
Chem Purchasing System Link: https://my.chem.uic.edu/purchasing/ 
 

Purchasing Job Aide 

Step 1 – Click on “My Purchases” 

 

 

Step 2 – Click on “Create New Order” 

 

 

Step 3 –  Make sure that your name is correct, and click “Continue”. 
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Chem Purchasing System Link: https://my.chem.uic.edu/purchasing/ 
 

Step 4 – Enter the correct CFOP. 

- If you are splitting the allocation of funds, please indicate the amount under “Split” 
using the dropdown. Enter the amount in the empty box next to the dropdown, then 
click “Add” and repeat these steps for the second allocation.  

 

- If you are not splitting allocations, add your CFOP and click “Continue”.  

 

Step 5 – Click the dropdown in the yellow box, and scroll to the bottom. Choose 
“Chemistry” under “University of Illinois – Chicago”, then click “Continue”.  

Step 6 – Under “Available Vendor Lists” click “Used On My Previous Orders” or “Add a New 
Vendor”.  

- When adding a new vendor, please ensure you have entered the correct address 
information. If this information is incorrect, your requisition will ne returned.  

- Do not click “Continue” without include a vendor or your requisition will be returned.  

Step 7 -  Complete the Quantity, Price, Catalogue/Part #, and Description for your first line 
item. If you are completing a requisition for items that are not available in iBuy, you must 
provide an Item URL. If the URL is not provided, the requisition will be returned. Once these 
field are completed, click “Add”. Repeat this process for the next line items. 
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Step 8 – Click into the “Ship To” dropdown. Here you will choose “CHEM”. 

- Select the appropriate option for your destination location.  
- Please Note: Linde orders that require tank deliveries need an exact room number. 

Scroll down until you find the exact room number for your desired location.  
- Delivery Date Requested, Shipping Type, Comments, and Pickup Proxies are not 

required inputs.  
- If you are ordering from an external vendor, please use the “Shipping Type” 

dropdown to indicate your preferred method of shipping. If the Shipping Type is not 
selected, grounds shipping will be selected for you.  

Step 9 – Review your selections and click “Submit Order”.  
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