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

Purchasing Job Aide
Step 1 - Click on “My Purchases”

My.Chem Finance v

PURCHASING - SEARCH PURCHASING

My Purchases | PendingApproval | DepartmentVendors File Uploads

Organization Area View Fiscal Year Search Action

* Chemistry - Purchasing v | Approved Requests v | 2026 v n Create Order

[JSearch All Records [JAdvanced Search Interface: OBusiness Office ®User
(Excludes All Filters Except Organization)

Step 2 - Click on “Create New Order”

PURCHASING - MY PURCHASES

My Purchases | PendingApproval | DepartmentVendors File Uploads.

Search / Filter / Create Orders

Search Order grouping Purchasing range Viewing range Create a new order
@® Date ordered FY 26 - @® Orders placed by me Create New Order
O Vendor O Orders placed by my group

search by accounts, requested by, 7/01/2025 - 6/30/2026

i O Account
items, vendors, order #

Step 3 — Make sure that your name is correct, and click “Continue”.
PURCHASING - ORDER
1 Personal Information

Requestor Name jordan89-uic

Phone

e &P


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.com%2Fv3%2F__https%3A%2Fmy.chem.uic.edu%2Fpurchasing%2F__%3B!!DZ3fjg!-6K0zC3gtvQ3QqbbUVFcj2Lvz3EEkO2EJR2kvrIvFeYGGzt4o0mxVleyJRrwB3qIFdZv9g2SVZFkC745Gv5fHQ%24&data=05%7C02%7Cjordan89%40uic.edu%7C5e7ba9cd78c74501825f08ddc2f93818%7Ce202cd477a564baa99e3e3b71a7c77dd%7C0%7C0%7C638881097830402526%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=qUeBbTU0Kle%2BwgHaQOa6dZmFsusR5SBDLA%2F%2FuyYvNnY%3D&reserved=0

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

Step 4 - Enter the correct CFOP.

- Ifyou 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.

PURCHASING - ORDER

1 Personal Information 2 Account Information

VLR o manually enter an account below: @

Chart Fund Organization Account Program Activity Split Valid  Action

v Add

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

PURCHASING - ORDER

1 Personal Information 2 Account Information

VBRI o manually enter an account below:

Chart Fund Organization Account Program Activity Split Valid  Action
v Add
2 301282 458000 458138 v Yes X
Any Fabricated
Equipment

Oes ®No

em <&

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 notclick “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.


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.com%2Fv3%2F__https%3A%2Fmy.chem.uic.edu%2Fpurchasing%2F__%3B!!DZ3fjg!-6K0zC3gtvQ3QqbbUVFcj2Lvz3EEkO2EJR2kvrIvFeYGGzt4o0mxVleyJRrwB3qIFdZv9g2SVZFkC745Gv5fHQ%24&data=05%7C02%7Cjordan89%40uic.edu%7C5e7ba9cd78c74501825f08ddc2f93818%7Ce202cd477a564baa99e3e3b71a7c77dd%7C0%7C0%7C638881097830402526%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=qUeBbTU0Kle%2BwgHaQOa6dZmFsusR5SBDLA%2F%2FuyYvNnY%3D&reserved=0

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

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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