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Creating and Managing Purchase Requisitions in OhioBuys

Introduction

Overview: This learner guide covers the core activities related to creating, reviewing, approving, and managing
purchase requisitions in OhioBuys.

Processes Covered:

1. Accessing OhioBuys: OhioBuys can be accessed by logging in to MyOhio with your OH|ID and password. Once logged in, users
have a variety of tools available for navigation including quick-access icons and a powerful universal search feature.

2. Shopping: OhioBuys contains a robust hosted catalog with items from a wide variety of Suppliers, as well as access to external
punchout catalogs for some Suppliers. OhioBuys also allows users to add noncatalog, or freeform, line items to their shopping
cart when required.

3. Submitting and Updating Purchase Requisitions: After identifying the items needed, users must complete and submit a
purchase requisition within OhioBuys. Certain items, quantities, and payment methods require users to complete different
fields. Once submitted, users can monitor the progress of their purchase or cancel as needed.

4. Approving: Most purchase requisitions will require approval from various agency approvers. Approvers will be responsible for
reviewing different parts of the requisition, as their role requires. The system limits an approver's ability to edit depending on
the role they have been granted.

Purchase Requisition Approval Path:

Approval Workflow

Most purchase requisitions in OhioBuys follow the approval workflow displayed at the bottom of this page. Once a purchase
requisition has been submitted, it is automatically routed through the submitting user’s unique agency approval path. At each step,
the relevant approver examines the purchase requisition for compliance with agency, budgetary, or State policies, and approves or
rejects the purchase requisition. Once a purchase requisition has received all the necessary approvals, a purchase order will be
automatically created and an email notification will be sent to the Supplier.

Agency-Specific Variations

Each agency has the option to customize its agency approval workflow. Because of this, there may be variations to this process
specific to your agency, such as including multiple approvers at a particular step. Agency approval rules are managed and
maintained by Agency Administrators.

Approval Path

Procurement Requisite
Requisitioners Agency Program
Approvers Approvers

Requester N\ Workload

Requesters X
q Supervisors Managers

Fiscal Agency  Procurement Agency Final Central SME
Approvers Managers Approvers Approvers

Key: | Agency @ oas o Requisite Agency
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Purchasing in OhioBuys

Topics
* Purchase Requisition Item Types
® Starting the Purchase Requisition Process
® Purchasing Services in OhioBuys
® Capital Purchases in OhioBuys
* Updating a User Profile in OhioBuys

Purchase Requisition Item Types

There are three main categories of items that can be purchased within OhioBuys: Hosted Catalog Items, Punchout Catalog Items,
and Freeform Items. How to purchase each type of item will be discussed in more detail later in this Learner Guide.

Hosted Catalog Items: Items that are hosted on catalogs within OhioBuys. The entire shopping process, from searching, to
submitting, takes place in OhioBuys.

S, Masking
2 1 . m — g
tape

Punchout Catalog Items: Items that are hosted on a Supplier's external Website. For punchout items, you will first identify the
Supplier you wish to order from, and then “punch out” to their website to shop for the item(s) you need. After adding the item(s) to
your cart, you will be returned to OhioBuys to complete the checkout process.

. Office | GBEX  GBEX
- [ — RS900119 BEX GBEX Punchout (R$900119)
s "o supplies LLC Punchout unchout ( )

Freeform Items: Items that do not exist in either a hosted or a punchout catalog. Freeform line items are created by the Requester
and should only be created if no suitable alternative for the item in the purchase requisition exists in either a hosted or punchout
catalog.

Describe the item

D
Name * Item Code
Ordered Quantity *

Each -

Commodity * Profile ID

Starting the Purchase Requisition Process

To understand what type of purchase requisition items (e.g., hosted catalog items, punchout catalog items, freeform items) you
should add to your cart as part of the purchase requisition process, we recommend first reviewing the contract you are trying to
purchase from. Reviewing a contract in OhioBuys will allow you to see how a contract's catalog has been configured in OhioBuys. To
do this, log in to OhioBuys. From the Main Menu Navigation bar, click Contracts and then select Browse Contracts from the drop-
down menu.

Suppliers ~ Sourcing  Contracts ~ Shop  Procurement  Release & Permit  Analytics  Public Request

ioB
OhioBuys |
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Under Advanced Search, users should first select a Supplier and then select a Contract Number when searching for a particular
contract. Once you find the contract you are looking for, open the contract with the Pencil ( ¢ )icon and then navigate to the Price
List tab. Reviewing this tab will allow to understand how the contract is set up and how you should proceed with purchasing from
that contract.

B Documents

B Pricelist

@ Orders

Scenario 1: Contract With Hosted Catalog Items

This scenario covers the instance when a user selects a contract that contains a list of hosted catalog items which are found in the
Price List tab of that chosen contract. The user will then take the following steps to create a purchase requisition to submit for
approval for the selected items.

1. Open a contract and navigate to the Price List tab. If the Price List contains a list of item(s) the contract has been set up with a
hosted catalog.

< RO B+ 4 Contract: CSP906618 - LICENSE PLATE STICKER PRINT ON DEMAND. Amendment #3 (Approval in Progress)
, =
H
8 Contract "ylx‘ Contract Tags
a Update Date
a
@
= v Quantity Commodity Product Code © Name Product Reference © Price Currency uoMm Validity Start Date © Validity End Date © Tag Availability
2]
Industria . ) >O0)
= v PrtonDennd P01 0314 USD 311/2023 o R
x ervices
2. Navigate to the Browse Items page and search for the associated items.
Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

Ohlo Buys Admin

3. On the Browse Items page, users can search for specific contract numbers in the search bar and also have the option to remove
filter tags by clicking on the X icon next to each filter.

¢ Note: No items will be displayed if all filters are removed, and no keywords are specified.

Filters Tag: Mandatory- DAS Cu'xlx\LlD Mandatory- First Requisite P'O};'JIIBD Mandatory- Second Requisite P'og;'.nnsD MBE Set .\>ideD

4. Once you have the item you are looking for, update the quantity as needed and then click Add to Cart. Continuing adding other
items to your cart as needed and then begin the checkout process.
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Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics

OhiOBuys — L 0° O rus. - ®

Public Request Admin

< 9 v Browse Items Q Ssearch -
CRP30485-1 m Reset
Y w
Filters Tag: Mandatory- DAS Contract X  Mandatory- First Requisite Programs X  Mandatory- Second Requisite Programs X  MBE Set-aside X Status: Approved Search I
Products: CRP30485-1 x
~ 0 Selected Add Non-Catalog Item
Quantity Image Commodity ¢ Product Code® % Supplier % Name ¢ Product Summary State Contract Nu

Liquid

— Disinfectant Liquid Disinfectant Sanitizer 80% Alc. 1 L
LOTT Sanitizer bottles (case: 12) (38502)
s 1 o~ Hand sanitizer ~ CRP30485-1 INDUSTRIES o e Lott Liquid Hand Sanitizer & Surface CRP30485
INC SR A1 Disinfectant 80% Alc. 12/Case 1 L Bottles
L bottles & Sprayers - Made in USA
(case: 12)

For additional details on how to submit a hosted catalog purchase requisition, refer to the Adding Hosted Catalog Items to your
Shopping Cart section.

Scenario 2: Contract With a Punchout Catalog
This scenario covers the instance when a user selects a contract that contains a single item that references a punchout in the Price

List tab of that chosen contract. The user will then take the following steps to launch the punchout and submit a purchase requisition
for approval.

1. Open a contract and navigate to the Price List tab. If the Price List tab contains a single item that references a punchout, the
contract has been set up with a punchout catalog.

< 9 Contract

a

®

Contract Type Contract Tags

Competiti >0 -Two Phase

Quantity Commodity Product Code ® Name Product Reference ® Price Currency UOM  Validity Start Date @ Validity End Date @ Tag Sourcing Event Index Number

7’ Hardware  RS901921 Punchout RS901921 Each 3/5/2021 6/30/2023 GPC511
GPC511

1 Result(s)

2. Navigate to the Browse Items page and search for the associated items.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

Oth Buys Admin | Browse Items |

3. On the Browse Items page, users can search for specific contract numbers in the search bar and have the option to remove filter
tags by clicking on the X icon next to each filter.

¢ Note: No items will be displayed if all filters are removed, and no keywords are specified.
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Q Search Reset

Filters Tag: Mandatory- DAS Conlractm Mandatory- First Requisite Programs Mandatory- Second Requisite Programs MBE Sel-aside

Suppliers  Sourcing  Contracts  Shop  Procurement  Release & Permit  Analytics  Public Request

OhioBuys A 0° O ruis. )

Admin

< w Browse Items Q Search -

Q Search Reset

Filters Tag: Mandatory- DAS Contract X  Mandatory- First Requisite Programs X Mandatory- Second Requisite Programs X MBE Set-aside X Status: Approved

Quantity Image Commodity ¢ Product Code ® ¢  Supplier ¢ Name ¢ Product Summary State Contract Number &

Liquid Disinfectant Sanitizer 80% Alc. 1 L

bottles (case: 12) (38502)

iquid Hand Sanitizer & Surface CRP30485
ectant 80% Alc. 12/Case 1 L Bottles

& Sprayers - Made in USA

Lot
s 1 o- ] Hand sanitizer CRP30485-1 INDUSTRIES
INC

Liquid Disinfectant Sanitizer 80% Alc. 200
mL bottles (case: 24) (38503)

Lorr
s 1 O- [x] Hand sanitizer  CRP30485-2 INDUSTRIES
INC

Lott Liquid Hand CRP30485
- Liquid Disinfectant Sanitizer 80% Alc. 270
Lo ¥ 504]
s 1 ©O- [x] Hand sanitizer  CRP30485-3 INDUSTRIES f"’ tote (38504) o o Al 270 CRP30485
e iquid Disinfectant Sanitizer 80% Alc. 270

gal-tote - Made in USA

4. Locate the relevant line item and then click the Shop Online icon to launch the punchout catalog.

~ 0 Selected

Quantity Image Commodity + ProductCode® 2 Supplier 3 Name 2

Paper A
) ) AMAZON  Amazor
70 [x Materidlsand  Amazon Punchout  coptiic  punchout
Products

5. Add the item(s) you need to purchase from the punchout catalog according to that Supplier's purchasing process.

For additional details on how to submit a punchout catalog purchase requisition, refer to the Adding Punchout Catalog Items to your
Shopping Cart section.

Scenario 3: Contract With Variable Pricing Line Items
This scenario covers the instance when a user selects a contract that contains item(s) close to $0.00 in the Price List tab of that
chosen contract. The user will then take the following steps to update the purchase requisition accordingly and submit for approval.

1. Open a contract and navigate to the Price List tab. If the Price List tab contains item(s) with $0.00 or close to $0.00 line items, the
contract has been set up with variable pricing line items.
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< 9 % Contract: CSP906618 - LICENSE PLATE STICKER PRINT ON DEMAND. Amendment #3 (Approval in Progress)

Contract Type Contract Tags
Competitive Selection
Update Date

v Quantity  Commodity ¢ ProductCode® ¢ Name ¢ ProductReference® ¢ Price ¢ Currency ¢ UOM ¢ ValidityStart Date® ¢ Validity EndDate ® ¢ Tag ¢ Awailability

P

v s cs o Demand 0D 9314  UYSD  Exn 3/1/2023 12/31/2023 u

1 Record(s)

2. Navigate to the Browse Items page and search for the associated items.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

OhioBuys . Moo |

3. On the Browse Items page, users can search for specific contract numbers in the search bar and also have the option to remove
filter tags by clicking on the X icon next to each filter.

¢ Note: No items will be displayed if all filters are removed and no keywords are specified.

=

Filters Tag: Mandatory- DAS Conlracl Mandatory- First Requisite Programs N y- Second isi g MBE Sel—aside
Ohio Buys Moo Procwoment  Iwvoking  Ackase b Pormt AW ABK Regwst A 0 O v
< 9% Browse Items
e
Fiters Tag: Mandotory- DAS Cortract X Mandotory- Frst B - " « o
.
Quaneey Image Commodity Product Code @ Supplier Noame Product Summary State Contract Number Index Number  Manutacturer Price Valdiy Start Date Valdity £nd Date €00 Status Tag  Link to Caf
i Cristal Char Bipoint Pen 45118
7’ - i [;;.,', 5 gl K i bl ok e v CAPI0C2 - 4100 17202
’ Add o Cart x “ 25800 s/s/202 Vv
2 A
’ . x Gocnn ’ 43920 ssxm 3w R
N - E e

4. A list of items appear that can be added to the purchase requisition. Click Add to Cart to add the generic line item to a purchase

requisition.

Stte ontrctMumber ¢ ndexumber © Manutacture & Price  ©

) cssste oesaza B 0314

5. Click Checkout to be navigated to the purchase requisition page, where you can add shipping information and update the item.
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REQ0000105862 - © ~

» | Req 2/22/2023 L
Print on Demand (POD) Stick...
[ 0.314 USD

Total (Excl. Tax)

0.31 usD

6. Scroll down to the line item at the bottom of the purchase requisition and then click the Pencil ( ¢ )icon next to the line item to

update the price.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics
OhioBuys _— A 0° O ras -
Public Request Admin
v W Requisition: REQ0000105862 - Req. 2/22/2023 (Draft) Q  Search !0

Items & Services
Add aline
~ 0 Selected
# %2 Ref. % Item description % Supplier %  Ordered Quantity ¢ Unit ¢ Price ¢ Total

A 105862-1  Print on Demand (POD) Stickers  Print on Demand (POD) Stickers  (3M COMPANY ) 100 Each 0314
1 Record(s)

0314

7. Update the pricing and enter the corresponding quote ID. In addition, users should attach the quote to the header of the PR as a
justification document and may also need to update the item name.

Pricing

0.3140 UsD

Total Amount
0.314

Supplier Quote ID ®

Do you want to apply a Speed Chart?
QO Yes
O No

Speed Chart can be applied ®

For additional details on how to submit a hosted catalog purchase requisition, refer to the Add Hosted Catalog Items to your

Shopping Cart section.
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Scenario 4: Contract With No Iltems

This scenario covers the instance when a user selects a contract that has no items listed in the Price List tab of that chosen contract.
The user will then need to create a freeform purchase requisition to submit for approval.

1. Open a contract and navigate to the Price List tab. If the Price List tab contains no items, the contract has no catalog and freeform
items will need to be entered to complete a purchase.

w Contract
i52 Contract tree view ®
i Header Contract Type Contract Tags

. Competitive Selection
B Negotiated Terms

& Contacts

B Documents

| Price list |
]

0 Result(s)

For additional details on how to submit a hosted catalog purchase requisition, refer to the Add Freeform Catalog Items to your
Shopping Cart section.

Purchasing Services in OhioBuys

Coordinating purchases of services with a Supplier prior to completing/submitting a requisition is a best practice. In addition to
making sure the Supplier is able to provide the service, this coordination assures that the buyer and Supplier are on the same page
with respect to costs, scope of work, deliverables, and performance timeframes.

When submitting a purchase requisition for services, it's important to attach any documentation describing and supporting the
reasons for and specifics of the purchase. This can be a letterhead quote, but it may also be a SOW document from the Supplier or
copies of emails between the buyer and the Supplier. Detailed instructions on how to insert attachments, and the different
attachment types can be found in the respective sections for each of the purchase requisition types.

All of this information must be reviewed prior to authorizing the purchase and, as necessary, additional information can be
requested from the buyer.

In addition, please note that the Delivery Date field for a line item will not be shown if the Product Type is changed from Product to
Services.

The checkout page is displayed. Any fields with a red asterisk indicate a mandatory field that must be completed.

¢ Note: OhioBuys should not be used to create requisitions for travel expenses.

Capital Purchases in OhioBuys

OhioBuys is capable of processing capital purchases and is the preferred platform through which State users should create these
purchase requests. This includes purchases referencing contracts or release and permits issued by the Ohio Facilities Construction
Commission (OFCC).
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Updating a User Profile in OhioBuys

o °
@ﬁw’ OhioBuys (jpdating a User Profile in OhioBuys
e

Updated: 03/28/2025 03:45 PM Version: 9.0

O Purpose & Profiles

This job aid covers the different user profile options.

Profiles: All OhioBuys users

& Used When

Reference this when setting up your profile in OhioBuys.

User's Name

1. On the upper right-hand side of the page, your name is
displayed. Clicking on your name displays the User Options drop-
down menu. This consists of 3 options:

0]

H
2
H

g Requisitioner ACT. ~ @

£ My Profile
[23 My addresses

(= Logout

My Profile, which allows you to view your personal account profile,
where you can update your account settings, as well as add your
Pcard information.

My Addresses, which allows you to view shipping and billing
addresses in OhioBuys.

And, Logout. It's recommended that you do not use this option to
log out of OhioBuys. If you would like to log out, close your browser
window.

In addition, users will also be logged out after 30 minutes of
inactivity.
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My Profile

OhioBuys

2. To update your user profile, click My Profile.

S My Profile
Default Settings
B ——
3. Here you can edit your Default Settings, you should update €D s P Mangment R ACTEST

your Main Organization, Favorite Departments, Ship to, and B
to addresses. This information will be saved when completing
future requisitions.

ADDRESS INFORMATION®

Default settings

Main Agency

Main Organization

Receiver's Site Location

Favorite Departments

Ship to

Ship to

Bill to

Bill to
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Favorite Department

4. When choosing your Favorite Departments, you will need to
select See All.

Favorite Departments

See All

Clearing the Favorite Department Filter

5. To search for Departments, clear the filter that is automatical
applied by clicking the X icon next to your name.

(W

Test Requisitioner AC

Searching for Favorite Departments

6. After clearing the filter, you can type your search into the
Keywords search field, then click Search.

Keywords

Selecting a Favorite Department

7. Select departments by clicking the checkbox to the left. When
you are finished, click the X icon to close the window.

AAMPRIOR - CONVERSION

OhioBuys
< 9w Profile Management : Requisitioner AC TEST

Internl entier

Last Connection

Last Connection
195207253101

Tracking

by Aessandrocarcakome com

Modifiedon 12/3/2015 157:32 PM (UTC-4 by reciionsr est

ADDRESS INFORMATION®

Zpcote aiy

OhioBuys

LR +4

Supsler Diccory  Supplrs S

Profile Management : Requisitioner AC TEST

Contract

Fiters. Favorite Departments

0 Recoras

Morifed on 12/3/2018 157:32 PV IUTC-0) by reuisitioner st s

ADDRESS INFORMATION®

2o ot ciy

[ o ——

< D% Profile Management : Requisitioner AC TEST

Madifiedon 12/3/2015 157:32 PV (UTC 4 by recuiifoner tost 32

ADDRESS INFORMATION®

Zpcote ary

OhioBuys

< 9D %

Supsler Dicciory  Supllers Souring

State of Ohio: Department

2

SwpkrDirectory  Supolles  Souig Colracs Shop Pocurerent Release & Pl Arallics Publc Reest

Release ot Arlytcs bl Request

&N 0° O reaisiioneract - @

Q searcn -

oo cpon
Overatons DCPO
State Accountng Morager  Statehccountirghonager ST

[
7hecont]

Default settings

Main Ageney

,:Mm Depariments

shipto

Stipto

calyes  Public Reguest

Relese & et Anlytes  Public Request

B 0 @ resioneact - @

ox -
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Pcard Management

OhiOBUYS  swsiebicon Swskes Sonim Cotts Shop Pocaemrs o At At et A 0O reosterersct- @
8. At the bottom of the page, you can manage the Pcards that a < D & ProfleManagement: Requstoner ACTEST @ s [

associated with your account. To add a new Pcard, click the Add o =

Pcard button. = '

uso

Format ang
Englsh Urird Sotes)

Date format
4312023 11349 P

Pcard Management

Add Pcard

Pcard Label = Card Number (no dashes or spaces) &
@ MainCard  swsesssiens 1234

1 Record(s) o

bl[Legal mentions]

Entering Pcard Information

OhioBuys  sweiomeer s Comacts Sop Pt Sease it A Pl Rt A O rsioenc @
9. Enter a Pcard Label. <o » &

o x

i ezt vt Supsler

e el

Pcard Label

| 120436785 CardNumber (no dashes o spaces) ©

Exgication Morth”
Peard Managemen

. .
Name (as it appears on your card) Sty Cote”
e
[—
PN ) i
8 mnc

£ Recory)

Save & Close

- o ) ) . ORiOBUYS  Swbincioy Sumiers  Sowing  Coninis Shop P ke SPemt s Pt et A 0° O wastonacts @
10. Fill in the remaining Pcard information and then click < D & Profle Management: Reqistoner ACTEST = B

Save & Close. Once a Pcard has been added, the card number will Pt =2
be masked and you will be unable to edit its details. . G

TEST Requisioner AC
S Prand Label®
Litgspy | Namelpsicappearsonyourcard)

S, Card Number fno dashes or spaces) @

Expiration Morth”
Peard Managemen

Add peard

Paard Label

B M

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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Submitting Purchase Requisitions

Topics
¢ Adding Hosted Catalog Items to your Shopping Cart
* Adding Punchout Catalog Items to your Shopping Cart
* Adding Freeform Items to your Shopping Cart
* Completing Checkout for Purchase Requisitions
® Submitting a Pcard Purchase
* Completing Chartfield Information
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o .
c@ﬁlﬂ' OhioBuys aqding Hosted Catalog Items to your Shopping Cart

Updated: 03/26/2025 06:55 PM Version: 9.0

O Purpose & Profiles

This job aid covers the process for completing the checkout process for a Standard purchase requisition.

Profiles: Requesters, Requisitioners

& Used When

Reference this after adding purchase requisition items to your cart and beginning the checkout process.

To submit a Hosted Catalog Purchase, click on Shop in the Main Menu Navigation Bar.

Browse Items

OhioBuys A O O owsmeent- @
1. Click on the Browse Items page. < % | Reausitoner _ »

Browse ltems

My pending validations

Search and Filter Options

T T Tra—— A O © ovewsiomsire

2. The Browse Items page is displayed. Enter search terms in the PR - st

Browse ltems

Keywords field and then click Search. Search terms can include -

descriptors for the item such as item label description, item - . - [ ——
number, index number, manufacturer part number, etc.

ProductCode® * Supplir  + N
Masking Tpe, U
(349.6707)

CNCNNATL
CRPI0OD4349-  ASSOCIATION
o7 EoR e
BUND.

ancwun
JrEseh
Filters Tag: Mandatory- DAS Contract X  Mandatory- First Requisite Programs %  Mandatory- Second Requisite Programs % e

CRPa0004 345
a8

MBE Set-aside % Do not show comparison ltems: v/ % Status: Approved
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Item Tags

The Browse Items Page defaults to list Hosted Catalog Items as well as listing default Item tags. Item tags indicate if a hosted catalog
item is tied to that tag. For example, if an item has a Mandatory First Requisite tag that means that item is tied to a Mandatory First
Requisite.

R R

Item tags also indicate if an item has a dealer or is linked to an MBE Set-Aside contract. If your initial search results do not include
the item(s) you would like to purchase, click the X icon to remove a tag.

Keyword Search
OhioBuys ~ swes swes covess 300 o o P A A O owsaistionorr -
3. Click the Search button to search for the hosted catalog items < D@ Bowselems a seo
The results will be listed below. | (e e
=
Q Search

If the results are unsatisfactory, click the Reset button to refresh
your query. If you click reset, the search will refresh as when first
clicked on. Item tags will reset and the hosted catalog items that
display on the first page will be seen again. The user can then
navigate through the entire hosted catalog without searching if
desired.
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Advanced Search

OhioBuys  swiw = iR A O @ owesonenrt -
4. Click the Filter icon to access advanced search options for yo o Bowseltens o s

hosted catalog item. o

X Mandaory-First x X MBESemide X Status: Avproned

Add o Cataog tom

Image  Commodiy ¢

AT
CRPRON349- RSOCIATION
3 07 FORTIIE
BN -

Use these additional search filters such as Manufacturer, Supplie ) e ST

or State Contract Number to search for an item. For example, =

searching for a specific Supplier will display items that are - e e o
associated with the selected Supplier.

Tag

Mandatory- DAS Contract [x 4
Mandatory- First Requisite Programs

[\_Aandatorvf Second Requisite

Do not show comparison Items @

@)

Commodity
Contract
Supplier

Show non valid items
Punchout only
Generic Product

MBDD Status

Use multiple advanced search filters to narrow your search. These
advanced fields can be combined with keyword search. After
entering all desired fields, click the Search button. The results will
then be displayed.
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View Displayed Results

OhioBuys  swin s G sio A O @ owesonenrt -
5. On the results page, choose your item(s) by selecting the ¢ 9w owselms o s

checkbox(es) next to the item(s). Once you have selected the v

checkbox(es), you can adjust the quantity by either manually ;

inputting the quantity or selecting the quantity from the dropdow

Click the Add to Cart button.

Image  Soppler & Commodity ¢ Neme 5 ProductCode @ ¢ Product Summary Manufacturer & Price ¢ Valdty StartDate &

MSP FEE FORNON-IT STAFF
o i AUGMENTATION SERVICES (30193)

5 A phis INGENESIS
e ST\ CSPO9I71  MANAGEDSCRVICTSPROVIDIRFOR NS 208

UGMD
NON-T STAFF AUGMENTATION
SRS SERVICES

HOURLY HOURLY STAFFING FEE FORNON-1T

STAFF AUGMENTATION SERVICES
INGENESIS FORNONT (0192) INGENESIS
ine s 2 MANAGEDSCRVICES PROVIDERFOR  INC RS
NONHTSTAFF AUGMENTATION
SERVICES

Quantity

For instructions on completing a Pcard purchase, please refer to the following document:

Submit a Pcard Purchase



https://ohio.opuseps.com/app/content/tasks/128696
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A Note

To compare items side-by-side in OhioBuys, click the Checkbox icons for the items you wish to compare and then click Compare
selection. Comparing Items is not a mandatory process to add items to your cart. If you know which specific item you would like,
that item may be added directly.

Compare selection

Note

If you cannot find the good or service you would like to request, click Add Non-Catalog Item. Refer to the Add a Freeform Item to a
Purchase Requisition asset for more information.

Add Non-Catalog Item

Note

You can also change the order in which columns are displayed in the search results by right-clicking on any column name. From the
subsequent menu, drag and drop the order of the displayed columns to fit your needs.

Grid settings

Freeze grid header (0))
Grid page size :
: B

Grid column settings

Select all rows
Editing column
Deleting column
Quantity

Image

5 60606006

Product Code

Checkout Items

OhioBuys  swies sas o Proumment RoemeSPemi A PicRemest  Advin A O O owwisiosiie @
6. Click Checkout to navigate to the purchase requisition heade <D Browseiens *

ReQ0000004830- @+

and begin the checkout process. T !

Fiters Supplier: INGENESISINC Sttus: Approved HOURLY STAFFING FEE FOR
% aooouso|

2 sdected Add Non-Catlog lem

v quimy Image  Suppler : Commodty ¢ Name 5 PodctCoe® +

‘ & AUGMENTATION SERVICES 30153)
NON ITSTAFF AUCHENTATION
Ernces

HOURLY STAFFING FEE FORNON-IT
STAFF AUGMENTATION SERVICES

INGENESSS ™ . Gose INGENE
v o1 o i NG CSPIOOTIT2  ANAGED SERVICES PROVIDERFOR  INC
AUGMENTATION NONT STAFF AUGMENTATION
ERVICES.

2 ecorets

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o .
c@ﬁlﬂ' OhioBuys Aqding Punchout Catalog Items to your Shopping Cart

Updated: 03/28/2025 03:49 PM Version: 10.0

© Purpose & Profiles

This job aid covers how to submit a punchout catalog purchase requisition in OhioBuys.

Profiles: Requester, Requisitioner

& Used When

Reference this when purchasing an item from a punchout catalog.

Shop: Browse Items

1. Log in to OhioBuys. From the Main Menu Navigation bar, hové
over Shop and then select Browse Items from the drop-down
menu.

Shop Procurt

Browse Iltems

More Filters

OhioBuys wwi s G o o R — .
2. To limit the displayed items to only include punchout catalogs

click the More Filters icon.

More Filters icon

Y
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Punchout Only Checkbox

OhioBuys s e JE——— — bt e pbtn fenn
3. Select the Checkbox icon to filter for Punchout only. 2 _mm

Checkbox icon

To filter and search for a punchout catalog from a specific
supplier or contract, clear the item filters in the Tag drop-down
list and enter the supplier or contract name in the field you would
like to search.

Tag
Mandatory- DAS Contract [ =

Mandatory- First Requisite Programs

A

Mandatory- Second Requisite
Programs

MBE Set-aside

Search

4. Click Search.

Shop Online

OhioBuys wwiw s o o o R — .
5. Once you have located the Supplier whose punchout catalog € o mwerems

you would like to access, click the Shop Online icon.

Shop Online icon
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Users can order items from the punchout catalog and will be returned to OhioBuys with the items from
the Supplier's punchout catalog already added to your shopping cart. Supplier punchout catalogs are
unique and what users see in each catalog will depend on which is selected.

Note

Punchout catalog items' prices may change as updates are reviewed and approved by Contract Analysts. Punchout catalog item
pricing may change at any time without approval of a Contract Analyst unless the item is a Market Basket item. Market Basket
items are listed in a contract's terms and maintain firm pricing for one year from the contract's inception.

Checkout

OhioBuys

6. After completing the carting on the punchout catalog Supplie < o ’ & b
website, users will be brought back into OhioBuys to complete the
checkout process. Click the Shopping Cart icon.

e Conmty | PrdtCote D | Spie

Ei - o

-

Manufacturer ¢ Price

Checkout

7. Click Checkout.
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Adding Punchout Catalog Items to your Shopping Cart

Add Amazon Items using Search 360

8. Amazon Punchout catalog items can be added using the
keyword search via Search 360. These items will appear like regul3
hosted catalog items, except there will be no pencil or trash icons.
They cannot be modified; they can only be compared or added to R
the cart. Begin by clicking the X icon to remove the default filters. e

Mandatory- DAS Contract % Mandatory- First Requisite Programs % Mandatory- Second Requisite Programs %  MBE Set-aside 3

Item(s) Search

9. Enter in the desired Amazon item in the keyword search field
and click Search.

Q, Search

Add Item(s) to Cart

10. Update the quantity of your desired item and click Add to Cart

1 O- I *
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Checkout

11. Click Checkout to complete the requisition process.

Note

When checking out items from Amazon added in this manner, users may only submit their purchase as a Pcard purchase. Users
should not be combining these items in a purchase requisition with items from any other Supplier.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o .
@ﬁlﬂ' OhioBuys aAqding Freeform Items to your Shopping Cart

Updated: 05/05/2025 08:43 PM Version: 16.0

O Purpose & Profiles

This job aid covers the process for creating a freeform item and submitting a purchase requisition containing a freeform item.

Profiles: Requesters, Requisitioners

& Used When

Reference this when creating a new purchase requisition using freeform line items.

A Freeform line item refers to a line item created by the user, rather than an item selected from either a Supplier's Hosted or
Punchout catalog.

Shop: Browse Items

. . . . . . OhioBuys  swe: soam  conc Reicisc & Pemit Anaylcs Publc Reauest Adin A 0° @ vk -
1. Log in to OhioBuys. From the Main Menu Navigation bar, click

Shop and then select Browse Items from the drop-down menu.

< D % Requester Q search

OhioBuys Suppliers  Sourcing  Contracts ~ Shop  Procurement  Release & Permit  Analytics  Public Request  Admin we B ox
Browse It
P Browse ltems

My Shopping Lists My pending validations

 Object

CRP3000: - Copy of s

CINCINNAT! ASSGCIAT

nnnnnnnnn CTRO01306 - MWK Py

Initial Search

. ) . OhioBuys s s cones Shop  prowwmen  RokscSPomt Arabtis PRt Adrin A 0° @ Mmax -
2. Before creating a freeform item, users should first perform a -

< 9w Browse Items Q Search
search for the item to determine whether it appears in any of the
high-priority contracts associated with the default item tags. Ente

search term in the Keywords Search field and then click Search.

T

s Approved

Image | Commodity & Product Code @ < Name = product Summary.

Masking Tape,Utity, ', 16 rolls per case
e

CINCINNATI

CRP30004:3.49.  ASSOUIATION
s 1 o- IS Masking oo o0 FORTHE.
BOND
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Clear Filters and Search

OhioBuys s s commcs Shon procrmen  Rekse SPemit Ambics iRt Adrin A 0@ Mewax -

3. If noresults are displayed, users should then clear the defaul I— -
OhioBuys filters and search for the item to determine whether or

not it appears in any other hosted or punchout catalogs. Click the X
icon next to the default filter tags to remove the filters.

Q serch

=n -

ooy S S WBE S aae  tatus: Approved. Search roducts

|

Mediaton Services %

‘Add Non-Catalog tem

Quantity Image  Commodty s ProductCode® s Supplior s Name & ProductSummary  Manufacturer < Price < Validity StartDato & ValdiyEnd Date = Tog ¢ Avalably

0 Recorcs)

Q Search Reset

Filters Tag: Mandatory- DAS Contracm Mandatory- First Requisite Programsm Mandatg

Keywords Search

OhioBuys s s conmes 500 . P PublcRequest  Admin A L0 @ M -

4. Click Search.

< 9w Browse Items Q search

Ad

Medistion Servces

Filters Status: Aoproved Search Producs : Media

Add Non-Catalog Item

o . [ —— oo Pemit Avtics PublcRequest Adin A 0° @ vwak -
5. After confirming that you are unable to find what you are -

< 9w Browse ltems Q seach

looking for in OhioBuys, or if the contract you are ordering from

T
does not have a price list, you can proceed with creating a freefor!  ° s v«
line item. Click Add Non-Catalog Item.

Quantty Image  Commodity ¢ ProductCode® & Supplier  Name &

0Records)

Add Non-Catalog ltem

Note

Some contracts in OhioBuys do not have a price list associated with them. If this is the case, you will need to add freeform line
items to a purchase requisition in order to purchase from that contract.

As a reminder, you can see if a contract has a price list in OhioBuys by opening a contract from the Browse Contracts page and
navigating to the Price List tab. If the Price List tab does not contain any items, then you will need to add freeform line items to a
purchase requisition in order to purchase from that contract.
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Required Fields

OhioBuys  sesies Sweor Conts 510 Prcrenes  ekseaPami A Pl st Adnin Y-
Item 8 nox

6. Complete the required fields for the item indicated by a red P

asterisk. [ oo [ oco | oo W o]

Select Supplier

I5ite mapllegal mentions|

Mandatory Freeform Item Fields

Name* Item Code
Ordered Qty ®*
AMT Q-
Commodity * Profile ID
Products types* MBE Set Aside
Yes [ -
Delivery Date*

—_

Enter the Name of the good or service you would like to request. The Name should be a short description of the good or service.

Enter the Ordered Quantity and adjust the Unit of Measure as needed.

¢ If you plan to encumber to OAKS and enter receipts against the PO, then you must use a Unit of Measure other than "AMT".

o If the purchase order is likely to result in multiple invoices, users should not use a quantity-based unit of measure (i.e., a unit of
measure other than 'AMT') and a quantity of one. The use of “force pricing” is not allowed and invoices billing a partial quantity
with a quantity-based unit of measure (e.g., Each) and one as the quantity will be rejected.

Enter and select the associated Commodity. You should select the most applicable commodity code as possible.

¢ If you are having trouble finding the correct commodity in OhioBuys, you can also visit the UNSPSC website
(https://www.unspsc.org/search-code) to search for a commodity. Note that if a commodity code you wish to select is not
currently in OhioBuys, you will need to submit a help desk ticket in order for it to be added.

Select the Product type (e.g., Product or Services).

If this purchase is supposed to be an MBE Set Aside or EDGE purchase, select using the MBE Drop-Down menu. Agencies should
denote on the PO line comments if vouchers referencing that line item should be flagged as MBE set-aside.

e M indicates the item is an MBE item
e Eindicates the item is an EDGE item
o N indicates the item is neither MBE, nor EDGE

Select the Delivery Date (or date range for Services).

¢ In addition, please note that the Delivery Date field for a line item will disappear if the Product types is changed from Product to
Services.


https://www.unspsc.org/search-code
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Supplier & Order Supplier

OhioBuys ~ sestes souim  conics 500 alvics  PublcReauest Adnin A A O vk -
7. If you know the Supplier that will provide the item enter their v " e

name in the Supplier field. If you know the Order Supplier (i.e., the . slect uppler

Supplier location that will fulfill the order) select it in the Order

Supplier field.

Ordered Qty ©* ‘Sopper Contact
AT

Commodity” Profle 1D Suppler Location ©

80121707 - Labor disputes law senvces =
M Set Asice

o- - Use Non-Default Suspler Location

Select Supplier

Supplier

Order Supplier ®

If available, users should also enter the Supplier Contact, which is the person at the Supplier who will be responsible for the order.

Supplier Contact

Note

Only Suppliers registered in OhioBuys will appear when searching in the Supplier field.

Pricing
OhioBuysl P—— N ublcReauest Adrin ‘ g xn Midwlk +
PPy . Item
8. Scroll down and enter the Pricing for the item. If you do not <o on
Apply Order Supplier/Contact To All Line Items.
know the item's price, and will be performing a Quick Quote, leave
this field blank. Defne dlverylace
Ship to
e ‘Supplier Quote ID @
Pricing

Total Amount
0.000

Supplier Quote ID ®
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Select applicable contract number

9. Scroll down and enter the Contract number for the item if ong
is applicable.

Contract

Note

Only signed contracts will appear in the Contracts field in the line
item information for freeform purchase requisitions.

On requisitions referencing ACS contracts combining IT and non-
IT items, agencies should reference the NIT contract on both the
IT and non-IT line items. The IT line items (i.e., those using an IT
account code) will receive an IT R&P via the requisition existing
workflow.

Users can leverage freeform requisitions to pre-stage some purchase
orders. To do so, these requisitions may reference contracts in "Awaiting
Effective Date" status that are not awarded by DAS. After starting and
saving a freeform purchase requisition line, Awaiting Effective Date
contracts will appear in the Contracts field for selection.

Save & Close

10. Click Save & Close.

Checkout

11. The item has been added to the shopping cart. Click Checkout

03

Adding Freeform Items to your Shopping Cart

OhioBuys ~ seses swen om0 7 s 6 e, v Publc ReusstAdin -
Item 8 nox

< 9 %
[ aswe | snescos ‘Apply Order Supplier/Contact To Al ineltems
MeditionServe |~ More tem Information

Pt conse Conirace e ConacesbType

Fiters Status: A

Product R

Add Nor-Cata

pre——
Quantity v

ORecortls)
Miimum Order Quantty.

Blanket POLine tem

> BudgetInformation

OhioBuys  swim s conecs s o A -
Item 8 ox

< 9D %"
‘Aoply Order Suppler/Contact To All Lin e

T

Medistion Servic

Fiters Status: 4
Define delivery place

Shipto

Add Non-Cata

Quantit

750000 SHigto

Supplier Quate 1D ©
ORecorcts)
Doyou want to apply  Speed Chart?
O v

® Mo

Speec Crartcan be appled ®

OhioBuys s " s & e « i A 08 @ Mk -

< 9w Browse Items Q search
REQUO0000¢512+ @ -
Ad » | Rea 4152023
Medistion Scrvces

Fiters. Status: Aoproved Search Products : Mediation Sevice: e
750000 UsD

%
T
Quantity  Image  Commodity ¢ ProductCode® 2 Supplier = Name ¢ ProductSummary  Manufacturer = Price & Validity Start D¢ @75000 usD



Creating and Managing Purchase Requisitions in OhioBuys
Adding Freeform Items to your Shopping Cart

Note
After your requisition has been submitted for review, you can check its approval status at any time.
If you would like to print the details of your requisition, click the Print ( £ ) icon in the top right of the page.

To view the main agency approvers for your requisition, expand the Workflow Main Approvals section on the Header tab of the
purchase requisition.

v Workflow Main Approvals

Purchase Requisition ¢ Activity ¢ ApprovalType ¢ Approved ¢ Name Order = Performed by & Validated on (UTC-5) & 1D Agency

On the Workflow tab, you can see where your requisition is in the approval process. Steps in green are completed steps, while
steps in orange are in progress. As action is taken on your requisition, the Approval History section on the bottom of this page will
be updated with the names of the individuals who have taken action on the purchase requisition.

You will receive an email notification whether your purchase requisition is rejected or fully-approved. Once a purchase requisition
is fully-approved, a purchase order will automatically be created and sent to the associated Supplier.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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(4 .
tqfﬁla' OhioBuys completing Checkout for Purchase Requisitions

Updated: 03/26/2025 07:07 PM Version: 5.0

O Purpose & Profiles

This job aid covers the process for completing the checkout process for a Standard purchase requisition.

Profiles: Requesters, Requisitioners

& Used When

Reference this after adding purchase requisition items to your cart and beginning the checkout process.

Purchase Requisition Header

OhioBuys  swtes s Cons Shp Focnen  Redene st Avhics AbicRaes  Adnin A 2O Mk -

1. To begin the Checkout process, users should first complete t P ey W .
Purchase Requisition Header. Users must fill in all mandatory field >

marked with a red asterisk, such as the Requisition Label, Type an M oo

Receiving Required fields. Users should also fill in any non-
mandatory fields as appropriate.

Header

Reauisiton 1D

Request Descrip

Note = . R
Users may see two types of alerts on both the purchase
requisition header, and the line items at the bottom of the page.

© - Action Required: There are line items that have one or more Blocking Alerts.

A\ - Caution: Missing order supplier for line item(s).

[+ Blocking alerts prevent the user from moving forward in a process. This means submitting, saving, approving, and rejecting
cannot be completed until the alert is addressed.

A\ Non-Blocking (i.e., caution or info) alerts serve as a warning and are usually a request for additional information or
documentation. These alerts allow the user to move forward in a process; however, these alerts can become blocking alerts for other
users or approvers. It is important to review the issues related to these alerts and resolve them if possible.

For more information and information on specific alerts, please refer to the Resolving Alerts Job Aid on the OhioBuys training
website.



https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
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Mandatory Purchase Requisition Header Fields

Header

Requisition ID
O Commercial Printing Requisition ®

Status
Draft

Type* Receiving Required? *
Standard Purchase [ No (< %

Requisition Label*
MWK PR DAS101 7.24

Requester

Kaizer Michael

Organization ®* Fiscal Year

DAS101000 Administrative Support Divisn GSVC [ %

Business Unit* Budget Date*
DASO1 - Dept of Admin Services O - [:7/25/2024

o Type: Update this field to indicate if this is a special kind of purchase requisition (e.g., Pcard, After-the-Fact, etc.) otherwise leave
it as Standard.

¢ Receiving Required: Indicate if you would like to require a receipt for this purchase requisition in OhioBuys. This field defaults to
"No". If you select Yes, a receipt must exist in OhioBuys in order for any Supplier submitted invoices to be processed.

¢ Requisition Label: Enter your agency’s agreed upon naming convention. If your agency does not have a naming convention, use
a brief description of the items and your initials (e.g. John Doe buys office supplies so the label is “Office Supplies JD").

¢ Organization, which is the department or division of your agency that this requisition is for. This field may be pre-populated
depending on your access. For example, if your profile is set up with access to one main organization or if you have identified a
favorite main organization, this will default. Selecting your Organization will also automatically populate the Business Unit field.

¢ Budget Date: By default, this field populates with the date the requisition is created, but it can be future dated to create a
purchase requisition for the next fiscal year. If a Controlling Board Number is going to be required for the purchase requisition,
ensure the Budget Date is greater than or equal to the ECB Waiver Date.

Note

Users with the Requisitioner (On Behalf of) profile are also able to update the Requester field if the purchase requisition is being
created for another user. In order to make this update, users must first select their Organization and then click Save. Users will
then be able to update the Requester field only with users that are within their scope.

Ship To and Bill To

OhioBuys = s s NI
2. Scroll to the right to enter the Ship To address, Bill To address €D Reausiion: REQU000GO4513 - R, 4152020 Drf)
;

shipto”
Ship to Bill To

shipto® BillTo*

Comments to Supplier
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Note

e The Ship To and Bill To fields will automatically populate if users have set up the Default Settings on their profiles for these
fields.

e OhioBuys will only display options for the Ship To and Bill To fields that are registered with the State. Users can request to
have an order shipped to an ad-hoc shipping address by clicking the + icon, and manually entering the address information.

Ship to

Ship to

e Enter the Address Label (a nickname for the address), Address Line 1, City, State/Province, Zip Code, and Country. Then click
Save & Close.

Address Information®)

Address Code

Address Label ®

Address Line 1 ®

Address Line 2 Address Line 3

Zip Code City

Country State/Province ®

e Address autocomplete is available when typing an address into Address Line 1, so addresses will be automatically suggested
based on what has been entered into the field.

e Users must remember to complete the country field when using a one-time delivery address.

o After you have added the one-time delivery address, you must select it from the drop-down menu in the Ship To field. To do
this, enter the Address Label for your address and then select the associated address from the drop-down menu. Note that
each new addresses created in this manner will have ADHOC in front of it.

e When using a one-time shipping address, the purchase will be routed for additional approval by the users Agency Admin.
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Request Description

OhioBuys s s comons s 5 ics Pl Rouest Admi A 0 @ Mawax -
3. Fillin the Request Description field with an explanation of wh < D% Requisition: REQO000004512 - Req. 4/5/2023 (Draft) Q seach a8

the purchase is for. . =1
°es( Description

SubmitforApproval | << Backto Cataog | Reset Alocations Other Actions ~

Comments to Supplier

Request Description

®

Note

Information in the Request Description field will not be visible to
Suppliers.

Comments to Supplier

OhioBuys  swie: sur \ Relwedremt  Abtis  AublcReqest At NI
4. Fill in the Comments to supplier field with any applicable < 9t Requisition: REQO000004512 - Req. 4/5/2023 (Draft) Q seanch s

comments to the Supp“en 7

Request Description

facion Services for DPS in May 2023.

ents to Supplier

Comments to Supplier

Note

Users should include instructions on how to submit invoices in
the Comments to Supplier field.

Save

OhioBUYS  somien sowns comots shy pourmen  icssarum Anis kst i N
5. Click Save. < 9% Requisition: REQ0000004512 - Req. 4/5/2023 (Draft)

asave << Back o Catalog.
Request Description

©
Mediation Services or DPS in May 2023,

B Save

Please contact the Requester.
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Note

Following the initial creation of the purchase requisition and adding any items to the cart, users will encounter the following pop-up
message whenever they click Save or Save & Close on the purchase requisition Header:

Your transaction has been saved. Click Cancel to save your existing COA
values and the updates you have made. Click OK to clear all existing
COA values, except for the Account and Organization fields.

¢ If you have not entered any Budget Information (i.e., chart of accounts codes) on the purchase requisition line item(s), or if you
would like to erase all previously entered Budget Information across all line items, click OK.

¢ If you have already entered Budget Information, or would like to retain the existing budget information that was used on the
line items (e.g., a duplicated PR or a change order) click Cancel.
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Additional Purchase Requisition Options

The following options can be found in the collapsible menus below the purchase requisition header. They are not mandatory, but
can be applied to your purchase requisition when appropriate:

v Additional Agency Approvers

o Additional Agency Approvers: Users can optionally choose to add additional approvers who will be the first to review their
purchase requisition. If the user selects multiple users in this field, all of them will need to approve the requisition before it

moves forward. Additional Agency Approvers, if applied, are generally the only approvers that might need to approve a Pcard
purchase before it becomes a purchase order.

v Purchasing Options
@) Single Source @) Put PR On Hold? O Do Not Encumber @) Sudden and accidental direct physical damage to property? ®

O Sole Source

Request DAS to Source

¢ Purchasing Options: From this section, you can indicate if a DAS sourcing event is required, as well as if the purchase requisition
is Single Source or Sole Source. In addition, you can also note if the purchase requisition should be put on hold, and/or if it
should not be encumbered. Indicate any relevant selections using the associated radio buttons.

v Attachments - Internal, Supplier, and Justification®

Add Attachment

Keywords

¢ Attachments - Internal, Supplier and Justification: By clicking the Add Attachment button users can upload documentation
relevant to the purchase requisition. In certain cases, uploading justification documentation may be required to submit the
purchase requisition.

o Internal Attachments: Documentation, visible to State users, kept with the purchase requisition (e.g., internal emails,
Supplier quotes) helpful for future reference or approvals.

o Justification Documents: Documentation that can help clear some quoting alerts or otherwise explain the rationale behind
why a purchase is being made (e.g., justifying why the chose supplier is selected on the requisition).

o Supplier Documents. Documentation sent to the Supplier with the purchase order.
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Line Items

OhioBuys  soes swem conss 50 s Pl Admn

A 0@ Mawax -
< 9w Requisition: REQO000004512 - Mediation Services 4/5/2023 (Draft) Q Search !. 8

SubmitforApproval | << Backto Cataog | Reset Alocations Other Actions ~

6. Line items can be found at the bottom of the purchase
requisition. Click the Pencil icon to review the line item details and ; =1
make updates as needed.

Items & Services

4 © homdesciption + Ored Quantity + Unit = Prce ¢ Tol  Deiw.date ¢
. T Medition Srvices 100 AMT 70000 75000
Items & Services lmm

Blanket POID & Blanket PO Line Number & OAKSID

- 0000231659

Add a line

~ 0 Selected

# & Ref 5

A 4513-1 CRP30004-3-49-6707

1 Record(s)

Note

If there are multiple line items that require updates, users can make bulk edits by clicking the Checkbox (

)icon(s) and then
clicking the Edit Lines button.

Edit Lines

Line Item Alerts

O T ———— R Pt i e i A 0O e - @
7. The line item information is displayed. Additional alerts may frem 8ox |
appear on the line item to guide users on how to fill out the line | — N T

item fields.

1

Select Supplier

Suppler
BREEN LAW FIRM LLC

Order Suppler ©

Suppler Contact

Profie D Suppler Location ®

80121707 - Lahor disputes law serices

Products types MBE set Asde

() UseNon DetaitSupplerLocation

I5ite maplegal mentions]
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When reviewing the line item details for an individual line item, you can update information in the following sections:

Describe the item

ID
6421

Name* Item Code

Mediation Services

Ordered Qty ®*
1.00 AMT o-

Commodity * Profile ID
80121707 - Labor disputes law services [ -

Products types* MBE Set Aside
Services (x4 N -

Product Code

Continuation?

QO Yes
O No

Describe the Item: You are able to update the Ordered Quantity and Delivery Date fields as needed. Users can also use the MBE Set

Aside field to indicate if the item qualifies as an MBE Set Aside purchase (note that this field will be automatically checked if the item
is from a contract where Market Type = MBE or if the item was associated to an MBE Set Aside solicitation).

Select Supplier
Supplier
BREEN LAW FIRM LLC o &

Order Supplier ®
BREEN LAW FIRM LLC Q- &

Supplier Contact
V BREEN DAVID -

Supplier Location ®
CHK

O Use Non-Default Supplier Location

O Dealers Available

Controlling Board Number ®

Select Supplier: In some scenarios, you can select a Supplier Contact if the Supplier has multiple order contacts listed on their profile.
Note that when making purchases referencing certain contracts, the Order Supplier field will populate automatically. You should also
update the Supplier Location field according to the information that Supplier has listed in OAKS.

Pricing

750.0000 usD

Total Amount
750.000

Supplier Quote ID ®

Do you want to apply a Speed Chart?
QO Yes
O No

Speed Chart can be applied ®

Pricing: You are able to adjust the price for hosted and punchout catalog items, as needed. Whenever you adjust the price, you will
also need to specify a Supplier Quote ID and upload a copy of the quote as a justification document. The price can also be adjusted
after conducting a quick quote within OhioBuys. Please refer to the Create and Release a Quick Quote Solicitation Job Aid for
instructions on how to conduct a quick quote.



https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
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Define delivery place

Ship to
Ship to

PO05432 DPS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUITE X o-
BRECKSVILLE +

DPS INVESTIGATIVE UNIT

6650 W SNOWVILLE RD SUITE X
44141 BRECKSVILLE

Ohio

UNITED STATES

Define Delivery Place: If desired, you can define a different delivery place for each item.

Note
If there is a need to update the Order Supplier, Supplier Contact, and Delivery Date fields across multiple line items, users should

input these fields on the first line item, then click Save.

After saving, click Apply Order Supplier/Contact To All Line Items to automatically update the Order Supplier, Supplier Contact, and
Delivery Date for all line items from that Supplier. Note that this will have no effect on other line items that are from different

Suppliers.

Apply Order Supplier/Contact To All Line ltems

Chartfields

OhinRINE  Swoies S Gonicts Shop Pocurment R P Anis._ PubicRsaestAdnin A O sk -

Item =] x

8. If there is a need to apply chartfields, users can do so by
scrolling to the the bottom of the line item, and expanding the

Budget Information collapsible header. For more information on
chartfields, please refer to Entering Chartfield Information.

‘Apply Order Supplir/Contact To All ineItems

Information

~ Budget Information

To be slocated

+ Allocation 0000 | UsD

Dupliate = 1D+ FundCode Account AL Department  Program  Grant/Project  Project  Servicelocation  Report  AgencyUse  ISTVXref €

® o 12929

1 Recordts)

Note

Chartfield information can also be updated across multiple line
items using the Edit Lines button.

~ Contract Funding

Save & Close

L T — o R avics Pl st Adni A 0O O Mok -

Item =] x

9. Click Save & Close.
WIII | oot ot o T A s

> Ketease & rermit
> More Item Information

v Budget Information

o be slocated
o000 | usp

Save & Close P PN Py s R [y v ey el ey e ey [

2 Recordls)

v Contract Funding

te mapllega mentions]
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Note

As a reminder, when making any updates to the requisition Header following the addition of any line item chartfield information,

please be aware of the pop-up window that appears when saving. Click OK only if you intend to remove all chartfield information
from the line items Otherwise, click Cancel.

Submit for Approval
. ) o o OhioBuys s souein s s Reese it Aviycs AblcRemest Admin A L Q mmar -
10' Contlnue maklng updates to any remalnlng |Ine ltems as < 9 % Requisition: REQD000004512 - Mediation Services 4/5/2023 (Draft) earch '!ﬂ 8
outlined in the previous steps. When you have successfully =

completed the mandatory and optional fields, as well as resolved
any applicable alerts, click Submit for Approval.

Ship to

Stipto®
P005432 DPS INVESTIGATIVE UNIT 6650 W SNOWVILLERDSUITEX.
ERECKSVILLE

OPS INVESTIGATIVE UNIT

6650 W SNOWVILLE RD SUITEX

44141 BRECKSVILLE

ot

Submit for Approval e .

Note

In some scenarios, a Requisitioner or Quick Quote Procurement User will want to complete the Quick Quote process prior to
submitting a requisition. The action that is taken at this point is dependent on the details of the purchase requisition and your
agency's procurement policies. For more information, search for Quick Quotes and refer to the associated materials.

After the requisition has been submitted for review, users can check its approval status at any time.

If you would like to print the details of your requisition, click the Print ( B )icon in the top right of the page.

To view the main agency approvers for your requisition, expand the Workflow Main Approvals section on the Header tab of the
purchase requisition.

v Workflow Main Approvals

Purchase Requisition ¢ Activity * ApprovalType ¢ Approved ¢ Name ¢ Order ¢ Performedby ¢ \Validatedon(UTC-S) ¢ ID & Agency
i Chapa DPS-Dept of Public
Req. 2/23/2023 Procurement 37 i 10 1629466 oo
Req. 2/23/2023 Procurement 37 ::';"” 10 1629467 2:3.5"" of Public
i Dripps DPS-Dept of Public
Req. 2/23/2023 Procurement 37 poiiod 10 te29a70 o
3 Record(s) <

On the Workflow tab, you can see where your requisition is in the approval process. Steps in green are completed steps, while steps
in orange are in progress. As action is taken on your requisition, the Approval History section on the bottom of this page will be
updated with the names of the individuals who have taken action on the purchase requisition.

You will receive an email notification whether your purchase requisition is rejected or fully-approved. Once a purchase requisition is
fully-approved, a purchase order will automatically be created and sent to the associated Supplier.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o °
(Eﬁw’ OhioBuys s, bmitting a Pcard Purchase
e

Updated: 03/28/2025 04:04 PM Version: 14.0

© Purpose & Profiles

This job aid covers submitting a Pcard purchase requisition within OhioBuys.

Profiles: Requesters, Requisitioners

& Used When

Reference this when creating a purchase requisition that will be paid using a Pcard.

Note

The maximum transaction purchase amount using a Pcard is $5,000, unless otherwise approved by the OBM Payment Card
Administrator. If a user attempts to create a Pcard transaction in OhioBuys above $5,000, the following blocking alert will be
displayed: "Pcard Amount in excess of $5,000." A Pcard purchase under the $5,000 maximum will not require justification
documents nor supplier quotes. Additionally, if a Pcard purchase under $5,000 is submitted without adding any Additional Agency
Approvers, it immediately becomes a Pcard order and is sent to the associated Supplier. Agencies should check with their Agency
Admins to see when Additional Agency Approvers should be added.

Users from the Department of Transportation are able to create Pcard purchases over $5,000 in certain cases. When creating a
Pcard purchase, DOT users will see the Pcard Exception slider appear on the Header section of the purchase requisition.

Header

Requisition ID
143270 (Q  Commercil Printing Reauistion ®

Status

Draft @) Peard Exception?

Type* Receiving Required?
Peard Purchase o- No

If the Pcard purchase is over $5,000, DOT users should engage the Pcard Exception slider.

() Pcard Exception?
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Complete the Purchase Requisition Header

L. X OhioBuys Sy Gt Shoy Pocament ke At
1. After adding items to your shopping cart, begin the checkout
process by updating the Type field to Pcard Purchase. :
Type* —_—

[Standard Purchase -

FicalYear

Pcard Purchase

Budger Date”
D720

Schedule Lines

Emergency Purchase

After the Fact Purchase
Non-State After the Fact
Direct PO

Non-State PR
Blanket/Encumbrance Order

Non-Standard Purchase
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Purchase Requisition Header Information

Header
Requisition ID
4568 O Commercial Printing Requisition ®
Status
Draft
Type* Receiving Required?”
Standard Purchase Q- No 0~

Requisition Label

Requester
Kaizer Mike
Organization ®* Fiscal Year
DPS100000 Directors Office CDSB (x4 2023 - State of Ohio
Business Unit* Budget Date*
DPSO01 - Dept of Public Safety o~ % 4/21/2023

¢ Enter the Requisition Label using your agency’s agreed upon naming convention. If your agency does not have a naming
convention, use a brief description of the items and your initials.

e Select your Organization, which is the department or division of your agency that this requisition is for. Selecting your
Organization will also automatically populate the Business Unit field.

¢ Indicate if you would like receiving to be required in OhioBuys.

o Select the requisition’s Ship To address. The Bill To address will be automatically updated with the Pcard billing address after
the purchase requisition type has been updated.

¢ Update the Attn field with the name of the person who will be responsible for receiving the items, if applicable.

¢ If necessary, enter and select any Additional Agency Approvers. If multiple Additional Agency Approvers are selected, all of
these users will need to approve your purchase requisition before it is processed into a purchase order.
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Note

e The Ship To field will automatically populate if users have set up the Default Settings on their profiles for this field.

e OhioBuys will only display options for the Ship To field that are registered with the State. Users can request to have an order
shipped to an ad-hoc shipping address by clicking the + icon, and manually entering the address information.

Ship to

Ship to

e Enter the Address Label (a nickname for the address), Address Line 1, City, State/Province, Zip Code, and Country. Then click
Save & Close.

Address Information®)

Address Code

Address Label ®

Address Line 1 ®

Address Line 2 Address Line 3

Zip Code City

Country State/Province ®

e Address autocomplete is available when typing an address into Address Line 1, so addresses will be automatically suggested
based on what has been entered into the field.

e Users must remember to complete the country field when using a one-time delivery address.

o After you have added the one-time delivery address, you must select it from the drop-down menu in the Ship To field. To do
this, enter the Address Label for your address and then select the associated address from the drop-down menu. Note that
each new addresses created in this manner will have ADHOC in front of it.

e When using a one-time shipping address, the purchase will be routed for additional approval by the users Agency Admin.
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DOT Note

When creating a Pcard purchase for DOT, additional mandatory and optional fields will appear on the purchase requisition
Header. After completing the Organization field, the following fields will become visible in the DOT section:

v DOT

DOT District™

DOT County*

DOT Project Number

DOT Agreement

PID

ITPR Number

e DOT District (mandatory): Select your district or division as appropriate from the drop-down menu.

¢ DOT County (mandatory): Select the appropriate DOT County from the drop-down menu. This selection should correspond
with the county associated with the items being purchased, and is not necessarily the Pcard holder's own home county.

¢ DOT Project Number: If appropriate, type to enter your DOT Project Number in this field.

o [f the requisition will have one of the following report codes : LBM7, LBP7, LBN7, 4BR7, or 4AC7 then the Project
Number field will become a mandatory field. If a project number starts with F, then the project code (COA field) has to
be CONV. If the project number starts with anything else then the project code needs to match the project number.
(Project Number 010070/Project Code DOT-010070)

o DOT Agreement Number: If appropriate, type to enter a DOT Agreement number.
o This field will be for Personal Service Agreements, and users will obtain the agreement number outside of OhioBuys.
o PID: If appropriate, begin entering the PID number and then select it from the drop-down menu when it appears.

o Selecting a PID number will populate a State Job Number in the Chart of Accounts (COA) information for the

requisition.
¢ |TPR Number: If appropriate, type to enter the ITPR number. An IT PR Number will be required if an IT Account Code is used.

For more information on completing the purchase requisition header and chartfields for DOT, please refer to the materials linked below:

Completing Checkout for a DOT Purchase Requisition

Entering Chartfield Information on a DOT Purchase Requisition



https://ohio.opuseps.com/app/content/tasks/171170
https://ohio.opuseps.com/app/content/tasks/171430
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Select Pcard

P P —— N = A

2. Select your Pcard after navigating to the Pcard functional tab. Requsiion: REQO000004548 - Roq. 4/17/2023 Drat) a s e
The selected Pcard will be the one used for the billing of the :

purchase requisition. o [

p——
[ het o]

Pcard

Select applicable Pcard*
My Pcard Q-

Note

If a user only has one Pcard this field will be automatically
populated. If a user has more than one, the user will have to
select the card from the dropdown menu. Refer to the User
Options asset to find more information on how to add a pcard to
your user profile.

Save My Requisition

ORIOBUYS  Swsien iy Cotie S Pt kst bt A b b 0 O owsmoweit- @
3. Click Save. < ®n Requisition: REQO000004548 - Req. 4/17/2023 (Draft) Q seareh wa
=)
4 -coutn
Header
Reitontd
s o . .
s
=
B Save L=
jare—

RequisconLabel

on
UNTED STATES

oAskeasitonero1 = st
Onganiation @ ol Yo
[DASI03000 Officeof Callctive Zaring DASERD

it Bucget Date” Request Description
DASD1 Dept of Adrin Sevies - sanmaon

Update Line Item Information

OhioBUYS  swwies sonrs s o o e At PRt Abnn B O O st @

4. Open the line item by C“Cking the the Pencil icon to edit the < 9w Requisition: REQO000004548 - Req. 4/17/2023 (Draft) Q seen e
line item details and resolve any blocking or nonblocking alerts. : T I Ty e

> Additional Agency Approvers
> Organization Structure
> Attachments - Internal, Supplier, and Justification®

> Chart of Account Values

tems &
Ecit MSP FEE FOR NON-T STAFF AUGMENTATION SERVICES < OrderedQuantity = Unit s Price ¢ Total  Deliv.date & Blanket POID =

7 © 45981 8000 MSPFEEFOR NON-T STAFF AUGMENTATL. 500 AMT 0000 000 517203 ®

0 MSP FEC FOR NON-T STAEF AUGMENTATION SERVICES © OeredQuintiy s Unts Prce s  Tol  Delvdste s BlnketPOID ¢ [ BanketPOLine Number ¢

0 4581 8000 MSPFEE FORNON-IT STAFFAUGMENTATL S0 AMT o0 000 57023
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Iltem

© - Action Required: The "Order Supplier” field is missing for this item. Please update this line item with the dealer or supplier who will fullfill this order.

A\ - Info: A supplier contact has not been selected on this line item. If there is not an available contact, please share this order with the supplier by communicating to them outside of OhioBuys

A\ - Caution: When “AMT" is selected as the UOM, the line Qty will be reset to 1. This may change the total price for the line item, please verify the item price before you submit the requisition.

Describe the item

D
6477
Name* Item Code
MSP FEE FOR NON-IT STAFF AUGMENTATION SERVI... 30193
Ordered Qty ®*
1.00 AMT o~
Commodity Profile ID
80111600 - Temporary personnel services - Fixed Asset
MBE Set Aside
N o-
Type
Product
Delivery Date”
[£5/18/2023
Product Code
CSP900917-1

Continuation?

Select Supplier
Supplier

INGENESIS INC &
Order Supplier ®

Supplier Contact

Supplier Location ®

O Use Non-Default Supplier Location

O Dealers Available

Controlling Board Number ®

¢ Select the Order Supplier and Supplier Contact. Note that the Order Supplier field is mandatory when submitting a Pcard

purchase.

e If desired, select/update the Delivery Date.

o Click Apply Order Supplier/Contact To All Line ltems to automatically update the Order Supplier, Supplier Contact, Delivery
Date, and Attn for all line items from that Supplier. This will have no effect on other line items that are from different Suppliers.

Note

Chartfield information is not required for Pcard purchases unless directed by your agency. Please consult with your agency admin
to confirm whether or not your Pcard purchases require chartfield information.

Submit Pcard Purchase Requisition

5. When you have successfully completed all mandatory and
optional fields, as well as resolved any applicable alerts, click
Submit for Approval.

Submit for Approval

Suppliers  Sourcg  Contacts Shop

OhioBuys
< 9%

A O @ ossmsonit @
Requisition: REQD000004548 - Pcard Purchase (Draft) Q sern 8

A -Caution

Header

Shipto
O Commera rining Fecusiton @

on
UNITED STATES
At

—c

ASI03000 O ofColerve Bxgoing DASERD
Business Unit” Request Description
DASD1 - Gestof Adin Serices - Btz

o]
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Note

In some scenarios, a Requisitioner or Procurement User will want to complete the Quick Quote process prior to submitting a
requisition. The action that is taken at this point is dependent on the details of the purchase requisition and your agency’s

procurement policies.

If a user has multiple Pcards, they will need to select which one should be applied prior to submitting the requisition. The Pcard can

be selected on the Pcard tab.
‘

B Pcard Pcard

ol Controlling Board

Select applicable Pcard *
Workflow Training Pcard -

Please refer to Creating a Quick Quote Solicitation for more details on the quick quote process.

Creating a Quick Quote Solicitation

View My Purchase Order
o . OhioBuys  swsies swein . S O oo+ @
6. Unless any Additional Agency Approvers have been assigned, P PO:PO00001002 - Peard Purchase-INGENESS INC - INGENESISINC (Orcere) & NN
the purchase order will be created. : :

Click the hyperlink to open the associated purchase order
within OhioBuys.

Header
shipto
Status
Onterea

o
4
o

o

ONITED STATES

s

- Order PO00001002 for supplier SUP521584 - INGENESIS INC

Attachments - Internal, Supplier, and Justification

o
REQOD00004548 Peard Purchase 0Record)

Note
If you would like to print the details of your requisition, click the Print icon in the top right of the page.

On the Workflow tab, you can see where your requisition is in the approval process. Steps in green are completed steps, while
steps in orange are in progress. As action is taken on your requisition, the Approval History section on the bottom of this page will
be updated with the names of the individuals who have taken action on the purchase requisition.

If no Additional Approvers are added, and the purchase is below the Controlling Board Threshold, then a Pcard order will be
automatically generated for the purchase requisition.

You will receive an email notification whether your purchase requisition is rejected or fully-approved. Once a purchase requisition
is fully-approved, a purchase order will automatically be created and sent to the associated Supplier.


https://ohio.opuseps.com/app/content/tasks/129436
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Note

If you have questions and/or comments regarding a purchase requisition, click the Conversation Thread ( # ) icon to use the
messaging functionality and communicate with another State user, or click the Supplier Conversation Thread ( # )icon to
communicate with both State users and the Supplier directly in the exception.

Analytics Public Request Admin Config

VAN Q. 9 Michael K.  +

Search - w = ®
Conversations [ ]
O Con
Receiving Req
No

No conversations yet

Start a new internal conversation

Please refer to the Using the Notification Bell and Messaging in OhioBuys for more information on how to use the messaging feature.

Using the Notification Bell and Messaging in OhioBuys

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


https://ohio.opuseps.com/app/content/tasks/128321
mailto:OBM.ContactCenter@obm.ohio.gov
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o °
@ﬁlﬂ' OhioBuys completing Chartfield Information
e

Updated: 03/26/2025 07:27 PM Version: 6.0

O Purpose & Profiles

This job aid covers the process for reviewing and entering chartfield information on a purchase requisition in OhioBuys.

Profiles: Requester, Requisitioner, Agency Procurement Approver, Agency Fiscal Approver

& Used When

Reference this when there is a need to either add new chartfield information, or review existing chartfield information on a purchase
requisition.

During the checkout process, Requesters, Requisitioners, and Agency Procurement Approvers, and Agency Fiscal Approvers can
enter chartfield information for each line item. Requesters, Requisitioners, and Agency Procurement Approvers are not required to
enter chartfield information; however, this information becomes mandatory at the Fiscal Agency Approver step of the Purchase
Requisition approval workflow.

Chart of Account Values
OhioBuys s s coniacs 55 nt RekseSPamit  Asyic:  PubicRsest  Adrin A 00O vk -
1. Chartfield information can be found at the bottom of a <D e Reqston Mdation
purchase requisition. To view any chartfield information that has ) [ oo ]
already been applied, click to expand the Chart of Account Values : A —
section on the requisition header. et

Items & Services.
Adgatne Edttnes

Ordorod Quantiy | Unit < price ¢

10 ar 7000

> Chart of Account Values

Chart of Account Values Table

) ) ) ) ) ) ) ) OhioBuys == 5 y ——— A 0O e -
2. Chartfield information associated with the line items is < 9w 04514 - Mediation Services 4/5/2023 (Draft) .

displayed. o

& Ik TacAmount ¢ Budgst P

000

2 Lagal Sevces sl ol 200000

75000 a0 U ietaTeD

2Record

Items & Services.

e1PO Line umber ¢ OAKSID & Suppller

os0n2s1ess (BREEN




Creating and Managing Purchase Requisitions in OhioBuys
Completing Chartfield Information

v Chart of Account Values

# %+ Expense account s Site® % Percentage ¢ Incl. TaxAmount() ¢ Budget Project ¢ AgencyUse ¢ ALl =
515504 - TEMPORARY DPS100000 Directors 019606 - LEGAL SERVICES
45141 SERVICES-LEGAL Office CDSB 66.67 500.00 * CORPORATION
510052 - Legal Services avail for ~ DPS100000 Directors 005406 - LAW-RELATED
UL g Office CDSB 3333 250.00 * EDUCATION
2 Record(s)

e The # column will correspond to the # column that appears on the Items grid, and denotes different line items

Open Line Items

OhijoBuys s s comes 5w o A 00 @ isax
3. To view the chartfield information on a line item, or to add <D Reision fom Sen O

additional chartfield information, click the Pencil icon. o T

# —— PS100000 Diectars Ot § 005405 - LAW-RELATED
U1 510052 Logel Sevces s i Do £ e

2ncond

Items & Services e

© om description + Ordesd Quantiy & Uni . hdste s BanketPOID ¢ BlanketPOLineNumber ¢ OAKSID & Suppler

Mediscon Senvcss 1 aa some s

Add aline Edit Lines

# ¢ Ref ¢ Itemdescription ¢ Ordered Quantity ¢ Unit &

A 45141 Mediation Services 1.00 AMT

1 Record(s)

Enter Chartfield Information

OhioBuys  swmies sowne conscs 0 - [IE—— A 00O umac - @

4. The chartfield information is displayed at the bottom of the
Item pop-up window within the Budget Information section. Click B -_—
one of the displayed fields to add or edit chartfield information.

e8sx &

Tobe socsted

au Oepariment progran. Gonproject  projet e

sags e ©- | OO OHO O i gL
REIATED STATE G WAY P
EbdckTion FATRoL

~
boiny

Duplicate ¢ ID ¢ FundCode

v Contract Funding

L] 12947 . E———
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Duplicate ¢ ID ¢ FundCode Account ALl
005406 - LAW- o-
. 510052 - Legal [
] [ 12947 arf - : ; ’ RELATED
Services avalil for bid EDUCATION
GRF - GENERAL REVENUE
See All 515504 - o- 019606 - LEGAL o-
] 12932 ee TEMPORARY SERVICES
SERVICES-LEGAL CORPORATION

To add chartfield information to the selected field, begin typing information. OhioBuys will automatically provide options based on
your inputs. Once you have located your desired chartfield, select it from the drop-down menu.

Note

User must select the chartfield from the drop-down menu (e.g., if you just type GRF in the Fund field and then tab over to the next
field, the value will not be populated in the field).

Remaining Chartfields

OhioBuys s
5. Repeat these steps to populate the remaining fields. em

e s

f  Budgetinformation

Tobe slocrted
oo | usp

Note | == e =
+ Allocati : - ‘ e
ocation

e

G ceneraL
REVeNEE SERVICES LEoAL

005502 CONIMLZGAL EDUCATION OPPORTUNTY.
003607 - COMMON CONTINUING LEGAL EDLCIN

Additional chartfield lines can be added by clicking the +

Allocation button. Users can also copy existing chartfield lines
using the Duplicate ( I )icon, or delete lines using o
the Trashcan ( 0| )icon.

~ Contract Funding

Note

e The Account field will populate automatically based on the item. Users may still need to manually update the Account field

e Whenever you are purchasing from an ISTV account, you need to select the correct account code in the Account field instead
of the default code that is populated in the chartfield information
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Department Field

[ T —— A Qs - ©

6. The Department field is unique and will only automatically tem asx &
TR BT oo

display options that the user has added to their Favorite
Departments on their profile.

~ Budget Information

G ceneraL
REVeNEE

Department e g

St maplsgal mentons]

Adding Non-Favorite Departments

Department Program

| - } 4455E - LAW

DPS200000 - OHIO STATE HIGHWAY PATROL

See All

GENFRAL

To apply a Department field not listed in a user's Favorite Departments, click See All.

State of Ohio: Department 8 x

Close

Keywords Favorite Departments

m Reset | Kaizer-Requester Michael o-

Contract

Filters Favorite Departments : | Kaizer-Requester Michael %

Label 3
DPS200000 - OHIO STATE HIGHWAY PATROL

1 Record(s) b

Clear the Favorite Departments filter by clicking the X icon. Then search for the correct department using the Keywords search, and
select it using the Checkbox ( ) to its left.

Keywords Favorite Departments
DPS2 Q Search Reset -

Contract

Filters Keywords: DPS2 x

Label

E DPS200000 - OHIO STATE HIGHWAY PATROL
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Split Allocations
. . . . ) OhioBUyS  swsies sumes couscs S Prcunens  feeweifom Anis Pkt Anin -
7. After adding appropriate chartfield information, scroll to the e
right to split the chartfield allocations. i === R
ISTV Xref Site @ Budget Reference Incl. Tax A'{'SEB'):: R ::;::mk

DPS100000 -

- Directors Office - 750.000
5PS100000 o- S—

- Directors Office - 0.000
CDsB

@
Note

How a user allocates their chartfields will depend on the UOM selected for the line item.
e Items with a UOM of AMT will only display the option to make allocations by Amount in the Incl. Tax Amount (USD) field.

e Items with any UOM that is NOT AMT should be allocated using the Percentage field. Note that the Percentage field is not
visible on line items with a unit of AMT.
Site ® Budget Reference  Percentage Incl. Tax A’?3§,’3§=

ADJ112030 Admin @ ~
Support Services - 51.00 % 1,326,051.000
BEAR

¢ OhioBuys allows allocations with a degree of precision up to 1/100th of a percent, and when allocating by amount, will round
up or down to the nearest 1/100th of a percent.

Unallocated Percentage ¢ Remaining Quantity to be Allocated 2

100 0.0100

e For items with a unit of measure other than AMT, a table displaying the remaining percentage/quantity to be allocated is
visible at the top of the Budget Information section.

Save & Close

OhioBuys
8. After completing necessary updates to the chartfields, click em

Save & Close. Repeat this process for any additional line items as
appropriate.

Save & Close

St maplegal mentons]
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Note
Users will encounter the following pop-up message whenever they click Save or Save & Close on the purchase requisition Header:

Your transaction has been saved. Click Cancel to save your existing COA
values and the updates you have made. Click OK to clear all existing
COA values, except for the Account and Organization fields.

¢ In most cases, after entering chartfield information on the purchase requestion users should click Cancel in this pop-up.
e Users should only click OK if they intend to erase all previously entered chartfield information across all line items on the
purchase requisition.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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Creating a PAYO01 Purchase Requisition

o °
C@m OhioBuys (reating a PAYO1 Purchase Requisition
e

Updated: 03/26/2025 07:30 PM Version: 6.0

O Purpose & Profiles

This job aid covers the process for creating and submitting a PAYO1 purchase requisition.

Profiles: Requesters, Requisitioners

& Used When

Reference this when creating a purchase requisition utilizing the PAY01 Business Unit.

Note

If you are creating a PAY0O1 purchase requisition, you must manually make this indication when completing the checkout process in
Ohio Buys. The PAY0O1 Business Unit will not default when creating the purchase requisition.

Changing the Business Unit

Suppliers  Souing  Contracts  Shop P

1. On the Header section of the Purchase Requisition page, 7y ° 8 Qo - @

Analytics  Public Request  Admin

navigate to the Business Unit field. > Requisition: REQO000004858 - Req. 1/18/2024 (Draft) Q search " EeRe O

Organization ®* e oo . °
DAS101000 Administrative Support Divisn JRST40 e DS Deptniingehe v 1/18/2024

Business Unit*

DASO1 - Dept of Admin Services

te textsl/Admin settingsl[Page settingsIHLPIIDIIS] +0,365-1.00MBIAjax: 4 / 2493sIIVIIEINo configuration
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Selecting PAYO1-Payroll

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals

2. Select PAY01-Payroll from the drop-down menu. G v & £ Qo - B

Analytics  PublicRequest  Admin  Config  ntegration  Settings

Requisition: REQO000004858 - Req. 1/18/2024 (Draft) Q search

mEexe o

Sl | << ko Catlos | et Al

Re

Business Unit*

Fiscalvear

it SupportDhisn JST40

IDASO1 - Dept of Admin Services r [osiness Unt” BudgetDate”
PASOL- Deptof Admin Services

i - 5118204
CSAO01 - DAS Central Service Agency .

(CSAOL - DAS Centra Service Agency

OAKDL - OAKS

OAKO1 - OAKS PAYOL - Payeol

PRTOL - State Princing

PAYO01 - Payroll

IIHLPIIDIIS]  +0:365-1.00MB{Ajax: 4 / 24935|IVI[E]INo configuration context audit][Chect

PRTO1 - State Printing

Save Updates

Suppliers  Sourcing  Contracts  Shop  Procurement  Approvals  Invoicing  Release & Permit

3. Click Save. Complete the purchase requisition as appropriate. G o & L@ - @

quest  Admin  Config  Integration  Settings

0000004858 - Req. 1/18/2024 (Draft) Q Search " a8 @

pT
i Purchase Requisition

Requester
. - Kaizer Mike
Organtzation ©" Fiscal Year
a S ave T ! DAS101000 Administraive Support Divisn JRSTAO -
S Business Unit*

Budget Date”
PAYO1 - Payroll

£1/18/2024

JHLPIDI[S]
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Note
For Freeform line items for a PAYO1 purchase requisition, additional steps are required. Click on the pencil icon for the line item.

. g
Pencil Icon: &

Click See All underneath the Supplier field of the line item.

Supplier

| =

#1 RADON TESTER

9]

49

10}s

See All

Select OHALL to change the Set ID filter from State to OHALL.

Set ID
1 STATE o -

| OHALL \

Click Search. Suppliers will now be properly filtered for PAYO1 purchases.

Q Search

After PAY01 addition, complete the remainder of the requisition normally.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.



mailto:OBM.ContactCenter@obm.ohio.gov
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Additional Purchasing Notes

Topics
¢ Note on Continuation Purchases
* Note on Negative Line Items
* Note on Release & Permit Purchases

Note on Continuation Purchases

Guidance for Flagging Continuation Purchases

Delivery Date”*
3/22/2023

Product Code

Continuation Comment

Continuation Order

Continuation?
‘:‘.' Yes

() No

If a purchase is a continuation of a previous purchase off of an STS contract, users must indicate this on the line item(s). Click Yes in
the Continuation? field on each line item that is part of a continuation purchase. This will allow you to enter any relevant comments
in the Continuation Comments field.

If the previous purchase was made in OhioBuys, search for the PO number in the Continuation Order field and select it from the
drop-down menu. Then click Save.

e Users should also attach any supporting documentation referencing the original solicitation and/or purchase in the
Attachments section on the purchase requisition header.

e A continuation on a purchase originating from an STS contract where the initial solicitation and purchase were made outside of
OhioBuys will not show up in the Continuation Order field. This will cause the new PR to show up on the STS exception report.

¢ Classifying a purchase as a continuation will not allow an agency to bypass the STS purchase requirement that requires the
solicitation of multiple suppliers.

Note on Negative Line Items

Guidance for Handling Negative Line Items

In OhioBuys, purchase requisition line items cannot have a negative dollar value. If a line item has a negative value, the purchase
requisition will not be able to be processed into a purchase order.

Users should keep the following points of guidance top of mind when faced with negative line items:

¢ Under no circumstances should a user create freeform line items with a negative dollar value.

e |f a user receives a quote for a negative line item from a Supplier, the user should adjust the price of a positive line item
accordingly by the given negative dollar amount and include a note about the discount in the “Comments to Supplier” field. The
user should not import or use the negative line item by itself in that purchase requisition.
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o |f a user encounters a negative line item when browsing a hosted catalog, they should submit a helpdesk ticket and include the
contract number tied to that negative line item. The associated Contract Analyst for that contract will then work with the
Supplier to correct and update the catalog item.

Note on Release & Permit Purchases

Guidance for Creating Release & Permit Purchases

A Request to Purchase (RTP) should be created to place IT and non-IT sourcing and contracting requests with the DAS Office of
Procurement Services (OPS).

Purchases from a State contract established by the Office of Procurement Services (OPS) do not require an RTP.* If an agency is
attempting to purchase items off an existing OPS State contract or making a purchase from a Requisite Procurement Program (e.g.,
OPI), they can proceed directly to creating a PR.

*Except for services being requested under the Third-Party Administrator (TPA) for Facility Maintenance and Repair Projects contract
(Index # GDC160 Contract #CSP905120-1) and competitive selection two phase prequal contracts, in which case an RTP is required.

Non-IT Purchases

If an agency is making a purchase that does not reference an existing OPS State contract, consider the total dollar amount of the
purchase need. For purchases that do not reference an OPS State contract, users should proceed directly to creating a PR if the total
value of the purchase need less than $50,000.

If the purchase does not reference an OPS State contract and the total value of the purchase need is above these dollar thresholds,
agencies are required to submit a RTP to start the purchasing process. In addition, if the total value of the purchase would result in
your agency's Direct Purchase Authority (DPA) being exceeded with a particular supplier, an RTP is required.

There are a few exceptions to these guidelines. An RTP is not required if the purchase is covered by an existing non-IT Blanket
Release & Permit (R&P), or if the purchase is exempt from DAS authority under the Ohio Revised Code.

IT Purchases

If an agency is making an IT purchase that does not reference an existing OPS State contract and need an IT R&P, the following needs
to be considered:
1. Sole or Single Source - create either a PR referencing an IT account code or Agency-administered contract using the IT checkbox
to identify the contract as IT.
a. Attach supporting documentation and include the draft Controlling Board request if using Controlling Board purchase
authority, or documentation to demonstrate compliance with PM-01.

i. Create Agency-administered contract - agencies can create an agency-administered contract in OhioBuys, flag it as
an IT contract using the IT checkbox and populate the Contract Not to Exceed field on the Negotiated Terms tab of
the contract. If the agency is requesting biennium Controlling Board approval as part of this contract, select the
Biennium Fiscal Year 1 and Biennium Fiscal Year 2 and then enter the Biennium Fiscal Year Amount for each fiscal
year. Once the contract is submitted, it will automatically route for the necessary IT approvals (e.g., IT SIM, IT SME,
EITC Analysts, etc.). After IT has completed their review, an IT R&P number will be generated and will be linked on
the Release & Permit field on the header of the contract. The Contract Responsible user will receive an email
notification once the necessary approvals have been received.

2.If an agency has a procurement need that is not on an OPS contract or is not provided via a sole or single source provider over
$50,000.00, an RTP must be submitted to determine the appropriate procurement method. For example, a Request for
proposal, Invitation to Bid, new DAS contract, or IT agency-released solicitation.

Please reference the below flowchart to help determine whether a RTP is necessary for a purchase.
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Purchase Requisition (PR) vs Request to Purchase (RTP) Flowchart:

Is the purchase off of NO

an OPS State 1
C

Is the purchase
YES greater than $26,0007

=

NO

In the event that users start with a PR in OhioBuys, it will route through the appropriate requisition workflow and be assigned an
R&P as a part of the PR workflow. In these cases, the PR will subsequently end up routing to the “DAS Released Requisition” step of
the workflow. The requisitioner can add the Controlling Board Number while the PR is at this step, before submitting it to the Final
Approver step.

If the agency creates an RTP or an IT agency-administered contract to obtain the release and permit, the agency can then create PRs
at any time and reference their IT agency-administered contract or assigned R&P number and Controlling Board number (once the
Controlling Board number is available in OhioBuys); however, expired R&Ps of all types cannot be selected on a PR. If an agency has
an IT agency administered contract with an IT R&P, they can reference the contract on their line item and the system will
automatically grab the R&P and bypass EITC reviews. In cases where the Controlling Board number is entered before reaching the
“DAS Released Requisition” step, the workflow will bypass this step and the requisition will route to the Final Approver step.

Approving Purchase Requisitions

Topics
¢ Reviewing and Updating a Purchase Requisition (Requisitioners)
e Requester Supervisor - Approving a Purchase Requisition
¢ Additional Agency Approver - Approving a Purchase Requisition
e Agency Procurement Approver - Approving a Purchase Requisition
e Agency Fiscal Approver - Approving a Purchase Requisition
e Agency Final Approver - Approving a Purchase Requisition
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o .
W OhioBuys Reviewing and Updating a Purchase Requisition

Updated: 03/27/2025 03:16 PM Version: 9.0

O Purpose & Profiles

This job aid covers the process of reviewing a purchase requisition submitted by a Requester and completing updates to it before
submitting it for agency approval.

Profiles: Requisitioners

& Used When

Reference this when reviewing and updating a purchase requisition.

Selecting My Requisition

1. Users will receive an email notification when they have a
purchase requisition to review. It will also be visible on the
OhioBuys homepage as an open workflow task in your
My Pending Validations pane. To view all requisitions within your
scope, click Procurement in the Main Menu Navigation Bar and
select Browse Requisitions from the drop-down menu.

Procurement Approvals Invoic

Browse Requisitions
Create Requisition
Requisite Program
Browse Orders
Pending Receipts
Browse Receipts
Create Receipt
Browse Request To Purchase

Create Request To Purchase
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Review the Purchase Requisition

Swplies  Souioy Convas Sup Pt Rekse St Ay Pl Reest Advin Cool A 00 Q oot @
2. Review the contents of the purchase requisition Header Rigiios - Masking ) ® 8

section, and make updates as appropriate.

shipto

Stipto®
BOOLLY DA ASD BC 77 5 HIGH ST FLL6 77 High Steet. R 16
601 ot Comis,

UNITED STATES

s
FicalYear
- | 202 steot onio
Budget Date” Request Description
- | Bason
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Reviewing the Purchase Requisition Header Information

As a Requisitioner, users can make updates to any field in the Header section as part of their review. Note that if a user updates the
Organization field, they must click Save and then click Cancel on the subsequent pop-up window that is displayed.

Header
Requisition ID
4592 O Commercial Printing Requisition ®

Status

Requisitioner Approval
Type™ Receiving Required?”

Standard Purchase - No o~
Requisition Label

Masking Tape Requisition

Requester ™
Training DASRequester01 o-
Organization ®* Fiscal Year
DAS103000 Office of Collective Bargning DASBRD o~ 2028 - State of Ohio
Business Unit* Budget Date”
DASO1 - Dept of Admin Services o- 4/28/2023

If the purchase requisition should be a Pcard Purchase, Requisitioners can apply their own Pcard by clicking the Type field and
selecting Pcard Purchase.

Type*
[Standard Purchase [0

Pcard Purchase

Scroll to the right of the purchase requisition to review the information in the Ship To and Bill To tabs. These tabs include the
shipping address and the billing address your goods and/or services will be sent to, respectively. Review the information in the
Request Description tab. This tab includes information related to the requisition. Review the information in the Comments to
Supplier tab. This tab includes comments for the supplier.

Scroll down and, if required, select and Additional Agency Approvers who will need to review the purchase requisition. Note that only
one of the selected approvers needs to approve the purchase requisition for it to advance to a purchase order.

v Additional Agency Approvers

Note

e Additional Agency Approvers are the only approvers that will act on the purchase if it is a Pcard purchase

e If you are unsure who these approvers should be, please consult with your Agency Admin
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Scroll down on the purchase requisition to review the Purchasing Options and Attachments sections. You can expand on the section
by clicking on the associated header. The following Purchasing Options are available:

a.

b.

a]

Single Source: indicates that the purchase is from one selected supplier, even though there are other suppliers that provide
similar products

Sole Source: Indicates that the selected supplier is the only one that can adequately fulfill the need outlined in the purchase
requisition

. Put PR on Hold?: ?: If DAS Procurement review chooses not to release the procurement, they have the ability to put it on hold

and do the procurement on behalf of the agency

Do Not Encumber: Selecting this button will not encumber funds in OAKS for the purchase requisition; please note that if
the Pcard slider is selected for a purchase requisition, this option will not be displayed and OAKS will automatically not
encumber the purchase

Sudden and accidental direct physical damage to property?: Indicates if the purchase is related to property damage, in which
case the requisition will appear in a report sent to DAS Office of Risk Management

v Purchasing Options

Do Not Encumber o Put PR On Hold?

(@) Single Source @)

O Sole Source

Request DAS to Source

(@) Sudden and accidental direct physical damage to property? ®

The Attachments section will display any attached documents. To add additional documents, click Add Attachment.

v Attachments - Internal, Supplier, and Justification®

Add Attachment

Keywords

Q Search Reset

~ 0 Selected
Title s At Contact s

o} 4 Rendering of Design @@ KAIZER Mike

1 Record(s)

Review/Update a Line Item

3. Scroll down to the ltems and Services section to view the line
item(s) associated with the purchase requisition, including any
blocking or non-blocking alerts associated with that item. Click on
the Pencil icon to update the line item and resolve the alerts.

OhioBuys mit  Analyics  PublicRequest  Admin  Config A 08 O vseaistoeot - @

< 9w

Supglers Saurcie G

pproval) Q search

Requisition: REQ( -8

(oo T oo ]

> Purchasing Options

- Masking Tape

> Attachments - Internal, Supplier, and Justification®

> Chart of Account Values

Items & Services

Tol  Delidate s BlanketPOID & BlanketPOLineNumber ¢ OAKSID ¢ Supplier

e
4

1 Recordi

100 Cme 67000 6200 s2600 ® 000004896 {CINCINNAT
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Line Item Information

Describe the item
ID
6546

Name* Item Code

Masking Tape, Utility, 2", 24 rolls per case

Ordered Qty*
1.00 Case [

Commodity * Profile ID
31201503 - Masking tape [x 4 - Fixed Asset

Products types* MBE Set Aside
Yes (x4 N o~

Delivery Date *
(15/26/2023

Product Code

Continuation?

QO Yes
O Neo

Review the information in the Describe the Item section. Here users can update the Ordered Quantity, Commodity, Product Type and
Delivery Date fields as appropriate.

Select Supplier

Supplier

CINCINNATI ASSOCIATION FOR THE BLIND Q- @
Order Supplier ®

CINCINNATI ASSOCIATION FOR THE BLIND Q- @

Supplier Contact

Supplier Location ®

O Use Non-Default Supplier Location

O Dealers Available

Controlling Board Number ®

Review the information in the Select Supplier section. Update the Order Supplier (i.e., the location from which the Supplier will ship
the order) and the Supplier Contact as appropriate.

Note

Determine whether the item is a catalog item or a freeform item. If the item is a freeform item, the Product Code and/or ltem
Code fields in the Describe the Item section will be blank.
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More Item Information

) ) ) . ) OhioBuys ws Swnie Cmiws Shp  Powmed R SPumi Awbiis  PolcRusst  Adrin  Conli A 8O oot @
4. If the line item is a freeform item, users should confirm that o sox B

there is not an appropriate alternative item available in the ; (o5 | e | com |
OhioBuys hosted catalog. Scroll down and expand the More Item
Information header.

2% shipto
Tots Amount
ey stipto

PO02119 DAS ASD BSC 775 HIGH ST L 16 775 High S, Room 1675

Suppier QuoteID®. 61 oor Coimbus
DASASDBAC77SHIGHSTFL 14
Doyou vant to appya Speed Chart? 775 High Sl Room 1675 1611 floor
i e Sepport

-
=}
=]
v
L]

O
O

o
UNITED STATES

A

Speed Chart can be applied ®

> Release & Permit

I > More Item Information I

> Budget Information

Note

In order to update a freeform item to a catalog item, the Order
Supplier field needs to be empty. If the field is already populated,
then the populated information needs to be deleted and then the
page needs to be saved. Once you click Save, then you will be able
to search for a comparable good or service in the Product field.
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Product Search - See All

v More Item Information

Product Contract Contract Type

Masking Tape, Utility, 3", 16 rolls per case Comments to Supplier
Masking Tape, Utility, 4", 12 rolls per case

Masking Tape, Utility, 1-1/2", 24 rolls per case
Internal Comments
Masking Tape, Utility, 2", 24 rolls per case

Masking Tape, Premium, 2", 24 rolls per case

See All

Attachments
® @ Click or Drag to add files

To conduct a more advanced search for an alternative item in the Product field, users should select See All from the drop-down
menu.

Browse Items @8 X
v =]

MBDD Status Organization
Market Type
Tag

Mandatory- DAS Contract Mandatory- First Requisite Programs -

Mandatory- Second Requisite Programs MBE Set-aside

Filters Supplier: CINCINNATI ASSOCIATION FORTHE BLIND X Tag: Mandatory- DAS Contract X Mandatory- First Requisite Programs X Mandatory- Second Requisite Programs X MBE Set-aside X Status: Approved

Quantity Commodity = Product Code® = Name = Image  Product Summary Supplier & Manufacturer = Price = Validity Start Date = Validity End
Masking Tape, Utilty, 3", 16 rolls per case
(3-49-6707)
Mackin General-purpose masking tape
Tape protectscontoured or rounded surfaces  CINCINNATI
1 o JETIESR vesinspe  GR0004349 Uity from being marred by paint, varish, or  ASSOCIATION gy 74.400 4412023 wac
e other finishingmaterials. Crepe paper R

A pop-up Browse Items page will appear, and will automatically filter based on the Supplier on the original item. Users can search
using the same options and filters as the regular Browse Items page. (keywords, MBDD Status, etc.)
Maskin%Ta e, Utility, 2", 24 rolls per case
10/

(3-49-6
General-purpose masking tape

%?)Se‘fmg protectscontoured or rounded surfaces
D 1 O- Masking tape 2?{’80004-3-49- gfﬂzlzy from beihg ‘marred b?l paint, varnish, or
rolls per other finishingmaterials. Crepe paper
case backing adds strength, which is invaluable
during tape removal. Resistant to moisture
and solvents.
If a suitable item is identified, click the Checkbox ( ) icon to select it. The selected item will automatically overwrite the freeform

item information.

Note

If an update was made using the Product field, users should go back and repopulate the Order Supplier and Supplier Contact fields.
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Review Budget Information

PhioBuys  swies s Cowats Sop o emsromt A Aaices Adme Gorg A 00 @ oweniiionotte @

5. Scroll down and expand the Budget Information header to e cex B
view the line item's budget/chartfield information and make [Fasee | soeiome ] cue it o netns
updates as necessary. Ensure existing budget/chartfield
information is accurate, or complete unpopulated fields as \ m
necessary. (e.g., Fund, Account, ALI, Department, Program) Bt nformaion

. emd| O p— ——
Press the Enter key to continue.
o aE 6r | mmeuew o Dhom o e O
Wt (R ASSisTaNGE PERFORMID. MANACEMENT =

Save Line Item Information

OhioBuys s T § A O oot -

6. Click Save & Close. ttem

o Apply Order Sl Contact To Al ine iems
Release & Permit

More Item Information

0% B -

Budget Information

Save & Close .

e oo ESNEE. O mpmyow o-  Wgngm o — mmow
LEGALASSISTANCE PERFORMED ASROUMAT END B Ece

m s g

1 Record)

~ Contract Funding
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Additional Purchase Requisition Tabs

Purchase Requisition

Term

Controlling Board
IT Review
Workflow
Requisite Program
Release & Permit

Electronic Signature

After updating the purchase requisition information, navigate to the tabs on the left to validate or change the purchase requisition
information as necessary:

e Term tab: View associated terms (i.e., a milestone type or subscription type of term where purchase orders are released to the
Supplier according to a set schedule) or create new terms by clicking Create Term

¢ Controlling Board tab: View the purchase requisition’s Controlling Board or Direct Purchase Authority information. OhioBuys
allows you to automatically check a purchase requisition’s impact on your agency's Controlling Board Threshold and whether it
is within your agency’s direct purchase authority

o Workflow tab: View the current status and the approval history of the purchase requisition

e Requisite Program tab: View if the purchase requisition is undergoing review by a Requisite Procurement Program

e Release & Permit tab: View release and permit information associated with the purchase requisition

o Electronic Signature tab: Allows users to configure electronic document signatures associated with the purchase requisition
(feature coming soon)

Submit for Approval
OhioBuys  smies s F T T —_——— o A 08 @ oswstonats @
7. Once you have reviewed and updated the purchase requisiti D ¢ ReaustonREQ  Making Tope Recuist ® 8
as necessary, click Submit for Approval. ; - e IR

(site mapLegalmentions]
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Note

e Once you click Submit for Approval, the purchase requisition is validated.
¢ If the purchase requisition does not require additional approvals, it creates a purchase order.
¢ If the purchase requisition requires additional approvals, it continues along the approval process.

o If you click Reject, input a reason in the subsequent pop-up box; the requisition is then sent back to the Requester.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.
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o~

‘@ﬁlﬂ' OhioBuys Requester Supervisor - Approving a Purchase Requisition

Updated: 03/27/2025 03:34 PM Version: 8.0

O Purpose & Profiles

This job aid covers how to approve a purchase requisition as a Requester Supervisor.

Profiles: Requester Supervisor

& Used When

Reference this when approving a purchase requisition as a Requester Supervisor.\

My Pending Validations

OhioBuys s sones Govacs. St Procromee ko Rom Aviics kiRt A

1. Requisitions requiring Supervisor approval will appear in the
My Pending Validations section of your homepage. Click the Objed
Hyperlink to open it.

My pending validations See 1 result

Workflow + Actvity  + Object Duedate = History
Standard Requisition  Requester REQO000004525 - DPS - Ingenesis Q4 FY23 (DP$732000
Workflow Supervisor Fiscal Section 3 CDSB - WEHNER RONALD)

Requester Supervisors in DOT can only update the Request Description and Comments to Supplier fields on the requisition
Header, and the Controlling Board field on the line items. DOT approvers can also upload additional attachments. DOT approvers
cannot update any other fields on a purchase requisition during the approval process. If additional edits are required, DOT
approvers must reject the purchase requisition with instructions on how to update the purchase requisition.




Creating and Managing Purchase Requisitions in OhioBuys
Requester Supervisor - Approving a Purchase Requisition

Reviewing the Purchase Requisition Header Information

Review the information in the Header tab. This tab includes key information about the purchase requisition.

Header
Requisition ID
4525 O Commercial Printing Requisition ®
Status
Supervisor
Type Receiving Required?

Standard Purchase No
Requisition Label

DPS - Ingenesis Q4 FY23
Requester

WEHNER RONALD

Organization ® Fiscal Year
DPS$732000 Fiscal Section 3 CDSB 2023 - State of Ohio
Business Unit Budget Date
DPS01 - Dept of Public Safety 4/12/2023

Scroll to the right of the purchase requisition to review the information in the Ship To and Bill To tabs. These tabs include the
shipping address and the billing address your goods and/or services will be sent to, respectively. Review the information in the
Request Description tab. This tab includes information related to the requisition. Review the information in the Comments to
Supplier tab. This tab includes comments for the supplier.

Ship to Bill To
DPS INVESTIGATIVE UNIT DPS INVESTIGATIVE UNIT
6650 W SNOWVILLE RD SUITE X 6650 W SNOWVILLE RD SUITE X
44141 BRECKSVILLE 44141 BRECKSVILLE
Ohio Ohio
UNITED STATES UNITED STATES

Attn
DPS Requester

Request Description

®

Payment for Ingenesis Non-IT Staff Aug for Q4 of FY23

Comments to Supplier

Negotiated quote is attached

Scroll down on the purchase requisition to review the Purchasing Options and Attachments section. You can expand on the section
by clicking on the associated header.

The Purchasing Options section indicates if the purchase requisition requires a DAS Sourcing Event, if it is Single or Sole Source, if it
should be put on hold, if it should be encumbered, or if it is related to sudden and accidental direct physical damage to property.
Use the displayed radio buttons to make your selections. If a DAS Sourcing Event is required, click the Request DAS to Source
button to complete the associated request form, which will then be routed to DAS.

v Purchasing Options

O Single Source O Do Not Encumber @) Put PR On Hold?

O Sole Source O Sudden and accidental direct physical damage to property? ©®

Request DAS to Source

Review any attached internal, Supplier, or justification attachments as necessary in the Attachments section.

v Attachments - Internal, Supplier, and Justification®

0 Selected

Title Att. Contact
Quote - ING20230412 & WEHNER RONALD
1 Record(s)

Scroll down on the purchase requisition to the Items box to view the line item(s) associated with the purchase requisition.



Creating and Managing Purchase Requisitions in OhioBuys
Requester Supervisor - Approving a Purchase Requisition

Items & Services
Add a line Edit Lines

# ¢ Ref. s Itemdescription ¢ OrderedQuantity ¢ Unit s Price ¢ Total Blanket POID ¢ Blanket PO Line Number ¢ OAKSID ¢  Supplier

FEVSE HOURLY STAFFING FEE FOR NON-IT STAF. 100 AMT 1500000 1,500.00 » 0000229814 ( INGENESIS INC ) INGENESIS INC

1 Recordis)

To review information related to the item, click the Pencil ( #" ) icon next to the associated freeform line item. In this tab, users can
see information about the item, supplier, and pricing. Once you have validated the item, click Save & Close to finalize the
selection. In the Items box, the line item information updates to the line item information you have chosen.

Item
=2
Describe the item Select Supplier
D Supplier
6435 INGENESIS INC &

Name Item Code Order Supplier ®

HOURLY STAFFING FEE FOR NON-IT STAFF AUGM... 30194 INGENESIS INC &
Ordered Qty @ Supplier Contact

1.00 AMT Ingenesis Greg

Commodity Profile ID Supplier Location ©®

80111600 - Temporary personnel services CHK
MBE Set Aside

N O Use Non-Default Supplier Location
Type

Product O Dealers Available
Delivery Date Controlling Board Number ®

5/12/2023
Product Code

CSP900917-2
Continuation?

Save & Close



Creating and Managing Purchase Requisitions in OhioBuys
Requester Supervisor - Approving a Purchase Requisition

Approve

[ e —— N
Ll

2. Review the purchase requisition. If it is justified, click Approve Reauion . . 8 8x
to send it to a Requisitioner for completion. 2

Note

If the purchase requisition is not justified, click Reject. This sends
the request back to the initial Requester for revisions. After
rejecting a purchase requisition, you will be asked to type the
reason for the rejection in a pop-up comment box. This will be
sent along with the purchase requisition back to the Requester.

Reason :

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov

Creating and Managing Purchase Requisitions in OhioBuys
Additional Agency Approver - Approving a Purchase Requisition

(B' 6“ . | OhioBuys Additional Agency Approver - Approving a Purchase
s Requisition

Updated: 03/27/2025 03:33 PM Version: 4.0

© Purpose & Profiles

This job aid covers the process of reviewing, updating, and approving or rejecting a purchase requisition as an Additional Agency
Approver.

Profiles: Additional Agency Approvers

& Used When

Reference this when a user receives a notification that a purchase requisition requires their review.

Open Pending Validations

1. Login to OhioBuys. From the My Pending Validations windo
on the homepage, click on the Object hyperlink.

My pending validations See 1 result

Workflow s Activity < Object Duedate ¢ History

Standard
Requisition
Workflow

Additional REQO000004848 - REQ4848 - Addt App (DNR100110
Agency Approver | Director's Staff DNRFRA - Training DNRRequisitioner01)




Creating and Managing Purchase Requisitions in OhioBuys
Additional Agency Approver - Approving a Purchase Requisition

Reviewing the Purchase Requisition Header Information

Review the information in the Header tab. This tab includes key information about the purchase requisition.

Header
Requisition ID
4525 O Commercial Printing Requisition ©®
Status
Supervisor
Type Receiving Required?
Standard Purchase No

Requisition Label
DPS - Ingenesis Q4 FY23

Requester
WEHNER RONALD

Organization ® Fiscal Year
DPS732000 Fiscal Section 3 CDSB 2023 - State of Ohio
Business Unit Budget Date
DPSO01 - Dept of Public Safety 4/12/2023

Scroll to the right of the purchase requisition to review the information in the Ship To and Bill To tabs. These tabs include the
shipping address and the billing address your goods and/or services will be sent to, respectively. Review the information in

the Request Description tab. This tab includes information related to the requisition. Review the information in the Comments to
Supplier tab. This tab includes comments for the supplier.

Ship to Bill To
DPS INVESTIGATIVE UNIT DPS INVESTIGATIVE UNIT
6650 W SNOWVILLE RD SUITE X 6650 W SNOWVILLE RD SUITE X
44141 BRECKSVILLE 44141 BRECKSVILLE
Ohio Ohio
UNITED STATES UNITED STATES

Attn
DPS Requester

Request Description

[}

Payment for Ingenesis Non-IT Staff Aug for Q4 of FY23

Comments to Supplier

Negotiated quote is attached

Scroll down on the purchase requisition to review the Purchasing Options and Attachments section. You can expand on the section
by clicking on the associated header.

The Purchasing Options section indicates if the purchase requisition requires a DAS Sourcing Event, if it is Single or Sole Source, if it
should be put on hold, if it should be encumbered, or if it is related to sudden and accidental direct physical damage to property.
Use the displayed radio buttons to make your selections. If a DAS Sourcing Event is required, click the Request DAS to Source
button to complete the associated request form, which will then be routed to DAS.

v Purchasing Options

O Single Source O Do Not Encumber O Put PR On Hold?

O Sole Source O Sudden and accidental direct physical damage to property? ©

Request DAS to Source

Review any attached internal, Supplier, or justification attachments as necessary in the Attachments section.
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v Attachments - Internal, Supplier, and Justification®

~ 0 Selected

Title s At Contact s
Quote - ING20230412 @ WEHNER RONALD
1 Record(s)

Scroll down on the purchase requisition to the ltems box to view the line item(s) associated with the purchase requisition.

Items & Services

Add a line Edit Lines

. ¢ Ref ¢ Item description ¢ Ordered Quantity ¢ Unit ¢ Price H Total Deliv. date ¢ Blanket POID ¢ Blanket PO Line Number ¢ OAKSID ¢ Supplier

8000 HOURLY STAFFING FEE FOR NON-IT STAF. 1.00 AMT 1,500,000 1,500.00 /1272023 @ 000

INGENESIS INC ) INGENESIS INC

To review information related to the item, click the Pencil ( #* ) icon next to the associated freeform line item. In this tab, users can
see information about the item, supplier, and pricing. Once you have validated the item, click Save & Close to finalize the
selection. In the Items box, the line item information updates to the line item information you have chosen.

Item
=
Describe the item Select Supplier
D Supplier
6435 INGENESIS INC &

Name Item Code Order Supplier ©®

HOURLY STAFFING FEE FOR NON-IT STAFF AUGM., 30194 INGENESIS INC &
Ordered Qty ® Supplier Contact

1.00 AMT Ingenesis Greg

Commodity Profile ID Supplier Location ®

80111600 - Temporary personnel services CHK
MBE Set Aside

N O Use Non-Default Supplier Location
Type

Product O Dealers Available
Delivery Date Controlling Board Number ®

5/12/2023
Product Code

CSP900917-2
Continuation?

Save & Close
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Click Submit for Approval

: frbvics PublcReuuest Adin

Swolers  Sourcis Conbiscts St Procreanent Reesse & ¥
Requisition: REQD000004848 - REQ4848 - Addt App (Additional Agency Approval)

2. If the requisition is justified and the details are satisfactory,
; J i B ) R T |

click the Submit for Approval button to approve it.

stipto
902269 DNR OFFICE OF BUDGET

 BUDGET FINANCE

on
UNITED STATES

Submit for Approval

ONROL- Ohio Dept o Natural Resources - oo

If the purchase requisition is not justified, or any aspect of the
purchase requisition requires further revisions, click Reject. This
sends the request back to the Requisitioner who worked on the
requisition for revisions as needed.

Reject

Note
If you reject a purchase requisition, you will be asked to type the reason for the rejection in a pop-up comment box. These

comments will be emailed to the Requester.

Reason :

Cancel Confirm

Note
If you are approving a Pcard purchase it will automatically be processed into a purchase order once you and all other assigned

Additional Agency Approvers have approved.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771

OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov

Creating and Managing Purchase Requisitions in OhioBuys
Agency Procurement Approver - Approving a Purchase Requisition

<Bl 6" . | OhioBuys Agency Procurement Approver - Approving a Purchase
s Requisition

Updated: 03/27/2025 03:28 PM Version: 7.0

© Purpose & Profiles

This job aid covers how to approve a purchase requisition as an Agency Procurement Approver.

Profiles: Agency Procurement Approver

& Used When

Reference this when approving a purchase requisition as an Agency Procurement Approver.

My Pending Validations

1. Requisitions requiring Procurement approval will appear in t
My Pending Validations section of your homepage. Click the Objed
Hyperlink to open it.

My pending validations See 17 results

Workflow = Activity +  Object Duedate = History
Standard Agency REQ0000004525 - DPS - Ingenesis Q4 FY23
Requisition Procurement (DPS732000 Fiscal Section 3 CDSB - WEHNER
Waorkflow Approver RONALD)

DOT Agency Procurement Approvers can only update the Request Description and Comments to Supplier fields on the requisition
Header, and the Controlling Board field on the line items. DOT approvers can also upload additional attachments. DOT approvers
cannot update any other fields on a purchase requisition during the approval process. If additional edits are required, DOT
approvers must reject the purchase requisition back to the Requisitioner with instructions on how to update the purchase
requisition.




Creating and Managing Purchase Requisitions in OhioBuys
Agency Procurement Approver - Approving a Purchase Requisition

Reviewing the Purchase Requisition Header Information

Review the information in the Header tab. This tab includes key information about the purchase requisition. If a user updates the
Organization field, they must click Save and then click Cancel on the subsequent pop-up window that is displayed. If the purchase
requisition should be a Pcard purchase, you must reject it back to the Requisitioner with instructions to apply their Pcard. If the
initial Requester's Pcard should be applied, instruct the Requisitioner to also reject the purchase with those instructions contained
in their comment to the Requester.

Header
Requisition ID
4525 O Commercial Printing Requisition ®

Status

Procurement Approval
Type Receiving Required?*

Standard Purchase No o~
Requisition Label

DPS - Ingenesis Q4 FY23

Requester

WEHNER RONALD

Organization ®* Fiscal Year
DPS732000 Fiscal Section 3 CDSB o~ 2023 - State of Ohio
Business Unit* Budget Date *
DPSO01 - Dept of Public Safety [ 4/12/2023

Scroll to the right of the purchase requisition to review the information in the Ship To and Bill To tabs. These tabs include the
shipping address and the billing address your goods and/or services will be sent to, respectively. Review the information in the
Request Description tab. This tab includes information related to the requisition. Review the information in the Comments to
Supplier tab. This tab includes comments for the supplier.

Ship to

Ship to*

P005432 DPS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUITE X o- POOS5432 DPS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUITE X o-
BRECKSVILLE + BRECKSVILLE +

DPS INVESTIGATIVE UNIT
6650 W SNOWVILLE RD SUITE X
44141 BRECKSVILLE

Ohio

UNITED STATES

Attn

DPS Requester

Request Description

®

Payment for Ingenesis Non-IT Staff Aug for Q4 of FY23

Comments to Supplier

Scroll down on the purchase requisition to review the Purchasing Options section. You can expand on the section by clicking on the
associated header. As the Agency Procurement Approver you are responsible for selecting any Purchasing Options that should be
applied to the purchase requisition:

a. Single Source: indicates that the purchase is from one selected supplier, even though there are other suppliers that provide
similar products

b. Sole Source: Indicates that the selected supplier is the only one that can adequately fulfill the need outlined in the purchase

requisition

Put PR on Hold?: ?: If DAS Procurement review chooses not to release the procurement, they have the ability to put it on hold

and do the procurement on behalf of the agency

d. Do Not Encumber: Selecting this button will not encumber funds in OAKS for the purchase requisition; please note that if
the Pcard slider is selected for a purchase requisition, this option will not be displayed and OAKS will automatically not
encumber the purchase

e. Sudden and accidental direct physical damage to property?: Indicates if the purchase is related to property damage, in which
case the requisition will appear in a report sent to DAS Office of Risk Management

(gl

v Purchasing Options

O Single Source e} Do Not Encumber @) Put PR On Hold?

O Sole Source O Sudden and accidental direct physical damage to property? ©

Request DAS to Source
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Agency Procurement Approver - Approving a Purchase Requisition

Scroll down on the purchase requisition to the ltems box to view the line item(s) associated with the purchase requisition.

Items & Services

Add a line Delete Lines Copy Selected Lines Edit Lines

[ad 1 Selected Set Allocations Quick Quote
v # ¢ Ref. ¢ Item description % Ordered Quantity < Unit ¢  Supplier $
v 7 A 4525-1 8000 HOURLY STAFFING FEE FOR NON-IT STAF... 1.00 AMT (INGENESIS INC ) INGENESIS INC

As an Agency Procurement Approver you may need to update the Order Supplier if one has not already been selected. This can be
accessed by clicking the  Pencil ( #* ) icon next to the line item. Review the information about the item, supplier, and pricing and
select an Order Supplier from the drop-down menu if necessary. Once you have validated the item, click Save & Close to finalize the
selection. In the Items box, the line item information updates to the line item information you have chosen.

Item
Describe the item Select Supplier
D Supplier
6435 INGENESIS INC &
Name* Item Code Order Supplier ®
HOURLY STAFFING FEE FOR NON-IT STAFF AUGME 30194 INGENESIS INC o- &
Ordered Qty ®* Supplier Contact
1.00 AMT (x4 Ingenesis Greg o~
Commodity Profile ID Supplier Location ®
80111600 - Temporary personnel services - CHK
MBE Set Aside
N o- O Use Non-Default Supplier Location
Type
Product O Dealers Available
Delivery Date* Controlling Board Number ®
5/12/2023 M
Product Code
CSP900917-2
Continuation?
O Yes
O No

Order Supplier ®
INGENESIS INC o-

)

INGENESIS INC

| See All

Save & Close
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Approve

[ T —

2. Review the purchase requisition. If it is justified, click Approve
button to send the purchase requisition to the next step in the
approval workflow.

Comments to Suppier

Note

If the requester's purchase requisition is not justified, click Reject.
This sends the request back to the Requisitioner who worked on
the requisition for revisions as needed. After rejecting a purchase
requisition, you will be asked to type the reason for the rejection
in a pop-up comment box. This will be sent along with the
purchase requisition back to the requester.

Reason :
’ 4

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o~

‘Bﬁlﬂ' OhioBuys agency Fiscal Approver - Approving a Purchase Requisition

Updated: 03/27/2025 03:31 PM Version: 8.0

O Purpose & Profiles

This job aid covers how to approve a purchase requisition as an Agency Fiscal Approver

Profiles: Agency Fiscal Approver

& Used When

Reference this when approving a purchase requisition as an Agency Fiscal Approver

My Pending Validations

OhioBuys =
1. Requisitions requiring Agency Fiscal approval will appear in t « &

My Pending Validations section of your homepage. Click the
Object Hyperlink to open it.

My pending validations See 5 results

Workflow 4 Activity s Object Duedate = History
jiition  Agency Fi REQO000004525 - DPS - Ingenesis Q4 FY23
&a"dm Requisition  Agency Fiscal 552777000 Fiscal Section 3 CDSB - WEHNER
orkflow Approver orene

DOT Fiscal Approvers can only update the Request Description and Comments to Supplier fields on the requisition Header, and
the Controlling Board field on the line items. DOT approvers can also upload additional attachments. DOT approvers cannot
update any other fields on a purchase requisition during the approval process. If additional edits are required, DOT approvers
must reject the purchase requisition back to the Requisitioner with instructions on how to update the purchase requisition.

DOT Purchase Requisitions are only allowed one chartfield line per item. Reject the purchase requisition if users have applied
multiple lines to any items.

For additional detail on DOT chartfields, please refer to Entering Chartfield Information on a DOT Purchase Requisition.



https://ohio.opuseps.com/app/content/tasks/234066?doctype=1&isAdmin=true
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Reviewing the Purchase Requisition Header Information

Review the information in the Header tab. This tab includes key information about the purchase requisition and contains the Budget

Date, which can be edited by an Agency Fiscal Approver. If the purchase requisition should be a Pcard purchase, you must reject it
back to the Requisitioner with instructions to apply their Pcard. If the initial Requester's Pcard should be applied, instruct the
Requisitioner to also reject the purchase with those instructions contained in their comment to the Requester.

Header

Requisition ID

4525 O Commercial Printing Requisition ®
Status
Fiscal Approval

Type Receiving Required?
Standard Purchase No

Requisition Label
DPS - Ingenesis Q4 FY23

Requester

WEHNER RONALD

Organization ® Fiscal Year
DPS732000 Fiscal Section 3 CDSB 2023 - State of Ohio
Business Unit Budget Date*
DPSO01 - Dept of Public Safety 4/12/2023

Scroll to the right of the purchase requisition to review the information in the Ship To and Bill To tabs. These tabs include the
shipping address and the billing address your goods and/or services will be sent to, respectively. Review the information in the
Request Description tab. This tab includes information related to the requisition. Review the information in the Comments to
Supplier tab. This tab includes comments for the supplier.

Ship to

Ship to

005432 DPS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUITE X P005432 DPS INVESTIGATIVE UNIT 6450 W SNOWVILLE RD SUITE X o-
LE

Poo:
BRECKSVILL BRECKSVILL] +

DPS INVESTIGATIVE UNIT
6650 W SNOWVILLE RD SUITEX
44141 BRECKSVILLE

UNITED STATES

Attn
DPS Requester

Request Description

Scroll down on the purchase requisition to review the Purchasing Options section. You can expand on the section by clicking on the
associated header. Use the radio buttons to determine whether or not to encumber the order.

v Purchasing Options

O Single Source O Do Not Encumber O Put PR On Hold?

'®) Sole Source @) Sudden and accidental direct physical damage to property? @

Request DAS to Source

Click the Chart of Account Values header to review all of the chartfield information used in the purchase requisition. Agency Fiscal
Approvers cannot edit the information at this time.

v Chart of Account Values

# Expense account Site ® Percentage Incl. Tax Amount () Department

4525-1 501000 - WORK PERFORMED DPS732000 Fiscal Section 3 CDSB 100.00 1,500.00 DPS$210400 - SEC ASSMT
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Reviewing Line Item and Chartfield Information

Scroll down on the purchase requisition to the Items box to view the line item(s) associated with the purchase requisition.

Items & Services

Add a line
~ 0 Selected

# Ref. Item description Ordered Quantity Unit Price Supplier Total Deliv. date
& A 4525-1 8000 HOURLY STAFFING FEE FOR NON-IT STAF. 1.00 AMT 1,500.000 (INGENESIS INC ) INGENESIS INC 1,500.00 5/12/2023

1 Record(s)

As an Agency Fiscal Approver you will need to review the Supplier Location, Controlling Board Number, Application of a Speed Chart,
or Budget Information. Click the Pencil ( #" )icon next to the line item(s) to review and/or update the information.

Review the Supplier Location field. This field auto-populates with the Supplier's default Supplier Location. If you wish to use another
option, you must click the Use Non-Default Supplier Location slider. In addition, the Controlling Board Number can be edited now.

Select Supplier

Supplier

INGENESIS INC &
Order Supplier ©®

INGENESIS INC &
Supplier Contact

Ingenesis Greg [
Supplier Location ®

CHK
O Use Non-Default Supplier Location

O Dealers Available

Controlling Board Number ®

Scroll down on the line item page to the Pricing header to review the pricing. If you wish to add budget information using Speed
Charts, select Yes under the option to apply a Speed Chart. For more information on applying speed charts, please refer to the

Pricing

1,500.0000 UsD ®

Total Amount

1,500.000

Supplier Quote ID ®
ING123

Do you want to apply a Speed Chart?

QO Yes
O No

Speed Chart can be applied ®

Scroll to the bottom of the line item page and click the Budget Information header.


https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
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v Budget Information

To be allocated

+ Allocation 0000  USD

Duplicate ID Fund Code Account ALl Department
5 12982 GRF-GENERAL  ©~ 501000- WORK ~ © ~ 095206 LAW- o- DPS210400 - SEC
L ] REVENUE PERFORMED EDUCATION ASSMT

Add or update the chartfield information as appropriate. Use the +Allocation to create additional chartfield strings for this line item.
You can update fields in multiple chartfield strings on a line item by clicking the Checkbox () icon to their left and then selecting
Edit Lines. The chartfield information you enter is the same as what was previously entered in OAKS. Chartfield lines can be

duplicated by clicking the Copy ( 1 ) icon or deleted by clicking the Trashcan ( [ )icon.

e How a user allocates their chartfields will depend on the UOM selected for the line item. Users should only enter allocations for
items with a UOM of AMT in the Incl. Tax Amount (USD) field. Items with any UOM that is NOT AMT should be allocated using
the Percentage field.

e You must update the chartfield information for each line item individually.

e When purchasing from an internal Supplier you must fill in the ISTV Xref field. You must update the Account to an ISTV account
code whenever an ISTV Xref is present.

e Account field: Users should click the See All option at the bottom of the dropdown to view only those account codes that are
associated with the item’s commodity code. (Users will see account codes that may not be linked with the commodity code if
they just use the dropdown to select an account code.)

e Beginning with FY24 transactions, populating the Service Location field is mandatory on all purchases. If the budget date on a
purchase requisition is on, or after 7/1/2023, Fiscal Approvers will be required to complete the Service Location field before
they will be able to submit the purchase requisition.

Once you have validated the item, click Save & Close to finalize the selection. In the Items box, the line item information updates to
the line item information you have chosen.
Save & Close

For additional details on adding or updating chartfield information, refer to the following document:

Completing Chartfield Information



https://ohio.opuseps.com/app/content/tasks/133722
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Approve

B T ——

2. Review the purchase requisition. If it is justified, click
Approve button to send the purchase requisition to the next step
the approval workflow.

Note

If the Requester’s purchase requisition is not justified, select the
Reject button. This sends the request back to the Requisitioner
who worked on the requisition for revisions as needed. After
rejecting a purchase requisition, you will be asked to type the
reason for the rejection in a pop-up comment box. This will be
sent along with the purchase requisition back to the Requester.

If COA validation fails, a red Resubmit COA Validation button will
appear at the top of the purchase requisition and the associated
Fiscal Agency Approver will receive both an email notification and
a pending validation. This means that there was an error
validating the chartfield information for this PR. Correct the
chartfield information if necessary, then click Resubmit COA
Validation. The PR will advance to the next step of the workflow.
Please note if a purchase requisition fails COA validation, any
fiscal approver in your agency for whom the purchase requisition
is in scope can edit and resubmit COA validation.

Resubmit COA Validation

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o~

taﬁlb' OhioBuys agency Final Approver - Approving a Purchase Requisition

Updated: 03/27/2025 03:27 PM Version: 8.0

O Purpose & Profiles

This job aid covers how to approve a purchase requisition as an Agency Final Approver

Profiles: Agency Final Approver

& Used When

Reference this when approving a purchase requisition as an Agency Final Approver

My Pending Validations

OhiOBUYS s twcn Gows Sop v Rkmeifon s Aoy i
1. Requisitions requiring Agency Final approval will appear in thg €9 e

My Pending Validations section of your homepage. Click the e

?

Object Hyperlink to open it.

My pending validations

My pending validations See 11 results

Workflow ¢ Activity <  Object Duedate ¢ History
Standard Requisition  Agency Final REQO000004563 - Req. 4/20/2023 (DPS100000
Workflow Approver Directors Office CDSB - Kaizer-Requester Michael)

DOT Agency Final Approvers can only update the Request Description and Comments to Supplier fields on the requisition Header,
and the Controlling Board field on the line items. DOT approvers can also upload additional attachments. DOT approvers cannot
update any other fields on a purchase requisition during the approval process. If additional edits are required, DOT approvers
must reject the purchase requisition back to the Requisitioner with instructions on how to update the purchase requisition.
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Agency Final Approver - Approving a Purchase Requisition

Reviewing the Purchase Requisition Header Information

As the Agency Final Approver, you cannot make any edits to a purchase requisition. Review the information in the Header tab. This
tab includes key information about the purchase requisition.

Header
Requisition ID
O Commercial Printing Requisition ®
Status
P
Type Receiving Required?
Standard Purchase A

Requisition Label
DPS - Ingenesis Q4 FY23
Requester
WEHNER RONALD
Organization ® Fiscal Year

DPS$732000 Fiscal Section 3 CDSB 3 - State of Ohio

Business Unit Budget Date

DPS01 - Dept of Public Safety 4/12/202:

Scroll to the right of the purchase requisition to review the information in the Ship To and Bill To tabs. These tabs include the
shipping address and the billing address your goods and/or services will be sent to, respectively. Review the information in
the Request Description tab. This tab includes information related to the requisition. Review the information in the Comments to

Supplier tab. This tab includes comments for the supplier.

Ship to Bill To
DPS INVESTIGATIVE UNIT DPS INVESTIGATIVE UNIT
6650 W SNOWVILLE RD SUITE X 6650 W SNOWVILLE RD SUITE X
44141 BRECKSVILLE 44141 BRECKSVILLE
Ohio

UNITED STATES UNITED STATES

Attn
DPS Requester

Request Description

6]
Payment for Ingenesis Non-IT Staff Aug for Q4 of FY23

Comments to Supplier

Negotiated quote s attached

Scroll down on the purchase requisition to the Items box to view the line item(s) associated with the purchase requisition. Click
the Pencil ( #* ) icon next to the line item(s) to review the information and click Close when you are done.

> Additional Agency Approvers

> Organization Structure

> Purchasing Options

> Attachments - Internal, Supplier, and Justification®

> Chart of Account Values
Items & Services

Edit Lines

# Ref. Item description Ordered Quantity Unit Price Total Deliv. date Blanket PO ID

& A 45251 8000 HOURLY STAFFING FEE FOR NON-IT STAF. 1.00 AMT 1,500.000 1,500.00 5/12/2023 @



Item

Describe the item
D
6435

Name

HOURLY STAFFING FEE FOR NON-IT STAFF AUGM...

Ordered Qty ®
1.00 AMT

Commodity

80111600 - Temporary personnel services

MBE Set Aside
N

Type
Product

Delivery Date
5/12/2023

Product Code
CSP900917-2

Continuation?

Approve

Creating and Managing Purchase Requisitions in OhioBuys
Agency Final Approver - Approving a Purchase Requisition

Select Supplier

Supplier
INGENESIS INC

S

Item Code Order Supplier ©
30194 INGENESIS INC &

Supplier Contact

Ingenesis Greg

Profile ID Supplier Location ®
CHK

O Use Non-Default Supplier Location

O Dealers Available

Controlling Board Number ®

2. Review the information contained in the purchase requ

If the requisition is justified and the details are satisfactory, click

Approve.

OhioBuys

isition

If the purchase requisition is not justified, or any aspect of the

purchase requisition requires further revisions, click Reject.

This

sends the request back to the Requisitioner who worked on the

requisition for revisions as needed. If you reject a purchase

requisition, you will be asked to type the reason for the rejection
in a pop-up comment box. These comments will be emailed to the

Requester.

Reject

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771

OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov

Creating and Managing Purchase Requisitions in OhioBuys
Reviewing Sourcing Details for a Purchase Requisition

o~

(Zjﬁw' OhioBuys Reyiewing Sourcing Details for a Purchase Requisition

Updated: 03/27/2025 03:55 PM Version: 4.0

© Purpose & Profiles

This job aid covers the process of reviewing the sourcing details associated with a purchase requisition in OhioBuys.
Profiles: All OhioBuys users

& Used When

Reference this when there is a need to review the sourcing information associated with the pricing of an item on a purchase
requisition.

Note

You can access pricing information that was the result of a quick quote or other type of solicitation directly from the requisition.
Please note that the process for accessing, approving or rejecting the purchase requisition remains unchanged.

If the quick quote has been performed incorrectly (e.g., less than three responses, the lowest price was not selected without
adequate justification, etc.) please reject the purchase requisition and instruct the Requisitioner to redo the quick quote.

In order to review a quick quote, you will need to be included on the sourcing project team. If you are unable to access the quick

quote please reach out to the user responsible for the solicitation and ask them to add you to the project team as an SME or
Contributor.

For more information on sourcing project roles, please consult the following document:

Manage Solicitation Team Members and Roles



https://ohio.opuseps.com/app/content/tasks/140242
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Reviewing Sourcing Details for a Purchase Requisition

Sourcing Link on Line Item

s Public Request

1. To access a quick quote associated with a purchase requisitio, 9% o £O
scroll to the bottom of the purchase requisition to review the line : Requiston: REQU000004827 - MWK Mediation Serices 12.13 (Requisioner Approval) Q. s
item details. Click on the Sourcing hyperlink at the bottom right- bl - L= |
hand corner of the page.

- Onder Supplier Adress Line 1 © OndersupplerCity ¢ Name ¢ ContractType & Contract SubType | Sour

998 LD EAGLE SCHOOLRD STE 1215 WAYNE.

Amount 7500 USD
Amount (Total): 7500 USD.

Sourcing

MWK Mediation Services 12.13

Analyze and Award

Procurcment Relesse & Permit  Analytics  Public Request

2. Navigate to the Analyze and Award tab of the solicitation. & @ @

Sourcing project: SRC0000001312 - MWK Mediation Services 12.13 - Setup Project - 8

Sourcing General Information v Progress

v Documents

0 Seected
Quid

T——— cumentation < Last Modiication < Att
DNRIOO110 Diectors taff DNRERA

Setup Project

ansow @
Other Commodities

Project tartDate
1271372028

Setup Team

Market Type

Inquiry

Add Suppliers
Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results
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Scenarios

3. Navigate to the Scenarios header.

Round
Lot : 1 - Round : 1 - MWK Mediation Services 12.13 (Under Evaluation) [x 4
& Proposals &8 Scenarios Award Justification

4 3

Invited Suppliers Total Proposals Submi

Proposals Awarded

4. Click on the Proposals Awarded hyperlink.

Scenario ¢ Status
[} Proposals Awarded @ Solved by User
$ @ BestPrice on EachLine ® [# Draft

Review Responses

5. Scroll down to review Supplier responses. Note that the
response highlighted in green is the lowest cost response. A

green check ( + ) next to a response indicates that proposal was
selected.

Reviewing Sourcing Details for a Purchase Requisition

Supliers  Souring  Comiacls  Shop  Procurement  Release &Permit  Anaytics  Public Request

A 0 O orrsmeo e @

adrin

Sourcing project; 0001312 - MWK Mediation Services 12.13 - Analyze & Award Q. Search - 8

Round
Lot:1-Rour fon Services 12.13 Under Bvaluation] o-

@ Proposals Avard Justitcation

Ivited Suppliers

Supplers 5 OAKSID & Proposal s Status & Documents

ROLKALOUBE —
SALTZER POnE mitied 12/13/2023 31821 PM

ooooteeass [

ASSOCIATES

ol Progosalé .
TECHNOLOGIES 0000067707 Submited 12/15/2023 31703 PM

Supliers Sourcing  Comtmacts  Shop  Procurement  Release GPermit  Anaytics  Publc Request

3

ManualySolved ot

st

1 e BestPriceonEachline © @ Dt 12/13/2023 417 PM

1 e BestOwalBd © @ ot 12/18/2023 417 PM

i e Betsor © @ ot 12/13/2023 217 PM

fracts  Shop  Procurcment  Relesse & Pt Amlytics  Public Request

A 0° @ owrocurementapprov..T.

C0000001312 - MWK Mediation Services 12.13 - Analyze & Award O Sexch -

wso) REWORK

BT N U |ty | R Uk | gt | Q| K
pedn g ASEWORGUC gy 1 w000 )
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Alternatively, if you would like to review the contents of a proposal individually, you can open it on the Proposals section of the
Analyze and Award tab by clicking on the Proposal hyperlink.

&8 Scenarios Award Justification

Invited Suppliers Total Proposals Submitted Supplier(s) Who Haven't Logged In Yet
= 0 Selected Y
" Proposal n .
Suppliers OAKS ID Proposal Status ¢ Documents Progress Submitted (UTC-5) Agencies Debarred By
ROLKA LOUBE Proposal #
SALTZER 0000186431 TD S Submitted 100% 12/13/2023 3:18:21 PM
ASSOCIATES =
R ks 0000067707 | 20P25LE | qpmittea 100%  12/13/2023 3:17:03 PM
ASSETWORKS LLC 0000164503 %DOS‘“ 1 submitted 100%  12/13/2023 3:16:27 PM

3 Record(s)

Once the response opens, navigate to the Item tab.

On this tab, users can review that supplier's detailed proposal, or download the proposal in Excel format.

Download in Excel 2007-2010 format (xlIsx)
'] Download in Excel 97-2003 format (xIs)

Currency Total
usD Total per currency
USD 78.750

Keywords

Show unanswered items only m Reset

Response
0 Selected
Code Type Label Qty Unit Unit price Amount Deliv. date Deliv. date Supplier Attachments
1 Required  Mediation AMT 7875 7875 1/1/2024 12/29/2023

1 Record(s)
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Award Justification Section

6. To review the explanation for the award, return to the Analyz G — & LG
and Award tab and navigate to the Award Justification section.

Pubic Recores Requests

Sourcing project: SRC0000001; K Mediation Services 12.13 - Analyze & Award Q. Search

Round

Lot 1-Round.: 1- MWK Mediat

der Evaluation) o-

i

4
Round

Ivited Suppliers

swples ¢ OASID & Proposal
Lot: 1 - Round : 1 - MWK Mediation Services 12.13 (Under Evaluation) [x 4

ROLKALOUBE
SALTZER

5 Stws + Documents fi e

coonseazs P e

CAREWORKS

Progosalé §
TECHNOLOGIES 0000067707 Submited 100% 1211312023

0% 1271072028

& Proposals &8 Scenarios Award Justification

4 3

Invited Suppliers Total Proposals Submi

Award Justification and Explanation

7. The Award Justification and Award Explanation fields are 4 &0 ©
displayed.

Sourcing project: SRC0000001312 - MWK Mediation Services 12.13 - Analyze & Award

R
WK Medltion Sevices 12.13 (Under Evaluation) o-
@ Scenarios  Award Justifcation

[Fovard Justincation

Q search - 8

‘Award Bxplanation

& Proposals &8 Scenarios  Award Justification

Award Justification*

Award Explanation*

Lowest Responsive & Responsible @ ~ Selected lowest responsive and responsible bidder.

Note

For more information on Quick Quotes, please refer to the Creating and Awarding Quick Quotes book in Opus.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


https://ohio.opuseps.com/app/content/books/3727?isMaster=true
mailto:OBM.ContactCenter@obm.ohio.gov
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Multiple Agency Approvers

Some agencies have chosen to implement multiple agency approvers at certain steps of the PR approval workflow. For example, an
agency can choose to assign multiple users to an Agency Fiscal Approver rule (e.g., order 10), and with these multiple approvals
enabled, all users will need to approve a PR before it advances to the next level (i.e., order 20) of that Agency Fiscal Approval rule.

When does a step require multiple approvals?

The simplest way to determine whether or not multiple approvers will be required at a step is to navigate to the Workflow tab of the
PR and locate the current position in the workflow. As a reminder, the current step of the workflow is highlighted in Orange while
completed workflow steps are highlighted in Green.

Steps where multiple approvers will be required will have the suffix “(all)” at the end of the step name. In the example below, we can
see that the Agency Procurement Approver step includes the suffix, while the Agency Fiscal Approver step does not.

Purchase Requisition
Procurement Agency Fiscal
Engine Control Approver
Term
Controlling Board
Last Procurement Record Agency Requisite
Workflow Rule? Procurement Commodity?

Requisite Program

Requisite
Requisite Logic? Program

Release & Permit

Requisite All Waiver

Control Granted? !
Approval

Electronic Signature

In this case, multiple users were required to approve the PR at the Agency Procurement Approver step, however only one of the
possible Agency Fiscal Approvers will need to approve the PR to advance in the workflow. Users can also confirm whether multiple
approvals will be required by navigating to the Approval History table at the bottom of the Workflow tab. Like the workflow, steps
with the suffix “(all)” will require every assigned approver to approve, whereas steps without the suffix require just one approval. For
more information on your agency's approval workflow, please consult with your Agency Admin.

Approval history

Activity Name Delegate to Created 0n (UTC-4)  Validated on (UTC-4) State Due date (UTC-4)

Managing Purchase Requisitions

Topics
* Forwarding a Purchase Requisition
* Duplicating a Purchase
® Cancelling a Purchase
¢ Sending a Purchase Requisition Document for Signature Using OneSpan Sign
¢ Using the Notification Bell and Messaging in OhioBuys
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Forwarding a Purchase Requisition

o °
@ﬁlﬂ' OhioBuys rorwarding a Purchase Requisition
e

Updated: 03/27/2025 03:58 PM Version: 7.0

O Purpose & Profiles

This job aid covers forwarding a purchase requisition.

Profiles: Requester, Requisitioner, Agency Procurement Approver, Agency Fiscal Approver, Agency Final Approver, Agency Admin

& Used When

Reference this when you need to forward a purchase requisition to another user.

Forward a Purchase Requsition

el Awrowh g ReleseS Pl Aiics  Publc Regust Adsrin

1. After opening the purchase requisition you would like to & TQink - O

forward, click the Forward button.

< 9w Reqisiti 0004453 - Req. 3/30/2022 (Requisitioner Approval) Q sexen ®wERE O

R [ e prre T T

Ship to

stipto”
004005 ADI ADIUTANT GENERALS DEPART Stte Finsnce Off

v e
AI ADIUTANT GENERALS DEPART
a State: Fi
Recuisiton Label
m —
IS

{agellvising texs]Updats texlAdmn setings)Page sectngsIHLPIDIS] 044

Notes

o All purchase requisition approver steps can be forwarded.

e It can only be forwarded to users assigned the Additional
Approver role.

e The Additional Approver role is additive. If you need to
forward something to a user in your organization and they
have not been assigned this role, please consult with your
Agency Admin.
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Forward activity Pop-Out Window

2. The Forward activity pop-out window will appear. Select the RIS

user that you would like to forward the approval to from the drop
down menu.

< D

DSTANT GENERALS DEPART s

-
(=}
]
L]

ENERALS DEPART
AR
s

Please select the user who should validate *

Systems Epilogue

See All

Click Save & Close to confirm the purchase requisition is
forwarded.

Save & Close

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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Duplicating a Purchase

o °
C@m OhioBuys pyplicating a Purchase
e

Updated: 03/27/2025 04:01 PM Version: 7.0

O Purpose & Profiles

This job aid covers duplicating a purchase requisition.

Profiles: Requesters, Requisitioners

& Used When

Reference this when you need to duplicate a purchase requisition.

To duplicate a purchase requisition, users must first locate and open the original purchase requisition. Navigate to the Browse
Requisitions page and search for the purchase you would like to duplicate, then click on the Pencil ( &' )icon to open it.

Duplicating a Purchase Requisition

o ) . OhioBuUYS  swoier s Coums Swp oo RGPt A PRt A 00O restorernct- @
1. Once the purchase requisition details appear, click the Requsion: REQO000004514 - Modiaion Services 4/5/2023 (Draf) a s » 8

Other Actions button. : =3

PO0432 0PS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUITE X
BRECKSILE

Select Duplicate from the drop-down menu. B - . S
Other Actions ~ : L
Duplicate Py ——

07501 - Dept o Puic oty - ®
Mediaion Senvces or DPS n Moy 2023,

Cancel requisition

Export Iltems

Import ltems

Click OK to confirm.

envus03.ivalua.app says

Duplicate?

cancel



Duplicated Purchase Requisition

2. The duplicated purchase requisition has been created and wi
have a default label of "Copy of...".

Note

All valid information in the original purchase requisition will be

carried into a new draft purchase requisition, with the following
exceptions - attachments, Supplier-facing comments, and Pcard
details. The new purchase requisition can then be modified and

submitted as needed.

Requisition: REQD000004518 - Copy of Medi

Creating and Managing Purchase Requisitions in OhioBuys

Duplicating a Purchase

& 28O

Q search

e = ‘Subrmit for Approval << Back o Catalog Create
Reaqu

Shipto

Stipto®

PO03432 0PS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUITE X
DRECKSVILLE

DPS INVESTIGATIVE UNIT
4650 W SNOWMILLE RDSUITE X
44301 BRECKSVILLE

onio
UNITED STATES

A

Request Description

)
Meaton Sevces for DPS n Moy 2023,

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771

OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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o °
(EM OhioBuys cancelling a Purchase
e

Updated: 03/27/2025 04:07 PM Version: 7.0

© Purpose & Profiles

This job aid covers canceling a purchase requisitions.

Profiles: Requesters, Requisitioners

& Used When

Reference this when you need to cancel a purchase requisition.
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Cancelling a Purchase

Open the Purchase Requisition

L ) OhioBuys T N
1. To cancel a purchase requisition, users must first locate and <D & Feuisitoner = o s

open the original purchase requisition. Navigate to the
Browse Requisitions page from the Procurement drop-down men

Welcome!

T ssectad content contan o o<t

® lo

My pending validations

Procurement Release & Permit

z
Ery
25

ki

I
HO)

{

Browse Requisitions

Create Requisition

Browse Quick Quotes
Browse Orders
Browse Stock Orders
Browse Receipts
Create Receipt
Browse Allocation Templates
Create
Browse Request To Purchase

Create Request To Purchase

The Browse Requisition page is displayed. From this page, you can
search for purchase requisitions in your scope. Click the Pencil (
# )icon next to the purchase requisitions you would like to

cancel.
Requisition# < Name % Organization ¢ Requester ¢ Req.Amount®  PRStatus PR Creation Date &
DPS100000 aizer-
# A REQO000004514 Mediation Services 4/5/2023 Directors Office quuester 750.00 USD Draft 4/6/2023

cDsB Michael



Cancel the Purchase Requisition
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2. Once the purchase requisition details appear, click the
Other Actions button.

Select the Cancel requisition from the drop- down menu.

Duplicate
i Cancel requisition
Export Items

Import Items

Click OK to confirm.

envus03.ivalua.app says

Confirm the cancellation of the requisition?

Cancel

L

OhioBuys s S [ — A 0 O reastoeacte @

< D % Requisition: REQD000004514 - Mediation Services 4/5/2023 (Draft) Q search - e

A -Castion

Header

Requision 1D
Conmerci PiningReusion
o e ® St

PO03432 0PS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUITE X
DRECKSVILLE

Stows

DPS INVESTIGTIVE UNIT
4650 W SNOWMILLE RDSUITE X
44301 BRECKSVILLE

otio
UNITED STATES

A

Request Description

)
Meaton Sevces for DPS in Moy 2023,

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771

OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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<Bl ; . | OhioBuys Sending a Requisition Document for Signature Using
s OneSpan Sign

Updated: 03/27/2025 04:11 PM Version: 3.0

O Purpose & Profiles

This job aid covers the process of submitting a document attached to a purchase requisition for signature using OneSpan sign.

Profiles: Requesters, Requisitioners

& Used When

Reference this when you need to obtain a signature on a document attached to a purchase requisition and you would like to do so
electronically.

Note

Before attaching a document to a requisition and routing for electronic signature, agencies should consider whether it's more
appropriate to create an agency-administered contract in OhioBuys and route associated documents for signatures (e.g., setting up
a Memorandum of Understanding with another agency).
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Electronic Signature

wrs Soucim Conads Shop  Procurement Release SPemit Avablics bl e Adnin A 00 O Hoen

1. Within the purchase requisition that requires a document

Requisition: REQ0000190392 - Req. 3/15/2024 (Draft)

signature, navigate to the Electronic Signature tab.

A - Cauton: Missing ordersupplierforline tem(s).

Ship To

() Commercal Prntng Reaisition © S

Receiing Required?

o- N

onio
UNITED STATES

Purchase Requisition

Request Description

Term

Controlling Board
Orders

IT Review
Workflow
Delivery
Requisite Program
Invoice

Release & Permit

Electronic Signature

Create Signature Transaction

T S — e St A PblicReest Admin A L Q wemen

2. Click Create a new Signature Transaction. Requiiion: REQUO0D190392 - Rea, 3/15/2024 (Draft)

SubmitforApproval |  <<BacktoCatalog | Reset Alocations

+ Create a new Signature Transaction
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Add Documents

k72 wplers  Saurdny  Conrats Shop  Procuement  Release S Permit Anaiics  Publc Reuest Adin A L@ Hoer
3. In the Documents section of the page, click + Add documents < D % Requisiion:REQD00D190392 - Req. 3/15/2024 (Draft

Signature transaction =R 3

+ Add documents
Order File  Size(inbytes) ~Sourcefile®  ToBeSigned File tosign

o Record)

Options

Attach New or Existing Documents

4. On the Add Documents page, users can either Sanetr st -
Attach existing documents by selecting them from the drop-down .
menu, or Attach new documents by using the Click or Drag to add

files button. Fp— s

© & Clickor Drag to add fles

Attach existing documents Attach new documents

- ® & Click or Drag to add files

Save & Close

5. After uploading or selecting the documents to be signed, click o S i
- =2
Save & Close. . Add documents
L

© & Clckor Drag to add fles

Attach

@ Contract Documentdocx @ ®

B Save & Close

Created on 3/15/2024 5:24:56 PM (UTC-4) by 10000047

Launch Signature Process

Suplies  Sourcing  Contracts  Shop  Procurement  Release SPermit  Anaytics  Public Request Ads

6. Click Launch Signature Process. You will then be routed to o gy trnszcton

OneSpan to complete the signature transaction. i » Generalnformaton
WM Documents

e Launch Signature Process

cument pdt 58502 & &

°

Tracking

Created on 3/15/2024 3:24:5 PM (UTC-41 by 10000047
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For additional details on setting up a signature in OneSpan, please refer to the following document beginning on step 4.

Send a Contract for Signature Using OneSpan Sign.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.


https://ohio.opuseps.com/app/content/tasks/141493
mailto:OBM.ContactCenter@obm.ohio.gov
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(4 °
(Bﬁw OhioBuys (jsing the Notification Bell and Messaging in OhioBuys

Updated: 03/27/2025 04:15 PM Version: 8.0

© Purpose & Profiles

This job aid covers how to use the Message Center in OhioBuys

Profiles: All OhioBuys users

& Used When

Reference this when reviewing notifications or sending messages in OhioBuys

The Notification Bell

g; O wikek. - @

(O Messages m

Pending validations

)

©  Scheduled Tasks

The Notification Bell in OhioBuys contains an end user's messages, pending validations, and scheduled tasks. Click the bell ( D; )
icon in the upper right hand corner of any screen in OhioBuys to access the notification bell.

Messages

Select the Messages pane to access the message center. Here users can send and receive messages with both internal users and
Suppliers directly within OhioBuys.

Pending validations ® 9+

Select the Pending Validations pane to access any assigned actions, such as approving a purchase requisition.

© Scheduled Tasks

Select the Scheduled Tasks pane to access any scheduled tasks assigned to you for any Sourcing Projects, Supplier Improvement
Plans, or Requirements for a solicitation.
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Messaging in OhioBuys can be used to communicate with both State employees and suppliers across a variety of different objects
(e.g., purchase requisitions, purchase orders, RTPs, etc.) in OhioBuys. For a message recipient to view the object associated with the
message, they will need the appropriate organizational scope and/or profile(s) to access that object.

Objects that allow messages to be sent include:

e Purchase Requisitions

e Purchase Orders*

e Requests to Purchase

* Receipts*

e Exceptions

¢ Performance Evaluation Questionnaires (i.e., Determination & Recommendation (D&R) questionnaires)

*Denotes an object where messages can be sent to Suppliers

Accessing the Message Center

1. From the Main Menu Navigation bar, click the Notification Bell
icon.

My Recent Actvity for Purchases

o

Note

If users have new messages, the Notification Bell will have a black
message indicator icon ( % ).

Messages

OhioBuys
2. Select Messages from the drop-down menu.

< % tion Homepage

My pending valdations

If users have new messages and/or remaining actions assigned to
themselves, the Messages tab will have a grey message indicator
icon and/or a red remaining actions icon.

Grey Message Indicator icon

My Recant Actvity for Purchases

Remaining Actions Assigned to User icon
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OhioBuys Message Center

3. The Message Center is displayed. Click a message thread with
remaining action for the user in the Conversations Panel to open i
in the Message Display Panel.

The Conversations Panel lists all conversations associated wit
the user unless filters are applied. The Message Display Panel wi : : ..
show the details of a message and available actions once one

selected. Message threads include the content of what users ar
sending to one another and will also include icons depending o
any unread messages or action(s) required.

Remaining Actions Assigned to Others icon

Conversation type Supplier Conversation filter

Users can filter their conversation history by:

1. Conversation Type - what kind of object the message is associated with
2. Supplier - the supplier associated with the object (if applicable)
3. Conversation Filter - allows users to filter and sort through conversations

Add a Reply

OhioBuys
4. Click Add a reply.

Note

When responding to a message where you have been tagged,
users can click Add a reply underneath the message to respond
directly to the requested action.
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Response

OhioBuys -

5. Type your response.

Users will type their response in the Add a Message... box. Users
have the option to notify others using the @ icon, or by typing "@
and the intended recipient's name within the body of their
message. Users can also upload attachments by clicking

the Attachment icon. Once a user has completed their response,
they can send it by clicking the Send icon (or by typing Shift +
Enter on their keyboard).

@ icon

@

Attachment icon

¢

Send icon

4

Note

When using the @ icon to notify a user, OhioBuys will display a list of options that will filter down as you type. Begin typing in the
user's name (first name, then last name) that you would like to notify, then select it from the list that appears. If multiple users
share the same name, it may be easier to add the intended user as a subscriber under the More Actions button as described
below.

Notified users will receive both an email notification, and a message notification on the Notification Bell in OhioBuys.
Note that other users will not receive a notification if they are not tagged in a message using @.

When responding to a message where you have been tagged, users can also click Add a reply underneath the message.

Mark Action as Done

OhioBuys ‘

6. Click the Checkbox icon to mark your assigned action
complete.

Checkbox icon

Note

Only users who have been notified will have the ability to mark an
action as done.
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Send

7. Click the Send icon.
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Additional Messaging Features

Users can also hover their mouse over a specific message and click the Reply icon to reply specifically to one message in a

thread. By hovering their mouse over an individual message in the thread users will see the a More Actions icon. If the message
was sent by another user, users can choose to reply to it directly. If the message is the user's own, the user can either edit or delete
the message.

Reply icon

More Actions icon

The Message Action icons in the top right corner of the message thread allows users to manage a message thread. The Link icon
will open the object (e.g., Purchase Order, Receipt) associated with the message in a new tab. The Archive icon will archive a
message thread. The More Actions icon provides additional options for the message thread, including the option to search within
the thread and the option to see attachments uploaded in the thread.

Link icon

&

Archive icon

Note
The More Actions ( ¢ ) button provides additional options for the message thread, including the option to search within the
thread, the option to see attachments uploaded in the thread, the option to see who is subscribed to a thread, the option to
subscribe or unsubscribe yourself from the thread, the option to add additional subscribers, and a variety of filters that can be
applied to search within the thread.

To add additional subscribers, you must first click Subscribe to this conversation. Then after subscribing, click Subscribers and then
select Add Internal Users. Once a user is added as a subscriber to a conversation, they will have access to the message history.

e+ Add internal users

By hovering their mouse over an individual message in the thread, users will see an additional More Actions item. If the message
was sent by another user, users can choose to reply to it directly. If the message is the user’s own, the user can either edit or delete
the message.

Messaging From Objects

In addition to managing messages via the Message Center, users can view and send messages directly from objects in OhioBuys:

Internal conversation thread .
HEN
Bob JONES

Hey team! Great to hear from
you both. Can someone
please update the delivery
date on this PO?

Me

Yes | can do this now.

Bob JONES

+ Done by me

Thank you so much

@Jordan LANDSBERG, please
let me know when you are
done.

Assigned to Jordan LANDSBERG

Me

I've finished.

4 Add areply



Creating and Managing Purchase Requisitions in OhioBuys
Using the Notification Bell and Messaging in OhioBuys

If Messaging is available on an object, the Conversation Thread icon will be visible on the right side of the screen. The Conversation
Thread has the same features and functionalities as the Message Center and can be used for convenience.

Conversation Thread icon

@

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-877-644-6771
OR OBM.ContactCenter@obm.ohio.gov.
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