
Office of Procurement Services 
Indiana University 

Getting Started Activities Page 1 Last updated 8/16/2019 
 

GETTING STARTED IN BUY.IU: ACTIVITIES 
Visit https://trn.one.iu.edu and click on the BUY.IU TUIT task tile to access the training environment. 

ACTIVITY 1: THE USER PROFILE 
You were recently hired as an administrative staff member in the Biology department on the 
Bloomington campus. You will be responsible for purchasing lab supplies for Dr. Bell, a researcher in the 
Biology department.   

Lab supplies are shipped to the following address:  

Jordan Hall 
Room #102 
1001 E 3rd St 
Bloomington, IN 47405 

 
Establish the address above as your default shipping address on your user profile. 

 

ACTIVITY 2: PLACE A CATALOG ORDER 
You are a member of the purchasing team in the Biology department on the Bloomington campus. Dr. 
Bell contacts you and requests two cases of Pyrex glass beakers, item number EF1700A, to replenish 
beakers in the lab storeroom. 96 beakers are needed in total. 

Search for the beakers in BUY.IU using the main search and purchase them using account 1024600 and 
object code 4035 (laboratory supplies). The beakers should be shipped to room 102 in Jordan Hall in 
Bloomington. 

 

ACTIVITY 3: FOLLOW A REQUISITION 
It’s been 10 days since you placed the order to replenish the beakers in the Biology lab. You are 
contacted by Dr. Bell and notified that the beakers have still not arrived. 

PART 1 
Who is responsible for reviewing and approving this order? 

 

PART 2 
Locate the Requisition in BUY.IU and use the PR Approvals section to review the status of the order. 

Log a Comment on the Requisition and request a status update from the current approver. Add the 
approver as an email recipient to ensure they see your Comment. 

https://trn.one.iu.edu/
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