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THE SHOPPING CART EXPERIENCE

After checking out of iBuy, you will see the Checkout Confi rmation screen.

Comments 
entered here 
will appear in 
the confi rmation 
email and on the 
search page in 
PeopleSoft.

These three 
required fi elds 
must be populated 
before saving 
your cart.

Click Save
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After saving, you will receive two confi rmations:

A confi rmation screen verifying your shopping cart and providing the equote number.1. 

A confi rmation email which will be sent to your OSU email inbox.2. 
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Every 15 minutes, the quotes are pulled into PeopleSoft via an automated process.

This occurs on the hour, at quarter past the hour, at the half hour, and at quarter till the hour.

 

Example:  If you completed your shopping in iBuy at 9:52 a.m., your quote would be available in PeopleSoft 
at 10:00 a.m.  

A confi rmation email is sent to your recipient when the quote is available to be retrieved in PeopleSoft.

Important Notes

The comments fi eld on the shopping cart confi rmation screen allows 254 characters (however, • 
only the fi rst 50 characters will be available for viewing in PeopleSoft)
Click •  only once to avoid multiple quotes being produced.
Quotes are available to be pulled into PeopleSoft for 7 calendar days.• 
It is recommended that you print the checkout confi rmation screen to have record of the quote • 
number in case your email confi rmation does not arrive.

Confi rmation Email from PeopleSoft

The remainder of this job aid details the process of retrieving the quote in PeopleSoft.  If you 
do not have access to the Requisition Form Panel in PeopleSoft, your process ends here.
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PEOPLESOFT REQUISITION

Click 1. Import Quote to retrieve your quote in the Requisition Form Panel.

Search for your quote using one of the following:2. 

iBuy Quote ID (found on the checkout confi rmation screen and in the checkout confi rmation • 
email)  **this is the preferred method of searching**
User’s Name (the person who did the shopping within iBuy)• 
Email Address (of the person who completed the shopping in iBuy)• 

Begin these steps after entering your header defaults.
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Important Notes

After importing the quote you can add more lines using the •  button.

Lines from your quote can be deleted using the •  button.

There is only one quote per requisition.• 

To limit the number of search results returned, search using the quote ID when possible.• 

To continue shopping in eStores and add more items to your requisition, click • 

Click on the correct iBuy Quote from the search list.3. 

View your items and continue with the requisition as needed.4. 


