eBuy2

Regeana Arrowood, Atalissa IA 52720 - 4/21/2011

MPOO 8: eBuy orders are to be made on Tuesdays & Thursdays of the 2nd & 3rd full weeks of the month.
               Orders can be made on other dates only if needed to prevent overdue bills.

Dates to order: Jan______________; Feb______________; Mar______________; April______________; 
May______________; June_____________; July_____________; Aug_____________; Sept_____________; 
Oct_____________; Nov_____________; Dec______________
On Hawkeye page, in address line, type: > eBuy2 > Enter Application. > Yes (Security pg)
OR  on ACE II computer: > ( (green folder – top toolbar) > eBuy2. Scroll down. 

> Click here to access the eBuy2 application log-on page. > Enter Application. > Yes (Security pg) 
Check for new messages or training guides.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________If you receive this message: “attempting connection. Sorry cannot connect to ProcureIT”

> ( Back > Enter Application. If this does not resolve problem, contact Help Desk.

My Procure IT tab displays. > ( (envelope) for messages. To delete message: > ( to right. > Delete
To send a message: > Send Message (to send message to specific user) > To User. Write your message. 

> Use E-Mail ( (to Outlook email) > Send Message
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
To Create an On-Catalog Requisition:

> Search (binoculars). Type name of item or service OR item #. > Go. Find item.

Under “Quantity,” in boxes, enter quantity needed. > Add Items to Request.  (bottom of pg)
To compare items: Under “Compare” column, ( (items to compare). > Add to Compare (top)

> Click here to view items in compare or > View Compare.
To purchase an item: > ( (across from “Select.”) > Add to cart
To remove item: > ( (across from “Select”) > Remove Item
To view items ordered: > (shopping cart) (top)
Within Shopping Cart:

( Update quantity – Change quantity. > Revise Request
( Delete item: > (trash can) for the item

( Split charges - To split charges between finance #s: > $ 

( Checkout: > Finish Request
OR to continue shopping:
> My Procure IT > Search (magnifying glass). Type item name, description, item #, or PSN # (no hyphens) > Go
OR in New Search:                       (type item # or description) > Go
Create Order Request
Requisition Name: (Name this requisition) 
Instructions for MPOO 8 (11/28/06) – When ordering bears, pictures, mailing supplies, etc, rename the requisition: Retail Products.  

When ordering postal forms, rename the requisition: Forms FY_ _. When ordering supplies: Supplies FY _ _
Justification: (type descriptive reason for order)

Ship to: To change: > (magnifying glass)
Bill to: Office paying for purchase. To change: > (magnifying glass) 

Due date: > (calendar box) 

To add attachment: >  A  after “Add an internal attachment to this cart” > Browse > File/Documents > Upload. 

Fill in information. > Create Order Request (bottom)
Message: ( Successfully Created Order Request……………..
On this page: Add or update approvers and/or Add FYI Notifications.

To change the reviewing manager: >  (  > (approving manager) from list

To add Approvers: > (! (next to approver that you want to add an approver after) > (approving manager) from list.
To send requisition to someone as an FYI, not an approver: > (! to right of “Send FYI Notifications. 

In pop-up box, > (user to send to)
View Requisition Status: > Procurement > * Open Requests (left) > (Request #) to view

When finished: > Logout. (top right) On eBuy2 application screen: > X (to exit)
Approvers: MPOO 8: 526 - Pam Green, Andalusia IL; 527 - Valerie Chandler, Coal Valley, IL; 612 - Steven Orendorff, Milan IL
To approve a requisition if you are an Approver for your office:

After requisition has been approved by other approvers, on “My Procure IT” page, under tasks & Approved; it says:

1 request(s) require your approval. > Go > Detail Approval.
Under “Approve” column, > ( of each item to approve or > ( to right of “Approve?” to select all. > Submit (bottom right)
_____________________________________________________________________________________________________
SOX Requirement – After receiving your order, mark items “Received” 
In eBuy2 , My Procure IT tab, under “tasks”: Receiving: ( ) own purchase order(s) waiting to be received. Go
> Go. Your “Received” purchase orders are listed. Under “PO # (” column: > (Receive)
Under “Received” column, type quantity of each item received.

Receiving Reference Document:                     Type reference #, invoice #, packing slip #, shipping order #, or your initials & date received. > Process items
Continue to click PO# (Receive) & follow above instructions until all orders & items have been confirmed as received.

If you receive a partial order, follow above instructions to “receive” only the items that you received. Requisition will state “Partially Received.” When all items are delivered, go back into eBuy2 & follow instructions to “receive” those items.
If you need to close a requisition for supplies or services not received, (example: off-catalog requisition for supplies or services not needed, out of stock items, etc) > Procurement > ( Manage Requests (left).  Filter:        (   > ( (down arrow) 
> Partially Received > Filter/Sort (right) > (purchase order not received) > End Receiving
Type a note why supplies or services were not needed or received. > AddNote
If you already completed an End Receiving action & later realized you need to receive additional quantities on an order, restart the “Receiving” process: > Procurement > * Manage Requests. (left)
Filter: Exceptions  (  > Filter/Sort (right) > (purchase order to start receiving) > Restart Receiving 
Requisition status changes to “user opened” & purchase order status changes to “post approval change.” 
You can now go back into the purchase order & start the “receiving” process again.

To view requisition received status: > Procurement > ( All Requests (left)
_____________________________________________________________________________________________________________________________________________________________________________________________
To check the payment status of your bills: On Blue or Hawkeye pg, in address line, type: adm > Go (or Enter on keyboard)

> Login to the EDW Go > Enter the EDW. Enter ACE ID & password. > Login. > Close window (Enterprise Data Warehouse) 
> Accounting > Shared Reports > *Postmaster* > Accounts Payable Activity (One Finance Number)
1. Select Period *(Required): > (desired month) >  (  > Next
2. Enter Finance Number (6 digits) *(Required):                            Enter 6 digit finance #. > Run Report
The ledger will show payment activity such as rent & utilities, date paid & check #.
_____________________________________________________________________________________________________________________________________________________________________________________________
For access to eBuy2, request through eAccess.

Roles (for PM): Requisitioner, Analyzer (District, Fin #), Finance # Custodian
To determine the BA & District Code:

On Blue pg: > Inside USPS > Finance > ANCM-FNCM-GR > Enter FNCM Application > Finance Number Inquiry.
Enter your Finance # > Go. Highlight your finance # & description. > View Finance Number Info. BA & FDC Codes are displayed.
For User Guides & short videos: http://blue.usps.gov/purchase/ebuy2_home.htm
All technical questions: contact Material Service Center 1-800-332-0317, option 4, option 3; 6:00am – 6:00 PM CST

Or materials.customerservice@usps.gov
All Sourcing questions: Contact PSSCs (Purchasing Shared Services Center)
Western PSSC (serving Western, Pacific, Southwest, & Great Lakes Area, including Guam & Hawaii) 7:30 am – 5:00pm MST

1-877-293-2410, option 2 or helpdesk.pssc.western@usps.gov 

Eastern PSSC (serving Northeastern, Eastern, Cap Metro & Southeastern Areas including Headquarters & the Caribbean)

7:30am – 5:00pm EST
Email the eBuy2 Support Team: eBuy2@usps.gov or visit the eBuy2 page at http://blue.usps.gov/purchase/eBuy2_home.htm 
For tips of the week announcements: http://blue.usps.gov/purchase/services/pssctips.htm 

Excess Items Catalog (EIC)

The EIC is a good way to get supplies or equipment at little or no cost. There are 2 situations where there are costs with items obtained from EIC – transfer of capital equipment & transportation costs, if items cannot be shipped using USPS.

To post excess items on EIC                                                            
Log into eBuy2.

> Excess Items (top)

> ( Submit New Item (left)

Complete the listing form

> Submit Item (bottom)
To obtain items from the EIC

Log into eBuy2

> My ProcureIT (top)

> Search (binoculars)
> Browse Supplier
> Excess Items (right column)

Ordering Supplies & Tips

Postal Products: For help or information ordering their supplies, call: 1-800-229-4500

Xstampers (black) – On eBuy2: > Search (binoculars) > Browse Supplier > Postal – PR
Refine your results: 62115 (type this #) > Go
Quantity: 1  (or quantity needed) > Add items to Request
Red or Blue Xstamper - On eBuy2: > Browse Supplier > Postal – PR
Refine your results: 62115 (type this #) > (web) (in black Xstamper description info)

Select product type (click in circle of color desired) 

( Black

( Blue

( Red

> Add to Cart
Finish order using eBuy2 instructions.
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Xstamper refill ink – (red) 1oz. Item # - 39299
_____________________________________________________________________________________________________________________________________________________________________________________________
Rural Route Strobe Light – On eBuy2: > Search (binoculars) > Browse Supplier > Postal – PR
Refine your results: 23400 (type this #) > Go
To get a Rural Strobe light repaired, send to (along with a self-addressed return Label-41:
Ned Munn, 11 E 18th ST, PO Box 9998, Spencer IA 51301-9998
_____________________________________________________________________________________________________________________________________________________________________________________________
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