Instructions for Using the BuyLU Portal for Suppliers

1. Accessing the BuyLU Supplier Portal

a) Access the BuyLU Supplier Portal by using the link provided in the BuyLU Supplier Registration Confirmation
email shown below or by using a saved or bookmarked link.
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Supplier Registration Complete for Liberty University

Dear The Peoples Supplier,

Thank you for completing your registration profile on Liberty University. Liberty University is a best in +
class Supplier Registration and eProcurement system. Accessible via the world-wide-web, Liberty
University provides a one-stop, complete solution for Buyer/Supplier communications

As a reminder, you can log into your secure account by visiting Liberty University's SIS G el lE]

Login Link Open link in new tab
Open link in new window

Thank You,

Open link in incognito window
Liberty University
If you have any technical questions, please contact Vendor Analyst at

suppliermanagement@liberty edu or +1 434-592-3053 for assistance and identify yourself as ~ Inspect
registering in the Liberty University Supplier Network

N
(< Reply )( ~ Forward )
\ J\ /

b) When prompted to log in, first enter the email used to register for an account and click “Next”. Then enter the
password and click “Login”.
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Welcome! Welcome!

Liberty University's Individual and Supplier Portal provides a single interface that Liberty University's Individual and Supplier Portal provides a single interface that
makes doing business with Liberty University simple and convenient. makes doing business with Liberty University simple and convenient.

Enter your email to Login/Create Account English ¥ English ¥

Next buylutestsupplier@gmail.com v

Ema

To our Suppliers and Individual Service Providers:
Once a Registration is finalized, A Liberty University Supplier Network account allows you
to use many features designed to increase the connection with LU as well as increase the

overall value of the purchasing process.
Should you be interested in learning about some of these features and how they can impact . . . .
- g . P To our Suppliers and Individual Service Providers:

you for the better, please reach out to the contact information at the bottom of this page. N L . . . . .
- P pag Once a Registration is finalized, A Liberty University Supplier Network account allows you




Note: The login page may look different depending on how the page is accessed. Please be sure to log in through the
Liberty University BuyLU Supplier page at the following link:
https://solutions.sciguest.com/apps/Router/SupplierLogin?CustOrg=Liberty

1. Log In Here: 2. Do NOT Log in Here:
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Supplier Network

LIBERTY OBuyly
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Enter your email to Login/Create Account Engish ¥
Welcome!
Nt

Liberty University's Individual and Supplier Portal provides a single interface that
makes doing business with Liberty University simple and convenient.

Join the JAGGAER Supplier Network

Enter your email to Login/Create Account English ¥ Over 100,000 suppliers worlwide are daing business with JAGGAER. customers in a convenient, central hub.

1. Get discovered by new customers.
2. Find sourcing events.
3. Promote your offerings.

buylutestsupplier@gmail.com

Looks like you don't have an account yet. Click ‘Create Account to register. 4. Invoice many customers in one place.

5. More features coming

Get started and join for free.

c) When accessing the Liberty University BuyLU Supplier page (#1 above), if the page indicates there is no account
for that email, DO NOT create a new account. Exit the page and use the unique login link from the original
supplier registration confirmation email.
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Welcome!

Liberty University's Individual and Supplier Portal provides a single interface that
makes doing business with Liberty University simple and convenient.

Enter your email to Login/Create Account English ¥

‘ buylutestsupplier@gmail.com

Loocks like you don't have an account yet. Click ‘Create Account' to register.
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https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=Liberty

Navigating the BuyLU Supplier Portal

a) The Home page gives a summary of portal documents.

JBuylyg
Home b Customer Portal H
Welcome to Liberty University's Supplier Portal Quick Links to Common Tasks ?
Manage Registration Brofile

Customer Contact ?
Title Vendor Analyst Sourclng Events N
Email suppliermanagementdliberty edu
Phone +1 434-592-3053 = C» Go to Public

Opening or Closing Soon v
No Results

No Results

All Ever
Contracts ?
No Results
iew All Cor
Create Invoice / Credit Memo ?
® Invoice Credit Memo
Invoice No.
Invoice Date 05/01/2023 B

b) To view Sales Orders (POs):

e C(Click the Orders icon (the second icon on the top left side of the screen) > Sales Orders And Shipments >
Search for Sales Orders.
e C(Click any item listed to view details.

Orders Type to Search Sales Orders...

Sales Orders And Shipments y Search for Sales Orders

Supplier Invoices

suppliermanagement@liberty.edu

Phone +1 434-592-3053
Show Opening or
A%
JBuylyg o~ a2
Orders b Sales Orders And Shipments » e
= Search Sales Orders ©
B Quick Filters t - Qe v y ?
Acknowledgement Status M 1-1 of 1 Results -
& i
o
Sales Order PO Created Acknowledgement
Ik Advanced Ship Status v ** Number ¥ Number Date/Time €@  Supplier Fulfiliment Center Owner Status Total Amount ¥
a I o P0257232 4 3 The Peoples Supplier Network Fulfiiment Diana Pending Pending 75.00 USD
10:3 M © Center 1 Love
Q Commodity Code v
[ 1]
o
o




c)

To Create an Invoice:

e Select a Sales Order from the list.
e Click the Create button at the top right of the screen and select Invoice.

{JBuylkg

General Information

PO25
wation 4121/

Pracu;
+1 43
procu

The P

Sales Order - 2063501 Revision 00

Summ:

ary

Harmal

2063501

412172023

7232

2023

rement Department
4-502-3012
rement@liberty.edu

eoples Supplie:

‘Shipping Information

ShipTo

Atin; Diana Love

MSC Code Green Hall
1971 University Bivd
Liberty Univ Post Office
Lynchburg. VA 24515
United States

Delivery Options

Best Carrier-Best Way
x

no value

Add Note

Billing Information ~

Bill To

MSC 710305 Liberty Univ Accounts Payable
1971 University Blvd

Lynchburg, VA 24515

United States

APOOT

Billing Options

no valve

0.Net 45

Liberty University Destination

o

1of 1 Results

Credit Memo
Order Acknowledgement

Adv: Ship Notice

2063507 Revision 0
PO257232

The Peoples Supplier

Total (75.00 USD)

What's next?

invoice can also be created by navigating to the Invoices tab and clicking the plus icon > Create Invoice.

P CBuyly

Sales Order - 2063501 Revision 0

*Note:

= 9 Add Note Creste.. ¥ 1of 1R
1 Advance Ship Noti
Records Found: 2 \:| Details
Invaice No. Source Invoice Date Due Date Document Type Invoiced/Credited By Total Amount no
Manual Entry 4/21/2023 6/5/2023 Involce 00 UsD
3086( Manual Entry 4/21/2023 6/5) Credit Memo -32.00 USD -
The Peoples Supplier
Total (75.00 USD)
when an invoice is created, a unique Invoice Number must be used.
CBuylyg o~ A

@ Invoice - 11234567

Entry

6/15/2023 [] override

Diana Love

The Peaples Supplier

US Dollar

2063501

Liberty University

no value

] piscount, Tax, Shipping & Handling

Remit To

-] First Last
1971 University Bivd
Lynehburg, Virginia 24515

United States
Email buylut
Phone 1-434-5024174,

tsupplier@gmail.com

Liberty University ~

Total (60.00 USD) v

Related Documents ~

Add lnwaice Image

Cod ﬂ

Be aware of these issues. ~

Required

63501 -




e You cannot use the same exact number for the invoice and credit memo.

e For similar numbers, you can add an | or C (or any other letter, number, or symbol) to make the

numbers unique.
e Do not include lines with zero cost on your invoices.

For assistance creating an Invoice, contact acctspay@liberty.edu

e Review details and make changes as needed. Click Save.

D Discount, Tax, Shipping & Handling

5 Lines

P0257232

Status PO Line Iltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price

1 v 1 shirt EA 5.00 1 5.00
2 v 2 table EA 5.00 2 10.00
3 v 3 mug EA 5.00 3 15.00
4 v 4 keyboard EA 5.00 4 20.00
5 v 5 ftest EA 5.00 2 10.00

Be aware of these issues. v
You may review and proceed.

Extended Price is outside the allowed tolerance.

Required receipt has not been created
The Peoples Supplier

Total (60.00 USD) v
Subtota 60.00
0.00
0.00
Tax2 0.00
Shippin 0.00
Handli 0.00

60.00

Related D v

e To attach a document, click the Add Invoice Image button at the top of the screen.

This is not required.
o Verify all details are correct and click the Complete button.

*NOTE: Once Complete in click, changes can no longer be made to an Invoice.

d) Sourcing

e Hover over the Sourcing globe icon from the sidebar menu and the sourcing menu will display available

options.

JBuyly

Heme »  Customer Portal Home

ro @ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banne

Welcome to Liberty University's Supplier Portal Quick Links to Cor

Sourcing

Seurcing Events » Search Events
Saved Searches for Evenis

View Exports

e Click “Search Events”

e Toview all events, do not enter any information and simply click “Search” at the bottom right. To show

filtered results, enter any parameters then click “Search”.



mailto:acctspay@liberty.edu

Search simple search

Sourcing Event Identification
Event Number

Sourcing Event Information

Sourcing Event Type yl
Date [Release Date v All Dates v
Supplier P

Sourcing Event Status

O Released  [Jopen
O closed [ canceled
O awarded

Intent To Bid

CONotset  [ves
Ono

Response Status

O NotStarted [ Draft
(O submitted

Bid Strategy

sopledsd sty

Auctions

Goto: simple search

If you experience problems within the
portal, you may contact Jaggaer Support at
https://www.jaggaer.com/support/ and
choose Supplier Support.

« Back to Edit Search

Showing 1 - 20 of 20 Results

.
. Results Per Page (20 v Sort by:[ Release Date Ascending
Search Details ? ! e -
Customer Name Event Number Status Event Title
Search Tems Liberty University LU-2024101 Closed & Quick Test Rekease:
Customer(s) Opsn
Liberty Close:
Sealed Bid Open
Liberty Universin 2024112 Closed 1 want Coffes
Filtered by ¥ ¥ Release
Open
Date Type: Release Date Close:
Date Range: All Dates
Liberty University 2024113 Clased Chair - Bhue Release:
open
Close:
Refine Search Results ? Liberty University LU-2024110 Closed refridgerators. Release:
Open
Date Range Close,
A Liberty University LU20248E128  Awanded office chairs Felease
Open
~ Close:
Your our Why our About Contact
INGGASR= Partners Resources  Support N
Business  Solution  JAGGAER Customers  Us e a = us

Customer
Support

The JAGGAER Glabal
Customer Care team
provides support to our
customers through
phone or portal.

What type of support are you looking for?

Supplier Sales
Support Support Training

We offer dedicated Learn more about Sharpen your skills and
support to suppliers, too. JAGGAER Solutions. get a comprehensive
product.

Uptime

Looking for our uptime
report? Check out our
latest numbers.


https://www.jaggaer.com/support/

