Approval in Bully Buy [ERATEY

MISSISSIPPI STATE

UNIVERSITY.

1  www.bullybuy.msstate.edu

2  Click Action items

Al = Search (Alt+Q) Q 0.00USD W A IL'@ ._Laj_

aster Dashboard

Go to: Favorites | Non-Catalog Item | Quick Order Browse: Vendors | Categories | Contracts

Board

w Mississippi State portal. All purchases for goods and services can be made here. Training guides can be accessed below.
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3 Click "Requisitions"

Al Search (Alt+Q) Q 0.00USD W

Action [tems

©

Unassigned Approvals

Shopper Requester Dashboard Requisitions

Invoices

Administrative ltems

Go to: Favorite

Contract Request Approvals

Manage Search Exports - Completed

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

4 Click "194143551"

E
Requisitions a Purchase Order Change Reguests Invoices 162 Contracts
Your Selections & Total Results 77 Display 20 per folder ~
Date Range ~ CORPORATION REVIEW ()
All Dates v

REQUISITION NO.
View Approvals For

My Approvals w 1941438551

State . Not Assigned Requisition Name
No. of line items
This PR has notes
Filters

194168760

~ VENDOR

Ranuicitinn Mama
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VENDORS

Executive Information Systems
LLC

2024-11-08 cmg115 01
1

v

Starkville Strong

2NA11.11 [dh1na N1

Procurement Ret

ASSIGNED API

Mot Assigned

Folders

Mot Assigned

Enldare
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5  Click this button.

@®
1 History
o Billing
Bill To
i Accounts Payable
PO Box 5307

Al v

Mississippi State, MS 39762

United States

Credit Card Info

No credit card has been assigned.

Billing Options

Click "Assign to myself"

@®
1 History
& - Billing
Bill To
i Accounts Payable
PO Box 5307

Al =

Mississippi State, MS 39762

United States

Credit Card Info

No credit card has been assigned.

Billing Options
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000USD W v D Oy

Search (Alt+Q) Q

& O -

Assign To Myself ‘ - 10f 77 Results + ¢

Show menu

Summary -

Total (340,684.00 USD) >

e

What's next?

Workflow

C’ Show skipped steps

Submitted

11/8/2024 3:50 PM

@ Submitted - 11/8/2024 3:50 PM -
Courtney Martin

e

0D O

Search (Alt+Q) 0.00USD W

Q

JCR .

| Assign to myself ‘

10f 77 Results <

Approve & Next

Summary APProve N

Total (340,684.00 USD) >

What's next?

Workflow

C’ Show skipped steps

Submitted
11/8/2024 3:50 PM
@ Submitted - 11/8/2024 3:50 PM -

Courtney Martin
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7  Click "Select"

e T

ﬂ Administer

S v

Priority Normal
Q S Prepared by Courtney Martin
Prepared for Courtney Martin
Work Order no value
Phase no value
Ad-Hoc Select
Approver
Process as b4
Contract
Separate M
Check
Accounting Codes

8  Click this field.

Ad-Hoc Approver

After

Step Name *
Ad-Hoc Approver

Comments

* Required

AP Review

Expedite b4
Billing Opt
Ship Via Best Carrier-Best Way Accountin
Date
Requested no value

Delivery Date

[ Ad-hoc 1

% | Type to filter..

e

1000 characters remaining

Save Close
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9 Type'"gore"

10 Click "Gore, Mallorie"

Ad-Hoc Approver

After AP Review

Step Name * Ad-hoe 1

Ad-Hoc Approver *

[ gore

Comments | Gorgrdedf

| Gore, Mallorie

1000 characters remaining

* Required
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11 Click the "Comments" field.

Ad-Hoc Approver

After AP Review

Step Name * Ad-hoe 1

Ad-Hoc Approver * Gore, Mallorie

Comments

1000 characters remaining

* Required

12 Type "Can you look at this please?"
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13 Click here.

Ad-Hoc Approver ™ Gore, Mallorie

Comments Can you look at this

please?|

972 characters remaining

* Required

14  Click this button.

Al v Search (Alt+Q) Q 000USD W v D O3

@& = @ aen Approve/Complete & Show Next ‘ > | 10of 77 Results <l >

Show menu

1 History
& Billing PR Summary -

Bill To Total (340,684.00 USD) >
i Accounts Payable What's nexi? -

PO Box 5307

Mississippi State, MS 39762 Workflow

United States

C‘ Show skipped steps
Credit Card Info
% Submitted
No credit card has been assigned. 11/6/2024 3:50 PM
| @ Submitted - 11/8/2024 3:50 PM -
Billing Options Courtney Martin

Made with Scribe - https://scribehow.com


https://scribehow.com

15 Approve & Next will approve it and send you to the next requisition in your queue

Approve will approve it
Return to shared folder will return it to the folder for another approver to approve

Return to requisitioner will return it to the person that keyed it, to make any
changes needed.

Forward to will send it to someone else

Reject will disapprove it without allowing changed to be made.

All - Search (Af+Q) Q ooousp W @ D O

® = cee Approve/Complete & Show Next IR RV Frrd T 00 4 %

Approve & Next

1 History
Approve
Return ta Shared Folder
o S Billing Fo v Summary -
I - on Hold e
Bill To 2
Total (340 patym to Requisitioner >
i Accounts Payable What's ney Forward to i

PO Box 5307
Mississippi State, MS 39762 Workflow Rejec‘[ Requ isition
United States

C’ Show skipped steps

Credit Card Info

Submitted
v i

Mo credit card has been assigned. 11/8/2024 3:50 PM
@ Submitted - 11/8/2024 3:50 PM -

Billing Options Courtney Martin
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