ERSO BearBuy Shopper Quick-Start Guide

1. Log in to BearBuy at bearbuy.is.berkeley.edu with your CalNet ID
(or from Blu.berkeley.edu; click on Finance > BearBuy.)

i BearBuy

™ Shop  Shopping  Dashboard  Shopping Home  Ho

2. Find item via the
Shop Search field *

Shop Everything - ‘ m

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

Ralatad i
UC Berkeley Dashboard Camp Services

Welcome to BearBuy!
Our "P -to-Pay" system, BearB des staff, el

ot M s Bl b el Cal Catering featuring | IST Telecom Voice &
faculty, graduste students and other employees with an e st
intuitive, easy-to-use interface, cataleg shopping, and
electronically-enabled workflows.
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™ Shop  Shopping  Dashboard  Shopping Home

Kendall MOALEM ¥ *  Action frems E| Motifications |: W 10080 USD Q

Shop Office/Computer ~ |copy paper m ’

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

Results for: Office/Computer : copy paper

Showing 1 - 50 of 730 results

Add Keywords ? Results per page 50 ~ Sort by: Best Match i 3 Select items tO add tO Cart
m m COLOR COPY PAPER, 100 BRIGHTNESS, 28LB, 8-1/2 X 11, PHOTO WHITE, .
< 500/REAM from GIVE SOMETHING BACK
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Part Number HAM102467
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" 4. View Cart
"
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At Bearbuy

W™ Shop My Carts and Orders ~ Open My Active Shopping Cart = Cart - Draft Cart i Logout

1) Continue Shopping

1Item(s) for atotal of 20,18 U0

. = Shopang Cart  torrendanmonem

View Ca‘al Details or m
Add Non-Catalog Item | (=) Save \
1 F

Cart Name 12014-03-27 011503118 01

S : 1 \5. View Cart Detailsl
Priority Normal

Prepared For Kendall MOALEM
Select a different user...

Supplier / Line Item Details

7
Show line details For selected line items Add To Favorites i m
GIVE SOMETHING BACKEE morinfe.. Contract 702/BK/001 more info..
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PG chments

¥ Final Review
g
4 Return to shopping cart 4/ Conﬁm',Ir Sing

8a. ASSIGN your cart

¥ OrgNode | ¥ Shipping m

Assign Cart

a) Org Node: EKMEG for your purchase
funding

b) Shipping: 266 Sutardja Dai Hall (ERSO)

c) Final Destination Code: final delivery

& All done! The require

Once you have reviey

/A You need to be awar|

« oty s Accoun destination is your office/lab/room number
® Empty field: Departmel e . .
" Eruty il Fond d) Billing: bill to Disbursement
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Hide value descriptions

Requisition. PR Approvels| PO Line Previen | @m%
| Summary  Shipping  Biling | AssetManagement = Accounting Codes | Supplie

Org Mode | [ eant fsuieTo
i | Attn: Kendall MOALEM
EERCT | Sutardja Dai Hall
: RM 266
| MC1768
| Berkeley, CAD4T20
| United States

(Bill To
For inquiries: disburse@berkeley.edu
(510) 643-2199

Enginesring Research Centars

J Berkeley, CA 94720-1101
Hnited States

General =

| Cart Name 2014-03-27 011503118 01 eat || | Final Destination Code  OBRIEO0413 ‘
| ; ‘OBrien Hall RM 413 Billing Options
| Description i

Accounting Date

| Dept Ref he.

7. Change the Cart Name
Your last name/PlI's last name, Vendor,

@ https://solutions sciquest.com/apps/Router/GenericUserSi <
Close
| User Search |
Last Name

First Name
User Name
Email
Results per page

Assign Cart

Assign Cart To:

Hote To Aesignee 8b. Select your Cart Authorizer
For departmental funds search for

Mote: After a cart is submitted, it can be viewed via Hi
Prior to being submitted, the cart can be viewed in Draft
Carts and can be unassigned (withdrawn) if needed.

[ [

What’s Next
Once you’ve assigned your cart, the Cart Authorizer submits it for processing.
You will be notified when the Purchase Order is created and sent to the vendor.
Please contact the ME Finance Office if you have any issues with your order by
emailing financialcluster@me.berkeley.edu

Af you don't find your item through this search field, check the Punch-Out Catalog section to click on outside sites offering your
item with substantial discounts to UC Berkeley. If your item isn’t found there, fill out the Non-Catalog form in the BB forms
section. Most-used forms are Non-Catalog, Payment Request, and Sole Source.
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