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E-Procurement 

What is E-Procurement? 

It is a Business to Business (B2B) web-based system that will enhance 

our current requisitioning process. 

• 75% E-Procurement processes 

• 25% Businesses that are not set-up through 

E-Procurement 

How does it work? 

The web-based shopping cart method is used to process orders. 

What are some of the benefits? 

• Point and click method used which will save time and cost 

• Multiple vendors on one requisition done thru shopping cart 

process. 

• Timeline of activity provided throughout entire process 

• Increased discounts provided to WSSU due to other state 

schools/agencies utilizing Sci-Quest E-Procurement system. 
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______________________________________________________________________________________________ 

Logging into E-Procurement 

https://usertest.sciquest.com/apps/Router/SAMLAuth/WinstonSalemState 

(NOTE: TEST URL LINK) 

● Input User name example: dixonjs (lowercase) 
● Password (Network Password) 

● Sign In 

● Authenication with DUO Mobile required 

E-Procurement Manual Page 4 of 40 Winston Salem State University 

https://usertest.sciquest.com/apps/Router/SAMLAuth/WinstonSalemState
https://usertest.sciquest.com/apps/Router/SAMLAuth/WinstonSalemState


 
 
 
 

 

                     
 

 

  

 

           
 

 
 
 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

______________________________________________________________________________________________ 

Getting Started…………… 

1. Always check FGIBAVL in Banner before inputting a requisition 
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SU Express Homepage 

To return to Homepage: 
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______________________________________________________________________________________________ 

Three categories used in SU Express 

Showcased Vendors 

Multiple Supplier catalogs are combined into one internal virtual 

catalog. This is very handy for searching across multiple catalogs at 

once. 

Punch-out 

Individual external supplier catalogs. Each Punch-out site will have 

a unique layout and function differently for specified categories. 

Non-Catalog 

An order form designed to accommodate purchases for products not 

available through Showcased Vendors or Punch-out catalogs. 
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Showcased 

Vendors 

When items are searched, all items throughout the 

catalog which meet criteria will appear. 
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______________________________________________________________________________________________ 

Exercise 1 - Showcased Vendors 

1. Under Showcased Vendors 

● Click Grainger 

2. A box will appear 
• Type wood hammer 

• Click search light 
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______________________________________________________________________________________________ 

3 . Search results have been narrowed 

Click item 2 and add cart, ( h i g h l i g h t e d i n b l u e ) 

4. If you have completed shopping, click on picture of a cart in top right corner 

Click on View My Cart 

5.  The following screen will appear. Select ”View My Cart” 
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______________________________________________________________________________________________ 

6. Name this Cart: Under Name, rename Cart to something meaningful (ex. Professor 

Jones’ hammers). Note: Date is not necessary in description, it will automatically 

populate.  

Continue with “Proceed to Checkout” 

7. The next few sections will consist of snapshots of your order. 

Each section can be edited by clicking on the pencil illustration. 

The first section includes cart name, shipping, and billing information. 
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______________________________________________________________________________________________ 

8. This next section includes the message field on the right under “draft”. The 

message/draft field will display any missing information.  For example:  See message 

about fund and account. 

To enter the fund and account codes, click on the pencil illustration to edit or click 

information under draft. 

9. Click highlighted “Required field” under fund code. 

10. Click on account, enter provided fund and account code 929000. 

Note: Please always use correct account code that coincide with description of what you are ordering in 

production environment. Account Code 929000 is for training purposes only. 

Click Save 
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______________________________________________________________________________________________ 

11. This section includes internal and external notes and attachments. 

• Internal Notes and attachments are messages and attachments to share with your 

department and purchasing workflow within the WSSU family 

• External Notes and attachments are for the vendor 

12. Click eraser to add Internal Notes and Attachments or External Notes and Attachments to 

Suppliers. Note: Files can be imported from your desktop, stick, or drives. 

13. Final Review 

Scroll to the top of the screen to review your order and make sure no changes are 

required. If no changes, click “place order” on the right side of upper page. 
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______________________________________________________________________________________________ 

14. Once the order is placed, you will receive confirmation of the order through email. 

Requisition number is included to identify this order. 

CONGRATULATIONS, you have successfully placed your first order!!!!!!!!! 

Please PRINT your requisition! 
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______________________________________________________________________________________________ 

Punch-Out Catalog 
The punch-out catalog takes you to a specific external vendor that has provided 

state contract discounts to our Ram Family. 

Exercise 2 – Punch-Out Catalog 

1. Under Punch-Out, click “CDW-G, Inc” 
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______________________________________________________________________________________________ 

2. Click on Electronics (see pictures) 

3. Click on TV & Vid eo: 
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Below screen will appear: 

4. Click on TVs: 
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______________________________________________________________________________________________ 

Please note: This is a PunchOut request and each vendor setup will be different. 

FYI – If the wrong vendor is clicked, you can cancel and return to home page. 

5. Click on any TV 

Click “Add to Cart” and review order 

Note: If order needs to be cancelled, please click  
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6. Click “checkout” 

7. Click on “Transfer Shopping Cart” 
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______________________________________________________________________________________________ 

Note: You are now leaving the Punchout Vendor’s catalog and are now back into SU Express 

system to complete your order. 

8. Edit Name of Cart and click “Proceed to Checkout”. 

NOTE: CHECKOUT PROCEDURES ARE THE SAME FOR ANY OF THE 

THREE CATALOG CHOICES 

9. Go to Accounting Codes and input fund and account codes provided. 
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______________________________________________________________________________________________ 

10. If internal/external notes and attachments are needed, click on eraser 

11. Scroll to top of page, review entire order. 

12. Click Place Order 

Order is complete: 

NOTE: For audit purposes, please PRINT requisition. 

E-Procurement Manual Page 21 of 40 Winston Salem State University 



 
 
 
 

 

                     
 

 

 
 

 

 

    

    

    

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
______________________________________________________________________________________________ 

Non-Catalog 

Items 

It is recommended that shoppers purchase from hosted or 

punch-out catalogs. However, there are times when items are 

not available from either source. This is when Non-catalog 

items are chosen. 
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Exercise 3 – Non-Catalog 

1. Click on Non-Catalog item 
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______________________________________________________________________________________________ 

2. Type Carpet Central Inc. as the existing supplier 

Note: If vendor is not listed, contact Purchasing Services. 

Fill in all required fields: 

Product Description Carpet for Red Room in Thompson Center 

Catalog No C456789 

Quantity 1 

Price Estimate 50.00 

Packaging yd 
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3. Click search light next to “commodity code” 

4. Two code choices will populate, please select Description Contains 
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5. Type Carpeting and enter: 

6. Several types of carpeting will appear, select one by clicking “+” that best decribes your 

purchase. Your commodity code will populate 
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______________________________________________________________________________________________ 

7. Product Flag 

Product Flags Section:  If you know that the product is recycled, green, hazardous material, etc., click 

box next to appropriate product. 

If ordering Multiple items, click Save and Add Another. This will allow you to add additional items 

Note: If ordering one item, click Save 
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8. If you have completed shopping, click on picture of a cart in top right corner 

9. Click “View my Cart” 
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______________________________________________________________________________________________ 

10. Name this Cart: Under Name, rename Cart to something meaningful (ex. Red Room 

Carpet). Note: Date is not necessary in description, it will automatically populate.  

11. Continue with “Proceed to Checkout” 

NOTE: CHECKOUT PROCEDURES ARE THE SAME FOR ANY OF THE THREE 

CATALOG CHOICES 

12. Go to Accounting Codes and input fund and account codes provided. 

13. If internal/external notes and attachments are needed, click on eraser 

14. Scroll to top of page, review entire order. 
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______________________________________________________________________________________________ 

15. Select Place order: 

16. Once order is placed, it will be given a requisition number. 

NOTE: For audit purposes, please PRINT requisition. 

Note: For class purposes, record Requisition 

number to be used in splitting account example for 

Header Record 
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______________________________________________________________________________________________ 

SPLITTING FUND 

CODES 

For this exercise, please go to VWR catalog and search for 

“Divider Tote Box” Place two (2) items in your cart. 

1. Click on top right corner 

2. Name this Cart: Under Name, rename Cart to something meaningful (ex. Cooler 

Bags Job Fair). Note: Date is not necessary in description, it will automatically 

populate 

3. Proceed to Checkout 

4. Go to Accounting Code 

Note: If requisition has a lot of items to be split, you would put the fund that will be used 

more frequently 
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______________________________________________________________________________________________ 

5. To split funds per line, Go to line 

6. Click … 

7. Click Accounting Codes 
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______________________________________________________________________________________________ 

8. Click on the plus sign (+) 

9. Click on % of Price drop down box.  You will see four selections: % of Price, % of 

Quantity. Amount of Price and Amount of Quantity. The two most frequently used are 

amount of Price and % of Price. 

For this exercise, please select Amount of price. 

10.  Modify Fund and Account information as needed 

11.  Note: Total Amount populates 

12. Type amounts per fund as needed and click save. 
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______________________________________________________________________________________________ 

13.  Notice Account Split on Header Record 

14. Note: If you have a service requisition, perform split at the Header Record. 

Example: Requisition number used from Red Room Carpet 

15. Click on Eraser 

16. Follow above steps 8, 9, and 10 
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______________________________________________________________________________________________ 

Document Search 

Location: Home Page on Left hand corner 

There are 3 methods for document searching: 

Method #1: 

1. Click on ,then click the search light 

2. Type in your first or last name and all your orders will appear, Supplier 
Name, Purchase or Requisition number etc. 

3. You can also utilize: 
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______________________________________________________________________________________________ 

4.  Beside “My Orders”, please select from My Requisitions and/or My Purchase Orders 

Method #2: Simple is located by clicking and then Shopping Home or under the word 

Shop: 

1. Simple Method allows you to search by Product, Supplier, Part Number etc. 

Example: Hammer – All Hammers will display 
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______________________________________________________________________________________________ 

Method #3: Advanced is located by clicking and then Advanced Search or under the 

word Shop: 

1. Advanced Method allows you to search by Product, Supplier, Part Number etc. 

Example: Beside Find Results that Have: 

Hammer – All Hammers will display 
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______________________________________________________________________________________________ 

Copy to Cart 

A copy to cart is used to reorder the same items from the same vendor 

1. Do a document search and select the requisition for Grainger 

2. Click on the Requisition Number to look at requisition 

3. Locate the dropdown beside the Requisition Number, select “copy to new cart”. 

4.  Select Copy to New Cart 

5. A shopping cart with a new Requisition opens. Change the cart name and modify as 

needed. Next, proceed to checkout. 
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______________________________________________________________________________________________ 

REVIEW NOTES: 

1. Review requisition tabs 

• Summary 

• PO Review 

• Comments 

• Attachments 

• History 

2. SU Express production site 

REMINDERS: 

• Always check your budget prior to submitting your requisition. 

• Always check and make sure you have selected the correct address for the vendor. 

• Always check and make sure the vendor has a fax number, if there is no fax, make sure 

Purchasing has updated the vendor file with an email address for PO distribution. 

• When you have more than “1” line item, do not split at the header, split at the line. 

• Always attach your quotes internally and externally. 

• Most importantly, if your purchase is under $4999.99 and the vendor accepts the P-Card, 

please use it. 
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______________________________________________________________________________________________ 

SU Express Issues - Purchasing Staff: 

purchasingservices@wssu.edu - Email for Entire Department 

Richard Fleming, Director – flemingrr@wssu.edu – ext. 2935 

Cheryl Moore – moorec@wssu.edu – ext. 2745 

Willa Dean Scott – scottw@wssu.edu – ext. 2943 

Charles Stevens – stevensca@wssu.edu – ext. 2002 
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	Non-Catalog 
	Items 
	 
	 
	 
	It is recommended that shoppers purchase from hosted or punch-out catalogs.  However, there are times when items are not available from either source.  This is when Non-catalog items are chosen. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	    Exercise 3 – Non-Catalog 
	 
	1. Click on Non-Catalog item  
	1. Click on Non-Catalog item  
	1. Click on Non-Catalog item  
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	   2.  Type Carpet Central Inc. as the existing supplier 
	  Note: If vendor is not listed, contact Purchasing Services. 
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	           Fill in all required fields: 
	 
	Product Description Carpet for Red Room in Thompson Center 
	Catalog No  C456789 
	Quantity  1  
	Price Estimate  50.00 
	Packaging  yd 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	3.  Click search light 
	3.  Click search light 
	next to “commodity code”     
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	 4.    Two code choices will populate, please select Description Contains 
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	  5.  Type Carpeting and enter: 
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	 6.   Several types of carpeting will appear, select one by clicking “+” that best decribes your      
	        purchase.  Your commodity code will populate  
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	   7.   Product Flag 
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	Product Flags Section:  If you know that the product is recycled, green, hazardous material, etc., click box next to appropriate product.  
	 
	If ordering Multiple items, click Save and Add Another.  This will allow you to add additional items 
	 
	Note: If ordering one item, click Save 
	 
	  
	        
	 
	8.  If you have completed shopping, click on picture of a cart in top right corner 
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	    9. Click “View my Cart” 
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	10.  Name this Cart:  Under Name, rename Cart to something meaningful (ex. Red Room    
	       Carpet).  Note:   Date is not necessary in description, it will automatically populate.   
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	 11.  Continue with “Proceed to Checkout”       
	 
	 
	  NOTE:  CHECKOUT PROCEDURES ARE THE SAME FOR ANY OF THE THREE    
	  CATALOG CHOICES 
	 
	  
	 12.  Go to Accounting Codes and input fund and account codes provided. 
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	  13.  If  internal/external notes and attachments are needed, click on eraser 
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	 14.  Scroll to top of page, review entire order.   
	 
	 
	 
	 
	 
	 15.   Select Place order: 
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	16.  Once order is placed, it will be given a requisition number. 
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	NOTE:  For audit purposes, please PRINT requisition. 
	 
	 
	Note:  For class purposes, record Requisition number to be used in splitting account example for Header Record 
	 
	 
	SPLITTING FUND CODES 
	 
	For this exercise, please go to VWR catalog and search for “Divider Tote Box”  Place two (2) items in your cart.   
	 
	  1.    Click 
	  1.    Click 
	 on top right corner 
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	   2.   Name this Cart:  Under Name, rename Cart to something meaningful (ex. Cooler    
	         Bags Job Fair).  Note:   Date is not necessary in description, it will automatically    
	         populate 
	 
	 
	   3.  Proceed to Checkout 
	 
	   4.   Go to Accounting Code 
	         Note:  If requisition has a lot of items to be split, you would put the fund that will be used  
	         more frequently 
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	   5. To split funds per line, Go to line 
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	6.  Click  … 
	 
	 
	 
	7.    Click Accounting Codes 
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	 8.  Click on the plus sign (+) 
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	9. Click on % of Price drop down box.  You will see four selections:  % of Price, % of  
	Quantity.  Amount of Price and Amount of Quantity.  The two most frequently used are    amount of Price and % of Price. 
	 
	    For this exercise, please select Amount of price.   
	 
	10.  Modify Fund and Account information as needed 
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	 11.  Note:  Total Amount populates 
	         
	      12.  Type amounts per fund as needed and click save. 
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	      13.  Notice Account Split on Header Record 
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	  14.  Note:  If you have a service requisition, perform split at the Header Record. 
	         Example:  Requisition number used from Red Room Carpet 
	 
	  15.  Click on Eraser 
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	16.  Follow above steps 8, 9, and 10 
	 
	Document Search 
	 
	Location:  Home Page 
	Location:  Home Page 
	 on Left hand corner 
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	There are 3 methods for document searching: 
	 
	Method #1:  
	 
	1. Click on 
	1. Click on 
	1. Click on 
	1. Click on 
	,then click the search light 
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	     2.   Type in your first or last name and all your orders will appear, Supplier     
	            Name, Purchase or Requisition number etc. 
	 
	 
	      3.    You can also utilize: 
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	    4.  Beside “My Orders”, please select from My Requisitions and/or My Purchase Orders 
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	Method #2:  Simple is located by clicking 
	Method #2:  Simple is located by clicking 
	 and then Shopping Home or under the word Shop:  
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	1.  Simple Method allows you to search by Product, Supplier, Part Number etc. 
	 
	     Example:  Hammer – All Hammers will display  
	 
	 
	 
	 
	 
	 
	 
	 
	Method #3:  Advanced is located by clicking 
	Method #3:  Advanced is located by clicking 
	 and then Advanced Search or under the word Shop:  
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	1.  Advanced Method allows you to search by Product, Supplier, Part Number etc. 
	 
	     Example:  Beside Find Results that Have: 
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	Hammer – All Hammers will display  
	Copy to Cart 
	 
	A copy to cart is used to reorder the same items from the same vendor 
	 
	1. Do a document search and select the requisition for Grainger 
	 
	2. Click on the Requisition Number to look at requisition 
	 
	3.        Locate the dropdown beside the Requisition Number, select “copy to new cart”. 
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	4.          Select Copy to New Cart 
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	5.  A shopping cart with a new Requisition opens.  Change the cart name and modify as  
	      needed.  Next, proceed to checkout. 
	REVIEW NOTES: 
	 
	1. Review requisition tabs 
	  
	• Summary 
	• Summary 
	• Summary 

	• PO Review 
	• PO Review 

	• Comments 
	• Comments 

	• Attachments 
	• Attachments 

	• History 
	• History 


	 
	 
	2. SU Express production site 
	 
	 
	REMINDERS: 
	 
	• Always check your budget prior to submitting your requisition. 
	• Always check your budget prior to submitting your requisition. 
	• Always check your budget prior to submitting your requisition. 

	• Always check and make sure you have selected the correct address for the vendor. 
	• Always check and make sure you have selected the correct address for the vendor. 

	• Always check and make sure the vendor has a fax number, if there is no fax, make sure Purchasing has updated the vendor file with an email address for PO distribution. 
	• Always check and make sure the vendor has a fax number, if there is no fax, make sure Purchasing has updated the vendor file with an email address for PO distribution. 

	• When you have more than “1” line item, do not split at the header, split at the line. 
	• When you have more than “1” line item, do not split at the header, split at the line. 

	• Always attach your quotes internally and externally. 
	• Always attach your quotes internally and externally. 

	• Most importantly, if your purchase is under $4999.99 and the vendor accepts the P-Card, please use it. 
	• Most importantly, if your purchase is under $4999.99 and the vendor accepts the P-Card, please use it. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	SU Express Issues - Purchasing Staff: 
	 
	purchasingservices@wssu.edu
	purchasingservices@wssu.edu
	purchasingservices@wssu.edu

	  - Email for Entire Department 

	 
	Richard Fleming, Director – 
	Richard Fleming, Director – 
	flemingrr@wssu.edu
	flemingrr@wssu.edu

	 – ext. 2935 

	 
	Cheryl Moore – 
	Cheryl Moore – 
	moorec@wssu.edu
	moorec@wssu.edu

	 – ext. 2745 

	 
	Willa Dean Scott – 
	Willa Dean Scott – 
	scottw@wssu.edu
	scottw@wssu.edu

	 – ext. 2943 

	 
	Charles Stevens – 
	Charles Stevens – 
	stevensca@wssu.edu
	stevensca@wssu.edu

	 – ext. 2002 

	 





