How To Process Carts Assigned to Me Ry
MISSISSIPPI STATE

UNIVERSITY.

1 Navigate to www.bullybuy.msstate.edu

2  Click Action items

Al = Search (Alt+Q) Q 0.00USD W A Im ._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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https://www.procurement.msstate.edu/procurement/bully-buy/index.php
https://app01.jaggaer.com/apps/Router/ShoppingDashboardUserDetails?tmstmp=1731486753427
https://scribehow.com

3  Click "Carts Assigned To Me"

Al ~ Search (Alt+Q) Q 0.00USD W Q|- .Lc
Action ltems
My Assigned Approvals

per Requester Dashboard | Carts Assigned To Me o

Unassigned Approvals

Requisitions D
Invoices @

Go to: Favorit ract
S L EEMOny Contract Request Approvals o i

Administrative Iltems a
Manage Search Exports - Completed e

bssage Board

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

4 Click "2024-11-13 mIf29 01"

E Shop

Cart Management

Draft Carts Assigned Carts
Contracts

Assign Substitute

Accounts » Filter Assigned Carts
Payable

Type = Shopping Cart Name = Cart Description Date Created &
Vendors

Normal 2024-11-13 mif29 01 11/13/2024
Sguming 2024-11-13 mif29 01

Reporting

Administer

Setup
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5 Click "Proceed to Checkout"

Al Search (Alt+Q) Q 53.80USD W o 1D Oy

Summary -
n Details b
Total (53.89 USD) >
Select Al «
Size/Packaging Unit Price Quantity Ext. Price
EA 4.95 Qty: 1EA 4.95 -]

6 Click place order if everything is correct. If you see any errors you can go in and
change them. If you want the shopper to change them follow the return cart
option below.

Al v Search (Aft+Q) Q ssgousp W @ D g
© B O - [ o
History
o S Billing & v Summary -
Bill To Total (53.89 USD) 5
n Accounts Payable What's next for my order? i
PO Box 5307 _
Mississippi State, MS 39762 Next Step Org Approval 1
330462 ittty Approvers Alford, Caleb

Mayfield, Jennifer
Credit Card Info

Workflow
Payment information will be obtained from

the vendor configuration C’ Show skipped steps
Billing Options
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7  Click this button.

Al - Search (Alt+Q) Q 53.80USD W v D O

© & O [ seen

Requisition Actions

History
£ Billing P Summary 2
— Total (53.89 USD) >
P BeCpumin FayuRlc What's next for my order? w
PO Box 5307
Mississippi State, MS 39762 Next Step org Approval 1
R PR S Approvers Alford, Caleb

Mayfield, Jennifer
Credit Card Info

Workflow
Payment information will be obtained from

the vendor configuration C’ Show skipped steps
Billing Options

8  Click "Return to Cart"

Al v Search (Alt+Q) Q 53.80USD W v D O3

> 80 - [

l Return to Cart

History
Copy to New Cart
- Billing s 52 ﬁ Add Comment
Bill To 10 Continue Shopping
n Accounts Payable
Wi i
PO Box 5307 View Carts
e Ny :
WiEseempi Sl 02 View Cart return message(s)
339762 United States A
See configuration for this requisition
Credit Card Info
Workflow
Payment information will be obtained from
the vendor configuration C’ Show skipped steps

Billing Options
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9  Click "Return Cart"

Al v Search (Aft+Q) Q 53.80USD W o 1D Oy
——
Summary -
Details >
Total (53.89 USD) >
Selectall -
Size/Packaging Unit Price Quantity Ext. Price
EA 495 Qty: 1EA 4.95 -]

10 Click the "Note: what changes need to be made to the order for them to resumit.

Return Cart

Return Cart To: Melissa Inmon

1000 characters remaining expand | clear
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11 Click here.

Return Cart Te: Melissa Inmon

Make a change to your account code

966 characters remaining expand | clear
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