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‘Museum of Vertebrate Zoolbgy

Purchasing Miscellaneous Goods

This document outlines the process for purchasing miscellaneous goods not found in the
BearBuy Catalog from off-campus suppliers (e.g field or research supplies, software, publication
fees). It was created to be used as a reference for researchers within the Museum of Vertebrate

Zoology, UC Berkeley. The process in brief:

1. Vendoring - Be sure the supplier is in the UC Berkeley system, if not add vendor
2. Non-Catalog Form in BearBuy to create a PO BEFORE goods are ordered

3. Submit Invoice for payment after goods are received

Once your order is in BearBuy you can track the status if your order. See “How to Find the
Status of your Order”: https://supplychain.berkeley.edu/procurement/how-find-status-your-

order
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Vendoring
Information about Vendoring can be found here: https://supplychain.berkeley.edu/vendoring

Check to see if supplier is in the UC Berkeley system

e Loginto BearBuy (https:/bearbuy.is.berkeley.edu) and follow these instructions:
https://supplychain.berkeley.edu/sites/default/files/searching viewing supplier profiles in be
arbuy 062017.pdf

e Note that suppliers may have different official names for vendoring purposes. For example:
Argonne National Laboratory is part of University of Chicago, so you would search for
“University of Chicago” and NOT “Argonne National Laboratory”

e |f the vendor is not active or not in the system, see below

Reactivating a Supplier

e See “Reactivate a supplier”: https://supplychain.berkeley.edu/vendoring/how

Adding a Vendor

See “New supplier”: https://supplychain.berkeley.edu/vendoring/how

e Send Vendor form AND Conflict of Interest form to the supplier and have them return to you

o Vendor form: https://supplychain.berkeley.edu/sites/default/files/ucb substitute w-
9 and supplier information form 01062015.pdf

o Conflict of Interest form:
https://supplychain.berkeley.edu/sites/default/files/conflict of interest 11-16-
2018.docx

o You complete section 2 of Vendor Form and make sure the field “DESCRIPTION OF
BUSINESS OR SERVICE PROVIDING TO UC BERKELEY” is completed in section 1 (e.g.
select “Other” and note “Lab Services”)

e Fax forms together to campus vendoring as directed on vendor form

o Best Practice: be sure to include a cover page (on clipboard above machine in front
office), and request a confirmation report be printed by the front office fax machine

Updated November 2018 | L. Avila

UNIVERSITY OF CALIFORMIA

Berkeley


https://supplychain.berkeley.edu/vendoring
https://bearbuy.is.berkeley.edu/
https://supplychain.berkeley.edu/sites/default/files/searching_viewing_supplier_profiles_in_bearbuy_062017.pdf
https://supplychain.berkeley.edu/sites/default/files/searching_viewing_supplier_profiles_in_bearbuy_062017.pdf
https://supplychain.berkeley.edu/vendoring/how
https://supplychain.berkeley.edu/vendoring/how
https://supplychain.berkeley.edu/sites/default/files/ucb_substitute_w-9_and_supplier_information_form_01062015.pdf
https://supplychain.berkeley.edu/sites/default/files/ucb_substitute_w-9_and_supplier_information_form_01062015.pdf
https://supplychain.berkeley.edu/sites/default/files/conflict_of_interest_11-16-2018.docx
https://supplychain.berkeley.edu/sites/default/files/conflict_of_interest_11-16-2018.docx

Create a PO — Non-Catalog Form
To request a PO you will need:

Cost estimate or quote for goods

Contract requiring signature (if required by supplier)

Proof of liability insurance from the supplier (if services are provided with goods)

UCOP Source Selection & Price Reasonableness Justification Form (or all Federally Funded
purchases >$10,000 and Non-Federally Funded purchases =$50,000)

W

Non-Catalog Form

Log in to BearBuy (https:/bearbuy.is.berkeley.edu)

Information regarding BearBuy including Training Information/Job Aids can be found here:
https://supplychain.berkeley.edu/bearbuy

e Open Non-Catalog Form — it will open in a new window:

. }UE- B D .. lelenaAvilavy % | A 'W000USD
| eu rD U y 7
W Shop > Shopping > Shopping Home Home/Shop

Shop | Everything M m

Go to: advanced search | favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts

~ Freg

ently Used Forms ?

m—— l% Non-Catalog Service Order
ER Form Request Payment Subaward- Non
E \ Purchase Goods/ || Purchase Services/ || Request Form UC Recipient
e Equipment Contractors
| m—
v Campus Related Services ?

BearBuy will not be available for the weekend kollege |

of: Friday, November 9 from 6pm to Sunday, Cz?f et

November 11 9am due to the scheduled Jaggaer Cal Catering Und our/

18.3 upgrade. We are sorry for the inconvenience. featuring Boudin & Cellular Kollege Town

BearBuy Survey

Fill out our survey and let us know what you need. We 7 Cateriﬂg ?
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e Complete the form
o Enter Requested Info

o Attach required information — see list above

e “Addand go to Cart”, click “Go”
o This will close the form window and attach the form as well as any documents you
attached to it to a new BearBuy cart

MNon-Catalog Form Available Action€ Add =nd go to Cart Ecmm =
k4

Non-Catalog Form

When to use this form:

s To purchass goods / eguipment that are not found in 3 BearBuy cataleg. Equipment orders might have associated services that should
accompany this order.

& ‘When you have an "After the Fact' (ATF) order that will require additional invaice payments in the futurs.

®  Still unsure? Click to see What Form Should | Use?

When not to use this form:

& For Blu Card Tracking (Use BluCard Tracking Form)
= ATF one time payments
& Zervice Only Orders

Supplier & UC Contact Information H
#If the Supplier is not shown in the list, setup Supplier with Vendoring.
Enter Supplier

ar

Supplier S=arch
Existing Contracts:
& The fastest procursment option is to use an existing contract. To see s list of potential contracts: UCE SearBuy Contracts Module. For access

to UCOP's CalUSource systemwide contracts, contact your Buyer.
s [fthe supplier has an existing agreement in Bear Buy, click on "SELECT COMTRACT...” to associate it to the order.

Contract:
Supplier Contact Information
Supplier Contact Mame
Supplier Contact Email £ Phone
Department Contact Information
Campus Department Contact Mams
Contact Emai
Contact Phone
Order Information z
For procurement instructions, please visit Supply Chain Management - Procurement website,

® Estimate the total cost of purchase if exact cost is unknown. Do not split orders or request partial purchase amounts as it will increass
processing time and may result in multiple PO’s being issued.

Please contact your Buyer for orders, that:

Updated November 2018 | L. Avila

Berkeley

UNIVERSITY OF CALIFORMIA



Complete BearBuy Cart

e Set BearBuy cart name and priority
o Do not change priority to urgent unless it is actually urgent

o if you have a contract from the supplier that requires a signature within one week, you
may want to choose “urgent” and add a comment to your cart indicating that the signed
contract is due to the supplier by a certain date

e Click “Save” and Click “View Cart Details”

Lelena Avilaw W ™ 4 W 100000 USD

E Bearbuy

W Shop My Carts and Crdars Open My Active Shopping Cartw Cart - 110899296 - Draft Cart

4! Continue Shopping

) . 10 ltem(s) fora total of 1,000.00 Uz
¥4 Shopping Cart o eens suia
View Cart Details [ Assign Cart
& Ea
Cart Name 2018-11-09 Radio Collars \
Description
Priority Mormal ¥
Srzpared For i
Supplier / Line [tem Details ?
Show line details For selected line items | Add to Favorites r m
Titley Scientific LLC mor=inic Contract
PO Number To Be Assigned
Account Code
Pricing Code
Quote number
Product Description Catalog No Size f Packaging Unit Price  Quantity Ext. Price
Radio Collars|Z]  more info.. 100.00 10 1,000.00 UsD
Supplier subtotal 1.000.00 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. Subtotal 1.000.00
Shipping 0.00
Handling 0.00
Total 1.000.00 USD

View Cart Details [Ggll Assign Cart

view cart history
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e Complete and verify cart details
o “Org Node” - verify that it is entered and is correct (OFMVZ = MVZ funds, IBIBI = IB

funds)

= |f you are unsure where your funds are housed ask the Research Administrator
or Financial Analyst who manages your fund

o  “Ship To” - Verify that your information is entered and is correct

= How to setup Ship To address in BearBuy Profile Management:
https://supplychain.berkeley.edu/how-setup-ship-address-bearbuy-profile-

management

_ —1 Lelena Avila> d ™ & '™ 1000.00 USD
M BearBuy
A B = chop o My Carsand Orders © Open Carrw ma 0289258 - Draft a

Submit
S o ST ¥ ...
(Assign Cart|

4 Return to shopping cart *) Continue Shopping

' All done! The required information has been completed and this request is ready to be submitted.
Once you have reviewed the details, you may continue by clicking the button at the top of the page.

/A You need to be aware of the following issue(s), but it will not prevent you from submitting your request.

= Empry field: Depanment
= Empty field: Fund

Requisition | PR Approvals | PO Line Preview | Comments | Attachments | History

Taxes/S&H

Summary | Shipping | Biling | AssetMansgement | Accounting Codes

Org Node B
/] ship To

Autn: Lelens Avila
Stanley Hall

Shipping

/helpful-hints-our-

2
General ° |Final Destinati ==
CartName 2012-11-00 Radio Collars Code Valley LS8, RM 3107 Serksley, CA B4720-1101
United States
" ! Delivery Options. edit
ormal Expedite x Billing Options
~slana Avils hin Via Sest Carrier-Spacial, Ses Accounting Date
Lelena Avils Comments
Requested Delivery
dit by lin item.
View/edit by lins item.
Additional Approvals 7 Buyer Info 7 Asset Management

edit || Fabrication Numbsr MFG Model Numbsr

Additionsl Autharizer | Additionsl Autharizer 2 Buyer Buyer Buyer CA  Prevailing
Nsms msil Phons Pamisl  Wags

Sales
Tax
¥ ¥ % ufedit by line item
Accounting Codes
Account Speduype Fund Federal Funds Depzrtmant Frogram Code Chantfisid Chartfisld2

o

o Chartstring - Scroll down to the “Accounting Codes” section and click the “edit” button
(new window will pop up — see below)
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= At minimum your chartstring should include “Fund”, “Department”, and
“Program code” (e.g. NNNNN-NNNNN-NN)

= Some chartstrings also include a Chartfield 1 (six characters) and/or Chartfield 2
(five characters)

= “Account” field — leave blank (central campus will enter this number)

Accounting Codes

Select rom yourcode favortes 7]

Account Speedtype Federal Department Program Code Chartfieldl Chartfield2

lnone [ ] [ )
‘ Select from all values. Select from all values. Select from all values.

Select from profile values,
Select from all values.

Select from all values.

A empty field

Select from all values.

A Empty field

recalculate / validate values

=  More than one chartstring? Click “add split” at the top right of the window
=  “Save” - when you are done (window will close)

o “Supplier / Line Item Details” - Scroll down the page to verify these details are correct.
You can click on “more info...” under “Product Description” to review the Non-Catalog
Form you completed

Lelena Avilaw & = 4 W q00000usD |EEEGUEe

view all clauses - (1

Supplier / Line Item Details 7
For selected ling items [Add t Favorites il - |
Titley Scientific LLC mor=inie Contract
PO Number To Be Assigned
Account Code
Pricing Code
Quote number
ih. Reporting 70 Clauses
Vigwfedit by line item.
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 RadioCollars[5] morz info. 100.00 10 1.000.00 USD
Taxable x nternal Note.
Freight Applicable x ntemal Attachments [Privacy Warning]
Commodity Code 41000000 Add Attachments
Siochemical compound R
Snernal Note

Antachments for supplier [Privacy Warning]
Add Attachments

B0 Clauses
Supplier subtotal 1.000.00
Shipping 000
Handling 000
Supplier total 1.000.00 USD
Shipping. Handling, and Tax charges 2re calculsted and charged by sach supplisr. Subtotal 1,000.00
Shipping 000
Handling 000
Total 1,000.00 USD
Prowere by JAGGAZR | Prvscy Py
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e Add comment(s)
o Click the “Comments” tab at the top of the page

o Then click the blue “Add Comment” button

lelenaAvilay d ™ A 962500 USD

A BearBuy

' Shop > My Carts and Orders » Open My Actve Shapping Cart

(9o e[ 9 vgna | 9 s | 9o | @ s | 9 v s | & i s iiness | & i i v imns | @ i -m

9 Return to shopping cart ©) Continue Shopping
Al done! The required information has been completed and this request is ready to be submitted.

& supplers Once you have reviewed the details, you may continue by clicking the button at

N R T D e Jjﬂ.ﬁ BearBu y
. Reporting -

Empty field: Account

™ Shop My Carts and Orders » Open My
Requisition PR Approvals PO Line Pre chmen!s History
Summary | Shipping | Giling | ASCWEMMEENt | Accounting Codes | Supplierinfo | Taxes/S&H

?
0 e | @ S | @ sy | @ Gt | O st erogeers | @ i coses | 9. |

<ait | shipTo
Attr Lelena Avila
Stanley Hall
RM 156
Berkeley, CA 94720
United States

@ All done! The required information has been completed and this request is

Once you have reviewed the details, you may continue by clicking the buttol

General

CartName 2018-06-12 Genomic Services edit
Description

‘Add Comment
Pent Ref No.

Requisition | PR Approvals | PO Line Preview | Comments | Attachments | istory
Final Destination Code

Records found: 0

o Add your comments in the pop-up window, add email recipients (optional), then click
the blue “Add Comment” button

=  Contract Signature — be sure to Add Comment
note if there is a contract that e ed o e cmar L s e s s ety e
. . bady.
needs signature, timeframe or il natatintey
. . Lelena Avila (Prepared by) <lelena@berkeley.edu>
deadline to obtain it (if addsmai rcipent
applicable), and any other e e
. ) . ) by the deadline.
instruction (i.e. return signed
This is a blanket PO - multiple invoices will be submitted against it]
contract to you, etc.) 5 s ey

Attach file to this document (optional):

Attachment Type Fle v

o Once you add your comment it cannot et
be edited

Choose File | No file chosen

Add Comment

e  Submit Cart

o Click the blue “Submit” button (top right of cart) when all info is
added and verified

= 300000 usD B

(2 v 2

Assign Cart

%) Return to shapping cart 4) Continue Shopping
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Follow-up

e Receive email from BearBuy
o When a PO has been created, you should receive an email from

bearbuyadmin@berkeley.edu with subject “Purchase Order #: [PO number] has been
sent to the following supplier: [Supplier name]”

o The PO number begins with “BB”

e Send email to Supplier (optional)
o To make sure there is no communication error, | prefer to email my contact at the

supplier, let them know the PO has been issued by the university, and give them the PO
number for reference so they can include it on their invoices

e Check on Contract (if applicable)

o Best Practice: Once you receive the PO number it is a good time to check on the status
of the contract (if you submitted on for signature)
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Submit Invoice for Payment
E-mail invoice

When you receive an invoice from the supplier, you will email the invoice to central campus for
payment. E-mail and attachments will interface automatically with the campus imaging system.

Follow their instructions exactly (scroll down to “How to send us an invoice”:

https://controller.berkeley.edu/financial-operations/accounts-payable/helpful-hints-our-vendors

You will NOT receive a confirmation that they have received your invoice

Follow-up

You can view the progress of your invoice in BearBuy. It usually takes a day or two for your invoice to
show up in the system.

How to Find the Status of your Order: https://supplychain.berkeley.edu/procurement/how-find-status-
your-order
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