
   Purchasing Procedures 
 
 
Overview: 
These procedures are to be used when faculty and staff have a valid business purpose for 
purchasing inventory/goods. There is an approval workflow in place within the UND Marketplace 
(Jaggaer) system to review and authorize these requests. 

This will mostly replace the DocuSign CEHD Purchase Request Form for most inventory/goods 
purchases. (The CEHD Purchase Request form in DocuSign will still be used for purchases of other 
miscellaneous items that are not available in Marketplace. Please review Marketplace first to make 
sure that the items needed are not available through a catalog purchase).  

This is not to be used to purchase general office supplies. They will be ordered centrally on a regular 
basis. If these items are not available in the supply room (21), please notify your department 
administrative assistant.  
 
Procedures: 
 
Click this link to access UND Marketplace/Jaggaer:  
https://campus.und.edu/finance/procurement-and-payment-services/index.html 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://campus.und.edu/finance/procurement-and-payment-services/index.html


You will be prompted to sign in to the NDUS portal. Be sure to use @ndus.edu as your 
identifier. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

First.last@ndus.edu 



Click on the shopping cart on the left side of the page. Click the “Order Goods and Services” 
tab at the top of the page. This will make it your default home screen whenever you sign in. 
This will take you to the page of UND approved vendors that you are able to choose from. The 
first time you use this system, please be sure to allow popups. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Amazon Business is our most frequently used vendor, so we will use this for our example. 
However, feel free to shop and compare vendors within the system to find the best products at 
the best price. The shopping process will vary depending on what vendor you are using, but 
the steps to complete the process as a whole will be the same because it all takes place 
through UND Marketplace/Jaggaer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure the account you are signed into indicates that it is the account for the University of 
North Dakota. 

 

 

 

 

 

 

 

 

Be sure your location is updated 
to the University of North Dakota 



Once you find the item and the quantity that you need, click “Add to Cart” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have completed your order click “Proceed to checkout” 

  

 

 

 

 

 

 

 

 

 

 

 



Under step 3 on this page (steps 1 & 2 are automatically bypassed), enter your name in the 
“Deliver To” field. The address that is set as default is correct, and it can’t be changed. Click 
“Use this address” on the right-hand side of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Under step 4, the default payment method is “Pay by Invoice”. Click “Use this payment 
method” since all orders from the approved vendors will be invoiced to UND. 

 

 

 

 

 

 

 

 

 

 



Review your cart one more time and, if everything looks correct, click “Submit order for 
approval”. The two messages you see circled in red are automatic with every order so no need 
to worry about them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you’ve clicked the submit button, you will be taken back to the UND procurement 
system. Click “Assign Cart” on upper right side of the screen.  DO NOT click “Proceed To 
Checkout”! 

 

 

 

 

 

 

 

 

 



In the pop-up box, click “SELECT” and in the drop-down menu, choose or search a name (we 
typically work with Julie Haugen in the Shared Service Center). 

 

 

 

 

 

 

 

 

 
 

 

 

PLEASE NOTE: The first time you are assigning a cart to someone new, you will need to search 
by name, and you will get a popup box prompting you to select that person. 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

Click the plus arrow on the far-right side 
of the box.  

On the next screen click “Add to Profile” so you 
won’t have to search that person’s name again. 

 



In the “Note To Assignee” box, include the following information.  

• Ship to: 
• Business Purpose:  
• Fund Number: 

Be sure to include all of this information every time you make a purchase. If the information 
isn’t included, your cart will be returned to you for correction.  

If you are purchasing using your professional development (PD) funds, please indicate the 
fund number according to the information provided to you, and include “PD” after the funding 
string.  

If you are purchasing items for a grant, and you do not already know your funding information, 
reach out to your grant manager. For other funding sources, contact Heather Lotysz. They will 
be able to provide you with the different funding sources that you can use. Moving forward, 
you should create a list of these numbers that you can easily access for your convenience 
when making purchases. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the address you 
will use unless you are a 
remote employee.  

Remote employees: Ship 
directly to home address. 
You must notify your 
department admin upon 
receipt of items. 

"Supplies needed for teaching T&L 470 -Fall 2024" 

/ Department (EHBS or TLPP) 

Funding number: For grant funding, reach out to 
your grant manager.  

For other funding information, reach out to 
Heather Lotysz.  

Once you receive your 
funding information, 
please keep track of it, 
as you will be 
responsible for knowing 
it for future purchases.  



Finally, click “Assign” at the bottom of the popup box, and the cart will automatically get 
routed to Julie Haugen (or someone) in Shared Services. They will reach out to you if they have 
any questions.  

Shortly after assigning the cart, you will receive an email with a similar subject line:  

 

 

This simply tells you that you have an active cart tied to your name. The cart will then be 
routed for approval. 

Once the cart is approved and submitted to the vendor, you will receive an email with a similar 
subject line:  

 

 

This tells you that the cart was submitted to the vendor and the order will be processed. 

Depending on the vendor, you may receive shipping and tracking updates on your items. Keep 
in mind that when you receive a notification of delivery, it means the item has arrived at UND 
Central Receiving. It may be a few days before the item is received by CEHD. Your admin will 
notify you when it is ready for pick up. 

 

IMPORTANT: If for some reason you receive your items directly, you must give the packing slip 
to your department admin so they can create a receipt in the system. This is the only way to 
ensure our invoices get paid! If your admin is not available, please put your paperwork in your 
department mailbox in room 219. 

 

For questions about this process, please contact the administrative assistant for your 
department. 


