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ETSU Purchasing Terms & Definitions 

Account Code 
An account code is a 5 digit number assigned to a budget pool of an index number that identifies 
what budget the funds come from within the index and the specific type of expense being used 
in the transaction.   
  
The three sets of account codes that are used in eBucs: 

• 73000’s:  Travel/Reimbursement Budget Pool 

• 74000’s:  Supplies/Operating Expense Budget Pool 

• 78000’s:  Equipment Budget Pool 

▪ Equipment is any single item that is $5,000 or greater. If you 

have a question about whether something you are purchasing is 

considered equipment, call and ask. 

Approver 
An approver is a role within eBucs that has the ability to approve or reject a requisition that has 
been submitted by a requestor.  All requisitions are approved by a Departmental Approver.  
Other approvers are determined by commodity, dollar amount, transaction type, index/chart 
type, etc.  The role is requested via the ITS Goldlink Finance Access Request Form and 
configured by the eBucs system administrator. 
 

Banner 
Banner is an administrative software application that maintains the financial activities of the 
University.  When requisitions are submitted, eBucs interfaces with Banner to check available 
funds in the budget and create encumbrances for purchasing needs. 

Bid, Informal (purchases $10,000 to < $50,000) 
An informal bid is required when the value of goods/services being purchased is between 
$10,000 and $49,999.  3 bids/quotes are required from 3 separate vendors, and the lowest price 
quote that meets specifications is awarded the purchase order. Departments may obtain their 
own informal bids via email, fax, or phone. 

Bid, Sealed (purchases ≥ $50,000) 
A sealed bid is required for purchases that are $50,000 and greater.  This process is conducted 
by the ETSU Department of Procurement & Contract Services. Sealed bids are submitted by each 
participating vendor at a specified date and time. The lowest bidder that meets specifications is 
awarded the bid.   

Blanket PO 
Blanket purchase orders are POs that cover a range of dates to make payments for the regular 
delivery of a consistent quantity of products or for services that are provided on a regular and 
consistent basis. Specific examples include regular equipment maintenance, quarterly shredding 
services of confidential documents, monthly rental services, etc.   

Chart Code (E vs F) 
A chart code differentiates between University funding (E) and funds from ETSU Foundation (F).  
A chart code is followed by a 5 or 6 digit index number (fund code). 

https://webapps.etsu.edu/ITSRequest/
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Commodity Code 
A commodity code comes from a universal classification system of numbers and descriptions 
used for identifying goods and services in procurement systems.  Some purchases require 
specific commodity codes that you input when creating a requisition within eBucs.  

Contract 
A contract is an agreement between ETSU and a single vendor that may include pre-negotiated 
pricing, terms, and conditions for the purchase of specific goods/services.  All contracts must be 
reviewed by our Office of University Counsel. 

eBucs 
eBucs is ETSU’s eProcurement system where requisitions are submitted and purchase orders are 
issued for University purchasing needs. 

Forms 
Online purchasing forms located on the homepage of eBucs are used to order goods and 
services.  Forms are filled out by a requestor and submitted to a shopping cart. The type of form 
you use is determined by what is being purchased.  

Index Number (Fund Code) 
An index number is a 5 or 6 digit number that indicates the source of funding.  State 
appropriated departmental funds are made up of a 5 digit index number following a chart code 
of E. Funds provided by a grant are made up of a 6 digit index number following a chart code of 
E.  Funds from ETSU Foundation are made up of a 6 digit index number following a chart code of 
F. (Example:  E12345 and F123456) 

Invoice 
An invoice is a bill that is issued by the vendor once goods/services are received.  An invoice 
identifies the descriptions and quantities of the goods/services sold along with the amount 
owed to the vendor for the purchase.  

Procard (Procurement Card) 
A Procard is an organizational charge card that allows goods and services to be procured 
without using the purchase order system.  Procards have a set of rules and guidelines separate 
from eBucs that must be followed.    

PunchOut 
A PunchOut is an eProcurement software application that makes it possible for a buyer to access 
a version of the supplier’s website from within the buyer’s own procurement system. The buyer 
uses the PunchOuts located on the eBucs homepage to “punch out” to the website to add 
products to the shopping cart.  

Purchase Order (PO) 
A purchase order (PO) is generated and sent to the vendor once a requisition is successfully 
budget checked and approved by all appropriate approvers.  The PO reflects specifically what is 
being ordered. A purchase order number begins with P0 (p-zero) followed by 6 system-
generated numbers. Vendors must have a PO number before delivery of goods or services can 
occur. (Example:  P0123456) 
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Receipt  
A receipt provides a way for Accounts Payable to measure what has actually been received 
versus what was ordered and what was billed from the supplier.  Receipts are entered into 
eBucs by the department when the products are received or the service has been completed as 
documentation that the order was fulfilled.  This is required for all orders so payment can be 
processed.  There are two types of receipts: 

1. Quantity Receipt - A quantity receipt should be used for orders with multiple line items 

or more than 1 quantity.  When receipting an order with a quantity receipt, you will only 

receipt the number (quantity) of items you physically received.  For example, you 

ordered 15 notebooks but only received 10.  You would create a quantity receipt for 

only the 10 you received.  

 

2. Cost Receipt – A cost receipt is typically used for services or POs with only 1 quantity.  It 

is used to receipt a dollar amount as opposed to a quantity.  For example, you issued a 

PO to rent a conference room for $100 but when you received the invoice you were only 

charged $80.  You would create a cost receipt for $80.   

Requestor 
A requestor is a role within eBucs that “requests” goods or services be procured (places orders).  
The role is requested via the ITS Goldlink Finance Access Request Form and configured by the 
eBucs system administrator.  

Requisition 
A requisition is a purchase request submitted by a requestor that is subject to approvals based 
on workflow rules. Creating a requisition is the first step in the eBucs procurement process. 
When submitted, a unique 9 digit requisition number is generated by the system. Once 
approved, a requisition becomes a purchase order (PO).  A unique purchase order number is 
generated by the system and a PO is sent to the vendor.   

Jaggaer (formerly known as SciQuest)  
Jaggaer is a third party cloud-based software that hosts the eBucs eProcurement System. 

Sole Source Justification 
Sole source justification is a process that can be used for a purchase that would usually require a 
bid if the vendor is a sole provider of the department’s procurement needs. The Sole Source 
Justification Form must be completed, submitted, and approved prior to the purchase order 
being issued.  

Vendor/Supplier 
A vendor (may be used interchangeably with supplier) is a person or company that offers goods 
or services for sale to a buyer.  

Workflow 
Workflow is the process of routing a requisition for approval by one or more approvers before a 
purchase order is issued. Workflow is triggered when a requisition has been entered and 
submitted by a requestor. The approval workflow path is determined by commodity, dollar 
amount, transaction type, index/chart type, etc. The workflow is located on the PR Approvals 
tab of the requisition in eBucs. 

https://webapps.etsu.edu/ITSRequest/
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Timeline of an eBucs Purchase Order 

 

    FORMS/    →  CART  →  (DRAFT) REQUISITION →  APPROVALS →  PURCHASE ORDER 
PUNCH-OUTS 
 
Forms/Punch-outs: 

• Forms (non-catalog, services, identity, employment advertising, etc.) 

• Punch-outs (Staples, Dell, Apple, Fisher Scientific, etc.) 

Cart: 

• Edit cart name 

• Quick review/corrections 

• “Proceed to Checkout” 

Draft Requisition/Requisition: 

• “Final Review” 

• Shipping:  Shipping address (for users with multiple shipping addresses) 

• Billing:  Accounting date (must be TODAY’S date or “no value”) 

• Accounting Codes:  Chart/Index number/Account code/Bank code E(01), F(25) 

• Attachments or Notes? 

• Supplier/Line Item Details:  Commodity code if it asks for one 

•  “Place Order” – a 9 digit Requisition number is assigned (ex: 120306436) 

Approvals: 

• Requisitions go through an approvals workflow before they become a Purchase Order 

Purchase Order: 

• An 8 digit PO number is assigned (ex: P0123456) and Purchase Order is sent to the vendor via fax, email, or snail mail 
 

**The bullet points follow the instructions on pages 7-12.  When creating a requisition, follow the bullet points as a helpful “quick guide.” 
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eBucs Forms & PunchOuts 

1. Forms are electronic forms filled out by a requestor and submitted to a shopping cart to procure 

goods and services.  

2. A PunchOut is a software application that makes it possible for a buyer to access a version of the 

supplier’s website from within the buyer’s own procurement system. The buyer uses the PunchOuts to 

“punch out” to the website to add products to the shopping cart. 

 

 

 

- Forms & PunchOuts are located on the homepage of eBucs in rows of icons.  You can also find an 
alphabetical list version of the forms by clicking forms under the search bar. 
 

Forms notes: 

- The type of form you use is determined by what is being purchased. 

- Each form includes notes that will tell what the form is used for, as well as what Account Code and 

Commodity Code you will use.  

PunchOut Notes: 

- After you finish placing items in your cart within a PunchOut, checkout on the PunchOut website and 

you will be directed back to eBucs where you will proceed with your order.  

- Staples requires a $50 minimum order before it will let you proceed.  No other PunchOuts have a 

required cost of purchase.    
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Requestors:  Preparing a Requisition in eBucs 

Log in to eBucs via GoldLink or the Procurement website 

 

eBucs Homepage:  Forms & PunchOuts 

- Choose a PunchOut or the appropriate Form to build your cart. 

- Review the notes on the form before beginning.  On most forms, the notes will tell you what 

the form is used for and the codes you will use. 

 

Non-Catalog Form Example: 

 

A) Supplier/Fulfillment Address 

 -Enter the supplier name.  If the supplier is set up in eBucs it will autofill and you will select it. 

 - Make sure the Fulfillment Address you are ordering from is correct. 

 - If you need to change the Fulfillment Address, click select different fulfillment center. 
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B) Catalog Number 

 - Insert the catalog/item/product number associated with the item.  If there isn’t one, put n/a or 

a period. 

 

 C) Description  

 - Insert a clear description of the item being ordered.  When the supplier receives the PO they 

should be able to identify what is being purchased by the description.  Similarly, in the event of an 

audit, auditors should be able to read the description and tell what was purchased without having to 

ask for more details.  

 

D) Packaging/Quantity/Price 

 - Packaging: Insert a 1 and leave the unit of measure on EA (each). 

 - Quantity: Insert the quantity of the item you are ordering.  

 - Price: Insert the UNIT PRICE (the cost of ONE item).  The unit price will be multiplied by the 

quantity to get the total cost.  

 

 E) Available Actions (top right of form) 

 - If this is the only item you are ordering, select Add and Go to Cart in the Available Actions 

drop-down menu and click Go.  

 - If you are ordering more than 1 different items, select Add to Cart and Return in the Available 

Actions drop-down menu and click Go.  The first item will be added to your cart and the form will 

remain on your screen. Repeat steps A-D for the next item.  When you have entered the information 

for the last item into the form, select Add and Go to Cart and click Go.    

 

You will then be directed to the Shopping Cart page.  
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Shopping Cart:  

 

A) If you wish, you can rename your cart here.  Click Update after renaming. 

 

B) If you see inaccuracies in the item description, quantity, price, etc. click open form on that 

respective line-item and the form will appear for you to make corrections. 

 

C) If you see a line-item that should not be there, click the checkbox by that respective item and 

remove it by clicking the drop-down action menu and selecting Remove Selected Item.  

Alternatively, you can select Move Item to Another Cart to move the item to a draft cart that you 

can access at a later date.  

 

D) If your cart is ready to go, click Proceed to Checkout. 

 

You will then be directed to the Draft Requisition page.  
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Draft Requisition: 

 

- When you get to the draft requisition, find the blue ribbon at the top.  The green 

checkmarks indicate sections that are complete.  The red triangles indicate sections with a 

required field you will need to input additional information.  

 

- The yellow box will tell you what additional information is needed.   

 

- Click Final Review at the end of the ribbon to consolidate all sections into one.   

 

 

A) Shipping Section 

 - Central Receiving is the default shipping address, but users that are not located on Main 

Campus may have multiple shipping addresses. 

 - To change the shipping address, click edit and choose the appropriate address.  
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B) Billing Section  

 - Under the billing section the Accounting Date should read TODAY’S date. 

 - If the date reads “no value,” it will default in today’s date and you don’t need to change it.  

 - To change the accounting date, click edit to adjust it. 

 

 

C) Accounting Codes Section 

Click edit to input each of the following:  

 - Chart:  E or F 

 - Index:  5 or 6 digit number that indicates the source of funding 

 - Account:  5 digit number that specifies the type of expense being used (see Account Codes list)  

 - Bank Code:  E= 01, F = 25 

Note:  Check the notes on the form you’re using!  Most forms tell you what account code to use. 

 

D) Internal/External Notes & Attachments Sections 

 - Internal: these notes & attachments are only seen internally and will not be sent to the vendor.   

 - External: these notes & attachments are included with the PO when it is sent to the vendor.  

 - To add notes click the edit button in either section.  

 - To add attachments click Add Attachments in either section.  

Notes:   

- Attachments in external must be PDF or Word Doc ONLY.  No image, audio, outlook, etc. files.  

- Please do not duplicate attachments.  External attachments do not need to be attached to internal 

also.  
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E) Supplier/Line Item Details Section 

 - You may be prompted to insert a Commodity Code. 

 - Click the top checkbox to select all items.  

 - From the drop-down menu, select Change Commodity Code and choose the appropriate code. 

Notes:  

- Check the notes on the form you’re using!  Most forms tell you which commodity code to use. 

- Some forms will default the appropriate commodity code in for you. If it does not prompt you to insert 

one, it has been defaulted in for you.   

 

 

- When all required information has been entered, the ribbon at the top will show all green checkmarks 

and your order is ready to be submitted. 

- Click either Place Order or Assign Cart to assign the cart to another user to place the order.   
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Approvers:  Approving an eBucs Requisition 

Log in to eBucs via GoldLink or the Procurement website 

 

Locate requisitions pending your approval: 

 

- From the eBucs homepage, find Documents on the vertical menu on the left.   

- When you place your cursor over Documents, a fly-out menu will appear.  

- Place your cursor over Approvals and click My Approvals.  

 

 
 

- You will see the requisition(s) pending your approval in a shared departmental folder 

unassigned to anyone. 

- To assign yourself a requisition, click the Assign button on the far right out from the 

requisition. 
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- When you assign yourself a requisition, it will appear in a new folder called My PR Approvals.  

This folder holds all requisitions you have assigned to yourself. 

- When you assign a requisition to yourself, only you are able to work on it (edit, approve, 

reject, etc). 

- To review the requisition before approving/rejecting, click the blue 8 digit requisition number 

 

Review the Requisition: 

 

 

There are 5 tabs you may find helpful when reviewing a requisition: 

 1) Requisition Summary Tab 

  i) General/Shipping/Billing information  

  ii) Accounting information (index numbers, account codes, etc) 

  iii) Supplier & line item details 
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2) PR Approvals Tab 

  i) The “workflow” or all the steps the requisition must be approved at before  

      the purchase order is issued to the supplier (see section on Approvals 

      Workflow for more information). 

 3) Comments Tab 

i) Add general comments to a requisition or send them to a recipient (see section 

                on comments for more information).   

 4) Attachments Tab 

  i) Review any attachments that may be attached to the requisition. 

  ii) Internal attachments are only seen internally and are not sent to the supplier. 

  iii) External attachments are sent with the PO to the supplier. 

 5) History Tab 

i) A detailed chronological log that shows you when the requisition was 

modified, who modified it, and how it was modified.  

 

Available Actions:  Approving & Rejecting 

 
    

- After reviewing the requisition, you will locate the Available Actions drop down menu on the 

top right of the requisition. 

- Available Actions allows you to do one of the following: 

1) Approve/Complete Step:  approve the requisition and send it to the next 

approval step in the workflow. 

2) Return to Shared Folder:  unassign the requisition from yourself and returns it 

to the shared department folder under My Approvals. 
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3) Return to Requisitioner:  return the requisition to the requestor that 

prepared it. 

4) Forward to:  forward a requisition that is assigned to you to another user.  

This action is used to forward a requisition between multiple approvers who may 

need to view the requisition before it is approved. 

5) Reject Requisition:  reject the entire requisition. 

 

Rejecting One or More Line Items  

 

- To reject one or more items versus the entire requisition, go to the Supplier/Line Item Details 

section of the Requisition Summary tab. 

-  Check the box(es) of the item(s) you want to reject. 

- Select Reject Selected Items in the For Selected Line Items drop-down menu and click Go.  

 

Note:  Some suppliers are pulled from an internal catalog.  These suppliers may not allow 

rejection of one line item vs all items.  In this case, the entire requisition will need to be 

rejected or returned to the requestor to be resubmitted with the corrections.  
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Requisition to Purchase Order:  Approvals Workflow 

1. Workflow is the process of routing a requisition for approval by one or more approvers before a 
purchase is issued. Workflow is triggered when a requisition has been entered and submitted by a 
requestor. The approval workflow path is determined by commodity, dollar amount, transaction type, 
index/chart type, etc. The workflow is located on the PR Approvals tab of the requisition in eBucs. 
 
 

 
 
A) To locate the approvals workflow, click the PR Approvals tab of the requisition. 
 
B) A green checkmark indicates the requisition has been approved at that step. 
 
C) At any step pending approval, you can click View Approvers to view the approvers set up to approve 
at that step.  
 

 
 
- All requisitions route through Departmental Routing as the first approver step in the workflow after 
the budget is checked. 
  

- Some requisitions may only require a departmental approver as shown above.   
 
- Departmental approvers have to be set up for each individual index numbers.   
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- In addition to Department Routing, the requisition may route to other approvers.  This is determined 
by commodity, dollar amount, transaction type, index/chart type, etc. 
 
Other routing steps: 
 

1) Dean – purchasing requisitions that route to the Dean for approval include purchases greater 
than or equal to $5,000 & employment advertisements.  
 
2) Foundation – requisitions being charged against a foundation account will route through 
Foundation Accounting for approval. 
 
3) Grant – requisitions being charged against a grant account will route through Grant 
Accounting for approval.  
 
4) Form Type – some requisitions route depending on the form used.  For example, the 
Advertisement/Employment form will route to HR.  
 
5) Special Approvals – requisitions that need a special approval dependent on commodity.  For 
example, computer related purchases will route to ITS for approval.  

 
 
When all approval steps have been completed, a purchase order is created and an unique PO number is 
assigned that begins with a P0 (P-zero) and followed by 6 numbers (example: P0123456).  The purchase 
order is then faxed, emailed, or snail mailed to the vendor.   
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Comments: Adding Comments to a Requisition or Purchase Order 

 

1. Comments can be used for personal record keeping or to communicate with other eBucs 

users.  

2. Comments can be added to both requisitions and purchase orders via the Comments 

tab of either eDocument.  

 

 

 

A) From the Comments tab, click Add Comment to add a new comment to a requisition or click 

Reply To to reply to another user’s comment. 

A box will appear for you to input your comment and select recipients if necessary.  
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B) When adding a comment, you can select recipients for your comment by checking the box by their 

name.  When you do this, the user(s) will receive an email notifying them that a comment has been 

added (note:  this does not make the comment private for only that user to see). 

 

C)  If the recipient(s) you wish to see the comment is not already listed, click add email recipient and 

search for the user by last name. 

 

D) You can also add attachments to a comment. 

 

Notes:   

- Please keep in mind that comments can be seen by everyone and cannot be edited or deleted 

once posted. 

 

- If there is a balance left after the PO is complete or no longer needed, please comment on the 

PO to Tyler Gray asking him to close it.  In order for a PO to be closed, all invoices under the 

Invoices tab must read PAID under the Payment Status column (see section on Invoices for more 

information).  You do not need to ask to close a PO with a ZERO balance.   

 

- Do not attach invoices to comments for processing. You may attach invoices for your own 

record keeping, but Accounts Payable will not accept them this way for payment. 
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Your Order Has Arrived:  Receipting in eBucs 
 

  
1. Receipts provide a way for Accounts Payable to measure what has actually been received versus 

what was ordered and what was billed from the supplier. 
 

2. Receipts are entered into eBucs by the department when the products are received or the 
service has been completed.  Never create a receipt for an item or service you have not yet 
received. 
 

3. All orders must be receipted – receipting ensures payment will be made to the supplier. 
 

4. Receipts that you have created can be found on the Receipts tab of the purchase order.  
 

5. There are two types of receipts: 
a. Quantity Receipts 
b. Cost Receipts 

 
 

Quantity Receipts 

 

 
 

1. A Quantity Receipt should be used for orders with multiple line items or more than 1 quantity.  
 

2. To create a Quantity Receipt, you will select Create Quantity Receipt under the Available 
Actions dropdown menu in the top right of the purchase order. 
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A) The example above is an office supplies order with multiple items/quantities.  You should receipt the 
quantity you received when the order is shipped to you.  If you received a partial shipment, change the 
quantity (A) to reflect the number of items received (e.g. If you ordered 8 of an item but only received 6, 
change the quantity to 6 under the Quantity column).  If you have not received the item yet, change it 
to 0.   
 
After you receive the remainder of a partial shipment, you will create a new Quantity Receipt and repeat 
the instructions above. 
 
 
B)  You can also cancel an item that has been discontinued or is on backorder by choosing Cancelled in 
the drop down menu out by the respective item.  Note:  if the item is on backorder and you wish to 
cancel it, you will need to let the vendor know so they do not send you the product at a later date.   
 
If you receive an item that you need to return for any reason, click the Receive & Return button in the 
Action column out by the respective item.  If it is replaced, you will create a new receipt when you 
receive the replacement. Note: when returning an item, you will need to let the vendor know.  Then let 
Central Receiving know you are returning an item that can be picked up.  If you are returning a 
computer, please call ITS and they will tell you what to do.   
 
 
C) Once you have adjusted your quantities and selected any necessary actions, click Save Updates and 
then Complete.  
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Cost Receipts 

 

 
 

1. A Cost Receipt is typically used for services or POs with only 1 quantity.  It is used to receipt a 
dollar amount as opposed to a quantity. 

 
2. To create a Cost Receipt, you will select Create Cost Receipt under the Available Actions 

dropdown menu in the top right of the purchase order. 
 
 

 
 

3. The example above is a security system service order.  When creating a Cost Receipt, you 
should receipt the PO in the amount of the invoice.  To find the amount, click the Invoices tab 
on the PO and the amount of the invoice(s) will be listed in the Invoice Total column.  
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4. The PO for the security system service was created in the amount of $385.86 as reflected in the 
Qty/Cost Ordered column in the example above. The invoice for this PO is $224.94 as shown in 
the previous example.  In the field under the Cost column, you will enter $224.94 as your 
receipt amount.  Click Complete.  

 
5. You will create multiple Cost Receipts on POs for recurring services (this is called a Blanket PO) 

as they will have multiple invoices issued over a given period of time.  Each invoice is to be 
receipted in the amount of the invoice.  Specific examples include regular equipment 
maintenance, quarterly shredding services of confidential documents, monthly rental services, 
etc. 

 
 
Notes:  

- Do not mix Quantity and Cost receipts on the same PO.  This will cause payment processing to 

stall and the vendor will not get paid in a timely manner.  If this occurs, you will need to let 

Accounts Payable know so they can push any invoices through for payment.  
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Invoices:  Checking the Status of an Invoice in eBucs 
 

 
1. An invoice is a bill that is issued by the vendor once goods/services are received.  An invoice 

identifies the descriptions and quantities of the goods/services sold along with the amount 
owed to the vendor for the purchase. 

 
2. Invoices are posted on the Invoices tab of the purchase order.  You can check this tab to check 

to see if an invoice has been paid or if you need to take further action to ensure payment is 
made to the vendor. 
 

 

 
 
The Payment Status column may read the following: 
  

- In Process:  This means the PO still needs to be receipted (see section on Receipting for more 
information). 
 

- Payable:  This means there is a price difference on the invoice that is more than 10% of the PO 
amount.  When an invoice is 10% more than the PO amount, you must let Accounts Payable 
know it is “OK to pay” so they can push the invoice through for payment.  Payable payment 
status could also mean that you’ve created a Cost and Quantity receipt on the same PO.  When 
you mix receipts, invoice processing will stall.  Accounts Payable will need to be notified to push 
these through for payment.  

 
- Paid:  This means the invoice has been paid.  If you will not be receiving any further invoices, 

and you have a balance left on the PO, you may ask for it to be closed to unencumber the 
balance back into your budget (Note:  you do not need to ask for POs with a ZERO balance to be 
closed – when a PO uses all available monies, it will automatically close). 
 

 

***POs with NO INVOICE***: 
 
If a completed PO is more than two months old but you do not see an invoice posted, you will need to 
contact the vendor and retrieve an invoice from them.  When you acquire invoices from a supplier, 
please make a copy for your records and send them to PO Box 70729 with the PO NUMBER (ex: 
P0149585) listed somewhere on the invoice.   DO NOT attach invoices to the PO.  They must be sent by 
intercampus mail. 
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Searching for Orders in eBucs 
 

 

 
 
- Hover over Orders on the left vertical menu and a fly-out menu will appear. 
 
- Hover over Search and you can select All Orders, or to refine your search select Requisitions or 
Purchase Orders to search that specific criteria.  
 

 
 
A)  Add a date filter 
 
- To add a date filter, click the Created Date drop-down arrow and adjust the date search criteria 
 
B) Add other filters 
 
 - To add filters, click the Add Filter down arrow 
 - The filters you have selected will appear at the top of the drop-down 
 - Click the checkbox of any additional available filter you wish to search by 
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C)  Filtering your search 
 
-  When you select a filter, it will show below the Quick Search bar  
 
-  Click each filter to input your search criteria in the drop-down field that appears 
 
 

 
 
D)  Pinning Filters & Saving Searches 
 
 -  You can pin your filters by clicking Pin Filters under the drop-down arrow next to Save As.  

Those filters will be permanent until you remove them 
 

 - You can also save searches for quick access by clicking Save As (See E for additional instructions 
on saving searches)  
 

 -  Your saved searches will appear under Favorite Searches on the left 
 
 - You can edit or delete saved searches by clicking Manage Searches 
 
 
 
 



28 

 

 
 
E)  Saving Searches 
 
 - After clicking Save As, a box will appear. 
 
 - Give your search a Nickname and Description (description is optional) 
 
 - Click Add New to create a folder for your saved search or add to an existing folder under 

Personal 
 

 - Click Save when complete  
 
 
Other Notes: 

• In addition to the filters, you can also use these functions to help refine your searches:  
 

o Combine terms by putting OR between your search terms (e.g. stapler OR staple 
remover will render results with either term)  

o Look for exact matches by placing quotations around the term (e.g. “Fisher Scientific” 
will render results that match the term exactly) 

o Exclude words from the search results by putting a minus sign (-) in front of the word 
you do not want included in the results (e.g. John –Johnson will render results including 
John but not Johnson) 

o Using an asterisk (*) as a wildcard/placeholder (e.g. comp* will render results such as 
computer, complete, compliance, etc.). 
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eBucs Account Codes & Commodity Codes Notes 

 

Commodity Codes: 

A commodity code comes from a universal classification system of numbers and descriptions 

used for identifying goods and services in procurement systems.   

If you are prompted to insert a commodity code, try to use one that most matches what you’re 

purchasing.  There are a few important ones that must be coded exactly within eBucs:  

• 204 – computer hardware 

• 205 – computer printers 

• 208 – computer software 

• 493 – lab supplies & equipment 

• 425 – office furniture 

Account Codes: 

An account code is a 5 digit number assigned to a budget pool of an index number that 

identifies what budget the funds come from within the index and the specific type of expense 

being used in the transaction. 

 

The three sets of account codes that are used in eBucs   

• 73000’s :  Travel/Reimbursement Budget Pool 

• 74000’s:  Supplies/Operating Budget Pool 

• 78000’s:  Equipment Budget Pool 

▪ Equipment is any single item that is $5,000 or greater. If you have a 

question about whether something you are purchasing is considered 

equipment, call and ask. 

 

 

Notes:  - Do not combine 74000 with 78000 account codes on the same requisition. 

- Use account code 74595 for all computer, laptop, and iPad purchases. 

- Check the notes on the eBucs form you’re using!  Most forms tell you which commodity and 

account code to use. 

- Some forms will default the appropriate commodity code in for you. If it does not prompt you 

to insert one, it has been defaulted in for you.   
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eBucs Account Codes 
 

 

 
  

Account Description Account Description

73110 Individual Instate Travel Prof 74471 Advertising Services Personnel

73210 Individual Out of State or Country 74472 Newspaper Display

73420 Teams Groups Out of State Ctry Ins 74473 Newspaper Classified

73520 Visitors Instate Professional 74474 Magazines Journals

73710 Moving Expenses 74475 Radio Advertising

73800 Athletic Recruitment Travel 74476 TB Advertising

74130 Duplicating & Copy by Institution 74477 Yellow Pages Advertising

74140 Duplicating & Copy Outside Instit 74478 Electronic Advertising

74210 Instrument Charge 74479 Advertising Other

74220 Telephone Long Distance 74480 Dues & Subscriptions

74230 Postal Charges 74481 Membership Dues Accreditation

74240 Freight & Express Charges 74490 Other Professional & Admin Srvs

74250 Cable Television 74540 Supplies Medical

74260 Telephone Installation 74551 Supplies Foodservice ARAMARK

74291 Telephone Cellular 74552 Supplies Food/Refreshments

74310 Equipment Maintenance 74580 Supplies Purchase Order

74311 Equipment Maintenance Contracts 74595 Supplies PO Sensitive

74320 Building Maintenance 74760 Awards to Employees

74321 Building Maintenance Contracts 78110 Office Equipment

74330 Maintenance of Grounds 78120 Operational Equipment

74331 Maintenance of Grounds Contracts 78130 Instructional Equipment

74390 Other Maintenance & Repairs

74430 Software Maintenance

74450 Medical Services
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Commodity Codes 

 

Code Code

005 Abrasives 271 Drug and Feeding Administration, Irrigation Equip, Supplies

010 Acoustical Tile, Insulating Materials and Supplies 279 Eighteenth Century Reproduction Goods

015 Addressing, Copying, Duplicating Machine Supplies 280 Electrical Cables and Wires - not Electronic

019 Agricultural Crops, Grains, Fruit, Nuts, and Vegetables 285 Electrical Equipment - Supplies not Cable and Wire

020 Agricultural Equipment and Accessories 287 Electronic Equipment - Parts and Accessories

022 Agricultural Equipment and Implement Parts 290 Energy Collecting Equipment - Accessories, Solar, and Wind

025 Air Compressors and Accessories 295 Elevators, Escalators, Moving Walks, Building Type

031 Air Conditioning, Heating, Ventilating Equipment 305 Engineering, Architect, Surveying Equipment/Supplies

035 Aircraft and Airport Equipment, Parts and Supplies 310 Envelopes

037 Amusement, Decorations, Entertainment, Gifts , Toys 312 Environmental Protective Equipment - Inside/Outside

040 Animals, Birds, Marine Life, and Poultry - Live 315 Epoxy Based Formulations:  Adhesive, Coatings

045 Appliances and Equipment -  Household Type 318 Fare Collection Equipment and Supplies

050 Art Equipment and Supplies 320 Fasteners:  Bolts, Nuts, Pins, Rivets, Screws, etc

052 Art Objects 325 Feed, Bedding, Vitamins, Supplements for Animals

055 Auto Accessories: Cars, Buses, Trailers, Trucks 330 Fencing

060 Automotive and Trailer Equipment  and Parts 335 Fertilizers and Soil Conditioners

065 Automotive and Trailer Bodies, Accessories, Parts 340 Fire Protection Equipment and Supplies

070 Automotive Vehicles, Related Transportation Equipment 345 First Aid and Safety Equipment and Supplies

071 Automobiles, School Buses, SUVs, and Vans 350 Flags, Flag Poles, Banners, and Accessories

072 Trucks including Diesel, Gasoline, Electric, and Hybrid 360 Floor Covering:  Installation, Removal, Accessories

073 Trailers 365 Floor Maintenance Machines, Parts, Accessories

075 Automotive Shop, Related Equipment and Supplies 370 Food Processing and Canning Equipment, Supplies

080 Badges/Name Tags, Awards, Emblems, Plates, Jewelry 375 Foods:  Bakery Products - Fresh

085 Bags, Bagging, Ties, and Erosion Sheeting, etc. 380 Foods:  Dairy Products - Fresh

090 Bakery Equipment - Commercial 385 Foods:  Frozen

095 Barber and Beauty Shop Equipment and Supplies 390 Foods:  Perishable

100 Barrels, Drums, Kegs, and Containers 393 Foods:  Staple Grocery and Grocer's Miscellaneous Items 

105 Bearings (use Class 060 for Wheel Bearings) 395 Forms, Continuous:  Computer Paper, Form Labels

110 Belts and Belting:  Automotive and Industrial 400 Foundry Castings, Equipment and Supplies

115 Biochemicals - Research 405 Fuel, Oil, Grease and Lubricants

120 Boats, Motors, and Marine Equipment 410 Furniture:  Health Care, Hospital, Doctor's Office

125 Bookbinding Supplies 415 Furniture:  Laboratory

135 Bricks, Clay, Refract Material, Stone, Tile Products 420 Furniture:  Cafeteria, Dorm, Library, Lobby, School

140 Broom, Brush, and Mop MFG Machinery and Supplies 425 Furniture:  Office

145 Brushes (use Class 485 for Janitorial Type) 430 Gases, Containers, Equipment:  Lab, Medical, Welding

150 Builder's Supplies 435 Germicides, Cleaners, Related Sanitation Products

155 Buildings, Structures:  Fabricated and Prefab 440 Glass and Glazing Supplies

160 Butcher Shop and Meat Processing Equipment 445 Hand Tools, Accessories and Supplies

165 Cafeteria and Kitchen Equipment - Commercial 450 Hardware and Related items

175 Chemical Laboratory Equipment and Supplies 460 Hose, Supplies:  Industrial, Commercial, Garden

180 Chemical Raw Materials:  MFG, Janitorial, Laundry 465 Hospital, Surgical Equipment, Supplies

190 Chemicals and Solvents - Commercial in Bulk 470 Hospital, Specialized Equipment:  Handicapped, Disabled

192 Cleaning Products, Detergents, Solvents, Strippers 475 Hospital, Medical Accessories, Sundry Items

193 Clinical Laboratory Reagents and Tests 485 Janitorial Supplies - General Line

195 Clocks, Watches, Jewelry and Precious Stone 490 Lab Equipment, Supplies:  Analytical and Research

200 Clothing; Athletic, Uniform, Weather, Work 493 Lab Equipment, Supplies:  Biochemistry, Chemistry, Science

201 Clothing Accessories 495 Lab Field Equipment, Supplies:  Biology, Geology, Zoo

204 Computer Hardware and Peripherals PC's 500 Laundry, Dry Cleaning Equipment, Supplies, Commercial

205 Computer Hardware - Printers 505 Laundry, Dry Cleaning Compounds, Detergents, Supplies

206 Computer Hardware, Peripherals, Mini, Main Frame 510 Laundry Textiles and Supplies

207 Computer Accessories and Supplies 515 Lawn Maintenance Equipment and Accessories

208 Computer Software:  Microcomputers 520 Leather and Shoe Accessories, Equipment, Supplies

209 Computer Software:  Mini/Main Frame Computers 525 Library and Archival Equipment, Machines, Supplies

210 Concrete/Metal Products, Culverts, Pilings, Septic 530 Luggage, Brief Cases, Purses and Related Items

220 Controlling, Monitoring, Recording Instruments 540 Lumber, Siding, and Related Products

225 Coolers, Drinking Water, Water Fountains 545 Machinery and Hardware, Industrial

232 Crafts - General 550 Markers, Plaques and Traffic Control Devices

233 Crafts - Specialized 555 Metal, Paper, Plastic Stencils, Stenciling Devices

240 Cutlery, Cookware, Dishes, Glassware, Utensils 556 Mass Transportation - Transit Bus

245 Dairy Equipment and Supplies 557 Mass Transportation - Transit Bus Parts

250 Data Processing Cards and Paper 558 Mass Transportation - Rail Vehicles and Systems

255 Decals and Stamps 559 Mass Transportation - Rail Vehicles Parts, Accessories

257 Defense System Equipment, Weapons, Accessories 560 Material Handling, Conveyors, Storage Equipment

260 Dental Equipment and Supplies 565 Mattress, Pillow Manufacturing Machinery, Supplies

265 Draperies, Curtains and Upholstery Material 570 Metals:  Bars, Plates, Rods, Sheets, Strips, Tubing

269 Drugs and Pharmaceuticals
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Code Code

575 Microfiche, Microfilm Equipment, Accessories, Supplies 864 Train Controls, Electronic

578 Miscellaneous Products, Not Otherwise Classified 865 Twine and String

580 Musical Instruments, Accessories and Supplies 870 Venetian Blinds, Awnings, and Shades

590 Notions, Related Sewing Accessories, Supplies 875 Veterinary Equipment and Supplies

593 Nuclear Equipment Components, Accessories, Supplies 880 Visual Education Equipment and Supplies

595 Nursery/Plants Stock, Equipment and Supplies 883 Voice Response Systems

600 Office Machines, Equipment and Accessories 885 Water and Wastewater Treating Chemicals

605 Office Mechanical Aids, Small Machines, Apparatus 890 Water Supply, Sewage Treatment, Related Equipment

610 Office Supplies:  Carbon Paper and Ribbons 895 Welding Equipment and Supplies

615 Office Supplies - General 898 X-Ray/Radiological Equipment and Supplies

620 Office Supplies:  Erasers, Inks, Leads, Pens, Pencils 905 Aircraft and Airport Operations Services

630 Paint, Protective Coatings, Varnish, Wallpaper 906 Architectural Services - Professional

635 Painting Equipment and Accessories 907 Architectural/Engineering Services - Non-Professional

640 Paper and Plastic Products - Disposable 908 Bookbinding and Repairing Services

645 Paper for Office and Print Shop Use 909 Building Construction Services - New

650 Park, Recreational, Swimming Pool Equipment, Supplies 910 Building Maintenance, Installation, Repair Services

652 Personal Hygiene, Grooming Equipment, Supplies 912 Construction Services - General

655 Photographic Equipment, Film and Supplies 913 Construction Services - Heavy

658 Pipe, Tubing, and Accessories - not Fittings 914 Construction Services - Trade New Construction

659 Pipe and Tubing Fittings 915 Communications and Media Related Services

660 Pipe, Tobaccos, Smoking Access; Alcoholic Beverages 918 Consulting Services

665 Plastics, Resins, Fiberglass 920 Data Process, Computer, Programming, Software Services

670 Plumbing Equipment, Fixtures and Supplies 924 Educational Services

675 Poisons:  Agricultural and Industrial 925 Engineering Services - Professional

680 Police Equipment and Supplies 926 Environment and Ecological Services

685 Poultry Equipment and Supplies 928 Equipment Maintenance/Repair Services:  Autos, Trailers, Buses

690 Power Generation Equipment, Accessories, Supplies 929 Equipment Maintenance/Repair Services:  AG, Construction, Mat Hand

691 Power Transmission Equipment 931 Equipment Maintenance/Repair Services: Appliance, Athletic, Musical

700 Printing Plant Equipment and Supplies 934 Equipment Maintenance/Repair Services: Laundry, Lawn, Painting

710 Prosthetic Devices, Hearing/Reading Aids 936 Equipment Maintenance/Repair Services:  General Equipment

715 Publications, Audiovisual Materials, Books 938 Equipment Maintenance/Repair Services:  Hospital/Lab/Testing

720 Pumping Equipment and Accessories 939 Equipment Maintenance/Repair Services:  Office/Photo/Radio

725 Radio Communication, Phone, Phone Equip, Access, Supplies940 Equipment Maintenance/Repair:  Construction for Railroads

726 Phones:   Cellular Equipment and Services 941 Equipment Maintenance/Repair:  Power Generation/Transmission

730 Radio/Telecomm Testing, Measuring, Analyzing Equipment944 Farming and Ranching Services - Animal and Crop

735 Rags, Shop Towels, and Wiping Cloths 945 Fishing, Hunting, Trapping, Game Propagation

740 Refrigeration Equipment and Accessories 946 Financial Services

745 Road/Hwy Building Materials - Asphaltic 947 Forestry Services

750 Road/Hwy Building Materials - non Asphaltic 948 Health Related Services

755 Road/Hwy Asphalt, Concrete Handling, Processing Equipment952 Human Services

760 Road/Hwy Equipment:  Earth Handling, Grading, Moving 953 Insurance and Insurance Services

765 Road/Hwy Equipment not in Class 755 and 760 954 Laundry and Dry Cleaning Services

770 Roofing Material and Supplies 956 Library Services including Research/Subscription Services

775 Salt:  Sodium Chloride 958 Management Services

780 Scales and Weighing Apparatus 959 Marine Construction - Marine Equipment

785 School Equipment, Teaching Aids, and Supplies 961 Miscellaneous Services- No. 1 not otherwise classified

790 Seed, Sod, Soil and Inoculants 962 Miscellaneous Services- No. 2 not otherwise classified

795 Sewing and Textile Machinery and Accessories 963 Non-biddable Miscellaneous Items

800 Shoes and Boots 965 Printing Preparations:  Mats, Negatives, and Plates

801 Signs, Sign Materials, Sign Making Equipment, etc 966 Printing and Typesetting Services

803 Sound Systems, Components and Accessories 967 Production and Manufacturing Services

804 Spacecraft, Accessories and Components 968 Public Works and Related Services

805 Sporting Goods, Athletic, Athletic Facility Equipment 971 Real Property Rental or Lease

810 Spraying Equipment:  Household, Nursery Plant, Paint 975 Rental/Lease Services:  AG, Auto, Marine, Heavy Equipment

815 Steam/Hot Water Fittings - Accessories and Supplies 977 Rental/Lease Services:   Appliances, Furniture, Hardware

820 Steam/Hot Water Boilers, Steam Heating Equipment 979 Rental/Lease Services:   Engineering, Hospital, Lab

825 Stockman Equipment and Supplies 981 Rental/Lease Services:   General Equipment

830 Tanks:  Mobile, Stationary, Underground 983 Rental/Lease Services:  Clothing, Lawn, Painting

832 Tape - not Measuring/Optical/Sewing/Sound/Video 984 Rental/Lease Services:   Computers, Data/Word Processing

840 Television Equipment and Accessories 985 Rental/Lease Services:  Office/Print/Radio/Phone

845 Testing Apparatus and Instruments 988 Roadside, Grounds, Recreational, Park Services

850 Textiles, Fibers, Household Linens, Piece Goods 989 Sampling and Sample Prep Services for Testing

855 Theatrical Equipment and Supplies 990 Security, Fire, Safety, and Emergency Services

860 Tickets, Coupon Books, Sales Books, etc 992 Testing and Calibration Services

863 Tires and Tubes including Recapped/Retreaded Tires 998 Sale of Surplus and Obsolete Items


