E)

My Carts: Navigate to “My Carts” and
Orders>View Carts to view draft and
assigned carts

Search: Search for items
available in Supplier catalogues

Simple Advanced

Search for products, suppliers, forms, part number, etc

. “ n@rtBuy
Orders: NaVIgate to My it system, designed to
Orders” to search for costs! Sm@rtBuy is your online

anything you need, from office

Req u iSition, Purchase y experience fluctuation of pricing
Order5, InVOiCeS, or the time that goods are ordered
Receipts.

A _/smartbuy.info.yorku.ca/training/ or
contact smartbuy@yorku.ca

For Sm@rtBuy training sessions, please register through YU Learn.

GENERAL INFORMATION:

Welcome: Check here for
1. CFl Orders: new announcements
CFl orders are to be placed outside «
required capability for in-kind contribu.

review is not available at this time.

2. Non-Catalogue Form Orders:

Please note that all Non-Catalogue Form Orders for vendors outside of the
Sm@rtbuy catalogues, will require invoices to be forwarded by the vendors to
Accounts Payable at vendorinvoices@yorku.ca for processing in Smartbuy.

See "Guidelines” located on the Supplier Logo list on the Home Page for information
on

1)PO Cancellation Process,

2)Processing Purchase Requisitions for Researchers

3)Creating/Changing Catering Orders

4)Removing Blocks for Supplier websites such as Dell

Guidelines: Access to
work instructions, user
guides and supplier
contact information

Guidelines
A A A

Guideline for Submitting Sm@rtbuy Purchase Order Guideline to Remove Mixed
Requisi... Cancella... Blocke...

Forms

(]

MNen-Catalogue
Purchase Requisition

Non-Catalogue Purchase
Requisition: Used to create

Apparel shopping carts for non-

catalogue items

Contact YU Bookstore

Computer Equipment/Supplies

‘ Offcampus shipping fee

applies DATA INTEGRITY

Go to: Favourites | Forms | Quick Order

Shopping Cart: Access your Notifications
current shopping cart
All ~ Search (Alt+Q) 000CAD W QO |w 4 L

Browse: Suppliers | C- _ories | Contracts

Action Items: Review n

the action items for v
updates regarding
requisitions, purchase

e Profile: Create
orders, and invoices

shipping and cost
centre defaults;
update email
notification
preferences.

Punch-out: Click on v
icons to navigate a
vendor’s website
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