HOW TO ...Online Purchasing System (OPS)

https://mse.engin.umich.edu/internal/howto/

[updated October 2024]

ONLINE PURCHASING SYSTEM (OPS)
OPS is required for ALL service/maintenance, order (Marketsite orders, when paying with POs or PCard) request(s), or in
some instances invoice to be paid. OPS is used to obtain approvals before orders are placed.

All who have UM unigname & kerberos password can use OPS. Research teams can create "groups" where each
member can view all lab group orders.

The OPS system has some shortcuts built-in to reduce redundant data entry, so the Requester can enter default
information (i.e. shipping, contact), and can modify notifications. Ability to create Group Orders where each member
can view all lab group orders searching Advisor unigname

Click OPS link: https://deptapps.engin.umich.edu/ops/purchaser/orders?dept=221800
Go to How-To Order.... For instructions, additional information, references, and videos

[ My Profile ] [ My Orders l l Group Orders. l \ Site Info ] Change

Online Purchasing System (OPS)

Purchase Request Form

* All attached files must be pdf, doc, docx, xIs, or xIsx.
« *Indicates a required field

| Your Information | ShipTo |
Order Nickname: Saved Addresses: Dow ¥
Your Unigname:  dia * Requester: |Debra Johnson

jYour:Name:y | Debra Johnson Phone/Email: |dla@umich.edu

Your Phone: |734-763-9425 * Address: | 2300 Hayward Street

Your Email: |dla@umich.edu ~Room#: (2142 ) Bulding: [Dow

* Shortcode: *City: |Ann Arbor
* Advisor_Faculty Unigname: | dtrichar (owner of shortcode) - State: Ml
Advisor_Faculty Name: |Todd Richardson ~21P: [48109-2136
Expedited Shipping No ¢
1. Enter Your Modify My Profile adding your contact information, shipping location, etc., to reduce
Information / redundant data entry of relevant information for all future orders
Profile
New Order My Orders | | Group Orders
Online Purchasing System (OPS) o . Notification Settings
Default Shipping Information IWould you fike to receive email notifications for the following events?
My Profile Ship To (Name): Debra Johnson Faculty Approves Order: No
Email/Phone: dla@umich.edu Finance Admin Approves Order. No
Default
Address: 2300 Hayward Street (Order Status Changed to Processing: No

Your Name: Debra Johnson INote: You wil aways receive an email when your items have been
Room #: 2142 Building: Do i il always receive i rit
Your Phone: 734-763-9425 v lordered.

Your Email: dla@umich.edu City: Ann Arbor

Faculty Uniqname: - ditrichar (or owner of shortcode) State: MI
Faculty Name: Todd Richardson ZIP: 48109-2136

=

IAso nolfythis other individual when my package(s) aive?
Additonal unigname to nofy:

2. Go to How-To Go to How-To Order for instructions, additional information, references, and videos
Order
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3. Openand
Create New
OPS Request

FIN/HR ~

REQUESTER ¥ PURCHASER v S/C OWNER ~

Site Info
New Request - View)
Requests Submitted By Me

Requests Submitted To Me

Group Requests Field

My Profile

Facilities Requests

Displays

Batch Assign/Unassign

Results

Showing Records: 1- 100
Records: 1628 100

Order#  Supplier Name  Total

O Orderer

4. Enter required
information
and add
required
document(s)

GROUPS ¥ FINANCE

b] System((OPS) )

Submit Dt

Search:

Operator

Shortcode Status

Shortcode

ADMIN ~

-or-

Value

-or-

Materials Science and Engineerin

jorgen!

e~ reser rurers | = avicx rurers K2

Actions

¥ EXCEL

Purchas.

Shortcode Shortcode Fund Project Grant Status

Assigne

[ |

Online Purchasing System (OPS)
Purchase Request Form [0l

Basic Information

Order placed by: Jorgensen, Lourdes orgenl)

=}

Other Attachments

rats: palt doc.docxxinxbax.HH.pag.ipg.ipeg

o L o]

y

Shipping

o

Supplier Information

o
‘CREATE NEW SUPPUER

chaser can copy/paste as nesded.

5. Manage
Packages

Requester needs to utilize OPS# related to the package delivered and click the green
button ‘Order Received” [screenshot below] after your package has arrived in your lab or
office, and system adds a comment with the date/time that a package was picked up.

You can use the below button to mark all items as received or use the received

checkbox in the items table to mark individual items as received.

ORDER RECEIVED

Packing Slips:
None.

MANAGE PACKING SLIPS




