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Introduction
This manual will help users understand buyLU processes and how to effectively use the
buyLU procurement system.
➢ If you need assistance beyond what this manual provides, please contact your buyer at
592-3012 or by email at procurement@liberty.edu.
➢ If you have questions regarding fund/org access or any other budget related issues,
contact your budget analyst at budget@liberty.edu.
➢ If you need help setting up a new supplier or submitting a supplier request, contact
suppliermanagement@liberty.edu.
➢ If you require assistance in the contract request process, contact contracts@liberty.edu.
➢ If you experience technical issues with the buyLU system, contact buyLU support at
buylu@liberty.edu.

i.

Overview of buyLU Process
BuyLU is the eProcurement (purchasing) system for Liberty University. It allows LU to:
•
•
•
•
•
•
•

ii.

Provide one stop shopping
Reduce time and effort in the purchasing process
Select goods from online suppliers
Secure better pricing of commonly used products
Produce cost savings through the use of contract suppliers
Increase efficiency with the use of central invoicing and electronic receiving
Produce, in conjunction with Banner, accurate and more timely financial
information

User Information and Settings
Users can access buyLU through myLU or directly at www.liberty.edu/buyLU. The
main dashboard has information on system updates and resources for user assistance
and training. Make sure to check the main dashboard regularly for new information.

a. User Profile and Preferences
Each Liberty user has a “personalized” profile. Some profile information is
automatically set up; however, other features must be set up by the user prior to
using buyLU for the first time. Below is an overview of the profile settings users
should verify for accuracy or those they may edit.
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At the top right-hand corner of the homepage, you will find a person-shaped profile
icon. Click on the icon and a list of items will appear. Select View My Profile.

i. User’s Name, Phone Number, Email, Etc.
This information is fed over from Banner. Review this section for accuracy.

ii. Language, Time Zone and Display Settings
Enter all applicable information. Users can create personal dashboards to
display the information most essential for their needs and set their personal
dashboard to be their homepage in buyLU.
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iii. App Activation Codes
This option contains an Add Device button which allows you to set up access
to a Mobile or Microsoft Word2013 app.

b. Default User Settings
i. Custom Field and Accounting Code Defaults
Users have the ability to store values in various fields under these tab settings.
In this section, the two tabs that are the most useful to users are Codes and
Code Favorites.
•

Codes: This area is populated with the user’s “home” index code.
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•

Code Favorites: Use Code Favorites to enter commonly used FOAPAL
combinations which can be accessed during checkout. The user can create
new Code Favorites by clicking the Add button.

ii. Default Addresses
Default address information should be populated prior to using buyLU. The
“Ship To” addresses in buyLU are the current addresses in Banner. The only
acceptable “Ship To” addresses allowed in buyLU are official addresses
previously determined by the university. The user is able to select more than
one address.
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iii.

Cart Assignees
Depending on your role in buyLU you may need to designate a Cart Assignee.
BuyLU uses the assign cart function to allow Shoppers to submit orders to a
Requester for completion, and validation. For example, the original Shopper
may select the items,but a Cart Assignee may be needed to enter the
appropriate accounting codes.
Click the Add Assignee button to search for a user then select that user to add
him or her as a cart assignee.

iv.

Checkout Settings
This option allows the user to override his or her Checkout Settings. This option is
only available for “Requesters” and “Approvers.”
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c. User Roles and Access
Roles are assigned to a particular user based on information received from
departments and levels of responsibilities within individual departments. Users can
view their assigned role by clicking Assigned Roles.
i. Shopper
The shopper is the individual (user) who initiates the electronic purchase of
goods and services by shopping and creating a “cart.” The shopper uses the
resources available to search for these commodities and services and in turn
places his or her chosen items in a “shopping cart.” After the desired items are
placed in the cart the shopper assigns the cart to an Assignee or “Requester.”
In order to become a Requester, the user must take Finance 100, Finance
102, and Finance 205. Once the courses have been completed, a request
should be emailed to buyLU@liberty.edu and should be made by a level 4,
6 or 8 Financial approver for the user’s home index. The request should
include the user’s name, username, home index code,and permission
requested. After it is received, a system administrator will submit a
service now helpdesk ticket on their behalf for the enhanced permissions
in buyLU.

ii. Requester
A Requester can do all that a Shopper can but is also able to submit carts on
behalf of the Shopper. After submission (checkout) the cart will go through an
approval process.

iii.

Approver
An Approver is a user designated to electronically review and approve purchase
requisitions within the delegated purchasing authority. The Approver
electronically receives the purchasing request (PR) for approval. After
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verification, the Approver may approve the PR or return it if it is not acceptable.
Approvers are assigned in Banner and integrate into buyLU. If approver changes
are needed, contact Financial Planning and Budgeting at budget@liberty.edu.
Note: Everyone with the correct fund/org access will be able to view all of the
requisitions that require approval; however, only those in the queue will be
able to approve them.

iv.

Receiver
Everyone who purchases will need to receive the items in buyLU. The Receiver
verifies receipt of goods/services. All or part of the order may be received
depending on delivery (backorders, damaged goods, etc.). The Receiver
electronically “receives” the goods/services via buyLU.

To view your assigned role(s) click on Assigned Roles under User Roles and Access.

d. Ordering and Approval Settings
The options under this heading cannot be edited; however, the user can view his or
her order and approval settings which include the following:
•
•
•
•

Purchasing and approval limits for requisitions, invoices
Access to Punch Out suppliers
What products he or she can view
Assigned approval folders

e. Permission Settings
Each user is granted various permissions within buyLU. These permissions are based
on the level of responsibility of the user.
Note: These screen shots are for reference only. User’s permission
settings will vary considerably depending on the individual’s role and the
administration’s settings.
i. Shopping, Carts and Requisitions
Displayed is an example of the information that may be viewed.
If permission is granted, a check mark will appear in the valuefield. If
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permission is not granted an X will appear.
Select the “?” to view the definition for the permission

ii. Orders
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iii.

Approvals

iv.

Contracts

v. Administration
View various Administrator permissions including:
•
•
•
•
•

System Administration
User Administration
Catalog Administration
Supplier Administration
Suppler Profile Administration

User Permissions are based on the User Role assigned. If enhanced permissions
are desired, a level 4, 6 or 8 approver in your department must email
buylu@liberty.edu requesting the permission level desired with the user’s name,
username and home index code. Successful completion of Finance 100, 102 and
205 is required before enhanced permissions can be granted.
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Note: Users are not able to change their password. BuyLU utilizes Liberty’s
single-sign-on which allows users to use their LU username and password only.

vi.

vii.

viii.

Accounts Payable

Supplies Manager (Inventory)

Custom Fields
This area allows users to view various custom field access and permissions.
These are set up when the user’s profile is set up.
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ix.

Mobile
This area allows users to view his or her mobile access permissions

f. Notification Preferences
A standard set of default values is established for each user depending on their role
in buyLU. Users can customize these settings to change the type of notifications
and/or emails they receive for each function listed.
To change the notification settings, choose from the Notification Preferences
menu in your user profile:

Choose one of the options by clicking on it. For
example, choosing Shopping, Carts &
Requisitions will show the notifications settings
for when a cart is assigned to the user.

Within the preferences screen, users can click on the question marks to learn when a
notification or email will be sent.
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To change this setting click the Edit Section link
that is located in the upper right of the screen.
Then click the Override radio button and choose an option from the drop-down menu
next to None.

g. User History
When an action is taken with a user, information will be stored in the “History” tab.
The History tab will display all actions taken in the user profile, the date of the
action and who performed the action including any permissions that have been
granted or removed.
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iii.

BuyLU Navigation

1. Homepage
The main dashboard is the first screen that BuyLU users will see. There are five
icons linked to commonly used dashboards for quick access: Shopping, Approvals,
Accounts Payable, Contracts and Supplier Manager.
Clicking this icon will take the user to the Shopping dashboard where users
can create a new order, view their draft carts, requisitions, purchase orders
and items for approval.
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Clicking this icon will take the user to the Approvals dashboard where
users can view items needing their approval, action items needing their
attention and unmatched invoices needing resolution.
Clicking this icon will take the user to the Accounts Payable dashboard
where users can view the current status of invoices and those that require
receipts.
Clicking this icon will take the user to the Contracts dashboard where
users can search for contracts or view the current status of a contract.

Clicking this icon will take the user to the Supplier Manager dashboard
where users can view the current status of a requested supplier or search
for active suppliers.

Note: Training videos for dashboard usage are available on the message
board of the main buyLU homepage.

2. Main Menu Options
On the left side of the screen are the main menu options. Each menu option
contains sub-menu options. Clicking on a menu option will display available
sub-menu options. To select a sub-menu item, simply click on the item and you
will be taken to the appropriate area.
Menu
Icon

Description
Clicking on the homepage icon will take the user to the main dashboard
or whatever page they have set to be their homepage.
The shop menu contains all shopping related options including product
quick search, access to the main shopping dashboard, forms, favorites,
carts and orders.
The orders menu contains options for searching orders in any stage of
processing, as well as, accessing a user’s personal orders and approvals.
The contracts menu contains options for searching, creating and viewing
contracts and related contract information.
The accounts payable menu contains options relevant to AP including
invoice and receipt creation and management.
The suppliers menu contains options necessary for LU to manage
suppliers’ information including creation of new suppliers.
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3. Menu Search
Menu Search is a keyword search that returns a list of pages containing that
keyword. Search results are clickable and take you directly to the page.

4. User Profile
Allows users to access their personal profile
by selecting the drop-down menu and
selecting View My Profile.

5. Bookmarks
The Bookmark feature allows you to save commonly used pages as bookmarks
for quick access. You create and access bookmarks by selecting the icon.

6. Action Items
Located on the left-hand side of the Homepage, provides a quicklink to recent
and completed Carts, Requisitions, and Purchase Orders.
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7. Notifications
Can be viewed from this drop-down menu and are accessible from all areas of
the buyLU application. Certain actions trigger notifications to specified users.
Notifications are clickable and take you to the appropriate area of the
application.

8. Cart Preview
Allows the user to view the active cart from anywhere in the application.

9. Quick Search
This icon is available from all pages and utilizes a drop-down menu. Users can
search on any of the available options. Using the search box with “All” selected
is ideal for searches in every area of buyLU.
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10. Dashboard Tabs
These tabs allow you to navigate to the dashboard that you desire. Some of these
tabs will not be available to all users.

Shopping: This dashboard allows users to add items to their cart and create their
requisition.
Approvals: This dashboard allows users to see anything that is waiting on their
approval, as well as invoices that require attention before they can be paid.
Accounts Payable: This dashboard shows department invoices in different
stages of processing.
Contracts: This dashboard allows users to search contracts as well as see where
their contract submissions are in workflow.
Supplier Manager: This dashboard allows users to create supplier requests and
search for suppliers. It also shows if a supplier has started the ePayables process.

buyLU Manual

19

iv. Slide Out Menus
Navigation in buyLU is driven by slide out menus that display available menu options.
The menu items stay hidden until they are accessed and are grouped by related tasks
which make them easy to locate.

Note: Slide Out Menu options are determined by role. Some users will have more
options than others.

v.

General Information
1. The Back Button
Do not use the BACK button associated with your browser. It may have a negative
impact on the shopping cart.
2. Time Out Sessions
BuyLU will “time out” after one hour. If a user has not been active in the application
during that time, the session will expire. If your session has expired, you only need
to click OK to return to the login screen.

vi.

Suppliers in BuyLU
There are two primary types of suppliers in buyLU, non-catalog suppliers and catalog
suppliers. Catalog suppliers are shown under each category folder in the showcase.
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These vendors are best categorized by the items they sell. The type of supplier you
select will dictate the way you search for products and process your order.

To open each category, click the arrow along the right side of each folder. This will
open the category of your choice and show you thevendors within it.

Note: The buyLU warehouse is the preferred supplier. Users are asked to
check this supplier first for goods that they want to purchase.
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1.

Amazon
Users who are placing their first order
through a “punch-out” to Amazon will
be required to set up a business
account. To set up the account click the
Amazon tile.

A new window will open in your browser. If the
window does not open, check to make sure your
browser is not blocking pop ups.

If you already have an Amazon account associated with your Liberty email
address, you will need to create a new business account. Create a password,
and click Create account. On the last screen click Complete.

Note: If you shop Amazon during breaks or lunch make certain that
you are not in the business account.
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a. Non-Catalog Suppliers
The remaining suppliers in buyLU are known as Non-Catalog Suppliers. These
suppliers do not have a catalog available, but they are a vendor in the buyLU system.
Orders are placed to these suppliers using a non-catalog item form. This would be
very similar to using a generic order form to place the order. The form is filled out
and added to the cart and continues through the standard requisition workflow
process.

vii.

The Non-Catalog Item
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1. Select Supplier
The Select Supplier section allows the user to either type the name or LU ID of the
supplier they need. When entering the name, if the system does not find a match,
the Request New Supplier option will appear.

2. Description, Catalog No., Quantity, Price, and Packaging
In this section a description of the product is entered along with the catalog
number (optional), the quantity desired, the price of a single item and the
packaging size of that item.
3. Commodity Codes
There is a section for users to enter the Commodity Code.
• For best results go to the “Search UNSPSC (Commodity)Codes Here” link in
the buyLU Message Board.

Note: Commodity Codes in buyLU are based on the item’s
manufacturer’s Universal Product Code. These codes are not the same
Commodity Codes that are used in Banner or Infor.
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4. Completing the Form
Users complete the form by utilizing one of the available selections at the bottom of
the form.
•
•

•

Save: The item will be added to the cart. Use this option if only one item is
ordered.
Save and Add Another: The form will be added to the cart and the user will
be returned to the form. This option is used if there is more than one item to
be purchased from this vendor.
Close: The information entered on the form will not be saved.

viii. Product Searches
Locating products in buyLU can be achieved in several ways. A user can select a
vendor within the Showcase on the Shopping Homepage and search for an item
specifically from that supplier.
A user can also search directly from the buyLU main dashboard. Enter the name of the
item for which you are searching and press the “search” key. You can use the simple
search or the advanced tab for a more detailed search.

The search returns results from each vendor that contains that particular product
information and the number of results. Preferred vendors would come to the top of
this list. Change to Advanced to refine and filter your search.
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The search results display the product list. The quantity defaults to “1” and can be
changed here before adding to the cart. If this is an item that is ordered frequently, you
can select the
and add to favorites.

Once you determine the product you want to purchase, simply click the Add to Cart
or Order from Supplier link, whichever presents.

ix.

Shopping Carts
a. Shopping Cart Functions
1. Creating a new cart
A cart is created when an item is added
•
•
•
•

Search for an item
Verify the quantity
Select option Add to Cart
User has now created a cart

2. Viewing the cart
View the cart anytime by clicking the cart icon at the top of the screen.
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Or you can view your cart by clicking Shop on the slide out menu (on the
left of the screen). Then click My Carts and Orders, then Open My Active
Shopping Cart.

This will give you an opportunity to name your cart. This is considered a
best practice as it will make it easier for you to search for a particular cart
in the future.

3. Adding items to the cart
Continue to search and add additional items to the cart.
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4. Removing items in the cart
Remove items from your cart in several ways. Users can remove an item by
using the view cart option at the top of the screen and clicking the trashcan
next to the item you want to delete.

A user can access their cart from the slide out menu (Shop / My
Carts and Orders / Open My Active Shopping Cart). Select the box
to the right, at the top of your cart. Selecting this box will check the
box on every line.
Select the arrow next to it to activate the drop-down menu. Choose Remove
Selected Items to delete all the lines in the cart.

A user can also remove an item by selecting the Remove button within the
item in the cart. Click the check box on the line items and then the ellipsis (3
dots) and select Remove.
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5. Updating items in the cart
Again, a user may access their cart via the “Shop” slide out menu, the cart
icon in the top right of the dashboard or from the shopping homepage, scroll
down until you see “My Draft Carts.” Click on the item, make the desired
changes and save.

6. Copying previous carts to a new cart
Open the Shop slide out menu. Go to My Carts and Orders then View My
Orders (Last 90 Days).
Note: Users are unable to copy carts from Punch-Out Suppliers.
Doing so will cause an error and the cart will not move forward.

Click on the Requisition Number.
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When the Requisition opens, use the drop-down menu on the left side of the
screen next to
and choose Copy to New Cart.

IMPORTANT: When shoppers/requesters use the copy function to create a
new cart from a requisition generated with an old form, it causes issues
with processing. Therefore, if a submitted Requisition contains an old form,
the system will reject it and send an email stating:
“The following notes were attached to this requisition during the
workflow process: Your requisition has been rejected because there is
an updated version of the form you copied to your cart. In the Forms
tab please complete the current version and resubmit.”
To submit your order, you will need to create a new requisition selecting the
Non-Catalog Item or Form from the Forms tab.

7. Deleting a cart
Access the Shop slide out menu. Choose My Carts and Orders, then View
carts. This will pull up your draft carts and assigned carts.
Delete a cart by clicking the Delete button under Action.
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x.

Checking Out
a. Assigning a cart
The Shoppers for each department are required to assign their carts to Requesters for
submission (Check Out). Shoppers should set the designated Requesters as profile
values. This will allow them to select their Requester from a drop-down list rather
than having to search each time and will eliminate the possibility of a cart being
assigned inadvertently to the incorrect Requester.
After finalizing the cart, click on Assign Cart on the upper right-handside.

Note: Users may assign a cart containing items without account
numbers (if they are unsure of which account to use). However, all
items must have a complete FOAPAL before a cart can be submitted.

The box shown below will be displayed. Use the blue SEARCH button to assign
the cart to a person. Find the person and click Assign.
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b. Proceed to checkout
When the order is completed, it is submitted by clicking the Proceed to Checkout
button in the upper right corner within the cart or the Checkout button from the
cart drop-down.

In the section labeled “Draft” on the right of your
screen, you will see certain items requiring
attention, though all items should be reviewed for
accuracy prior to submission. If you select the item,
it will take you to the section of the requisition
containing the item.
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When entering the FOAPAL, if you should need to change the fund or
org, you must start with the index. Once the index is correct you will be
able to select the correct fund and org.

Under the FOAPAL section of the draft, you can search account codes. Click
the “Pencil” button to the right of the FOAPAL section. Click the blue
magnifier button.

The “Custom Field Search” window will appear. Enter the account value or
description and hit Filter. It will filter the results for your selection. To add,
click the blue “+” button. To clear, select Clear All Filters.

When entering the FOAPAL, if you do not know what account code you
are to use, you should search your account number at the line level
instead of the header. At the header level you will see ALL account
codes, at the line level you will only see those accounts mapped to the
commodity code.
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Asset Purchases - Assets which exceed the capitalization threshold
should be charged to one of the 791xxx accounts. Those that are under
the threshold should be charged to 732003 (Small Equipment &
Furnishings) unless it is a medical asset which is charged to 732002.
The threshold for all assets is $2500 with the exception of computers
which have a capitalization threshold of $5000. (To find out more
about asset accounts, contact your budget analyst at
budget@liberty.edu)
Once the “Account” number has populated, click Save Changes.

xi.

Discounts
Discounts can be applied at both line level and the supplier level (applying a discount
to all products from a specific supplier). A discount can be an amount or a percentage.
Discounts are added in the cart before checking out.

Important Note: This feature is used for applying MANUAL discounts. While
there is an option to include a discount code, there is no validation of that code
and discounts are not calculated by the application. The shopper is required to
enter all the details.
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a. Line Level Discount
To add a discount for a line in a cart, locate the ellipsis (3 dots) on the right side of the
line item. Click the button and select Add Discount.

A new window displays showing the Supplier Name, the discounted line(s), and the
price subtotal for the discounted item(s). Fill in the following fields:

1. Discount
Click the appropriate radio button to determine if the discount will be based
on a percentage or amount.
•
•

Percentage - select this option and enter a value in the field to apply a
percentage discount.
Amount - select this option and enter a value in the field to apply an
amount discount.

2. Preview Calculations
Select this link to see a preview of the discount before applying it.
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3. Apply
Click this button to apply the discount.
IMPORTANT! – Discounts cannot be applied to a zero-dollar
line. When applying the discount, delete it from any line with a
zero-dollar amount.

b. Supplier Level Discount
To add a supplier-level discount, locate the supplier group and click the ellipsis (3 dots)
in the supplier group header.

A new window displays showing the supplier name, the discounted line(s) and the
price subtotal for the discounted item(s).
1. Discount
Click the appropriate radio button to determine if the discount will be based
on a percentage or an amount.
•

Percentage - for supplier level discounts, the percentage applies to
each item. For example, if you apply a 50% discount, each item will be
discounted 50%.

•

Amount - for supplier level discounts, the amount is divided among
all items and is weighted based on the cost of the item. The discounts
for each item add up to the total discount amount.

2. Preview Calculations
Select this link to see a preview of the discount before applying it.
3. Apply
Click this button to apply the discount.
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xii.

Requisition Final Review
Once the required items have been completed, your requisition can be submitted.
However, best practice is to review each of the options on the summary page before
submittal.

a. Links & Tabs
There are links in blue at the top left of the requisition number.
This link contains a drop-down menu that allows the user
to copy all items to a new cart or add a comment on a requisition.

1. Quick Links
Allows the user to change the view, print or search help. The three lines
on the left of the quick links will show or hide the workflow steps.
Workflow steps show the user the approval path the requisition,
purchase order and invoice follow.

There are tabs across the top of the requisition to easily access the Summary, Taxes
& Shipping, PO Preview, Comments, Attachments and History.

2. Summary Tab
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• General
To edit any section, select the pencil icon next to the section title.
Editing the General section will allow the user to:
a. Edit the Cart Name and add a Description
b. Select a different Shopper
c. Enter any associated PO numbers
d. Request an NSF override
e. Enter the reason for the NSF override request
f. Enter the Transaction Date. Use today's date as the transaction
date for all transactions except those that need to be completed
in a future fiscal year. July 1 should be used for future year
transactions. This field is required!

• External Information
This section contains external notes and attachments that are visible
outside of the application (e.g., suppliers). Enter additional
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information that is pertinent to the supplier to assist in processing the
order. Clicking the Add link allows the user to upload files from his
or her computer.

• Internal Information
Editing this section
allows the user to
select a variety of
custom fields if
necessary and add a
note to the request.
This note is not
visible to external
entities (e.g.
suppliers).
Clicking the Add
link allows the user
to upload files from
his or her
computer.

• Payment Information
Editing the payment information section allows the user to add
Payment Methods and Payment Instructions to the request.
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If an advance payment is needed the Prepaid or Deposit
Information should be entered here.

• Shipping and Billing Addresses
There are several options the user has when reviewing the shipping and
billing summary.
a. Ship To
Users can edit the shipping address. Note: Be certain that things
from the warehouse are not shipping to 12th street (which is the
warehouse).
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b. Delivery Options
Users can choose to expedite
the order, choose how they
wish to have the order
shipped and request a delivery
date.

c. Bill To (Do Not Edit)
The billing address defaults to Accounts Payable and should not
be edited.

•

FOAPAL
This section gives the user the opportunity to review the FOAPAL for
accuracy and edit it if needed.

•

Lines
In the center of the page the user can view all the lines in the
requisition. Users have the option to select a line item by checking
the box to the right of the item and clicking the ellipsis (3 dots) to
choose an option from the menu. Options include:
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a)

Override
(Supplier, Internal Info, Ship To, Delivery
Info, Bill To, FAOPAL)

b) Remove
c)

Line Item History

d) Requires Sourcing
e)

Add Discount

f)

Add to Favorites

g)

Move to another Cart

h) Add to Draft Cart or Pending PR/PO
i)

Add to PO Revision

3. Taxes, Shipping and Handling Tab
Click the Taxes/S&H tab at the top of the screen. If you wish to edit taxes
and shipping and handling click the pencil icon at the top right, this will
open the window, “Edit Taxes/S&H for all Lines in this Group” allowing
users to override the default shipping and handling charges.
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4. PO Preview Tab
Once the PO has been assigned the user can view it in this section.

5. Comments Tab
Utilize the Comments page to add details about a requisition or to
request information about a requisition. Users can select who should be
notified about the comment addition through an email notification.
Internal attachments and URLs can also be added to requisitions through
the comment functionality. The number of comments on a document is
shown in ( ) on the Requisition tab.

In addition, comments that are added during the various actions listed
below will also display on the comments tab:
•
•
•
•
•
•
•
•
•
•

Reject entire PR (within workflow)
Reject Line Item(s)
Draft Cart Assignment
Assign
Unassign
Forward
Place on Hold
Add note to history
Expedite through workflow steps
Unconsolidate a line item

•
•
•
•

Bypass a workflow step
Withdraw entire PR
Withdraw line(s) on PR
Return PR
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6. Attachments Tab
The Attachment Overview page allows users to add internal
attachments and shows a list of all the attachments for this
requisition as well as a count of the total attachments on the page
itself. An internal attachment can also be changed to an external
attachment
7. History Tab
The History page reveals all the changes that have been made to the
document. The data can be filtered or exported to a CSV file.

xiii.

Submit the Requisition
To submit a requisition, click Submit Requisition.

1. Reviewing the Cart Workflow
The workflow process begins when a cart is submitted. Think of workflow as the path
your cart will follow which will vary depending on what is in the cart. For example,
your cart will take varying paths if a form is being used or the funds and accounts are
different, or the amount of money being spent changes. Workflow guides your cart to
the appropriate approvers and ultimately releases it to the supplier. The goal of
workflow is to make sure that all orders comply with State, Federal, and LU policies, as
well as give budget authorities oversight into the funds they manage.
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Workflow steps are either manual or automatic. An example of a manual workflow step
is when a requisition stops for fund approval. A person, the fund approver, would need
to approve or reject the requisition. An example of an automatic workflow step would
be when the budget is checked against Banner or where the requisition is routed, and a
notification is sent.
You can review the workflow of a submitted requisition by accessing the Shop slide out
menu. Then My Carts and Orders and View My Orders (Last 90 Days).
Find the Requisition that you wish to view and click on the RequisitionNumber.

On the right side of the screen, you will see the workflow
steps.
You can see from the example, the first stop for this
requisition is for the Banner Budget Authorization. The
Banner Budget Authorization is automatic. If a requisition
does not pass the budget check, it is returned to the
Requester and a notification would be generated. The next
step is the First Review. Click on “First Review” to see who
will get notice of this requisition.

When a requisition has completed workflow successfully, a
purchase order (PO) is created.

xiv. Change Requests
Once a Purchase Order is created, it becomes a binding contract with the vendor, and
it should not be changed. If a modification is required, Change Requests can be
submitted and will go through the same approval workflow as the original PO. Change
Requests are used to increase/decrease quantity and unit price as well as adding or
removing lines.
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If the change causes the PO to exceed the competition threshold of $10,000 or other
signature authority thresholds, i.e. $100,000, further justification/documentation may
be required.
Though buyLU will allow revisions & change requests for almost all items, if Banner
will not allow the change, it cannot be done. Examples include:
•
Transaction date
•
FOAPALs
•
POs with greater than 50 line items

a. Creating a Change Request
The Change Request is completed on the Purchase Order.
The PO must be open in buyLU and Banner to complete a change request.

i.

Select Create Change Request from the drop-down menu next to the PO
number at the top left of the purchase order.

Quantity changes and line cancellations are the only changes allowed on
catalog PO’s. (Some catalog PO’s only allow cancellations)
**Contact your buyer for assistance**

ii. A screen will appear where you can select users that you want to notify that
a change request is being created for the PO. Selections are not required for
notification.
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Scroll down to the Change Request reason and make sure to include the
justification for the change as well as the current PO value and the new PO
value. Details are encouraged including attaching any needed
documentation.
Select the Create Change Request button.

iii. To change an existing line, click on the item of the line needing
adjustments which will open the form to allow changes. Edit the
quantity and/or price and click save.
Do not change commodity code and product description.

iv. Select the pencil on the adjusted line to add an internal note detailing
the change created on the line.
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v.

To add a new line, click on the ellipsis (3 dots) next to the Supplier
name and select Add Non-Catalog Item from the drop-down menu to
open the form. Complete the form and click save.

vi. Select the pencil on the new line to add an internal note detailing the
change created with the addition of the line.

buyLU Manual

48

vii. Select the pencil for the FOAPAL on the new line, complete the FOAPAL

and click save.

FOAPALs cannot be changed on existing lines.

viii. To cancel a line on the PO (Non-Catalog POs Only), click on the item
of the line that needs to be canceled to open the form. Change the price
to zero dollars but do not change the quantity. Click save.
Contact your buyer to cancel a line on a catalog PO.
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ix.

Select the pencil on the cancelled line and add an internal note detailing
why the line was cancelled and click save.

Change Requests do NOT send to the supplier by default. If the PO
changes need to be distributed to the supplier, click on the tab for
External Communication and check the box to resend to Suppliers
on Change Request.

x. When all changes have been completed, click Submit Request. The
status of the Change Request can be seen by clicking on the tab for
Change Requests.

xv.

Receiving Goods and Services
Anyone who has fund/org access to the PO can do the receiving. Receiving informs
Accounts Payable that you are satisfied with the good or service and it is okay to pay
the invoice.
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An invoice will not be paid until the receipt has been made.
Receiving in buyLU allows users to track the receipt of goods and services. Receipts are
automatically populated with purchase order data so the user can easily reference
order information allowing a minimal amount of new data for the receiver to enter.
There are two types of receipts that can be created: Quantity receipts and Cost
receipts. Quantity receipts maintain a running total of goods received. Cost receipts
are used when multiple invoices will need to be paid in varying dollar amounts. The
PO must have a quantity of “1” for a cost receipt to be applied and your buyer will need
to be notified that a cost receipt is desired.

a. Reviewing Receipt Status
Document Search can be used to determine what orders have been placed and
received. Any user who can view the PO can create the receipts for that PO.
To view only your PO’s, select the Orders icon on the slide out menu, then My
Orders on the submenu, then Purchase orders.

To view all of the PO’s within your Fund/Org access click on Orders, Search and
then Purchase Orders adjust date range as needed, then click the Search icon. All
PO’s will populate.
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All PO’s created by the user will display, notice the Matching Status column.

A list of the purchase orders meeting the search criteria display. The Settlement
Status options related to receiving are listed below:
•
•
•
•

Receipt Required – indicates a receipt is required for the order.
Partially Received – indicates that part of the quantity of the order has been
received.
Fully Matched – indicates that the same quantity ordered has been received.
Over Received – indicates that more items were received than originally
requested.

b. Creating a Receipt
In many cases, all the goods requested are received in an order. Occasionally, you
may have multiple receipts for a single purchase order when some items ordered are
on backorder or came later.
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There are two types of receipts: Cost and Quantity.
•

Cost receipts can be used when you are creating a receipt for an amount.
You will have a quantity of “1” with multiple invoices coming in for
different dollar amounts. Creating a PO to be cost received requires
your buyer’s intervention. Please coordinate with your buyer if you want
a particular PO to be set to a cost receipt. (Note: Once a quantity
receipt is applied to a PO, it cannot be changed to a cost receipt)

•

Quantity receipts are used when you are receiving by the quantity
instead of dollars.

Access the PO that is associated with the goods being received. Open the
purchase order by clicking the PO number.

IMPORTANT: Best practice is to access the PO from the buyLU tool instead
of the email notification. It is essential to check the “Matching Status” of
the PO before creating the receiving document.
•

No Matches: None of the items on the PO have been received.

•

Partially Received: Some of the items on the PO have been received
(look at the invoice to view the items that have been received).

•

Fully Received: All items on the PO have been received.

From the top tabs, select Receipt and click the “+” sign to the right.
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Enter the applicable Header Information including:
•
•
•
•

Date Received
Packing Slip Number
Receipt Address (if incorrect)
Carrier and any notes

The receipt is automatically populated with the PO information, including the
number of items to be received.
Indicate which items are received by utilizing the drop-down menu in the Line
Status column.
If an item is NOT received or has been fully received, remove that line from the
receipt. To remove a line from the receipt, click the trashcan icon on the right of
the line and it will be removed from the receipt being created.
Enter the quantity received in the quantity text box. Add notes if applicable.
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Click the Save Updates button. You are automatically brought to the top of the
screen. Click the Complete button.
The Receipt Number displays on the screen.

When a PO is fully received, it will become fully matched. A user can see the
matched status on their POs from the search options on the Orders menu.

If there are remaining items on the PO that need to be received at a later date,
then create a new receipt for those items. When you do so, remove the lines that
were included in the first receipt.
Click Save Updates and then click Complete to create the receipt.
IMPORTANT: It is vital that the receiving process is done correctly for the
invoiceto be paid and the PO to close.

xvi.

Encumbrances
Best Practice is to set up individuals as suppliers in buyLU instead of going through the
encumbrance process if possible. This will easily link all payments to the LUID for tax
purposes. Individuals needing to be paid can go through their department to contact
suppliermanagement@liberty.edu in order to register as a supplier in buyLU.
The encumbrance process should only be used when invoices will need to be paid to a
large number of different individuals (vendors) for the same service.
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a. Creating an Encumbrance
i. On the shopping homepage, under Showcase, Forms and Services, select
Encumbrance Form.

ii. Complete all the fields in the form and select Add and go to Cart from the
drop-down menu at the top right of the screen. Select Go.

iii. Proceed to Checkout or Assign Cart

iv. Complete the Requisition and submit. Once financial approvals have been
recorded, a Purchase Order is created using LU Encumbrance as the vendor.
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b. Requesting Payment Against an Encumbrance
i. Complete the buyLU Encumbrance Payment Template. This is a Microsoft
Excel document. This document is located here.

ii. Select Forms from the buyLU homepage.
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iii. Select Encumbrance Payment Request Form

iv. Complete the form and attach the buyLU Encumbrance Payment Template.
This will allow you to request checks for more than one individual.

IMPORTANT: Use the same commodity code that was used on the original
Encumbrance purchase order.

v.

Select Add and go to Cart. Then select Go.
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vi.

Select Proceed to Checkout.

vii.

Complete missing information on requisition. Enter the same FOAPAL
information as was entered on the Encumbrance, then select Submit
Requisition.

viii.

Once approved the Encumbrance Payment Request will be processed by
Accounts Payable.

c. Change Encumbrances
To change an encumbrance, follow the Change Request process.

xvii.

Non-PO Check Requests
Non-PO Check Requests are used to request payment for vendor invoices if a purchase
order was not obtained. This should be a rare occurrence for special circumstances
only since it is a violation of policy in most cases. In occasions where it is necessary,
a separate Non-PO Check Request should be submitted for each invoice requiring
payment.

a. Creating a Non-PO Check Request
i. Under Showcase, Forms, and Services, select Non-PO Check Request.
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ii. Complete all the fields in the form per the instructions.

iii. Please enter the description of the product in the product description
section. (Note: this field wraps so please do not use the enter key)
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iv. Each line of the invoice is submitted individually using
Add to Cart and Return functionality.

v.

Once the form is complete, add the invoice as an attachment and select
Add and go to Cart from the drop-down menu at the top right of the
screen. Select Go.

vi.

Check out as usual.
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xviii.

Icons

You will see these icons in the new shopping pages:
•

Click to switch between the classic and new shopping experiences

•

Click to display additional options available for items in a panel or page

•

Click to edit information in a panel

•

Collapse section

•

or

•

Click to add an item to Favorites

•

Item is a user's personal Favorite

•
•
•
•
•
•
•

Expand section

Item is a shared Favorite
Shared cart
The recommended item has been added to a requisition in the last 30 days
or

Click to add an item to the Compare list
or

Item has been added to the Compare list

Click to generate a comparison

No items have been selected for comparison

•

Show shopping search results in a grid view

•

Show shopping search results in a list view

•

Choose which item details to display on tiles in the grid view

•

Item requires sourcing

•

Item is associated with a contract

•

Show or hide sidebar

•

View or hide header and line item details, line items only, or accounting codes only

•

Click to view help information
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