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Learning Objectives

At the end of this presentation, the attendee will 
be able to:

• Identify solutions and apply troubleshooting 
tips to the top iBuy FAQs

• Find and complete the Service Request Form

• Locate the iBuy website and training
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Topics

• Website review

• Common Service Desk Topics and FAQs

• Upcoming Changes

• Training Opportunities

• Support 

• Questions/Comments
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Website Review

• Recently updated pages

• iBuy roles and requisition workflow

• OBFS BIS Production Support Service Request Form
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Requisition Workflow
• Shopper

• Requestor

Action within workflow

• If the requisition is approved, PO number is assigned and document sent to vendor.

• If the requisition is returned, the order will return to the Draft Cart of the individual who created the 
requisition. The issue can be corrected and the order resubmitted.

• If the requisition is rejected, the order is no longer valid.
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iBuy roles and 
their general requisition actions

Roles
Create a 

cart
Submit a 

cart
Add/Edit 
C-FOAP

Approve or 
Reject

Shopper Yes Yes No No

Requestor Yes Yes Yes No

Department Account Coder No No Yes Yes

Approver No No Yes Yes

Executive Approver No No No Yes

Query Only Yes No No No
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OBFS BIS Production Support Service Request Form 
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iBuy Area of Concern
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Area of Concern: Requisition Process
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Most Common Service Desk Questions and FAQ

• Ship To Address

• One Requisition – Multiple Purchase Orders

• Order Status

• Returned/Rejected Requisitions

• Issues with punchout vendors

• Updating or correcting vendor details
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Ship To Address
 How to do I stop the address error?

 Under the View My Profile~Default User Settings~Default Address, select the default address option from 
the list of Shipping Addresses. Make sure that the Location: field is populated. The information can be a 
specific room number or email address. Click Save.

 I need to change my default Ship To Address.
 Under the View My Profile~Default User Settings~Default Address, use the Select Addresses for Profile 

option to view address options linked to your Chart/Org. Select the address that suites your needs. Click 
Default. 

 If the correct address is not listed, complete and submit a Banner Ship To Address Add Form found at 
https://www.obfs.uillinois.edu/forms/purchases/. 

 My department has moved and our Ship To Address needs updated.
 Complete and submit a Banner Ship To Address Add Form found at 

https://www.obfs.uillinois.edu/forms/purchases/. 

 A confirmation email will be sent from iBuy Production Support once the address is ready for use in iBuy.

 How do I use the various Ship To Addresses I have added?
 Once you Proceed to Checkout on a requisition, select the Edit button under the Shipping section. This 

will display the options you have selected for your profile to choose from that will be applied to the 
requisition. 
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One Requisition - Multiple Purchase Orders 

• One requisition can create multiple Purchase 
Orders when:

– delivery location is altered at line item level

– a non-catalog item/form is added to a punchout
cart from the same vendor

– Multiple vendors are selected when creating a 
requisition
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One Vendor-One Requisition-One PO

• Purchasing strongly advises departments NOT 
enter multiple vendors on one Requisition. 

• Use the One-to-One-to-One method.  

1 vendor on 1 requisition creates 1 PO
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Order Status
The current status of Requisition can be found on the Req Approval Tab
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The current status of Requisition can also be found on the History Tab
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Rejected and Returned Requisitions

Rejected Requisitions
• Rejected requisitions are null. No further action 

needed.  

• Reasons for rejected requisition include Approver 
decision, Mixing asset and non-asset Accounts, Failed 
cross-FOAPAL (not all the segments of the FOAPAL can 
be used together), invalid C-FOAP splits, or invalid 
Vendor BP details

• iBuy Production Support runs a daily report on rejected 
requisitions and will contact the individual with 
resolution information. 
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Returned Requisitions
• Returned requisitions go to the user’s draft cart and 

may be corrected then resubmitted.

• Common reasons for a returned requisitions include 
Approver decision, Requestor/Shopper request, 
incomplete C-FOAP, incorrectly entered C-FOAP split, 
invalid code segment, Mixed funds between State and 
non-state Funds, Shopper role set-up not completed, 
dollar total over 10 million, or zero dollar line items. 
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Issues with Punchout Vendors

When experiencing problems with punchout
vendors, there are a few troubleshooting tricks 
you can try:

– Shipping Address default is the established Banner 
Ship To code

– Use Internet Explorer as your web browser

– Delete Cookies

– Enable 3rd Party Cookies

20



Vendor details

To ensure that the most accurate and current 
information is listed in Banner and iBuy for a 
vendor, please request an updated Vendor 

Information Form to be submitted.
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15.1 iBuy Release 

• If you use Favorites, the management feature 
will now display with an Available Actions 
drop-down menu.  This is similar to the 
Available Actions drop-down menu seen in 
Draft Carts.

• The ability to search Favorites and Favorite 
folders.
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iBuy Training Opportunities
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iBuy Support
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Questions?
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