
 
Step-by-Step Guide 

 

Revised Date: 1/3/2013 10:53 AM 

Glossary 
Allocability: Ensuring an expense that is charged to a sponsored project 

benefits the particular sponsored project to which it is 
charged. If the sponsored project only benefits from a 
portion of the expense, then only a reasonable portion of 
that expense should be charged to the sponsored project. 
In addition, the allocation method for determining the 
portion charged must be documented. 

Allowability: An expense that is necessary for performance of the 
project, consistent with the institution’s practices, and that is 
eligible for reimbursement by the Federal government. 

Approver: A Buy@Duke user designated to approve Shopping Carts 
as the final step in the department’s work flow. 

Cost Center Financial code that identifies a specific department. 

Cost Objects: General terms that describes financial codes that identify a 
specific department or a specific project. Cost Objects may 
be either a Cost Center or a WBS Element. Commonly 
known as “fund codes.” 

Duke Marketplace: The part of the Buy@Duke system that contains Shopping 
Carts created with items from Hosted Catalogs and/or 
Suppliers’ Catalogs. 

G/L Account: Financial code that identifies the specific item being 
purchased. 

Good Receipt: Acknowledgement that an item or items that have been 
purchased have been received by the ordering department. 

Hosted Catalog: The part of the Buy@Duke system that contains products 
with Duke-negotiated pricing and descriptions. Hosted 
Catalogs are maintained by Duke’s Procurement Services 
to ensure best pricing. 

Non-Catalog Items: Items that are not contained in either Hosted Catalogs or 
Suppliers’ Catalogs. Descriptions and other information 
about the items must be entered into the Buy@Duke by the 
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Shopper. 

Personal Values List: A list that contains information used frequently. The values 
that can be stored in the Personal Values List include: Cost 
Center, WBS Element, G/L Account, Material Group, and 
Supplier. 

Procurement Substitutes: See Team Members. 

Punch-Out Catalog: See Supplier’s Catalog. 

Resonableness: An expense that is necessary for the operation of the 
project. The cost paid for that good or service must be 
consistent with what a prudent person would pay for the 
same item. 

Shopper: A Buy@Duke user who initiates a Shopping Cart as the first 
step in a department’s work flow. 

Submitter: A Buy@Duke user who reviews, edits, and approves a 
Shopping Cart as the second step in a department’s work 
flow. 

Supplier’s Catalog: An electronic catalog maintained outside the Buy@Duke 
system. Supplier’s Catalogs maintain Duke-negotiated 
pricing and are accessible from Buy@Duke. 

Team Members: Colleagues of a Shopper who have access to review and 
add items to a Shopping Cart during the first step of a 
department’s work flow. 

Text Items: See Non-Catalog Items. 

WBS Element Financial code that identifies a specific special project or 
grant. 3xx and 2xx codes. 
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Animal Ordering Process 
1. The research lab obtains an approval protocol from the Institutional Animal Care and 

Use Committee (IACUC)  
 
2. The research lab completes the “Request for Animal Housing” form if it doesn’t have 

approval housing space. 
 
3. The ordering lab fills out an “Animal Order Request” form found 

at: http://finance.duke.edu/procurement/programs/buyatduke/resources.php 
 
4. The ordering lab creates a text order cart in Buy@Duke, attaches the completed 

“Animal Order Request” form to the ordering cart, and submits the cart for 
processing. 

 
5. Buy@Duke workflow electronically routes the cart to DLAR for approval. 
 
6. DLAR reviews the cart. If DLAR staff members have questions about the request, 

they will route the cart back to the ordering lab for more information. Once DLAR 
staff members approve the cart, workflow electronically routes the cart to 
Procurement for processing. DLAR staff members print a copy of the “Animal Order 
Request” form for placing the order with the vendor. 

 
7. Procurement staff members review the order for DLAR approval and then process 

the cart into a confirming purchase order to reflect the applicable delivery address in 
Buy@Duke (102416412) for orders shipping to the Vivarium or the Buy@Duke 
address (102416671) for orders shipping to the VA animal house. Procurement staff 
members print the hard copy of the purchase order so the order doesn’t fax to the 
vendor. DLAR staff members will obtain the purchase order number from 
Buy@Duke. 

 
8. DLAR staff members place the order with the vendor. They have their own system, 

named Granite, in which they create an order to the vendor, print the order, and fax 
it to the vendor. 

 
Note: All forms are found on the Division of Lab Animal Resources 
website: http://www.labanimal.duke.edu/ 

http://finance.duke.edu/procurement/programs/buyatduke/resources.php
http://www.labanimal.duke.edu/
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DLAR Contacts: Ted Powell, Arnette Williams, and Steve Pomeroy 
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Radioisotope Ordering Process 
1. Begin by creating a Shopping Cart in Buy@Duke and populating it with radioactive 

items they wish to order. Follow these two important steps to ensure proper routing 
and avoid processing delays: 

a. Use ONLY G/L Account 649400 and Material Group 015. 
b. Order radioactive materials in a cart with no other items. 
 

2. In the Supplier Text box found on the Details: Notes and Attachments tab, enter your 
Authorized User Name or ID, along with the authorized building and room number 
(e.g., “Smith LSRC C454” or “MC-999 LSRC C454”). 

 
3. When the Cart is submitted, it will automatically route to OESO’s Radiation Safety 

Office for review and approval. Staff members may “inquire” (return) the Cart to the 
Submitter if they need more information or have questions. 

 
4. After the Cart has been reviewed, Radiation Safety staff members will enter the 

order into OESO’s radioisotope website and approve the Cart in Buy@Duke. The 
Cart will automatically route to Procurement Services for review. 

 
5. Procurement Services staff members will review the Cart for Radiation Safety’s 

approval and then process it into a Confirming Purchase Order, indicating the 
delivery address for orders shipping to the Radiation Safety Office. 

Note: Orders for the VA Hospital are placed with the vendor by the end users, 
who will coordinate the delivery of the radioactive materials through the VA 
Radiation Safety Office. 

 
6.  Once the Confirming Purchase Order has been created, the ordered items will be 

directed to the Radiation Safety office. 
 
7. Radiation Safety staff members place the order with the Supplier and deliver the 

items to the lab using the standard process. 
 
OESO Contact: Brian Gibbs 
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Select Agent Ordering Process 
1. The ordering lab fills out an internal order form for Select Agents. The form is located 

on the OESO website: 
www.safety.duke.edu/BioSafety/selectagents.htm 
 

2. The ordering lab submits the form to the OESO Biological Safety Office. 
 

3. OESO staff members check to see if the requesting lab is qualified to order select 
agents. 
 

4. OESO staff members enter the order electronically in Buy@Duke, using the lab’s 
Cost Object, to create a Purchase Order.  In the Internal Note field of the Shopping 
Cart, they enter “Select Agent.” The order is not faxed to the supplier. 
 

5. Procurement Services staff members print the Purchase Order. 
 

6. Procurement Services staff members e-mail the Purchase Order number to the 
OESO office. 
 

7. The Purchase Order number is added to the Select Agent order form and faxed to 
the Supplier. 
 

8. The Supplier ships the Select Agent to the Biological Safety Office at Hock Plaza 1. 
 

9. The Biological Safety Office delivers the Select Agent to the ordering lab. 

 
OESO Contact: Christina Kelly 
 

http://www.safety.duke.edu/BioSafety/selectagents.htm
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