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Who’s Here Today?

 Jim Hewlett, Communications Lead, Supply Chain 
Management

 Matt Czarnowski, AggieBuy Product Manager

 Kaitlyn McLane, AggieBuy Help Desk Analyst



Today’s Agenda

 Overview of What Happens When AggieBuy PO is Created 
 Managing Orders
 Change Orders
 Receiving Functionality in AggieBuy
 Unfilled or Partially Fulfilled Orders
 Q&A



Review of What Happens Before PO Created

 *Window Shopper Assigns cart to Requester
 Requester Submits Requisition into routing
 *Department Approver Approves Requisition
 Fiscal Approver (Fiscal Officer/Account Delegate) Approves Requisition
 *Organization Review Approves Requisition
 *Special Conditions Review* (EH&S, Fleet Services, etc.) Approves Requisition
 PO Create!

*Optional



AggieBuy Purchase Order

 Created AFTER all approvals have been secured on Requisition

 PO routes to Equipment Management (Capital Asset purchases only) for Custodial Code/Building 
review and assignment of UCOP tags

 All POs begin with prefix UCDAB

 Automatically exports to each Supplier indicated on Requisition
 If more than one supplier on Requisition, multiple POs are issued, one to each supplier

 Automatically exports to the Kuali Financial System (KFS) as well
 A PO is automatically created in KFS, and this encumbers the cited account(s)



AggieBuy Purchase Order (in AggieBuy)



AggieBuy Purchase Order (in KFS, creates 
encumbrance)



AggieBuy Invoicing

 As AggieBuy Supplier ships item(s), they electronically 
invoice against the Purchase Order in AggieBuy

 Payment Request (PREQ) is automatically created 
in KFS
Charges the departmental account(s)
Releases the encumbrances



AggieBuy Invoice (in AggieBuy)



KFS Payment Request for AggieBuy Invoice



Managing Requisitions in AggieBuy
 Click on Documents on left blue bar link to access Document Search 

section, and then select Requisitions from drop-down menu:



Managing Requisitions
 In search results, a chasing arrows 

symbol on the Requisition indicates a 
Requisition is still awaiting approval(s), 
click on document number to open 
Requisition, and then click on PR 
Approvals link on left side to see 
whose approval(s) still required



Managing Requisitions
 Green check mark indicates fully 

approved Requisition; click on 
document number to open Requisition 
and Click on View Related Documents 
link on left menu to see the 
corresponding Purchase Order(s) and 
any Invoices issued against the 
Purchase Order(s) 



Managing Requisitions
 Left red arrow mark indicates that a Requisition has been withdrawn or 

otherwise returned to the AggieBuy requester for follow-up action



Changes in AggieBuy
 Changes CAN be made to an AggieBuy Requisition while it is in 

routing (fiscal officer/delegate, other approvers can make edits, or 
send back to Requester to make changes)

 Once an AggieBuy Purchase Order has been created and exported 
to the AggieBuy supplier(s), changes generally CANNOT be made

 The ONLY exception is if you contact the Supplier BEFORE they have 
shipped the items and only want to cancel the order

 If you wish to add NEW or ADDITIONAL quantities to the order, you 
should create a NEW AggieBuy Requisition for those items



Receiving Functionality in AggieBuy
• Optional, but is a great way to ensure that you have a complete 

record, from purchasing to payment to receipt

• Some funding sources require receipt documentation to be kept on 
file for a specified # of years; uploading packing slips in AggieBuy is 
an easy way to ensure that receipt documentation can be easily 
accessed

• Any AggieBuy user can create a receiving document/upload a 
packing slip in AggieBuy; it does NOT have to be the person who 
created the original Requisition



Receiving Functionality in AggieBuy (Cap 
Assets)
• At this time, receipt of any Capital Asset Purchases in AggieBuy 

must be done in the Kuali Financial System (KFS) on the Line 
Item Receiving document (Required)

• You can also complete a Receiving document in AggieBuy for 
Capital Asset Purchases if you wish, but it won’t satisfy the KFS 
Line Item Receiving requirement 

• We’re working to improve the Receiving process for Capital Assets 
in AggieBuy in the future; thanks for your patience.



Receiving Functionality in AggieBuy

 On a Purchase Order, under the Document Actions menu, select 
Create Receipt



Receiving Functionality in AggieBuy

• Receipt Name can be used to give the receipt a special “name” 
that can be used to search for it later; for example, “Matt Office 
Depot Order 4-23-18”



Receiving Functionality in AggieBuy
• Receipt Date, Packing Slip No., 

Carrier are all important pieces of 
information to include

• To upload a packing slip, click on the 
Attach/Link button



Receiving Functionality in AggieBuy
• Enter number indicating Quantity Received

• Under Line Status, you can also select Returned or Cancelled, as 
appropriate to your specific situation



Receiving Functionality in AggieBuy
• Remove Line button can be used to remove a line that is not included on 

that particular packing slip/receipt

• Clicking on Receive & Return button creates a new line for returned item; 
in other words, it documents receipt and then return of an item



Receiving Functionality in AggieBuy
• Delete button is used to delete a receiving document created in error 

(but once it’s “completed,” it cannot be undone)

• Add PO is used to create a receipt for a different PO

• Save Updates allows you to save changes for a document in 
progress

• Complete should be clicked once you have completed the Receiving 
document



Receiving Functionality in AggieBuy
• Advanced Document Search screen allows searches by Receipts

(drop-down menu)



Receiving Functionality in AggieBuy
• Search results include Receipt Number (system-assigned), 

Supplier Name, PO #, and Packing Slip Number



Receiving Functionality in AggieBuy
• When viewing a Purchase Order, click on the Receipts link on the 

left menu to see any accompanying Receiving documents completed 
against that Purchase Order



Managing Open Orders in AggieBuy

 Review list of Open Orders on FIS Decision Support 364 Report 
(Open Purchasing Orders) or Schedule it to regularly email it to 
you!
 The 364 report shows ALL open orders created in KFS and in AggieBuy

 Or, you can Review list of Partially or Non-Invoiced Orders directly in 
AggieBuy!



364 Report in FIS Decision Support
The 364 report includes ALL open orders, both created in KFS and in AggieBuy



Seeing Non or Partially Invoiced Orders 
in AggieBuy
 Perform a document search in 

AggieBuy, select Purchase 
Orders from the drop-down 
menu and in the Invoice 
Status section, check the 
boxes for No Invoices and 
Partially Invoiced 



Seeing Non or Partially Invoiced Orders 
in AggieBuy
 When reviewing search results, the Settlement Status column will display 

whether the order has been partially or non-invoiced.



Managing Open Orders in AggieBuy

 Check with end users to see whether or not they have 
received items on any order(s) indicated as open

 Using the Receiving functionality as previously described is a 
good way to confirm if item has been received or not



Managing Open Orders in AggieBuy
 Contact AggieBuy Suppliers on orders where invoices have not 

been generated for received items, or for outstanding orders where no 
items or invoices have been generated

 Add a Comment to the AggieBuy Purchase Order with any pertinent 
information; e.g., “Contacted XYZ Supplier on 8/20/18, spoke with Joe 
Smith, indicated that order will ship on 8/25/18 and invoice will be issued 
at that time.”  You can also add one or more users to receive comment via 
email

 If supplier advises that item will soon ship or invoice generated, there 
is nothing additional you need to do

http://afs.ucdavis.edu/our_services/contracting-services/projects/aggiebuy/contact-us.html


Managing Open Orders in AggieBuy
 If (and only if) AggieBuy Supplier indicates that order will not 

be fulfilled, then you should process the associated Close 
Purchase Order document in KFS 

 The above should be done only after ensuring that all other items 
on order have already been received/invoiced

 Once an order has been closed in KFS, the associated 
liens/encumbrances will be automatically removed



Reasons NOT to Close Corresponding 
AggieBuy PO in KFS

 Because it’s “old”  (some orders take time to fulfill)

 Simply because the account is closing (you can close order after contacting the 
supplier to ensure it won’t be fulfilled)

 Because you are tired of seeing it appear on your open orders report in FIS 
Decision Support (DS)



What Our Team Does to Assist with Open 
Orders

 We regularly remind suppliers to ship and invoice in timely fashion

 We also regularly advise suppliers to notify AggieBuy customers if orders will be 
delayed/backordered/unfulfilled, so that customers can close Purchase Orders as 
appropriate

 We review reports that may indicate an ongoing invoicing issue and work with the 
applicable supplier(s) to resolve it as soon as possible



A Few Other Things Our Team Does to 
Assist with Managing Orders

 AP Reconciliation Team reviews Over Tolerance Invoices

 Invoices where additional quantities, service charges, unit of measure changes, or 
amounts higher than the original PO have been added are reviewed by our AP Team

 AP Team reaches out to applicable supplier(s) to address discrepancies and to get 
corrected invoice issued or a Credit Memo issued to the account as needed



Junk and Clutter Folders “Trap” Some 
Notifications!
 Check your email Spam/Junk/Clutter folders for Supplier notifications; 

unfortunately some Supplier notices can end up there!

 You may want to consider turning off the Clutter folder

 You also may need to “train” your Outlook client to stop identifying 
messages from suppliers as “junk” mail

https://support.office.com/en-us/article/turn-off-on-clutter-in-outlook-a9c72a77-1bc4-40e6-ba6d-103c1d1aba4c
https://support.office.com/en-us/article/overview-of-the-junk-email-filter-5ae3ea8e-cf41-4fa0-b02a-3b96e21de089


A Note About Email Notifications
 Preparing an AggieBuy Requisition for someone else who wants to receive the email order status 

updates?
 In General section of cart checkout, change the name in the Prepared For field
 This can be helpful when orders are being created by a shared service/cluster organization
 This individual in the Prepared For field will receive any communications from the AggieBuy supplier



Q&A Time



Need Additional Help?

 AggieBuy Help Desk: ab-help@ucdavis.edu

 UC Davis Procurement Website: http://procurement.ucdavis.edu

mailto:ab-help@ucdavis.edu
http://procurement.ucdavis.edu/


Thank You For Your Time Today!
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