How to Add Comments with JSIATEY

attachments in Bully Buy MISSRRIER] PTATE

Navigate to www.bullybuy.msstate.edu

Simple Goto: Favorites | Non-Catalog ltem | Quick Order Browse: Vendors | Cate

rch for products, vendors, forms, part number, etc.

MSU Message Board

Welcome to the new Mississippi State portal. All purchases for goods and services can be made here. Training guides can be accessed below.

Create New Receipt...

Request A Contract
My Contract Requests
View Carts

Guided Buying Showcases

Use the Shop widget above to search for your goods/services. If the item cannot be found, use the icons below to find
the preferred suppliers for our most commonly procured commodities. Direct Pay

To view the list of state contracts please visit https:/www.dfa.ms.gov/contracts. State contract use is still required. If
the state contract dees not have a catalog in Bully Buy, please use the "nen-catalog” option to purchase.

If the item value is over 55,000 and cnly one source can be identified, a Sole Source Justification is required and can be

found here, Direct Pay
rders Sea
_ Forms
All Orders +  Document Numbers, Vendor, Product Information Q

Punch-out Catalogs
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https://www.procurement.msstate.edu/procurement/bully-buy/index.php
https://app01.jaggaer.com/apps/Router/POSummaryMaterial?poId=166947715&tmstmp=1739811775503
https://scribehow.com

2 Click the "Search " field & search for your document you want to add your
attachment to.

all - zoousp W o D a8

equester Dashboard

Purchasing Dashboard Shopper Requester Dashboard

ed Goto: Favorites | Non-Catalog itemn | Quick Order - Vendors | Categories | Contracts

ndors, f

, part number, etc. -

MSU Message Board

Welcome to the new Mississippi State portal. All purchases for goods and services can be made here. Training guides can be accessed below.

Showcases
re to search for your goods/services. Iflne item cannot be found, use the icons below to find
- our most commonly procured commeodities. Direct Pay o
ntracts please visit hitps://www.dfa.ms.gov/contracts. State contract use is still required. If
st have a catalog in Bully Buy, please use the "nen-catalog” option to purchase.
5,000 and only one source can be identified, a Sole Source Justification is required and can be

Direct Pay
3  Select your document.
All - 197759598 Q 1zaoouso W o D 4

Requester Dashboard Quick Search (Alt+

Requisitions

Purchasing Dashboard Shopper Requester Dashboard

197759598

Purchase Orders,

24502151
nced Goto: Favorites | Non-Catalog Item | Quick Order B Vendors | Categories | Contracts

vendors, forms, part number, etc -

MSU Message Board

Welcome to the new Mississippi State portal. All purchases for goods and services can be made here. Training guides can be accessed below.

ove o search for your goods/services. If the item cannot be found, use the icons below to find
for our mast commaonly procured commodities.

Direct Pay v
contracts please visit https://www.dfa.ms.gov/contracts. State contract use is still required. If
not have a catalog in Bully Buy, please use the "non-catalog” option to purchase.
$5,000 and only one source can be identified, a Sole Source Justification is required and can be
Direct Pay
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4  Click "Comments"

Al v Search (Alt+Q) Q zoouso W @ D a4 B
Tri0OS Mess-und Datentechnik... » 24502151 Revision 0 @ m (@D - | t1cfiResuts > | ¢ >
¥ Revisions 1 Confirmations Shipments Change Requests T Comments Attachments History
# Shipping Information Billing/Payment #e SUINE) =
12151 Ship To Bill To Details 5
Aftn: Vitor Martins/9632 Accounts Payable Vendar Status
405 East Garrard Rd PO Box 5307
Starkville, MS 39759 Mississippi State, MS 30762 SentTo Vendor
nal United States United States
Vendor
3 Mess-und Datentechnik GmbH ShipTo Address 161 BillTo Address  Accounts Payable Tri0S Mess-und Datentechnik GmbH
Codi Codi
ermelster-Brotje-Strabe 25 s ==
180 Rastede, Germany Total (379.54 USD) "
Delivery Options Billing Options Shipping, Handling, and Tax charges are calculated and
/2025 charged by each vendor, The values shown here are for
Expedite X Accounting Date  no value estimation purposes, budget checking, and workflow
approvals.
54 Ship Via Best Carrier-Best Way Payment Terms 0, Net 45 Subtotal 379,54
59598 view | print Requested no value FOB Destination 379.54
Delivery Date
Related Documents ~
ilue
Requisition: 197759598 (=]
ue
What's next? v
Workflow Status @ Completed
5  Click this button.
Al - Search (Alt+Q) Q 123.00UsD W oD a2
Tri0S Mess-und Datentechnik... « 24502151 Revision 0 = (2 -+ 1ofiResuls ¥ d B
¥ Revisions 1 Confirmations Shipments Change Requests nv Comments Attachments History
Summary =l
Show comments for  Purchase Order» - _c“m
Details -
n added
Vendor Status
Sent To Vendor
Vendor
Tri0S Mess-und Datentechnik GmbH
Total (379.54 USD) v
Shipping, Handling, and Tax charges are calculated and
charged by each vendor. The values shown here are for
estimation purposes, budget checking, and workflow
approvals
Subtotal 379.54
379.54
Related Documents ~
Requisition: 197759598 (=]
What's next? v
Workflow Status e Completed
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6  Click the "Choose file" field.

) COMMENT

00 charac

1aracters beyond the limit are not saved, i.e., the note is truncated.
1ce the note is attached, it is accessible from the History tab of the
rcument.

mments have been added

o dor Status
Sent To Vendor

This will add a comment to the document. If you select a user they will receive an email indicating
that a comment has been added to the document.

Email not: n(s)| A ent

D Kimberty Young (Prepared by, Prepared for) <kac136@msstate.edu>
Total (379.54 USD)
[[] sasha Cole (Approved) <sgcbd@msstate.edu>

Attach file (optional

®) File
O Link/URL
Related Documents
o Requisition: 197759598
File Choose File What's next?

() Show skipped steps

Tri0S Mess-und Datentechnik GmbH

) Supmitea
@ Submitted - 2/17/2025 10:34 AM

Kimberly Young

\/ ffil?TltD Number
JAGG

7 Be sure to put a comment on what you are attaching
All = Search (Alt+Q) Q
Purchase Order -+ TriOS Mess-und Datentechnik... « 24502151 Revision 0
Status Summary Revisions 1 Shipments Change Requests Receipts ces Comments Attachments

Contracts
Records found: 0

Accounts
Payable

ADD COMMENT
Vendors

Show comments for | Purchase Order v

v X

Sourcing

.I.lll. Reporting

This will add a comment to the document. If you select a user they will receive an email indicating
that a comment has been added to the document.

Email notification(s) | Add recipient

D Kimberly Young (Prepared by, Prepared for) <kac136@msstate.edu>

r

000 ch

g Administer
{3 s

document.

Characters beyond the limit are not saved, e, the note is truncated.
Once the note is attached, it is accessible from the History tab of the

expand | clear

[[] sasha Cole (Approved) <sgc64@msstate edu-

Attach file {optional)

ment Type File

(O Link/URL

File Name

File Choose File order-document pdf
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Detail:
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8  Select the Check mark to submit your comment.

M: ‘ MISSISSIPF] STATE All =
Purchase Order -+ TriOS Mess-und Datentechnik... « 24502151 Revision 0

Comments

Status Summary

Records found: 0 comments for  Purchase Order v

ADD COMMENT v

This will add a comment to the documnent. If you select a user they will receive an email indicating
that a comment has been added to the document.

Quotes
otification(s cipient

[[] Kimberty Young (Prepared by, Prepared for) <kac136@msstate.edu>

994 characters remaining expand | clear [[] sasha Cole (Approved) <sgc64@msstate.edu>
Characters beyond the limit are not saved, ., the note is truncated. Attach file (optional
Once the note is attached, it is accessible from the History tab of the
document, "
ment Type @) File
() Link/URL

Choose File order-document pdf
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Q 123.001
& O
History
Summary

Details
Vendor Status

Sent To Vendor

Vendor

Tri0S Mess-und Datent

Total (379.54 USD)

Shipping, Handling, anc

Subtota

Related Documents

Requisition: 19775959¢

What's next?

Workflow Status

Workflow
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