: If for mowing: Qty: (how many times) “Tab” to each entry.

UOM * ( (unit of measure) Pick the one that best fits                   (Unit Price *              (how much for each)
GLA Account # *               >Search or type number, if known. (52419 for mowing & snow removal services)
If clicking “search” – On “GL Account # pg, type in Description box, such as “repairs” or “services.”

 > Search. Pick description that best fits & click in circle to left. > OK                                                           
Complete list of GLA Account numbers & AIC codes in Postmaster’s Field Guide.                                                                               
Commodity *              (  > Search. In “Commodity Description,” (type a short description, such as 

Maintenance and repair or “Office supplies”) > Search. Under “Records found” – click in circle of best fit. >OK 
Description *                Type in description you used in Commodity Description.                                      
19. > Add item
20. Enter all items with this supplier, using above instructions.  When finished, scroll down page. 
21. If everything is correct: > Save Purchase Request.  Scroll down page.  

22. > Return to Requisition Summary.  If all is correct:  > Approver List: (To view approver or change approver). 23. If correct: > Close list
      24. >Submit Requisition. > Back to Req. Summary (to print) OR > Create New Requisition (to make a new one)
      >Print Req. (top right side) > (Printer icon) (optional – you may want to wait for approval) > ( Back (top, left corner)
       25. (Optional) > Save as Template (to keep for future use-bottom of requisition) Click Edit/View 
           > Rename requisition. Rename your template requisition again so you can identify it. > OK
     26. > Close Summary > (House icon) to return to Hawkeye pg.
      Material Distribution Center (MDC)

500 SW Gary Ormsby DR

Topeka KS 66624-9702

Tel # 800-332-0317 or 800-273-1509

For a bulk form “off-catalog” requisition for forms & supplies:

(Instructions for MPOO 8, Lori Cross, 11/28/06 – When ordering postal forms, rename the requisition: Forms FY _ _)
Qty: 100 (or how many dollar’s worth of forms you might need)

Unit Price: 1.00

This will give you $100 worth of forms for the year or put in “quantity” that meets your needs.

GLA Account # 52102
1st Commodity: Paper Materials and Products

Description: Paper products, Forms and supplies from MDC, or whatever fits best. 

Thanks to Tammy Goodale, Nichols PM, for this simplified bulk form requisition format.
To check to see if requisition has been approved:

On Blue pg. > eBuy > Enter Application.  Enter User ID & Password. > Log On > Requisitions (top blue tab)

In “Show Requisitions” box >                     ( (click down arrow) 

> Approved (sent to Supplier if On Catalog) > Show

Your approved requisitions will be listed with the approval dates. 

Frequently used GLA/AICs:
AIC 52801 – Additional Shipping Charges on invoices.

AIC 52419 – Mowing & snow removal services

