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IMET PURCHASING SYSTEM (IPS)

The electronic IMET Purchasing System is an IMET initiative to create a more efficient and
environmentally friendly system for submitting Requisitions for Purchase. This system will replace the
existing paper “Requisition for Purchase Form,” with an electronic form for creating and submitting
purchase requisitions, including the Pl/faculty approval process.

The IPS system will permit you to submit a requisition using:

e single line item entry (like on the Purchase Requisition Form);
e avendor quote via attachment; or
e ashopping cart link

This manual will walk you through the procedures for submitting purchase requisitions, using IPS. If you
have any questions about IPS or purchasing, please contact your IMET Administrative Office (UMB,
UMBC or UMCES).

User Definitions in IPS:

Requestor: person creating the order in IPS
Approver: Pl/Faculty member of the grant/account

Requestor with Bypass Approval: person creating the order in IPS, who has been given authority to
make a purchase on a specific account(s) up to $1,000, without prior approval from the PI (requestor
should obviously still have written or verbal approval from the PI to place the order)

Purchaser: UMCES-IMET Administrative Staff (Suzanne, Sam and Monica) who will place the order with
the vendor, once the order is approved by the PI, if applicable



IPS Overview of Process

Requestor: Submit a purchase Request

N

Purchase Request Sent to Bypass Approver- Sent
approver (email notification) directly to purchaser

N\ N/

Approved by Pl/Supervisor
(requestor email notification)

N

Order Sent to Purchaser

\Z

Purchased (requestor and approver email notification)

%

Item(s) delivered/received by lab

N

End User selects "Received" on order status in IPS




IMET PURCHASING SYSTEM (IPS)
USER MANUAL
To log in, go to http://ips.usmd.edu.

Enter your user name, password and location (your IMET Department). If you don’t have a password,

please click on request one by clicking on “please click here to request one” above the user name field,
or contact someone in the UMCES-IMET Administrative Office.

Welcome to the IMET Purchasing System (IPS)

Type in your assigned usemame and password below. If you do not have a usemame and password, or you have forgetten your username or password
please click here.

Usermname or Email Address: [shom

Password: 6
Location UMCES
Stay logged in:

Sign In
| forgot my password

After you have logged in you will see the following screen. In order to create and submit a purchase

request, click in the “Submit a Purchase Request" link to fill out the purchase request. All fields marked
with a “*” are mandatory.

< IMET

Institute of Marine & Environmental Technology

The IMET Purchasing System (IP5)

Welcome, Monica Chacen. Please select from the following menu

i whole or in par, wihoat aberstion and without Drior writlen permission, Soiely by edscabonal Psstiztons for nonprod samn
e i dTiused Wi the Dermission of fhe UWCES. No ofher Usa i permitied

rstrative or sducatonsl puoses povided ol copes Contsin Be Idowing satement 6 2013 University
s e EXUESS Drior WIIEN permession of e UMCES. Far permssion, contsc =



http://ips.usmd.edu

SUBMIT A
PURCHASE REQUEST

(Requestor and Bypass Approvers)



SUBMIT A PURCHASE REQUEST

< IMET

Institute of Marine & Environmental Teclnology

" he IMET Purchasing System (IPS)

Return to main menu
Submit a purchase request

Indicates required information.

Requestor Account Number Second Account Number IPS Mumber Status

cchacon [ [ [ New

If More than ene sccount is being charged, plesse provide the
dellar ameunt or percentage of purchase srged to each
account in the Spedisl Instructions/Notes fisld

Requested Vendor Information

Select a Vendor Select a Vendor
Vendor Name

Vendor URL s 3

Vendor Description

1. Choose account number. The account number is the project where you wish to charge this
purchase. The title of the project is listed directly next to the account number. Use the drop
down box to select. If you do not see the account number/project you need, please your
department’s Administrative Office.

2. Choose a second account number if the purchase is going be split into two projects. Please
provide the dollar amount or percentage of purchase to be charged to each account in the
Special Instructions/Notes field at the bottom of the screen. If the order is to be split over
more than 2 accounts, please note the additional account(s) and dollar amount or percentage to
be charged in the requestor notes section.

3. Select a Vendor. If the vendor you have chosen does not show in the options display in the drop
down box, select “new vendor” and enter its information.



ORDER INFORMATION SECTION:

To place an order by entering individual line items, go to #4, page 8
To place an order by attaching a quote, go to #5, page 9

To place an order using a shopping cart link, go to #6, page 10



#4 ORDER INFORMATION-INDIVIDUAL LINE ITEM ENTRY

dadb 4c 4d b A

Please Wnter your ordgr information then click§Add ttem(s) to add the line to your order

Item Number’ Description’ Unit Price’ Total Price’ Action

Add Line ftem

To Place an Order with a Quote: Please upload a copy of the quote here
Complete the order with the following information: Quantity and Unit as 1, and enter
the total quoted price as the unit price. Write “See attached quote” in the Description
field
Miscellaneous charges
Click ‘Choose File', select the file from your documents, then click upload

Shipping and Handling charges: (enter 1.00 if unknown)

| Choose Fil | Mo file chosen Tax Charges (exempt for State of MD)

Upload

Total order price:
Enter link to shopping cart or items to purchase here. Include pricing infarmation in
the table above

4. TO ENTER YOUR ORDER BY INDIVIDUAL ITEM:

Enter the following information for each item (screen shot on next page):
Quantity: how many units of the item needed

Unit: specific Individual item/50 pack/ case/ kit etc.

Item Number: Item’s catalog/product number

Description: Describe the item to be purchased (its name, i.e. beakers)
Unit Price: enter the price of each unit

S0 o0 T o

Total Price: this field will automatically calculate

There are 5 lines available automatically for your order. If you need to add additional
items, click “Add Line Item” below the 5™ line and fill in the fields listed above.

g. Misc. Charges/Shipping/Tax: State any additional miscellaneous charges; for shipping
and Handling charges enter 1.00 if you are not sure of the shipping/handling charge

amount; leaving it at 0.00 tells us it is FREE shipping
h. Total order price: this field will automatically calculate




#5 ORDER INFORMATION-USING A QUOTE

5a5h 5c¢ B o Of

Please Efter your ordlfr information then click “AHd tem(s)" to add the line to your order

Item Number’ Description’ Unit Price’ Total Price’ Action

Add Line Item

To Place an Order with a Quote: Plzase upload a copy of the quote here
Complete the order with the following information” Quantity and Unit as 1, and enter
the total quoted price as the unit price. Write “See attached quote” in the Description
field

Miscellaneous charges
g < Click ‘Choose File', select the file from your documents, then click upload

Shipping and Handling charges: (enter 1.00 if unknown)

| Choose File | Mo fle chosen

Tax Charges (exempt for State of MD)

Upload

Enter link to shopping cart or items to purchase here. Include pricing information in
the table above

Total order price:

5. TO PLACE AN ORDER WITH A QUOTE:
a. Quantity: enter 1 on the first line for item entry
Unit: enter 1 on the first line for item entry
Item Number: enter quote number
Description: type “See attached quote”
Unit Price: enter total quote price
Total Price: this field will automatically calculate
To Place An Order with a Quote section: below the 5 default item entry lines, click
‘Choose File’, select the file from your documents, then click upload

™ 0o o0 T

h. Misc. Charges/Shipping/Tax: State any additional miscellaneous charges; for shipping
and Handling charges enter 1.00 if you are not sure of the shipping/handling charge

amount; leaving it at 0.00 tells us it is FREE shipping

i. Total order price: this field will automatically calculate
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#6 ORDER INFORMATION-USING LINK FOR A SHOPPING CART

6abb 6c 8 ge Of

Please Bnter your orfler information then click Jdd Item(s)” to add the line to your order

Item Number’ Description’ Total Price’ Action

Delete

Add Line ltem

To Place an Order with a Quote: Please upload a copy of the quote here
Complete the order with the following information: Quantity and Unit as 1, and enter
the total quoted price as the unit price. Write “See attached quote” in the Description
field

Miscellaneous charges: 0.00
Click ‘Choose File', select the file from your documents. then click upload

Shipping and Handling charges: (enter 1.00 if unknown)  0.00

| Choose File | Mo file chosen Tax Charges (exempt for State of MD) 0.00

Upload

Enter link to shopping cart or items to purchase here. Include pricing information in
the table above

Total order price:

<—69

6. TO PLACE AN ORDER USING A SHOPPING CART LINK:
a. Quantity: enter 1 on the first line for item entry
Unit: enter 1 on the first line for item entry
Item Number: enter order number or if not available, enter a 1
Description: type “See shopping cart link”
Unit Price: enter total order price
Total Price: this field will automatically calculate

L

To Place An Order with a Shopping Cart Link: below the “Upload a Quote” section,
there is a field to enter the link to a shopping cart; enter it here

h. Misc. Charges/Shipping/Tax: State any additional miscellaneous charges; for shipping
and Handling charges enter 1.00 if you are not sure of the shipping/handling charge

amount; leaving it at 0.00 tells us it is FREE shipping

i. Total order price: this field will automatically calculate
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JUSTIFICATION AND SPECIAL INSTRUCTIONS

Justification for how the itams requested abava relate solely to the grant(s) being charged

Spedial Instructions (charges spit between miftiple accounts, rush order, radinactive materials, efc.| v 8

Delele this Purchase Request |

Purchase Request History
Transaction User Timestamp Notes
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7. Enter justification for how the items requested relate solely to the grant(s) being charged.
8. Include special Instructions like: charges split between multiple accounts, rush order, radioactive

materials, etc
9. After entering all the information needed for your request and you are ready to review and

submit your order, click the “Submit this Request” button.
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REVIEW AND SUBMIT ORDER SCREEN

SX<IMET

Institute of Marine & Environmental Technology

IPS Purchase Requisition

Review Purchase Request

10. A review screen will show up. Please review your order, if you need to edit any information click
the “Edit this Request” button and edit your order. When you are ready to submit the order,
click the “Submit this Request” button again. If your order requires your Pl/faculty member to
approve it, they will receive an email requesting their approval in IPS, right after the order has
been submitted by the requestor. Emails will be sent to the administrative office to process this
purchase, once approved. If you have bypass approval status and your order is for less than
$1,000, it will automatically go to the UMCES-IMET Administrative Office for purchasing. Once
the UMCES-IMET Administrative Office purhcases the order and codes it as purhcsed in the IPS
system, the requestor and approver will both receive an email stating the ordered has been
purchased.



APPROVE A
PURCHASE REQUEST

(P1 Approval)



14

APPROVE A PURCHASE REQUEST

To log in, go to http://ips.usmd.edu.

Enter your user name, password and location (your IMET Department). If you don’t have a password,
please click on request one by clicking on “please click here to request one” above the user name field,
or contact someone in the UMCES-IMET Administrative Office.

Welcome to the IMET Purchasing System (IPS)

Type in your assigned usemame and password below. If you do not have a usemame and password, or you have forgotten your usemame or password,
please click here.

Username or Email Address: |shom

Password: E

Location UMCES
Stay logged in:

Sign In
| forget my password

After you have logged in, you will be taken to the IPS Main Menu.

< IMET

Institute of Marine & Emironmental Technology
The IMET Purchasing System (IP5)

Weicome, Allen Place. Please select from the following menu
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1. Inorder to approve a purchase request, click in the “Approve or Reject Pending Purchase
Requests.”



http://ips.usmd.edu
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S<IMET

Institute of Maring & Environmantal Technology

The IMET Purchasing System (IPS)

Filter by...

Status. |Pending =]  Requester | A2

Results

v fccount @ Requestor  Vendos IPS 8 Stats Ruquust Date Latest Transaction Date  Latest Transaction
529018 watsona ABC Imagng ooz? Pendng 12572013 52315 PM 2SI SIS PM Opened

2. Search for the purchase request by “requestor” or by range of dates. Select the purchase
request to be approved and click the “View” button to the right to review it.
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S<IMET

Institute of Marine & Environmental Technology

The IMET Purchaging System (IPS)

Update or Approve Pending Purchase Requests
Indeaten raquired mfarmation
Ry or

watsona

Requested Vendar informatice

Salect 2 Vendor
Wendor Hame

Vandar URL

the total quoted price

fhald

. Mscellaneous charges: 000
Ghck ‘Choose File', saluct the file #om your documents, then chk uplon

Shipping and Manding charges: (enter 1.00 if unknown] 000

Chesse Fila | Ho e chasen Tax Charges jexempt for State of MO} 0.00

Total arder price:

Special Instructions (charges splf batwesn multiple accounts, nush ordar, radoactive materials, stc

Agpeovers Hotes

Purchase Request Mistory

Transaction User Timestal
Cramted  Asren Watson 7724 14 P senduct Repanmants
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3. Review the purchase request and take action needed:

a. Ifthe request is correct click the “Approve this Purchase Request” button and your order
will be sent to the UMCSE-IMET Administrative Office for purchase. Once the UMCES-IMET
Administrative Office purhcases the order and codes it as purhcsed in the IPS system, the
requestor and approver will both receive an email stating the ordered has been purchased.
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If the request needs editing you can do that directly on this screen. “Approver Notes” are
mandatory when this action has been taken—you must note what you changed and then
click the “Approve this Purchase Request.”

If you decide you want to reject this request, you are required to add notes to the
“Approver Notes” section, and then click the “Reject this Purchase Request” button.



“Receiving” an Order
in IPS Once
Delivered/Received by
the Lab
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“Receiving” an Order in IPS Once Delivered/Received by the Lab

S IMET
Institute of Marine & Environmental Technology

The IMET Purchasing System (IPS)

Welcome, Emest Willlams. Please select from the following menu

When an order is delivered/received, the requestor or approver will need to log into IPS and mark the
order off as “received.” NOTE: We will still need the packing slip that comes with the delivery for our P
card logs. This will then alert the UMCES-IMET Administrative Office that the order has been received,

in case any of the items ordered need to be tagged in our inventory system. Please follow the steps
below to receive an order.

1. LogintoIPS

2. Select “Receive a Purchase Request” from the main menu screen

S IMET

of Marina & Envir

The IMET Purchasing System (IP3)

Filter by...

Stats, |Purchased w|  Reguestor | All

Results

- Arcount ¥ Requeston Vendor Ps e Status Request Date Latest Transaction Date  Latest Transaction
07sz901E wiliamas BioRad | 0001 | Purchased | S2020139.2101AM | 8202013 922:00 AM Purchased

3. Click the “View” button next to the order you would like to receive
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Plaasn Enter yeur ardes infomaation brlsw I

Qry Unit e Number Descriptinn Unit Pries Total Price’ Qty Ruc'd Rucuived Action

550.00
Mescellanuous charges

Enter nk to shopping cart er kems ta purchase here. Incuds pricing informatien in the tabls Shigping and Handling changes. (ecier 100
abawe
Tax Charges (exampt foe State of MO)

Total arder price:

4. Click the “Item Received” check box next to the item(s) you are receiving. NOTE: only check off
the lines for the items that have actually been received. If the order is shipping in separate
shipments, then you can check off the other items later, once they are received.

5. Add the name of the person who received the item and the date it was received in the pop up box.

Order Information
Please Enter your order information below.

Unit Total Qty ltem

. Item L.
Qty  Unit Description Price Price Rec'd Received

Number

50 12885-50 PowerSoil DNA |solation Kit 6 5263.00 1

Please enter the receiver and receipt
date for this line item:

Enter link to shopping cart or items to )
purchase here. Include pricing information ﬂREC eived By:
in the table above. Date:

|
oK

6. Scroll to the bottom, then click the “Save Changes to this Request.” NOTE: You must save.
7. A pop up will appear confirming your changes have been saved, and once you click the ok
button, you will be redirected to the main menu, where you can sign out, etc.



