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Online Purchasing and Reimbursement requests 
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Navigation for Purchasing and Reimbursement 

How to Login if you have a CalNet ID 
 
If you have a CalNet ID, go to the news.php page for your organization e.g. 
http://epmb.berkeley.edu/news/news.php for Plant and Microbial Biology 
http://ecnr.berkeley.edu/news/news.php for ARE, NST, ESPM 
http://resaccess.berkeley.edu/news/news.php  for RES 
http://ourunit-ischool.berkeley.edu/news/news.php   for School of Information 
https://www.erso.berkeley.edu/news/news.php  for College of Engineering 
http://eneuro.berkeley.edu/news/news.php for HWNI (non-purchasing) 
http://bnni-intranet.berkeley.edu/news/news.php for BNNI (non-purchasing) 
http://csac.berkeley.edu/news/news.php for CSAC, Chancellor’s Office, Vice Provosts, Cal 
Performances 
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http://ls-ourunit.berkeley.edu/news/news.php  for College of Letters & Science departments 
http://eiurd.berkeley.edu/news/news.php for IURD 
http://sphinx.berkeley.edu/news/news.php  for School of Public Health 
http://opt-brs.berkeley.edu/news/news.php for Optometry 
http://gseou.berkeley.edu/news/news.php for Graduate School of Education 
http://gsppsearch.berkeley.edu/news/news.php for Goldman School of Public Policy 
http://eebi.berkeley.edu/news/news.php for Energy Biosciences Institute (non-purchasing) 
http://ourunit-ced.berkeley.edu/news/news.php for College of Environmental Design 
http://chem-dept.berkeley.edu/news/news.php for College of Chemistry 
 
and select Login. These links should take you to the CalNet AWS server. Enter your CalNet ID 
and password, and select Authenticate. 
 
If the name in the campus directory https://calnet.berkeley.edu/directory/ 
does not match your name on the intranet, please either revise your campus directory entry or get 
help from your HR staff to update the server. 
 
Our Unit supports the campus single sign-on protocol. This means that if you Login and CalNet 
authenticate, do your work, Logoff, and then within 10 hours Login again to the same browser 
window, you will not have to re-authenticate. Please keep such an authenticated browser window 
secure. 

 
How to Login if you do not have a CalNet ID 
 
Form the alternate URL you must use by locating the URL for your sponsoring organization in 
the box above and 
  
1. Change that URL to https  
2. Replace news/news.php with noCalID.php.  
 
For example, for RES the URL would get changed from 
http://resaccess.berkeley.edu/news/news.php 
to 
https://resaccess.berkeley.edu/noCalID.php 
 
For the College of Natural Resources, (ESPM, ARE, or NST users), the non-CalNet login is 
http://ecnr.berkeley.edu/noCalID.php since eCNR does not offer SSL for Our Unit. 
 
On that URL enter your full name, and current password. If you wish to get taken to a change 
password screen after clicking Validate Password1, select the radio button Yes beforehand. 

                                                 
1 Buttons get shown in bold in this Guide. Links get underlined.  
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How to navigate to Purchasing and Reimbursement 
 
After Login or Validate Password, you should see more links in the navigation bar.  
 
To begin working with Purchasing or online reimbursement requests, select the link for 
Purchasing. 

How to exit 
 
When you’re done with your work e.g. queuing a request, please click Logoff. CalNet users may 
keep working in the same browser window so that if they need to return within 10 hours, they do 
not have to re-authenticate after clicking Login.  
 

Unit head – how to prepare for online Purchasing 
 
If you are a unit head or delegate e.g. a principal investigator or lab manager, go to the Our Unit 
link in the blue nav bar. Then click View or edit information about this unit 
 
To verify your unit’s ordering information 
 
After selecting the link above, make sure your unit’s physical address and phone number read 
correctly so that the Purchasing team will know where to see packages delivered, and the unit 
directory  will correctly list your unit location.   If you have an RUA, enter it.  If you wish to 
identify someone who may review your financial reports and update your faculty page, enter that 
person’s name as the delegate on this page. You may have only one delegate, but may change it 
whenever you prefer. Then, click Save information.  
 
In the example below, Ruxin Liu has been entered as the delegate.  
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To assign nicknames to chartstrings used for Purchasing 
From the Our Unit page, click View or edit nicknames for chartstrings for this unit  below your 
Unit name. 
 
You should see a list of the chartstrings set up for your use. If you want to use a chartstring not 
yet on the list, ask your Accounting group to add it for you. 
 
By default, this page only shows chartstrings for awards that have not yet passed their end date, 
or that do not have an end date. You may click a link just above the list of chartstrings, to view 
the chartstrings set up for your use on this system. 
 
You may enter a nickname of up to 50 characters for each chartstring. Please use only A-z, 0-9 
as characters in the nicknames. When done, click Save nickname information.  
 
In the example below, chartstring 94021-13619-4--ME1SJ was given nickname ‘Novartis-Plant’. 

 
 
 
The nicknames you set up will display just before the chartstring for purchasing or 
reimbursement requests, as seen next to the Chartstring: label in the purchasing example below. 
 

 
 

To set up the ordering password for your unit 
The unit head must follow the directions about How to navigate to Purchasing and 
Reimbursement above. Your accounting organization will also need to have set up the Unit and 
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awards information for the unit first.  
 
On the Purchasing page, look just below the heading 
Access purchasing & reimbursement functions for a unit for which you have ordering password 
 
The unit head should click the Update ordering password link. This link only displays for the 
unit head. When first setting up your ordering password, leave the current password field empty. 
Enter your new password of up to eight characters twice and select Update password.  
 

 
 
The system will return you to the Purchasing page where you may enter your new password and 
click validate Password.  Read the section Purchasing and Reimbursement for unit heads and 
delegates below for information about features available to the unit head or a person to whom 
the unit head chooses to give purchasing approval authority by sharing the ordering password. 
 
 

How to enter a Purchasing or Reimbursement request – non-unit head  
 
Before you may enter requests for supplies or reimbursement, either 
 
1. Staff must have loaded information about you into the intranet and entered an appointment 

with a chartstring that ends in a flexfield assigned to a unit head supported on your server. 
2. Or, if you do not have a payroll chartstring ending in the unit head’s flexfield, the unit head 

may create an unpaid association between you and the unit by following the directions given 
on the Purchasing page in View instructions for adding a new person allowed to do 
purchasing  
 

To enter a request, sign into the intranet as described at the beginning of this Guide. Select 
Purchasing Reimbursement on the navigation bar. This should bring you to a page similar to 
the one below, but with your unit head’s names in the pulldown: 
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Under the heading Queue a purchase or reimbursement request for review & approval 
select the name of the unit head that you would like to pay for the request. Click the appropriate 
button: 
• Enter supply request  
• Request reimbursement for supply purchase 
• Request reimbursement for entertainment expense 
• Request reimbursement for travel expense. 
 
If you’re requesting reimbursement for expenses from an organization head or Department 
chartstring, select the name of the administrative head of that organization   
 
How to enter a Supply request 
 
For a supply request, the system should display something similar to: (with your selected Unit 
name, phone, address and unit head name pre-filled in the approval section instead). Please read 
and follow the directions on the page. 
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If you do not see the vendor in the list, put the vendor name in the Comments section.  
 
Enter for each item of your request: 
 

• quantity (Qty) 
• unit of measure (UOM) 
• catalog number (Catalog#) if known 
• an item description  
• the estimated price for one such item (Est. Unit Price), without a $ sign. Avoid entering 

commas in the price field as this will truncate the price after the comma. 
 
You must supply either a catalog number or a description, or both, for each item. 
 
Select the Calculate totals button to see how much the request adds up to with tax. You may use 
the Tax? pulldown for an item to change its tax status, which will get shown after you select 
Calculate totals again.  
 
If you need to remove a line, select the Delete line? pulldown, change it to Y, and select 
Calculate totals. You do not have to remove unused lines, as the system will ignore them when 
you click Queue Request for Review. 
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The Add another line button will estimate your totals, and add a new line. 
 
The Cancel Order button will tag the request as cancelled in the database. 
 
Clicking the Show line numbers button will display a small line number to the left of each line. 
Clicking Hide line numbers removes them from the page. 
 

 
 
 
When you have entered the desired lines, click Queue Request for Review. The system will 
review your request for errors. If it finds none, it will save the request. If it finds errors, it will list 
error messages to give you a chance to fix them. Please make sure you click Queue Request for 
Review after making changes, as your request does not get saved otherwise. 
 
If you want to save your request so you may return to it and make more changes, you may click 
Save request but don’t Queue for review. You will need to use the link on the Purchasing 
page, Locate your requests not yet queued for review or approved to see a list of requests you 
may view to edit or Cancel. 
 
In either case, if you need to upload a PDF documenting your request, you may check Yes next 
to I would like to upload material related to this request after Saving or Queuing it: 
 
You should next see a page that lets you select and upload one or more PDFs. Please use only a-
z, 0-9 in your filenames, and keep them short – less than 25 characters. 
 

 
 
Once you have queued your request, anyone in your unit with the ordering password may use it 
and click Find requests that need review and chartstrings, and add the chartstring to approve the 
request for you.  

 
How to enter a Supply purchase reimbursement request 
To get reimbursed for supplies you bought, you should click Request reimbursement for 
supply purchase on the Purchasing page. You should then see a page similar to the example 
below, with the unit name you selected instead, and its phone, address and unit head name pre-
filled. Please read and follow the directions on the page. 
 
If you do not see the name of the person to get reimbursed in the Reimburse: pulldown, put the 
person’s name in the Comments section. If present in the pulldown, select the name of the person 
to reimburse. 
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Enter for each item of the request: 
 

• quantity (Qty) 
• unit of measure (UOM) 
• catalog number (Catalog#) if known 
• an item description  
• the actual price paid for one such item (Unit Price), without a $ sign or commas. 

 
You must supply either a catalog number or a description, or both, for each item. 
 
Click the Calculate totals button to see how much the request adds up to with tax. You may use 
the Tax? pull down for an item to change its tax status, which will get shown after you select 
Calculate totals again.  
 
If you need to remove a line, select the Delete line? pull down, change it to Y, and click 
Calculate totals. You do not have to remove unused lines (a line without catalog number, 
description, and estimated price), as the system will ignore them when you click Queue Request 
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for Review. 
 
The Add another line button will estimate your totals, and add a new line. 
 
The Cancel button will tag the request as cancelled in the database. 
 
Clicking the Show line numbers button will display a small line number to the left of each line. 
Clicking Hide line numbers removes them from the page. 
 

 
 
 
When you have entered the desired lines, select Queue Request for Review. The system will 
review your request for errors. If it finds none, it will save the request. If it finds errors, it will list 
error messages to give you a chance to fix them. Please make sure you click Queue Request for 
Review or Save after making changes, as your request does not get saved otherwise. 
 
If you want to save your request so you may return to it and make more changes, you may click 
Save request but don’t Queue for review. You will need to use the link on the Purchasing 
page, Locate your requests not yet queued for review or approved to see a list of requests you 
may view to edit or Cancel. 
 
In either case, if you need to upload a PDF documenting your request, you may check Yes next 
to I would like to upload material related to this request after Saving or Queuing it: 
 
You should next see a page that lets you select and upload one or more PDFs. Please use only a-
z, 0-9 in your filenames, and keep them short – less than 25 characters. 
 

 
 
Once you have queued your request, anyone in your unit with the ordering password may use it 
and click Find requests that need review and chartstrings, and add the chartstring to approve the 
request for you. 
 
 
How to request Entertainment and Travel reimbursement 
 
On the Purchasing page, select the name of the unit head you would like to pay for the request, 
and click the appropriate button, either: 
Request reimbursement for entertainment expense or 
Request reimbursement for travel expense. 
 
 If you have no guest list , and need to pay a bill directly to a hotel or restaurant instead of to a 
traveler or host, click Request reimbursement for supply expense instead. 
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The Purchasing Unit selection page contains a link that summarizes the most current instructions 
for these, and those pages also contain the most current instructions.  
 
Please fix any errors for which you receive messages, because errors keep your request 
from getting saved.   
 
A unit head may make these reimbursement requests and assign a chartstring in one step, once 
logged in with the ordering password. If you are a unit head or have the ordering password for a 
unit head, please read directions for these tasks in the section below called “Purchasing and 
Reimbursement for unit heads and delegates”. 
 
If you’re not a unit head and do not have the ordering password, follow see the examples below. 
 

Entering an Entertainment reimbursement request 
 
PLEASE read and follow the directions on the online form page.   
 
Enter the date of the event in format yyyy-mm-dd. Enter name of the Host of the event.  Select as 
the Vendor the name to reimburse. Select the kind of event, and enter its location. Briefly 
describe the event and its purpose. Enter the Guest list. If appropriate, select from the pulldowns 
that identify special circumstances.  
 
Enter one line per expense, and the unit price without $ or commas in the price. If an expense 
had sales tax, change the Tax? pulldown to Y and click Calculate totals..  
 
You may remove a line by selecting the pulldown Y under the corresponding Delete line? and 
clicking Calculate totals. The Add another line button will estimate your totals, and add a new 
line. The Cancel request button will tag the request as cancelled in the database. 
 
When you have entered the desired lines, and clicked Calculate totals with no resulting errors, 
select Queue Request for Review. The system will again review your request for errors. If it 
finds none, it will save the request. If it finds errors, it will list error messages to give you a 
chance to fix them. Please make sure you click Queue Request for Review or Save after 
making changes, as your request does not get saved otherwise. 
 
If you want to save your request so you may return to it and make more changes, you may click 
Save request but don’t Queue for review. You will need to use the link on the Purchasing 
page, Locate your requests not yet queued for review or approved to see a list of requests you 
may view to edit or Cancel. 
 
In either case, if you need to upload a PDF documenting your request, you may check Yes next 
to I would like to upload material related to this request after Saving or Queuing it: 
 
You should next see a page that lets you select and upload one or more PDFs. Please use only a-
z, 0-9 in your filenames, and keep them short – less than 25 characters. 
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Once you have queued your request, anyone in your unit with the ordering password may use it 
and click Find requests that need review and chartstrings, and add the chartstring to approve the 
request for you.  
 
Note example form below. 
 

 

 

Entering a Travel reimbursement request 
 
PLEASE read and follow the directions on the online form page.   
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Enter your home city, and select the dates and times of departure and return.  Select the name of 
the person to Reimburse. Briefly describe the trip and its purpose. Enter the trip starting location 
and destination. If appropriate, select from the pulldowns that identify certain situations e.g. car 
license plate if used.  
 
Enter one line per expense, and the unit price without $ or commas in the price. If an expense 
had sales tax, change the Add tax? pulldown to Y and click Calculate totals..  
 
You may remove a line by selecting the pulldown Y under the corresponding Delete line? and 
clicking Calculate totals. The Add another line button will estimate your totals, and add a new 
line. The Add 5 lines button will estimate your totals, and add five new lines . The Cancel 
request button will tag the request as cancelled in the database. 
 
When you have entered the desired lines, and clicked Calculate totals with no resulting errors, 
select Queue Request for Review. The system will again review your request for errors. If it 
finds none, it will save the request. If it finds errors, it will list error messages to give you a 
chance to fix them. Please make sure you click Queue Request for Review or Save after 
making changes, as your request does not get saved otherwise. 
 
If you want to save your request so you may return to it and make more changes, you may click 
Save request but don’t Queue for review. You will need to use the link on the Purchasing 
page, Locate your requests not yet queued for review or approved to see a list of requests you 
may view to edit or Cancel. 
 
In either case, if you need to upload a PDF documenting your request, you may check Yes next 
to I would like to upload material related to this request after Saving or Queuing it: 
 
You should next see a page that lets you select and upload one or more PDFs. Please use only a-
z, 0-9 in your filenames, and keep them short – less than 25 characters. 
 

 
 
Once you have queued your request, anyone in your unit with the ordering password may use it 
and click Find requests that need review and chartstrings, and add the chartstring to approve the 
request for you. 
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To see the status of requests 
On the Purchasing entry page, you have the option to view information about your own and your 
unit’s requests. 
 

To view your own requests 
 
Select the link See the status of your recent requests. 
 
The system should show you a list of requests you made, except for merged requests. If a supply 
request got ordered, or a reimbursement request was approved, you should see the PO or ENT or 
TRV number and date. If your request has been received and the packing slip or expense receipts 
uploaded, you should see the date received. 
 
However, if your request got merged with other requests for supplies from the same vendor, you 
will have to check with the person who approved the merged request for status. 
  
To view details about who did what with your request, click the link View request on the 
appropriate line.  
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If you need to cancel a request, ask someone with the ordering password to do this for you. Since 
that person or a staff member could be in the middle of trying to fulfill your request, the system 
does not let you cancel a request yourself. 
 

Your incomplete requests and cancelling a request 
To locate requests that you Saved, but did not Queue for review, or that you have queued but the 
have not yet been approved, click Locate your requests not yet queued for review or approved 
 

 
 
If you click Edit request, you may view or Cancel your request. Once it has been approved and a 
chartstring assigned, the paying manger must Cancel it if needed. If it’s been sent to Purchasing, 
you will need to have staff Cancel a request if needed. 
 
Your unit’s recent requests 
 
Or, you may click See the status of requests made by your unit in the last 90 days 
that will display a similar list (without the View request links) of requests made by anyone 
affiliated with a unit with which you’re associated. Someone paid by multiple units will see 
requests from each of the units. 
 
All your unit’s requests 
 
Between 8 pm and 8 am, you may click See items and catalog numbers ordered by your unit(s)  
to get a listing of all the items and their catalog numbers. Copying and pasting this list into a 
spreadsheet may let you do analysis about amounts paid for particular items over time.  
 

Purchasing and Reimbursement for unit heads and delegates 
On the Purchasing page, locate the heading Access purchasing & reimbursement functions 
for a unit for which you have ordering password 
 
Select the name of the unit head. Enter the ordering password for that unit head. Click Validate 
Password.   
 
A person who serves as a delegate for more than one unit will see the names of each funding unit 
head known to the system from which to choose. 



Updated by Nancy Schimmelman – July 31, 2009 16

 
 

  
 
The system will display the “Search for orders & requests” page, which lets you select links as 
shown below, or take a quick look at your recent requests by date or by vendor, or go to another 
page to select criteria for a custom search of your order history (advanced search criteria). 
You may also export your Unit data as SQL inserts after normal business hours, or view the User 
Guide. 

 
 

To search for orders 
1. To get a quick summary of your recent order activity, pick one of the buttons for List orders 

and requests. Some sort by the date the order got entered, the other, by the vendor. Requests 
may display as ‘Not yet assigned’ for vendor. You may view, but not update orders except 
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for item tags using these links. 
 

2. If you select Find requests that need review and chartstrings  the system will either give you a 
message that you have no requests in that state, or display a list of request for you to select 
and work with as noted below. 
 

3. If you select Find requests that need actual prices entered, the system will either give you a 
message that you have no requests in that state, or display a list of request for you to select 
and work with as noted below. Use this link if you or someone in your unit has purchased 
items instead of routing the supply request(s) to Purchasing to buy for you. 
 

4. On the Advanced Search page, pick your criteria, and click ‘Search for orders’ e.g.:  

 
 
Specify a valid date range e.g. Ordered after April, 2008 but before June, 2008. Make sure 
you specify at least one month in the search criteria range before selecting Search for Orders. 
You may specify other search criteria, although using many criteria will slow the search 
somewhat. 
 
Order status criteria: 
    Requests – a purchase or reimbursement request filled out, e.g. PI or Unit member 
identifies some item(s) needed and enters a request, with an estimated price. These requests 
need an authorized person to review, assign chartstring(s), and either queue for Unit ordering 
via BluCard or personal VISA or cash purchase, or send to the Department for ordering. 
    To Place – requests waiting for a Unit BluCard holder to purchase, or supply 
reimbursements awaiting actual price entry by the Unit. 
    Sent Purch.– requests queued for the Purchasing team to buy.  
    Ordered – a request that has been ordered from a vendor or purchased by a Unit member 
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for reimbursement, with actual prices, optional vendor reference number, and if ordered by 
Department, a UC PO, ENT, or TRV number. 
    Received – an order that has had its packing slip or receipts uploaded by the Department. 
    Cancelled – and order that the Unit cancelled. You may only cancel an order before it has 
been placed with a vendor. Accounting may Cancel an order at Receive time, but will have to 
call the vendor to arrange return of the items. 
 
Please make sure to return all packing slips to Purchasing so the slips may get scanned and 
uploaded as links to your orders. 
 
For non-accounting people, only vendors already used by your unit will display in the vendor 
choice pull down. Only funds already used by your unit display in the fund choice pull down. 
You may search with the “Any…” option selected also. 
 
You may enter part of a word or phrase for the “Item description contains” or “Comment 
contains” criteria. You do not need a wild card character to do so. 

 

To split charges between chartstrings  
Select the link for ‘Enter new order or request for supply reimbursement’, to get a page similar to 
the pages shown earlier, but with the chance to select one chartstring from the pulldown or click 
Split % to request cost sharing between two or more chartstrings: 
 

 
 
Enter you request as discussed above, but select the vendor, Adding a new vendor if needed, and 
assign chartstring(s). 
 
Clicking Split % should display a page similar to the partial example below.  PLEASE read and 
follow the page directions about formatting input fields. 
 

 
 
When you click ‘Add input line – new chartstring’ (or ‘-5 new chartstrings’) you should see 
another set of fields into which you may place the values for another chartstring. Please ensure 
the percents you enter total 100 before clicking Save chartstring split. Lines left blank get 
ignored when you click Save. You should get returned to your request after Saving. 
 
If you enter a chartstring that does not belong to you, after saving your splits and returning to the 
Request page, please email to your Accounting group or (if available) use the Browse and 
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Upload functions depicted below to upload a PDF of an email or other document that authorizes 
your use of this chartstring. 

 
 
You may get a warning message telling you that the chartstring you wish to use needs to get 
added to the database by Accounting before you may use it. 

 
To make a supply request  
On the “Search for orders & requests” page visible after Validating the ordering password, click 
Enter supply request. This should take you to a page similar to the example shown below. 
 

 
 
Use the pull downs to select the person requesting the order or reimbursement, the vendor, and 
the chartstring.  
 
If you don’t find the vendor you prefer, you may add a new vendor using the Add new vendor 
link. Please review the list of vendors carefully first before adding a new one, as the vendor list 
comes from BFS and we should try hard to match its vendor names.  Please enter people’s names 
as first name last name as vendors for reimbursement. 
 
The organization’s Purchasing team will adhere to campus purchasing guidelines, but will try to 
use the requested vendor if most appropriate. Please locate the vendor’s phone number before 
attempting to add it, as the system requires this field. 
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If you do not see the name of the person to get reimbursed in the Reimburse: pulldown, put the 
person’s name in the Comments section. If present in the pulldown, select the name of the person 
to reimburse. 
 
Enter for each item of the request: 
 

• quantity (Qty) 
• unit of measure (UOM) 
• catalog number (Catalog#) if known 
• an item description  
• the actual price paid for one such item (Unit Price), without a $ sign or commas. 

 
You must supply either a catalog number or a description, or both, for each item. 
 
Click the Calculate totals button to see how much the request adds up to with tax. You may use 
the Tax? pull down for an item to change its tax status, which will get shown after you select 
Calculate totals again.  
 
If you need to remove a line, select the Delete line? pull down, change it to Y, and click 
Calculate totals. You do not have to remove unused lines (a line without catalog number, 
description, and estimated price), as the system will ignore them when you click Queue Request 
for Review. 
 
The Add another line button will estimate your totals, and add a new line. 
 
The Cancel button will tag the request as cancelled in the database. 
 
Clicking the Show line numbers button will display a small line number to the left of each line. 
Clicking Hide line numbers removes them from the page. 
 

 
 
 
The Return without saving or changing order button will tag the request as cancelled in the 
database if you had not previously saved it. 
 
When you have entered the desired lines, you may either: 
 
• Click the Save order for unit purchase later button if you intend to purchase this request 

yourself using a blucard, your own credit card online, or another agency. 
After completing the purchase, you will need to use the link Find requests that need actual 
prices entered to view the request and enter what you finally paid for each item. 

• Click the Send to Purchasing to buy button if you want the Purchasing team to place the 
order with the vendor for you. 
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• Click the Save changes but don’t queue for purchase button if you want to save what 
you’ve entered so far but not move the order to the order placing stage. 
 

You must pick a chartstring and a vendor. If you need the Purchasing team to select the vendor, 
pick a reasonable one and remark in the comments that you wish staff to select the actual vendor. 
 
You may check Yes if you would like to upload a PDF that contains a quote or configuration for 
this purchase request after Saving/Sending the request. Or, this link appears if you calculate 
totals or visit the Split %  page. 
 

To upload a quote or other material related to your order 
 
1. Before you Save, or Send a request, you may check the radio button to indicate you’d like to 

upload next. The upload link also appears if you click Calculate totals. 

 
If you check Yes, you will see a view of your order after Saving or Sending it. You will be 
able to Browse and Upload a PDF then. 
 

2. Or, after assigning a chartstring to a request, you may use one of the buttons to see orders 
from a recent period (e.g. 30 or 90 days), or use advanced search to see orders to Place or 
Sent to Purch. 
 

3. When you view such an order, you should see an area where you may browse for PDFs to 
upload, the Upload PDF. The system only supports PDFs! It will not replace a file with the 
same name with another version of the file, so use a different file name if you need to upload 
a later version.  

 

To make a supply reimbursement request 
 
PLEASE read and follow the directions on the form page. 
 
For a request to get reimbursed for supplies you or someone else purchased, the system should 
display something similar to what’s shown below: (with the selected Unit name, phone, address 
and unit head name pre-filled in the approval section instead). 
 
If you do not see the name of the person to get reimbursed in the vendor list, use the Add vendor 
function after carefully checking for the name last-name, first-name and first-name last-name in 
the last. 
 
Enter for each item of the request: 
 

• quantity (Qty) 
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• unit of measure (UOM) 
• catalog number (Catalog#) if known 
• an item description  
• the actual price paid for one such item (Unit Price), without a $ sign or commas. 

 
You must supply either a catalog number or a description, or both, for each item. 
 
Select the Calculate totals button to see how much the request adds up to with tax. You may use 
the Tax? pulldown for an item to change its tax status, which will get shown after you select 
Calculate totals again.  
 
If you need to remove a line, select the Delete line? pull down, change it to Y, and select 
Calculate totals. You do not have to remove unused lines, as the system will ignore them when 
you click Queue Request for Review. The Add another line button will estimate your totals, 
and add a new line.  The Add 5 lines button  will estimate your totals, and add five new lines.  
The Cancel button will tag the request as cancelled in the database. Clicking the Show line 
numbers button will display a small line number to the left of each line. Clicking Hide line 
numbers removes them from the page. 
 

 
 
Please select a chartstring, or select one and then use the  Split % button to specify multiple 
chartstrings to use. 
 
When you have entered the desired items, select Approve Reimbursement expenses. The 
system will review your request for errors. If it finds none, it will save the request. If it finds 
errors, it will list error messages to give you a chance to fix them. Please make sure you click 
Approve Reimbursement expenses after making changes, as your request does not get saved 
otherwise. 
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To prepare an entertainment or travel reimbursement request 
PLEASE read and follow the request form page instructions, or review them online from the 
Purchasing page via: View instructions for requesting reimbursement. 
 
Read the sections “Entering an Entertainment reimbursement request” or “Entering a Travel 
reimbursement request” above as appropriate. Someone with an ordering password may also 
select a chartstring, or Split % between chartstrings. 
 
Once you’ve been able to click Calculate total without seeing error messages, you may 
Approve reimbursement expenses – to queue this request for Accounting to receive  
Save but don’t send for reimbursement yet – to keep the request in your queue  
Return without saving - to keep the request in your queue 
Cancel request – to flag the request as Cancelled in the database. 
 

To find requests that need review and chartstrings 
 
1. From the Purchasing page, select Find requests that need review and chartstrings . 

 
2. Click on a request from the list. Review it, and if appropriate, assign a chartstring and if 

needed, a Vendor or person to Reimburse. Then you may select:  
 
- Send to Purchasing to buy  (for supply requests) 
- Approve reimbursement expenses   
- Save order for unit purchase later (e.g. blucard purchase) 
- Save changes but don’t queue for purchase (for supply requests) 
- Save changes but don’t queue for reimbursement  
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3. If you have multiple supply requests for the same vendor, you may click ‘Review and 
possibly merge orders for same vendor’.  This should display a page that gives you the option 
of checking which requests to merge, as seen with test data below: 
 

 
If you check at least two requests for the same vendor, and click Merge Checked Orders, 
you will get returned to the list of requests awaiting chartstrings. The merged order will 
contain the items from the checked orders, and you as the requestor. You may adjust 
quantities etc as usual when assigning a chartstring. 
 
If you’d like to merge orders from different vendors, change the vendor on each order to the 
desired vendor, update item descriptions/catalog numbers, then follow the merge process 
above. 

 

To complete orders to place in the Unit  
 
1. From the Purchasing page, select Find requests that need actual prices entered. 

 
2. If the system finds one or more orders to display for you in a list, select one by clicking on 

the vendor name link e.g. Hawaiian Research in the example below.  

 
 

3. Once you’ve found an order ready to place, call or order online as usual with the requested 
vendor. Enter a non-zero Actual price for each item or expense with no $ or commas in the 
price. If known, enter the vendor reference number in the yellow highlighted cells. You may 
leave the PO# or blucard field blank, but we encourage putting ‘blucard’ in this field if that’s 
what you used for the purchase. This makes it easy to do later searches for blucard purchases. 
You will see the BFS vendor ID if it’s been entered for the selected vendor. 
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If you do not want to place the order yet, select Return without saving or changing order. 
 
When you have entered the actual price and vendor reference number, select Update order 
as purchased. The system will save the date you placed the order, and change the item(s) 
status to Ordered. 
 
If you have made some changes but are not yet done placing the order, click Save changes 
but not change order status. 

 
You may create a new order with the items from this order in it, ready to edit, by clicking on 
the Update, Clone button. 

To tag an item or items in an order 
You may tag supply items when viewing an order after a search by selecting the Link tags to 
items button. This will display a screen similar to the one below: 
 

 
 
The tags shown in the list consist of the standard campus accounting classifications, and any 
additional custom tags someone in your Unit has defined.  
 
Selecting the link Add a new tag for your Unit to use should display a screen that lets you enter 
the text for a new tag: 
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Select Save tag once entered.  
 
If instead you pick Select one of your Unit tags to Edit, pick the tag from the pull down on a 
page such as shown below, and select the button Edit selected tag: 

 
 
you should see that same tag entry/edit page, but with the tag shown for saving or deleting. 
 

 
 
If you change the text for a tag, you do not affect the links between the tag and items you had set 
up. Items linked to the old tag now link to the updated tag. 
 
You may remove a tag and your links to it from this page by using the Delete tag and its links 
to items button. Please use Delete carefully, as this operation does not have an Undo or 
confirmation step. 
 

To authorize people not paid by your unit to use online Purchasing 
People you pay on chartstrings associated with your flexfield will get listed as possible 
requestors, and may make requests. However, if you’d like to authorize someone e.g. a rotation 
student, volunteer, graduate student paid by department, postdoc on fellowship etc., the unit 
head/PI may click on the People & Courses link in the blue navigation bar.  
Then, click the link in: 
 
Follow this link to see people associated with your unit not paid on your flexfield e.g. graduate students paid by a 
Department, postdocs with independent fellowships, volunteers. Or, you may make new associations. 
 
If you already set up such associations, you’ll see them on the next page. To add a new 
association, click   
 
You should see a page similar to the one below. Using the People Finder box in the upper right 
corner, enter the last and first names of the person you want to add, and click UC People Finder.  
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If the person has a CalNet ID, you should see the entry for that person. Copy the uid number. 
Note the highlighted uid in the upper right corner of the  example below.  
 

 
 
Go Back to return to the entry page, and paste in the uid for that person. Enter the person’s 
names exactly as in the People Finder. The People Finder often combines a first name and 
middle name or initial s the “first name”. 
 
Form the “Payroll name” by entering the last name, comma, no space, first name, and middle 
initial with no period e.g. Schimmelman,Nancy R 
 
Form the display name, last name first by entering the last name, comma,  a space, first name(s) 
or nickname(s) as the person wants to see his or her name when names are being displayed with 
the last name first e.g. Schimmelman, Nancy R. 
 
Form the display name, first name first by entering the first name(s) or nickname(s) then last 
name(s) as the person wants to see his or her name when names are being displayed with the first 
name first e.g, Nancy R. Schimmelman. 
 
Select your own department, division, type of association, and period, and click Save 
information above. You are giving the person a sort of honorary membership in your own unit 
for purchasing purposes. 
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If the person cannot get a CalNet ID, ask HR to put the person into the database for you, and then 
set up the unpaid association. 


