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BearBuy Navigation

Overview

e The left side panel contains important news and information.
e |cons are active slide-out menus when selected or hovered over.

e Menu options are grouped by related tasks.

1. UC BearBuy Logo

Ky Bearbuy

2. User Information

3. Bookmarks 4. Actionltems 5. Notifications

BFS-TRAINING100 TEST

J  Action tems  Notifications (3] W 000USD Q.

6. Cart Preview

o |

W Shop  Shopping  Dashboasd | Shopping Home
10. Order &
Documents i
7. ‘Shopat the Top’ Shop |Everything
11. Catalogs

and Contracts

12. Accounts
Pavable

UIT Welcome to B 15, BearBuy News
Our “Pracure-ta-Pay” 5

graduste students & uitive, easy
“t0-use interface Latalog thopping and electronically-anabled
workfiows.

_iner emplayees with a

Pinase look in this space often for updates, anncuncemaents,

Non- Catalag Form

Frequently Used Forms

Service Order
Request

Gato: advanced seasch | favorites | forms | non-catalog item | quick order  Browses suppliers | categories | contracts

?

16. Frequently Used Forms

Subaward - New JC
Recipi ..

Subaward - UC

Amount- anly PO Racipient

and news regarding the new system

13. Supplier
Management

Thank yeu for shepping BeaBuy

uc Berkelei Dashboard

BearBuv Schaduled Mai D,

Campus Related Services

Users will not be able to access BearBuy from Friday,
Movember 1st at 6PM to Sunday, November Ird at 7PM
due to the rebease upgrade.

BFS will remain avallable during its normal daily howrs of
TAM until 9PM.

BearBuy Training

Office Supplies/Books

GIVE SOMETHING
BACK

17. Campus Related Services

18. Collapsible Catalog
Categories

ke

= What form should | use?
» Supported Browsers and Operating Systems
= BearBuy lob Alds and Training Materials

BearBuy User Support

+ (510) 664-9000 Option 1, Option 2. Option 1
+ Mon-Fri 8 AM to 5PM
» Emall BearBuy Help

il

Research/Lab Supplies

CLEAN SOURCE INC

14. Menu

Search

Home: Click on the icon to return to the BearBuy Home/Shop page.

Shop: Shopping menu and tasks including shopping page, forms, carts
and orders.

Orders and Documents: Menu for Document Search and My Approvals
sub-menu.

Catalogs and Contracts: Menu for Contract Management, hosted
catalog content, pricing and configuration.

Supplier Management: Menu Supplier Management.

Menu Search: Keyword search with clickable results.

Quick Search: Click to access the Quick Search Menu.

Bookmark: Click on the icon to view or edit your bookmarks and to create
a new bookmark.

O noop

Accounts Payable: Menu for Accounts Payable Dashboard, Invoices and
Receipts.
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Top Banner
Action Items

All transactions pending your review and approval will be listed in the Actions Items banner drop down.
You cannot delete items on the Action Items banner. The action item will automatically be removed
when you’ve performed the action needed.

Clicking on item listed within Action Item takes you directly to the area where action is needed. You

will see your approvals list with a Not Assigned filter pre-selected.

Train Approverl ¥  #  Action Items [36] Notifications W 000 USD Q.

Action Items
m Carts Assigned To Me n
Requisitions To Approve n
ontracts | chemicals|  [nyoices To Approve n
Unassigned Requisitions Needing Approval
m Unassigned Invoices Needing Approval

Notifications Tab in the Banner at the top of the page

Individual notifications will be listed.

Notifications are based on the preferences you’ve set under Personal Notifications.

You can delete notifications from the screen by clicking on x next to each notification message.
New notifications highlighted in Banner.

Clicking on the notification takes you directly to the transaction in question.

BFS-TRAINING101 TEST w | Action Items [22] = MNotifications [4] ™ 15939USD Q.

Notifications

% Requisitions
Your Requisition Has Been Submitted For Approval
og item | quick order  Browse]

Your Requisition Has Been Submitted For Approval

Your Requisition Has Been Submitted For Approval

a0 meis
Your Requisition Has Been Submitted For Approval
Click here to see all notifications
Expriss M e —
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B. BearBuy Approvals (Worklist)

Accessing Approvals List
o All tasks related to approvals are located in the Approvals sub-menu.

Orders & Documents

I My Approvals

Approval Notifications

My Recent Approvals

Note: If you will be out of the office and need to assign a substitute approver for a certain period of time,
please submit a Help Desk® ticket stating:

e The name of the individual who will be out,

e The name of the individual who will serve as the substitute,

e What the desired substitution dates/times are.

List vs Folder View
When you click on My Approvals, you can then view Group Results By: List or Folder.

& Orders & Documents § Approvals /' My

Group Results By: List ._'.

View by List
e Transactions will not be separated out by specific folders
e You can assign a transaction from this screen without having to open up the document (clicking on the
transaction number).

Group Results By: List -

Showing 1 - 14 of 14 results All Dates Assign Ml G |

Filtered By * | Results per page 20 - Sort by: Submit date newest first - <|Page1ofi[r]| ?
Type: Requisition Hide cart details
Date Range:  All Dates Requisition No. Suppliers: Assigned Approver PR Date/Time Prepared For Amount Action [
View BFS-TRAINING10& . .
Approvals  TEST 030207 ] Precision Solutions LLC Net Assigned 2/26/2013 6:54 PM John Leary 3500000 usp [
For:

Cart Name 2013-02-26 jleary 02 ~| Folders 131 Days in folder [Buyer Catch-all]
Refine Search Results ? No. of line ftems 1
Type 874132 ) GRAINGER INC Not Assigned 11/1/2012 2:43 PM BFS-TRAINING100 TEST 105,000,00 USD ]
Requisition M

Cart Name 20132-11-01 019999930 19 —I Folders [Tiered Buyer Approval (Contract) Buyer A & B

249 Days in folder Contract EERSO]

Date Range Mo, of line items 1

View by Folder’

! Help Desk email address is: bearbuyhelp@berkeley.edu
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e When no work is pending review/approval for a specific folder, the folder will not be listed.
e You can assign a transaction from this screen without having to open up the document (clicking on the
transaction number).
e You'll see one folder per role and specific org node you’ve been assigned,
0 My PR Approvals will be the first folder listed when you have orders assigned to you.

lide cart details _— expand all collapse all
My PR Approvals [3 results]
Buyer Catch-All [1 result]
Buyer Intervention Buyer Intervention AECOI [2 results]
Buyer Intervention Buyer Intervention EERSO [1 result]
Tiered Buyer Approval (Contract) Buyer A & B Contract AECOI [4 results]
Tiered Buyer Approval (Contract) Buyer A & B Contract EERSO [2 results]
Tiered Buyer Approval (NonContract) Buyer A AECOI [2 results]
Tiered Buyer Approval (NonContract) Buyer B AECOI [1 result]

Filtering
e Regardless of which view (List or Folder) you’re in, you will always have the same filtering options.

e The number next to any filter option annotates the number of transactions that meet that filter criteria.
e Selecting the view all icon T expands the specific filter and you are able to view all the options

available.
" CeoupiResuiERy List ___~ Note: Every time you navigate away from the Approval
pages, your filters will reset. This includes logging in and
"l Filtered By out of BearBuy.
Type: Requisition
m Date Range: All Dates . . . . .
View Approvals For: BFS-TRAINING106 TEST Filtering for unassigned work is done by locating the State
[ — " Filter. There are 3 possible options you may see under the
Type State filter.
Lol requstion - e Not Assigned: Transaction is available to be worked
Date Range on
All Dates hd . . . . .
Fold . e Assigned: Transaction is currently being reviewed by
olders e
Tiered Buyer Approval (Contract) Buyer A & B Contract another user. Not available to be worked on by anyone
AECOI (4) else
My PR Approvals (3) -
Buyer Intervention Buyer Intervention AECOI (2) e Hold: Transaction has been placed on hold pending
Tiered Buyer Approval (NonContract) Buyer A AECOI (2) .
Tiered Buyer Approval (Contract) Buyer (more] fU rther aCtlonS'
State o
Mot Assigned (7)
Assigned (7)

> Recommended view for your Approvals list is by Folder when working in a department where there is a large group
of users holding the same role.
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Filtering for specific Org Nodes is done by locating the Custom Field section in the left navigation bar.
e The Custom Fields filter also includes filtering by specific Fund, Account, Chartfield 1 or Chartfield
2 code, and much more.

Custom Fields e
Account
BluCard Holder
Dept Ref MNo.
Fabrication Number
Crg Mode ' [more]

e If you have more than 1 Org Node you wish to filter your Approval list by, you’ll have to enter each

Org Node manually by selecting Add another Org Node.

Apply Custom Field Filter EBER NS, ¢

0Org Node Is Exactly IMMCB Add another Org Node
Select from all values...

My Recent Approvals (Outbox)
e When you click on My Recent Approvals, you can view the transactions you have approved.

Orders & Documents

My Approvals
Approval Notifications

ent Approvals|

e You can filter your recent Approvals by:
O Date
O The action you took (approved vs rejected)

W Orclers & Documents / Approwals | My Recent Approvals = -/

Showing 1 - 20 of 78 results Pravious Year (11,0007 12313015 Show resuisition setaly
Filtared By * N | msuns per page |20 [=] Sort by: | Approval date newest first =] x| page 1[=]of2lal 2
Type: Raquitition Cart Number My Action Worifiow Step Approval Date/Time Suppliers Shapper Cart Total
Dake Range: Pravinue Yaar ~28ame3 Requisition appraved Purch Super (Non-Contract] 11282002 12234 M Bimba Bakeries USa Train ReqCreator 297,000.00 LSO
Refine Search Results 2 - ERES0R Requisibion aps Centract) Bimibe Dakeress Tran ReqCresteel 29700000 S0
Date Rangs 888888 fequisition approved Tiered Buyer (Nan-Contract) Bimba Bakeries Train ReqCreator] 69,000.00 USD
Previous Ve - o EBEE0S Hegquisi wed Purch Super Bimbe Bakere USa Traim eqCreatorl 207,000,00 USD
My Actlon o BBEEO0Y L Requisition approved Tiered Buyer Bimbe Dakerie USA Trim ReqCreatorl 297,000,00 USD
Approved (26) o+ BBBTTD L Requisition approved Purch Super [ Bimba Bakenes USA Traim ReqCreatorl 207.000.00 USD
L o B88TI0 Requisition approved Tiered Suyer (on-Contract) Bimbo Bakeries LS Train eqCreatorl 207,000,00 USD
 BBBSED Asquisitien approved Burch Super (Nea-Cantrast) Bimbo Rakenss USA Train ReqCraater] 207,000.00 LSO
 BBEEER Requisition approved Tiered {Nan-Contract) Bimbo Bakenss USa Tram ReqCreator] 297,000.00 USD
- 767954 Requisition approved Buper ntervention Royal Cable Corp, inc Train Shapper 17 5000 US0
770808 ol Requisitien apgroved Buyer Interventon 6/2012 ZAD PM Train Shopper 04 750000 USD
T  Td1e21 0l Apquisition approved Tired Buyer (Nan-Contract) Teain Shapper 07 1
¥ 762021 i Tiered Buyer (Non-Contr, 4/23/2012 1:22 PM Cindy Crestor Tramning 300,560.00 USD
- o 719742 0 Tiered Buyer (Non-Contract) 2/15/2012 704 PM Paul Investgator Training 194464894 USD
= W TLTELS Requisition approved Chuck Creator Training 200,000.00 USD
ey ol Bequisition approved Tiered Buyer (Non-Contract) Train Shopper 01 995
. . Tos7ee Ml Aeguisition approved Purch Super (Nen-Contract) Banrée Buyer Training 300,560.00 USD
Chuck Createe Tra } .~ Tos7ee ol Aeguisition approved Tiered Buyer (Non-Contract) Banrée Buyer Training 300,560.00 USD
Prepared For T o~ T0BTas L Aquisition approved Purch Super (Non-Cont Company Paul ivestigator Training 154464894 USD
Train RegCreatorl (% o TORTAS L Requisibion approved Thered Buyer (Non-Contract) tric Company Paul Investgator Training 194464894 USD
Results per page |20 || + page 1 =]ef2 e
Train Shopper 01 (3)
Bonnie Buyer Training (2]
Product Flags e
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C. Document Search

The purpose of this section is to create a search for requisitions at Current Workflow Step pending
approval for a specific Org Node.

Accessing Document Search
o All tasks related to Document Search are located in the Document Search sub-menu.
e You can click on the sub-tabs to:
0 Search Documents: Navigate to the document search page
0 View Saved Searches
0 Download Export Files: Access the searches you’ve selected to export

Search Documents

Approvals

Wiew Saved Searches

Download Export Files

Advanced Document Search
e To select an advanced Document Search (where you can set search criteria) simply select advanced

search below the search bar.

Search All Documents B | All Dates E| m

Enter search terms such as document numbers, suppliers, and product information.

Go to | my requisitions | my purchase orders | my vouchers

o After selecting Requisitions for the search type, you’ll be able to see a large list of additional filtering
criteria.

Search Al Documents =] simple search
|All Documents
=
Gemer o T ation

Vouchers
Docy

Dt All Dites

10/31/14 Page 8
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e To view a list of transactions that are pending review and approval from Document Search simply select
the following criteria
0 Select Current Workflow Step (if you are a Requisition Creator, select PR Creator, etc)

Workflow

Current Workflow Step =

0 After selecting a Current Workflow Step from the pop-up window, select add.

Current Workflow Step

I Additional Authorizer 1 I Dept Dollar Range I PR Validation 2 I Wait for PR Validation 1
I~ Additional Authorizer 2 ™ EHs Approval ™ Purch Super (Contract) I Wait for PR Validation 2
I Buyer Catch-All I~ Employee or Student I Purch Super (Non-Contract)

I Buyer Intervention I Federal Funds Approval I Purch Super - Risk Mgmt Forms

I Change Order Processing I Form Approval I Purchasing Supervisory 2

I Chartfield (Project) I Mixed Order Auto-Return I Purchasing Supervisory 3

I Chartfield2 (Flex) ™ Not Open for Ordering I Risk Management

I Commodity Approval Qg Nade Anproval I Supplier Mot Found Auto-Return
I Commadity Notification I System Auto-Return
I™ Controlled Substances Buyer PR Export I Tiered Buyer (Contract)

I~ Create PO I PR Validation 1 I Tiered Buyer (Non-Contract)

Cance|
0 Add your custom filed filter (By org node, fund, etc). You can add more than one specific custom
field (Org Node, Fund Code, Account Code, etc) by selecting Add another [Custom Filed Name].
Once entered, click Go.

Custom Fields

Account Is Exactly | =] Add another Account
Select from all values...

BluCard Holder Is Exactly | 7| Add another BluCard Holder
Select from all values...

Dept Ref No. Is Exactly |7 Add another Dept Ref No.

Fabrication Number |[s Exactly | 7] Add another Fabrication Number
Select from all values..

Org Node Is Exactly | =] Add another Org Node
Select from all values..

Speedtype Is Exactly | 7| Add another Speediype
Select from prefile values...
Select from all values...

Chartfieldl Is Exactly El Add another Chartfield1
Select from all values..

ChartfieldZ2 Is Exactly | 7] Add another Chartfield2
Select from all values...

Department Is Exactly |~ Add another Department
Select from all values...

Fund Is Exactly El Add another Fund
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o The search will return all transactions that meet the criteria.
e You can select the transaction number and can assign, review and approve the transaction from

here.
& Oroers & Dotumerts | Docormert San £ -
 sort me et | ot s}
Showing 1- 22 of 22 results Al Dates
Filtered By Y Rty por g | %00 [7] Sortby Bt mats

ubsdtion Mo Suppllerish Requishtion Name
ol
P AR, AINTARE SR AR

98018

w2611

a1

Workfiow Status TS

sawnry
Save Search | Export Search s 0

$89867
Rafing Search Results r —

Type s89754
z 08205
sunan
753336 00 Com
a2
7826
s
wraraa
“1ias
wrmson L

67553410

Note: You will not be able to tell if the transaction that comes up in your results has been assigned to
someone else. You will have to open up each transaction individually to see the assign status.

Saving your search
e You can save your search to be able to locate any current transactions that meet the criteria you set at

e You will first have to set your search filter criteria and then from the search results page, select Save
Search.

W Orders & Documents / Document Search / Search Documents ¥ / Document Search

Showing 1 - 22 of 2

Filtered By 4 Results per page |500
Type: Requisition Requisition No.
Date Type: Submit Date 990587 2
Date Range: All Dates
I 998445 C
Current Workflow Step 992613 . &
¥ PR Creator E
Org Node
™ Is Exactly: IMMCE 985051+ [
Workflow Status 989875\ £
- .
Pending ogog71l L s

| Save Search |! Export Search 989852 L C

989867 -\ 2
Refine Search Results ? 980861 C

Tvne S Y -

10/31/14 Page 10



BearBuy — User Reference Guide

Managing My Approvals List

e Enter a name for your Search and select the appropriate Personal Folder and hit save.
1. If you currently don’t have a Personal Folder, select the icon to add one.

Add to Saved Searches

Step 1: Edit Saved Document Search Details

Document Search Nickname

IMMCB Requsitions at PR Req Creator Step
Add Description

Step 2: Select Destination Folder

= Personal
AECOI Searches

8 IMMCB Searches|
= Shared

Mo shared folder available...

e You can add a short cut to your saved search. This allows you to view your saved search on the
simple document search page.
.J Orders & Documents / Document Search / View Saved Searches ¥ / Document Searc
IMMCB Searches
(+) expand all (-] collapse all Results per page |20 E Total Searches: 1 +|Page1ofl
= Personal edit | move/copy | delete |
AECOI Searches _
IMMCB Requsitions at PR Req Creator Step @ Export | Go |
SPPTTOTS/ copy | delete
= Shared
~
Search |All Documents E All Dates B m
Enter search terms such as document nL ers, S:JD[JI'EI'S_ and product information.
| my requisitions | my purchase orders | my vouchers
Saved Searches Short ?
IMMUCE Requsitions at PR Req Creator Step export

e Another option is to bookmark your Saved Searches page.

BFS-TRAININGLOL TEST¥ 9k Action Items [26] Notifications [13] ™ 0.00USD Q
BFS-TRAININGI01 TESTY % Acliunllems@\ Noliﬁcations@ W go0uUsD Q

Bookmarks RN}t Search  View Saved Searches w - Document Search
F i op
My Bookmarks My Bookmarks
! IMMCB Searches i
b E| I View Forms View Forms

View Draft Shopping Carts Results per page 20 IZ| View Draft Shopping Carts
rch | Favorites | forms | non-catalog item | o
My Approvals My Approvals
Frequently Used Forms Search For Contracts
Search For Contracts
B L Search Documents

CSS Non Purchase Requests
Non- Catalog Service Order

Search Documents
Form Request

Site Bookmarks

Site Bookmarks

IMMCB Requsitions at PR R¢
Organization Message B
Organization Message
Campus Related Services E e
10/31/14
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e You can rename your bookmark.

1.
2.
3.
4.
5.

Navigating to bookmark menu and clicking Edit.

Click the pencil to edit the name of a bookmark.

Enter the new name for the bookmark.

Click the checkmark to save the name of the bookmark.
Select Done.

e There is the option to restore default bookmark names by clicking the circular arrows next to each

renamed bookmark.

e To delete a bookmark, select the trash can.

NOTE: The Organization Message system bookmark name cannot be renamed.

101 TEST* W ActionItems Motifications |E| W™ poousD Q

My Bookmarks
= All BearBuy Farms Iil m
= Draft [carts s v @ @
= My Approvals ]
= Search For Contracts m
= Search Documents @
= View Saved Searches m
Site Bookmarks (Read-only)

Organization Message

Cone Bookmark this page
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