ERSO BearBuy Cart Authorizer Quick-Start

1. Login to BearBuy from Blu.berkeley.edu with your CalNet ID; click on Finance > BearBuy (link in left sidebar).
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temaddedon  General Industrial Disposable Respirator, NIOSH Approval TC-84A-1299, Filter Class  25.43 uso 1 25.43 ysp [ ||
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1 Comb, Multichannel Pipet-Compatible 1704450 1PC 51.00 S5EA 255.00 USD
EA
PO subtotal 255.00 USD
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2 Internal Notes &
Attachments

6. Click on Requisition>
Accounting Codes Tab
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at the top of the page.

ym submitting your request.

A\ You need to be aware of the following issue(s), but it will not prevent you from submitting your request.
o Empty field: Fund &
e Empty field: Department &
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Hide value descriptions
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These values apply to all lines unless specified by line item
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left blank
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7. Click SPEEDTYPE Field
‘Profile Values’ link
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REVIEW step

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.
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What'’s
Next

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

& All done! The required information has been completed and this request is ready to be submitted. ‘
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org e Cedic | stip o [edit ] oo
Attn: Ray Shopper Training UC Berkeley
1995 University Ave disburse@berkeley.edu
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General izal 3 o ere B /
A — I The Requisition Creator ~ prepares the purchase/payment, then
Description

=  forwards the requisition to your RSO for fund authorization and
final review. The order is then sent to the vendor for fulfillment.
Refer to the ERSO BearBuy Process Map on the

ERSO website for further detail.

ASUBMIT the Cart if ready for purchase; if not, you can either REVISE the cart contents then submit; ASSIGN the cart back to
the shopper with a comment; or DELETE the cart from the system (Under Draft Carts tab, click Delete button at far right.)
®The Requisition Creator is a department buyer who prepares the order for purchase with the vendor via PO or a direct
voucher for payment. This role corresponds to the “Purchasing Agent” or “Processor” in the ERSO Intranet.
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http://www.erso.berkeley.edu/secure/purchasing/reference/ERSOBBWorkflowDiagram.pdf
http://www.erso.berkeley.edu/

