Student Organization Finance Office

How To Use IBuyNu

(Amazon)

Go to IBuyNU and login as a shopper
(only NU employees can login into [BuyNU)

Once on homepage SClCCt supp]iers

Service Catalog

and Business / Finance and Procurement Systems / iBuyNU

iBuyNU

® PeopleSoft-Financials « Financials » SciQuest » TM1

1BUYNU is a web-based ordering tool integrated into NUFinancials. It provides departments and schools with a

streamlined, cost effective way to order from University Preferred Vendors

Features and Benefits

IRUVNIPS infearation with NUFinancials allows:

Click on punchout for your supplier of

choice

iBuNll M semara a s w o w Dy
Shop + New 1
© Req - ierLogin
Shop

© Shopper Login

ppliers, forms, part number, etc

© Request iBuyNU Access

Organization Message Showcases

Welcome to Northwestern's online marketplace, that provices departments and schools witha [}

Enter the amazon porta] and add items

to your cart
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Shop » Shopping » Browse By » Supplirs
7 Click to expand Search for Supplier Filter 2
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Type Preference Supplier Name
ompleteBook.com
Corporate Imaging Concepts, LLC
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Dot ScientficInc

Fisher Scientic

Fisher Sclentfc - Chicago Storeroom
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After adding everything needed to the

cart, click “submit order for approval”
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Some products may not be available/blocked on the portal
because NU has contracts with other suppliers in the
[BuyNU portal

back o shop.

legend 2

Type Preference

The More You Bosch,
The More You Feel Like A Bosch
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Today's Deals Hispanic businesses

Select all items from the cart just

created then assign cart

* At this point, set the shipping address to the corporate

card office for the time being

amazon Checkout (1 item)

1 Group Jaggaer Prod (Northwestern University )

2 Business order PO number: No value entered
information

Melitza Nieves
CORPORATE CARD OFFICE
2020 RIDGE AVE RM 230

EVANSTON, IL 60208-0801

3 Shipping address

4  Payment method Pay by Invoice

Add a promotional code A
Enter code Apply.

5 Review items and shipping

a BNl Ale semch(am) s, omw S
Change Shopping Cart + 197826431 @ - [ Ao
Submit order for approval
Simple. Summary A
i Detals "
Change 4ltems
= $2159 Amazon.com - 4 tems - 54.07 USD
[oping & handiing: $0.00
Total efore tax: 2159 swpuERDETALS
Estimated tax to be collected 5000
Change em Cotog. SzoPackapng  UntPrice  Quanily  ExtPrce o (407 050) .
Order total: $21.59
Bo02vEQUSC €A 40 ayie I
How are shipping costs calculated?
Prime shipping benefts have been applied to Toa 5407

your order.
mEmoETALS 9

BOBTHXGPT A 2% ayiea 28




Search for a SOFO professional staff

Assign the Cart
then click the plus sign ssign the Lar

Stk ~ . User Search X
#4Pro-Seaffthat can be assigned 1 R

Go to your assigned carts and click view

to take a SCTGGHShOt Of thﬁ cart

cart are: lastName @ reotutar
e Lisa Edwards Assign Cart: User Search X
. First Name
e Jimmy Onate R i
® EVCIYH MaZariegO UserName @ Assign Cart To: Reotutar, Ana
or SEARCH
e Ana Laura De Hoyos
e Add to Profile []
o Note To Assignee:
ot @ %
Results Per Page 10 v
A
Close
New earch
Name T User Name Email Phone Action
Reotutar, Ana ALR8346 ana reotutar@northwestern.edu +1312:384-9180

+

1

Close

Submit Submission Form

**To get to assigned carts, go to shop, my carts and orders, view carts

and then assigned carts

« B2 e swmung o oouo W o g N .
S T e Go to SOFO northwestern and under officer
e— =
: resources is the SOFO transaction submission form
= [ — _— e ¢ [BuyNU can only be shipped to non-residental
' ’ campus addresses so we need a ship-to code and
contact person
- . o C N o Q Je A chin- o B
**Example of cart screenshot Student groups typically use ship-to codes for
= their advisor’s office
‘Summary - Draft Cart 197826431
e — o Can find ship—to codes by looking up ship—to
- codes northwestern
e ‘ .
e Fill out the transaction form as prompted for an
e — S ——
- . “ e IBuyNU purchase and submit the screenshot of the
e W cart
e pe— = e )
o In description of expense, please also provide the
P e o “ o 1 cart number or cart name
i T — = S
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