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For this demonstration we will place a Non-Catalog Order for a
one-time purchase of bagels and bagel condiments (cream
cheese, etc.) for resale at a campus coffee shop.

For this order, we will be using the following information:

Commodity code: Food distribution services
Quantity: 1

Unit of Measure: Each

Price: $651.40
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Before You Begin

C Review the Resale Exception Item requirements on the
Procurement Services Webpage

C Contact the Tax Office to obtain a copy of the UW
Reseller Permit

C Be prepared to:
C Check a box to certify that UW Reseller Permit is
attached
C Answer the question of whether or not tax is being

collected
C This information is for data analysis purposes only




The process of creating a Non-Catalog Order is started by selecting
Requisition  from the Create drop-down menu. A Requisition (S)
starts the process of creating a Non-Catalog Order.
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Home Contracts

[H Create Search

Procurement T&E Invoicing

Manage Recent Preferences

Home | Help ™ | Logout

Welcome MELANIE MC KAY FIELDS

Supplier
Ariba Test Supplier ... (15)
Bioline USA, Inc. - ... (285)

COMMUNICATIONS ... (1)
Fisher Scientific (21028)
Intermountain ... (1)
Show All ...

Favorites
- Recent Choices - -

$538882: 7 1tems: 0 Total: $0.00 USD | checkout
Add items to your requisition. You can add items from the catalog, from vendor catalogs, from your favorites list, e
Cata Home Browse ;o T2togorizcs | Coggicos l

|

| Search | Options

[{Zreate Nm—ﬂatalog Item
LS

Supplier Part #:

Manufacturer Part #:

Catalogld:

Office Depot Punchout (1)
See items ...

CDW Government Punchout (1)
See items ...

Praxair Punchout (3]
See items ...

Life Sciences Catalogs (20)
Fisher Punchout (1)
Anixter (2)

VWR Punchout (1)

Click Create Non -Catalog Item

Toys and Games (199

Developmental and professional teaching aids (8874)
Classroom supplies {1007)

More ...

Non Contract Catalog
Shi Intl (1)

Uncategorized Items {91957)
See items ...

Containiers and Storage (1551)
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Home Contracts Procurement T&E Invoicing

= Create Search Manage Recent Preferences

Home | Help ™ | Logout

Welcome MELANIE MC KAY FIELDS

5538884:

¥ ftems: 0 Total: $0.00 USD

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process

Full Description: ~ Resale of Bagels and Associated Bagel Condiments

Commodity Code:

" O

*#**For Commodity Code Help
Account Code: [ ‘ ‘°|

**For Account Codes Code Help

Supplier: ‘ |°‘

Order Address: (no value)

*

Supplier Part Number: [

Manufacturer Part Number: [}

&L

Enter an item description

Supplier Auxiliary Part 1D: [

Quantity: 1

Unit of Measure: |each ‘Q‘
Price: [ *£0.00 usD

Amount: %0.00 USD

Update Total




Home | Help ™ | Logout
& A RI B A" | p 7| Log

Home Contracts Procurement T&E Invoicing Welcome MELANIE MC KAY FIELDS

= Create Search Manage Recent Preferences

S538884: ¥ 1tems: 0 Total: $0.00 USD

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process

£l

Full Description: ~ Resale of Bagels and Associated Bagel Condiments

Select the Commodity Code

Commodity Code: *|Eood distribution services |{BJ SUppIIEr AUXIIary Parc 1L L
**For Commodity Code Help Quantity: 1
Account Code: 059900 (MISCELLANEOU |42 | Unit of Measure: each ]
**For Account Codes . '~ Help Price: [} " $0.00 usD
Supplier: Amount: $0.00 USD
Order Address: (no value) The Account Code  will be set initially based on your
Supplier Part Number: [ * choice of Commodity Code . Keep the default for

now because the system will automatically change
this to 05-9800 (RESALE PURCHASES) when you tell
the system this is a Resale exception in a later step.

Manufacturer Part Mumber: [




Home | Help ™ | Logout
@\AFHEA' | Help 7 | Log

Home Contracts Procurement T&E Invoicing Welcome MELANIE MC KAY FIELDS

= Create Search Manage Recent Preferences

$538884: I 1tems: 0 Total: $0.00 USD

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process

£

SV I HllIResale of Bagels and Associated Bagel Condiment

Commedity Code: *‘ Food distribution services |Q‘ Supplier Auxiliary Part 1ID: [
**For Commodity Code Help Quantity: 1

Account Code: [} 059300 (MISCELLANEOU | | Unit of Measure: each ]
*#*For Account Codes Code Help price: [} * ?,,[]T uso

Supplier: 'REDDYGOSOLUTIONS {REDDYGOSC|% Amount: $0.00 USD

Order Address: REDDYGOSOLUTIONS [ select ]

* Select the Supplier

Supplier Part Number: [

Manufacturer Part Number: [




Home | Help ™ | Logout
)&\AHlEA' | Help ™ | Log

Home Contracts Procurement T&E Invoicing Welcome MELANIE MC KAY FIELDS

= Create Search Manage Recent Preferences

S538884: Y 1tems: 0 Total: $0.00 USD

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process

€

Full Description: * Resale of Bagels and Associated Bagel Condimants

Commodity Code: *|Food distribution services ‘0| Supplier Auxiliary Part ID: [
**For Commodity Code Help Quantity: 1

Account Code: [l 059900 (MISCELLANEOU (2 | Unit of Measure: each ]
**For Account Codes Code Help Price: [l . @T usD

Supplier: | REDDYGOSOLUTIONS (REDDYGOS(| (2 | Amount: $0.00 USD

Order Address: REDDYGOSOLUTIONS [ select ]

Supplier Part Number: [ 112345

Manufacturer Part Number: [

Enter the Supplier Part Number




Home | Help ¥ | Logout
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Home Conftracts Procurement T&E Invoicing Welcome MELANIE MC KAY FIELDS

= Create Search Manage Recent Preferences

S538884: Y 1tems: 0 Total: $0.00 USD

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process

£

Full Description: * Resale of Bagels and Associated Bagel Condiments Enter the Quantity_
Select the Unit of Measure.
Enter the unit Price.

Commodity Code: *|Food distribution services |°‘ Supplier Auxiliary Part ID:
**For Commodity Code Help Quantity: 1

Account Code: [ 059900 (MISCELLANEOU | &2 | Unit of Measure: each ]
**For Account Codes Code Help price: [} *651.400 usD

Supplier: |REDDYGGSGLUTIGN5 fREDDYGC‘S(|°‘ Amount: £0.00 UsD

Order Address: REDDYGOSOLUTIONS [ select ]

Supplier Part Number: [ *12345

Manufacturer Part Number: [

10



" . . iome | Help ¥ | Logout
A ~AR1ea Click OK to continue

Home Contracts Procurement T&E Invoicing ne MELANIE MC KAY FIELDS

1=~ Create Search Manage Recent Preferences —

S538884: 7 1tems: 0 Total: $0.00 USD @

-
If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer o nrocess

€

Full Description: * Resale of Bagels and Associated Bagel Condiments

Commedity Code: *|Food distribution services |°| Supplier Auxiliary Part ID: a
**For Commodity Code Help Quantity: 1

Account Code: [1 059900 (MISCELLANEOU | &2 | Unit of Measure: each -]
**For Account Codes Code Help Price: 1 i W uso

Supplier: |REDDYGOSOLUTION5 {REDDYGGS(|°| Amount: £0.00 UsD

Order Address: REDDYGOSOLUTIONS [ select ]

Supplier Part Number: [ "12345

Manufacturer Part Number: [
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Approval Flow Enter a meaningful Title for the requisition

Title:
On Behalf Of: [ MELANIE MC KAY FIELDE| (2|
Delay Purchase Until: [
Telephone: 206-221-6014
Template: [
Is this item listed on the exception item list? 0 vag @ pp
Definition of Exceptions
Funding Sources: Description 1 Funding Source Percentage

Other 100

Funding Source Amount

$651.40 USD

12



Title:

0On Behalf Of:

Delay Purchase Until:
Telephone:
Template:

Is this item listed on the exception item list?

Funding Sources:

Enter a meaningful Title for the requisition

" Resale of Bagels and Associated Bagel Condiments

MELANIE MC KAY FIELDE| (2|

206-221-6014
(]

© Yes @ Mo

Definition of Exceptions

Description 1 Funding Source Percentage

Other 100

Funding Source Amount

$651.40 USD

13



T . . ments
The system requires that you answer the question:
© Is this item listed on the exception item list?
Delay Fuiciiass o it
Telephone: 206-221-6014 Since Resale Items are on the Exception
Template: [ Items IiSt, click Yes.
Is this item listed on the exception item list? @ vas O po
Dsinitiun of Exceptions
Exception Item List: | |\?|
Will the usage of this contract potentially expose any patient health information (HIPAA)? Yes No
Funding Sources: Description 1 Funding Source Percentage Funding Source Amount

Other 100

%651.40 USD

14



Title: " Resale of Bagels and Associated Bagel Condiments

On Behalf of: [ |MELANIE MC KAY FIELDE| (2|

=

The Exception Item List field appears.
N SHIPIaLS. 1|
Is this item listec 2 exception item list? @ vag O Np

Definition of Exceptions

Click the drop-down arrow.

Exception Item List:

O]

Will the usage of this contract potentially expose any patient health information (HIPAA)? Yes No
Funding Sources: Description 1 Funding Source Percentage
Other 100

Funding Source Amount

$651.40 USD

15



Title: * ‘Resale of Bagels and Associated Bagel Condiments
on Behalf of: £ 'MELANIE MC KaY FIELD| ]
Delay Purchase Until: [} ‘ ‘
Telephone: |+1 206 221-6014 |
Template: 0]
Is this item listed on the exception item list? ®ves [ No
Definition of Exceptions
Exception Item List: (none selected) @
Will the usage of this contract potentially expose any patient health information (HIPAA)? Live Animals, Custom Animal Antibodies, Non-Preserved Ani...

Lab Refrigerators/Lab Freezers
Radioactive Chemicals/Materials/Equipment

[ Fuilie roous
Search for more...
Funding Sources: rintion. Eundi Funding Source Amount
Other 100 $210.00 USD

D

re

16



Choose Value for Exception Item List

Field: MName * Resale

MName 1

Search |

The list is in alphabetical order by Name .

Description

If you don’t see the Exception Item, you can enter part of the
name and click Search .

Biological Safety Cabinets

Blood, Blood Serum and Platelets

Cadavers, Organs, and Other Human Tissue

Charters

Construction and Building Alteration, Modification, and
Repairs

Firearms, ammunition, explosives

Fume Hoods

Lab Refrigerators/Lab Freezers

Live Animals, Custom Animal Antibodies, Mon-Perseverad
Animal Organs and Tissue

Radioactive Chemicals/Materials/Equipment

Biological Safety Cabinets

(setect]
(Setect]
(select]
(setect]
[setect]
(setect]
(setect]
(setect]
(setect]
(setect]

Blood, Blood Serum and Platelets

Cadavers, Organs, and Other Human Tissue

Charters

Includes construction and installation, asbestos abatement, flooring, electrical, painting,
janitorial, and other services provided by laborers.

Firearms, ammunition, explosives

Fume Hoods

Lab Refrigerators/Lab Freezers

Live Animals, Custom Animal Antibodies, Non-Persevered Animal Organs and Tissue

Radioactive Chemicals/Materials/Equipment

5 o

m
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Choose Value for Exception Item List

Field: MName * Resale lSearch‘

Click Select

Name ¢ Description

Resale Items Resale Items |5!%ject|

el




Title:

0On Behalf Of:

Delay Purchase Until:
Telephone:
Template:

Is this item listed on the exception item list?

Exception Item List:

By checking this box, I certify that I
have attached my resale UW certificate
to my order (NOTE: Attach documents
in the Attachments Section):

Is your department collecting sales tax?

" Resale of Bagels and Associated Bagel Condiments

MELANIE MC KAY FIELDE| (2

it
206-221-6014
]
@ ves U No

Definition of Exceptions

Resale Ttems &

Resale items require a resale certificate that can be obtained from the tax office.

Ek You are required to check this box to
submit the request.

' Yes @ No

IMPORTANT: The State of Washington
REQUIRES that you attach a copy of the UW
Reseller Permit to the request. By checking
the box, you are certifying that the Reseller
Permitis attached. You can do this in the
Attachments section below.

19



Title:

0On Behalf Of:

Delay Purchase Until:
Telephone:
Template:

Is this item listed on the exception item list?

Exception Item List:

By checking this box, I certify that I
have attached my resale UW certificate
to my order (NOTE: Attach documents
in the Attachments Section):

Is your department collecting sales tax?

" Resale of Bagels and Associated Bagel Condiments

MELANIE MC KAY FIELDE 2

it
206-221-6014
]
@ ves U No

Definition of Exceptions

Resale Ttems &

Resale items require a resale certificate that can be obtained from the tax office.

o
Ek The system requires that you select
ves @ No either Yes or No before you can submit
your request. The information of
whether or not your department is
collecting sales tax is for data analysis
purposes only.

Scroll down to view line
items, shipping information,
comments and attachments

areas.

$§ 1 1 20



The eProcurement system assigned the Resale
Account Code of 05-9800 when you set the
Exception Item to Resale

Line Items (1) Hide Details ]

¥4I No. Type Description Account JBudget:Task:Option:Project Qty Unit Price Amount
Resale of Bagels and Associated Bagel

4 1 IE 059800 Q143750::: 1 each $651.40 USD $651.40 USD

Condiments

X

Supplier: REDDYGOSOLUTIONS

Contact: REDDYGOSOLUTIONS

Commodity Code: Food distribution services
Supplier Part Number: 12345

Supplier Auxiliary Part 1D:

Manufacturer Part Number:

Is this M&E item? {Click for Yes): Mo

M and E TAX EXEMPT ITEM - 50% OR MORE QUALIFYING RESEARCH

Resale of Bagels and Associated Bagel Condiments

[Editl | Cop':.-'] [Delete] | [Add from Catalog... | [Add MNon-Catalog Item...

Total Cost:  $651.40 USD

Scroll down to add the UwW
Reseller Permit attachment.

R S

21



SHIPPING - ENTIRE REQUISITION

Ship To: *|PURCHASING & ACCOUN 2 |

Deliver To{Room/Name): =~ Rm216/mfields

COMMENTS - ENTIRE REQUISITION

Comments:

[T visible to Supplier

ATTACHMENTS - ENTIRE REQUISITION

| Add Attgrhment |
py

Click Add Attachment

22
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Home Contracts Procurement T&E Involcing

Create Search Manage Recent

Add Attachment

Click Browse

File: | Bmwm*’] Mo file selected.

Visible to Supplier

|_-=I}HC] [Eanceil

23
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0l @

.. % groups » procurement b Procurement Customer Service » Training » Classes ¢ AribaExceptions » DemonstrationFiles w |+ | Search DemonstrationFiles 2
Organize » Mew folder SE
1. Process Improvement “ || Mame ) Date modified Type Size
. Production Data =
_ L SampleResellerPermit 2/18/20151:31 PM  Adobe Acrobat D... 309 KB|
. Projects
1) PSWebsite

. Reliant Dry Ice
1. Searnless Procure to Pay
) Team Navigate to the file
.. Template
. Training
. Ariba Overview Campus Training E
1. ArticulateTest
Ju Classes
. AribaContracts
. AribaExceptions
.. Captures
. DemonstrationFiles
. AribaTesting

o Click Open

File name: SampleResellerPermit

(Al Files

[ Qeen | |

Cancel l

24
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Home Contracts Procurement TE&E Involcing

Create Search Manage Recent

Add Attachment

File: [ Browse_ ] SampleResellerPermit.pdf

% Visible to Supplier

Since the supplier is required to keep the reseller permit on file
' for audit purposes, click Visible to Supplier so that the
|- Ok ] [ Cancel ] attachment is sent to the supplier with the order.

25
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Home Contracts Procurement T&E Invoicing

Create Search Manage Recent

Add Attachment

File: I Browse_ IEampIeReseIIerPermit.pdf

Visible to Supplier
Click OK

I'%J | Cancel]

26



ATTACHMENTS - ENTIRE REQUISITION

Attachments
File Name t Size Creator Date Attached Visible to Supplier
SampleResellerPermit.pdf Download 308.8 KB MELANIE MC KAY FIELDS Today, 2:34 PM

Add Attachment

Back to Catalog

27




Supplier: REDDYGOSOLUTIONS

Contact: REDDYGOSOLUTIOMNS

Commodity Code: Food distribution services

Supplier Part Number: 12345

Supplier Auxiliary Part ID:

Manufacturer Part Number:

Is this M&E item? (Click for Yes): No

M and E TAX EXEMPT ITEM - 50% OR MORE QUALIFYING RESEARCH

[Editl | Copyl [Deletel | [Add from Catalog... | [Add Mon-Catalog Item...

SHIPPING - ENTIRE REQUISITION

ship To: " |PURCHASING & ACCOUN |62

Deliver To{Room/Mame): = Rm216/mfields

COMMENTS - ENTIRE REQUISITION

Comments:

O visible to Supplier

Resale of Bagels and Associated Bagel Condiments

Total Cost: %651.40 USD

| Update Total

Scroll up to review header
information

28
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& AR B A" Home | Heln ™ | | noout

Home Contracts Procurement T&E Invoicing If everything IOOkS Correct, C“Ck Smelt s IS

= Create Search Manage Recent Preferences _
S53B8882: Resale of Bagels and Associated Bagel Condiments Back to Cataro I

This is @ summary of your current requisition. Review the information to be sure it is correct. You can go back to any previous step to change the

€

Title: " Resale of Bagels and Associated Bagel Condiments
on Behalf Of: (1 MELANIE MC KAY FIELDE| (2 |

Delay Purchase Until: [0

Telephone: 206-221-6014

Template: ]

Is this item listed on the exception item list? @ ves O No

Definition of Exceptions

Exception Item List: |w ‘°|

Resale items require a resale certificate that can be obtained from the tax office.

By checking this box, I certify that I
have attached my resale UW certificate

i
to my order (NOTE: Attach documents
in the Attachments Section):
Is your department collecting sales tax? @ ves O No

29



% A RIB A" Home | Help * | Logout

Home Contracts Procurement T&E Invoicing Welcome MELANIE MC KAY FIELDS

= Create Search Manage Recent Preferences

New Requisition - Submitted

Your reauest has heen suhmitted for annrowval. lise the Status section of the Navination Panel to monitor the request's progress through the approval | ¥

Click View to see the Approval Flow  of this request.

S53888: ncoue vi o g L G LTS S

® Print a cr . uIIS reguest

VEW the status of this request
n

Ishale +ao toa thic docomont

Create the same type of request

® Return to the Ariba Home Page

30



‘8 ARIB A* Home | Help ~ | Logout

k Home Contracts Procurement T&E Invoicing Welcome MELANIE MC KAY FIELDS
15| Create Search Manage Recent Preferences

5538882 - Resale of Bagels and Associated Bagel Condiments Status: Submitted

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You

€

Resale items do not require any special approvals. In this
[Oﬁack example, the only approver is the budget approver. You can

click on the box to see who is assigned to this role.

Legend: III Active

5538882 = —@l BgtApprover- 143750-$Lim- 1000 J—f_ Approved

1 b

| Add Approver

31



‘8 ARIB A* Home | Help ~ | Logout

k Home Contracts Procurement T&E Invoicing Welcome MELANIE MC KAY FIELDS
15| Create Search Manage Recent Preferences

5538882 - Resale of Bagels and Associated Bagel Condiments Status: Submitted

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You

L4

You will receive an email notification when the requisition is
approved. The approval node will turn green and display the

oers _recet N@ME OF the approver.

Legend: E Approved

[ Q) Back

5538882 [l KEVIN 1 CAMPBELL (BgtApprover-143750-$Lim-1000) J—'F Approved

4 b

| Add Appruverl

32
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For More Information...

 Visit the Non-Catalog Ordering and Exception Item

Ordering sections of the Procurement Customer Services
Website

https://finance.uw.edu/ps/how-to-buy/ariba/non-catalog-
purchase-orders

https://finance.uw.edu/ps/how-to-buy/exception-items



https://finance.uw.edu/ps/how-to-buy/ariba/non-catalog-purchase-orders
https://finance.uw.edu/ps/how-to-buy/exception-items

