Faculty/ Students

- Get a quote from vendor
- Fill out PO form from:
www.mae.ucla.edu with

advisor approval

Purchasing MAE
Department

Fund Managers

Purchasing UCLA

Vendors

Accounts Payable

SEAS Shipping &
Receiving

-Review that form is properly filled out
—| -Check compliance with the
University Guidelines verify accuracy

If order value
<$5000

>5000

A

-Check funds availability @ online
<5000 financial system reports:
www.accounting.ucla.edu

-Check funds availability
- Provide a different fund
-Put order on hold if missing data
- Approve order

no

|

w | - Provide a different fund

A

Referred to equipment
purchasing PH

- Approve order

- Enter order in Bruin Buy:

Vendor in

v

- Enter FAU in Bruin Buy

> Add the items description & catalog
yes number

- include delivery address & comments

Add a comment on all the

- Contact vendor to request:
No———p{Address, Tax Id code, phone, fax &
name of a contact sales person

- Vendor provides the

PO's that says “Please Send
a Confirmation Order”

- Fax order to vendor
- Print out LVO for campus —

—

- Enter vendor’s information in
the system to be authorized
by accounts payable

requested information to be
set up in the Bruin Buy system

A

- Receives vendor’s
information

- Receive message that
vendor is in the system

A

- Sets up vendor account in
the system

- Send message to MAE
purchasing that vendor is in
the system

Accepts PO?

Pro Card?
UCLA/ Credit Card

- Place the order using Pro
Card

- Create and PO in Bruin Buy
- Fill out check request form
- Send form with Po to A/P

yes

Vender receives PO

- Vendor sends
confirmation order

Receive items?

yes

w| [nform purchasing

no

- Ships items to the
MAE Dept

P - Receives confirmation

w | - Create a PO in Bruin Buy

for the Pro Card transaction

items not received

Informed packages not
received

» | Contact vender regarding

order status

Informed of order status

4

Received message from A/P

A

Items correct?

yes

Receive items <

- AIP receives check request
- Sends payment to vendor

Vender receives paymentand |

ships items

A

Vender contacted
regarding order status

Order status:
Shipped?

Inform that item has been
shipped witracking #

Inform that item is on
back order or it has not

- Contact vendor to ask for order status
- Fax order again If requested by
vendor

-Ask vender to confirm order

been shipped

‘y‘ Ship item b—

- Print out Pro Card

it

- Attach receipts of purchase

» | - Send docs to Grace Yue in

Accounting

- Contact vendor to get a
return number also known
as RMA#

- Print labels with RMA#,
place them on package
- Ship to vendor

4

- Send message to MAE
Purchasing

- Vendor will send invoice to

accounts payable

- Vendor will provide a RMA# for - Vendor receives the package

—P> - Creates a credit memo and
mails it to A/P

the items to be returned

4

- Applies Credit Memo to PO

- Receive message that
payment is on hold

- Ask vendor for invoice
o | - Verify the pricing of items

A

Mismatch

. L - Send message to MAE
P - Receives invoices

Purchasing

yes—————————» - Put order payment on hold  ——]

Invoices?

- Correct order (change of
order) in Bruin Buy

- Receives Payment

A

- Prepares check for payment
- Mails payment to vendor

A

Ships item or items to
vendor




