
How To Submit An IT Purchase Request 

1 
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Navigate to www.bullybuy.msstate.edu 

Click "IT Purchase Request" 
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3 Click "Details" 

4 Name Your form whatever you would like. Typically it is named after what is being
purchased. 
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5 Click "Next" 

6 Search for your vendor here 

Made with Scribe - https://scribehow.com 3 

https://scribehow.com


7 Click "Search" 

8 Select your vendor and select next 
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9 Add your quotes here 

10 Click "Upload" 
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11 Click "Save Changes" 

12 Click "Next›" 
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Fill in the information on your forms. This should be information related to this13 purchase. 

14 Select the "2" option. 
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15 Click "Next›" 

16 Click this text field. 
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17 Click "Next" 

18 Click "Next" 
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19 Click here. 

If you have more than 10 items Select Save to card and add another. If you are20 finished just select add and go to card. 
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21 Select the additional amount until you have your total EX: 12 so I did 2 originally
and 10 on this form. Then fill out the information 

22 Click "Add and go to Cart" 
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23 Click "Proceed To Checkout" 

24 Make sure your shipping information is correct 
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25 Click "Save" 

26 If using a Jaggaer Ghost/Card be sure to input your information here. Otherwise a
check will be sent to the vendor. 
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27 Click "Save" 

Input accounting sequence(s). Unless you have multiple line items attach 128 sequence at the header and any additional at the line item. This step is listed
below. 
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29 Click "Save" 

Internal documents/notes are documents that will stay with the requisition in the30 system. Internal notes will be printed on the check. External Documents/notes are
documents and notes sent to the vendor with the PO. When attaching quotes be
sure to always only send he quote of the winning vendor. 
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31 Click this button. 

32 Click "Accounting Codes" 
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33 Click this button. 

34 Click the "Enter %" field. 

Made with Scribe - https://scribehow.com 17 

https://scribehow.com


35 Select the "3" option. 

36 Click the "Enter amount" field. 
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37 Click "Save" 

Once all information is complete select assign cart or place order depending on38 your role in Bullybuy. 

Made with Scribe - https://scribehow.com 19 

https://scribehow.com

