
Shop Contracts (Preferred Vendor) 
 
Indiana University has negotiated contracts with a number of vendors, ensuring that staff and faculty 
have access to the highest quality products available at the best price.  Negotiated contacts often 
include extended warranty plans and service agreements not available in stores.  Follow the exercise 
below to learn the process of purchasing goods through contacted vendors.   

In the training environment, select Shop Contracts (preferred vendor).   
 

 
 

You will be taken to the SciQuest SelectSite.  SelectSite is an interface between Indiana University’s EPIC 
system and each contract vendor’s order entry system.   
 



Select the Product Search tab, then click “All” under All Category Search.  Click “more” to expand the 
menu.  Your screen should look like the image below.   
 

 
 
 
There are two ways to find products through the SelectSite: 

1.  by using Punchout vendors, or   
2.  by searching Hosted catalogs.   

 

Punchout Vendors 
 
With Punchout vendors, users “punch out” (click through) directly to a vendor’s website to shop.  To 
shop Punchout vendors’ catalogues, scroll down until you see the Punchout section.   
 
 

 



 
Within the Punchout section, click on a vendor’s logo to shop their catalog.  In the example below, we 
selected the Cannon IV logo.    
 

  
 
 
Each vendor Punchout site will have its own unique design and navigational tools.  If you do not wish to 
continue shopping with the selected vendor, click Cancel Punchout (circled in red, above).  
 
See “Checking Out and Transferring your Cart to EPIC” at the end of this section for more information 
on how to complete your order.      
 

Hosted Catalogs  
 
With Hosted catalogs, users shop vendor catalogs that SciQuest hosts for Indiana University.  To better 
understand how to search for products within Hosted catalogs, return to the screen shown below. 
 
NOTE:  Searching within the Hosted Catalogs section will not include items available through Punchout 
vendors.   
 

 



 
Hosted Catalogs have three popular modes of searching:  
 

• Quick Order 
• Product Search 
• Catalog 

  

Quick Order 
 
If you know catalog numbers, use Quick Order (see image below).  Enter the complete catalog number 
in the space provided and click Add to Active Cart.    
 
 

 
 
 
Your shopping cart appears at the top right of your screen, opposite the IU logo (see image below).  At 
this time, you have the option of changing the quantity of each item (the system will automatically list a 
quantity of one).  After making changes, click the Save button.  If you do not click the Save button, 
changes may be lost.   
 

 
 



When done shopping, click on the shopping cart (top-right corner of the screen) to return to the 
SciQuest SelectSite to review your order.  If you are NOT ready to do final check out, click on Draft Carts 
and this cart will be available for completion/retrieval at a later date.  Should you need to start a 
completely new cart, click on Create Cart (circled above) and proceed. 
 

Product Search  
 
To search for products by product description, supplier, or manufacturer, return to the page shown 
below and click the Product Search tab.   
 
 

 
 
 
Use any of the parameters listed to tailor your search. 
 
TIP:  If you don’t find what you’re looking for, check the box “include similar terms” and look for 
matches close to your search requirements. 
 



Category Search  
 
To search by category, click on Category under Other Searches (see image below). 
 

 
 
The following page will appear. 
 

 
 
Click on a category to drill down to the item you want.   
 



 
 
 
Click “view” next to each category to find specific items and return them to your cart.   
 

 Checking Out and Transferring your Cart to EPIC    
 
If you were shopping with a Punchout vendor, the vendor’s website will have a CHECK OUT option to 
bring the cart back into the SciQuest SelectSite.  
 
If you were shopping using one of the search options, click on the SHOPPING CART button (shown 
below) at the top of the page to display your cart.   
 

.   
 
 
You should see the screen below.   
 

 
 



Click “Return Cart to EPIC”.  Your order may take a few moments to process.   To avoid creating 
duplicate orders, do not click on “Return Cart to EPIC” more than once. 
 
At this stage, you are done shopping, but your order is not complete.  To finalize your order and route it 
for approval, you must create a requisition.  For more information on creating a requisition see Section 4 
of this document.     
 
 
  



Create a Requisition from Shop Contract (Preferred Vendor) 
 
Once a cart has been transferred to EPIC from the SciQuest site, the following screen appears.   
 

 
 
Complete each of the fields (* indicates required field).    In the Description field, describe items specific 
to your order.  For example, “Office Supplies”.   
 
NOTE:  Please spell your name the same way for all orders (Ex. If you use your middle initial for one 
order, do so for all orders).  This will make searching for orders easier in the future.   
 
After making your entries, click Continue.  The following screen will appear.   
 

 
 
Open the tabs by clicking the Show button or the Expand All button (circled in the image above).  See 
below for a description of each tab.   
  



Doc Info Tab 
 

    

  

 

Doc Info   

   

 

  

Doc Info 

Description: Test Order  
Org Doc Number: 

 
Fiscal Year: 2009    

 

 

 

 

 
The Description field from the previous screen will carry over to the Doc Info tab.  If no description was 
given, it can be entered now. 

The org doc number (alpha-numeric 10) field is optional and is used by some departments to assign a 
number/code to special projects. This number, if entered, will appear on all the accounting transactions 
for this document. 

Fiscal Year will always reflect the Current fiscal year and is only editable when approaching the end of a 
fiscal year.  For example, in late June of 2008, the fiscal year may be edited so that the order will be 
deducted from the 2008-2009 account.  The fiscal year always starts July 1. 
 

Vendor Tab 
 

 
 
This requisition was created from Shop Contracts (Preferred Vendors), so the system automatically 
populated the Vendor tab based upon the Punchout vendor selected.  You do not need to take any 
action here.   
 

 

https://onestart.iu.edu/my-prd/OneStartFieldHelp.do?helpId=517�
https://onestart.iu.edu/my-prd/OneStartFieldHelp.do?helpId=518�
https://onestart.iu.edu/my-prd/OneStartFieldHelp.do?helpId=519�


 

 

Items Tab 
 

 
 
The cart contents that were transferred to EPIC from the SciQuest SelectSite will appear in the Items 
tab.   
 
Each line item will have its own accounting segments which can be updated individually or populated via 
the Account Distribution function.  See below for a detailed description of both options.    
 

Items Tab – Accounting for One-Item Orders  
 
For one-item orders, click the EDIT button  to display accounting information (see image below). 

 

 
 

Chart, Account, Object Code, and Percentage are the only required fields.  The Sub-account, Sub-object 
Code, Project Code, and Organizational Code are optional.  Click on the magnifying glass to use the 
Lookup function if you are not sure what number to enter.  When only using one account, the 
percentage should be 100%. 

 
Click on Add Additional Accounts if there are other accounts needed for invoice payment.  The 
combined percentages across multiple accounts must always be 100%.  For example, to charge half of 
the order to one account and half the order to a second account, enter “50” in the percentage column 
for each account.    
 
NOTE:  EPIC does not have a “default” object code for requisitions that are created from shopping.  
Therefore it is important to review each line item of the requisition and apply the correct object code. 
 



Items Tab – Accounting for Multiple-Item Orders 
 
For orders with multiple items that share the same account structure click Setup Account Distribution 
(circled below).   
 

 
 
The screen below will appear.  Enter the accounting structure to be applied to all items. 

 
 

 
 

Chart, Account, Object Code, and Percentage are the only required fields.  The Sub-account, Sub-object 
Code, Project Code, and Organizational Code are optional.  When only one account is used, the 
percentage will always be 100%.  When finished, click Distribute to Items (circled below).     

 

 
 

The following message should appear above the Doc Info tab:  
 

NOTE: Accounting segments have been distributed to the items where no accounts were present. 
 

 



Items Tab – Accounting for Multiple-Item Orders When Some Items Use Different 
Accounts 
 
In the example below, items 3 and 4 follow a different account structure than the rest of the items.  Edit 
items 3 and 4 individually by clicking the “Edit” button next to each item.   

 

 
 
  
After editing the account structure for an individual item, click “Return to All Items” (circled in the image 
below) to view your changes and edit any remaining items.   
 

 
 
 

Click on Setup Account Distribution and define the accounting structure for the remaining items.   
 

 
 



After defining the account structure for the remaining items, click Distribute to Items.   
 

 
 

 

Click the review button   at the bottom of the page to check your requisition for errors – the 
full picture of your account distribution will be much clearer.   

 
The account summary shows the two account structures used to support this requisition: 

 

 
 
 

Click Show for each of the account structures to see which line items are covered under each structure: 
 

 
 
 



Items Tab – Capital Asset Management (CAMS) 
 

For single items with a value of $5,000 or more, a capital object code (codes starting with 7000) is 
required.  You must also select the CAMS Transaction Type and add comments as necessary (circled in 
the image below).  The Transaction Type identifies the type of capital addition and is selected from the 
pull-down menu.   

 

 
 

 
The Transaction Type selected will determine whether or not an existing Asset Number (not TAG 
Number) will be required in order to continue requisition processing.  Here is a brief description of each 
Transaction Type: 

 
• NEW indicates to Capital Asset Management that when a PREQ is processed a new asset will be 

created in the University Asset Database. Capital assets must have a unit cost of $5,000.00 or 
more and an expected life of one year or more to be capitalized. 
 

• MODIFY EXISTING indicates that the line item purchased is a component of an existing asset. 
This will ensure that payments (PREQ) will be applied to the correct asset number(s). When 
components are added to an existing asset the asset becomes a system. A system is defined as 
items that work together to perform one function. To capitalize a component the unit cost 
must be $1,000.00 or more. 
 

• FABRICATION is an asset created (built) by an Indiana University organization.  A Fabrication 
Request document generates the asset number that is required when the Fabrication 
Transaction Type is selected. Therefore, the organization must submit a Fabrication Request 
document prior to any purchases. 
 

• A LEASE purchase is the act of acquiring assets by making periodic payments, which generally 
consist of principle and interest. Interest is an operational expense, where as the principle 
payments reduce the balance of the long term liability. As the liability is reduced, the equity in 
the asset increases. Selecting the transaction type of Lease will indicate to Capital Asset 
Management that the PO is for a lease agreement. 
 



• ASSET GIVEN IN TRADE. University owned capital equipment may be offered for trade-in by 
your campus Purchasing Organization for similar capital equipment. The line item should list 
the dollar amount received (or trade-in allowance) for the assets being traded-in. Once the 
department and Purchasing have determined that existing assets will be traded in on a 
purchase order and the purchase order has been issued, the department will need to issue an 
asset retirement document for those assets being traded in.  
 

Payment Information Tab 
 

 
 
The billing address will automatically be populated based upon the Delivery Campus selected in the 
Delivery Tab.   
 
 
Delivery Tab 
 

 
 
Select the campus and building where the invoice/bill should be sent.  The campus you select will 
determine what building codes are available in the Building drop-down menu.   
 
Address 1, City, State, and Postal Code automatically populate based upon the building selected, unless 
the building “Other” is selected.  When “Other” is selected, the end user will manually fill in Address, 
City, State, and Postal Code.  A room number must be entered regardless of the selected building. 
 
“Deliver To” is a required field and should always be the name of the person who will receive the goods.  
This is not necessarily the same person as the Requestor or the IU Department Contact.   The E-mail 
Address and Phone Number fields pertain to the “Deliver To” person. 
 
 



Additional Tab 
 

 
 
The Additional Tab contains information that is helpful to processing the requisition.   
 

• Organization:  The chart/org is initially set to the chart/org that the initiator is a member of, 
however it can be changed by using the look up     feature. 

 
• Method of PO Transmission:  How the Purchase Order will be sent to the vendor.  Options 

include FAX, MAIL/PRINT, EMAIL, or ELECTRONIC.  
 

• Cost Source:  How the pricing was determined.  Options may include QUOTE, PRICING 
AGREEMENT, ESTIMATE, etc.   

 
• IU Dept Contact/Phone/Email:  The person in the department who the vendor should contact if 

there are questions about an order/delivery/etc.  If this field is blank the REQUESTOR name 
(required) becomes the contact for the vendor.  

 
• Reference Field:  A free-form text field to help department identify a requisition. 

 
 

Internal Notes Tab 
 

 
 
The notes field is a free-form text field for internal notes (it is not viewable by the vendor).  Notes may 
be used to communicate grant justification information, special instructions for Purchasing, etc.   
 
The approval process may move more quickly if justifications for the expense are provided here.  This is 
especially true for any requisition that will ultimately need approval from the Contracts & Grants 
Administration.  Anyone in the Workflow routing chain will be able to read the notes.  
 
Use the “Send to E-mail Address” section to send the note to multiple individuals who may have an 
interest in the requisition but are not involved in the routing chain.  Each e-mail address must be 



entered separately.  E-mails to a distribution list are not allowed.  To save/send the note, press the Save 
Note button   .    
 
 

Review and Route 
 
When the tabs are complete, review your requisition before routing it for approval.  Press the Review 

button   to check for any errors or missed required fields. 
 

 
 
EPIC will expand each tab that contains errors and tell you what’s missing or invalid (as shown in the 
image below).   
 

 



 

Make any necessary corrections and press the review button   again. 
 
When all errors are corrected, EPIC will present a requisition summary of what will be routed via 
WORKFLOW© for approval.  Make any additional edits as necessary.  
 

When finished, press the route button  at the bottom of the screen.   You do not need to 
specify an approver user ID, as that logic has already been determined by your organization’s chart 
manager in WORKFLOW©.   
 
If you have been set up as an approver in WORKFLOW©, you will see a button at the bottom of the 
screen that says “Approve”.  You must approve the document before it will be routed to the next level.   
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