| want to buy...

Office supplies, mobile phones, laptops, fleet,
travel, print, or pool cars

A restricted item

Goods or services on the exception list

Goods or services on an existing preferred
supplier or master agreement with a supplier

A PO or Contract Variation request

A one time purchase with an estimated total
value of 0-$4,999 (excl. GST)

Goods or services with a total estimated
future value (including variations) between
$5,000 - $49,999?

Goods or services with a total estimated
future value (including variations) between
$50,000 - $249,999

Goods or services with a total estimated
future value (including variations)
>$250,000

How to Buy Guide

Create COS _ Standard Laptop %E
Account or Mobile Phones | | (or)
Order Office Bespoke Lapto

——> bespokKe Laptop

Supplies

Follow relevant process based on total estimated value and category of procurement.

General Enquiry -

Pool, fleet, travel

(G &print

Check ‘Exceptions List’ then Raise a Purchase request via WesternNow (using category B, one quote
under $50k option). You must include either a quote, invoice, or some other form of evidence of the

ij Check restricted items list for a full listing of all restricted categories.

spend

o—| Contact Procurement Services for assistance and/or Raise a Purchase request via WesternNow

@ Raise a PO / Contract variation request

) :'K Raise a Purchase request via WesternNow and attach a quote
1

C.z Raise a Sourcing request via WesternNow
p

R s s . .
Q Procurement initiates a Request for Quote process via Tenderlink
Contract

awarded

® Raise a Sourcing request via WesternNow
/ \

®-® Procurement initiates a Request for Tender Process via Tenderlink

GIPA - Government Information Public Access - a regulatory requirement which requires WSU to declare all contracts > $150k.

. . o —| Raise a Purchase request via WesternNow
= Buy with credit card (or) 5=| and attach a quote

Purchase
Order raised
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GIPA
requirement for
> $150,000

GIPA
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> $150,000

GIPA
requirement for

> $150,000
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https://wsu.service-now.com/staff?id=sc_cat_item&sys_id=6a9554b3dbc7ec109dd2bc56f39619fc
https://wsu.service-now.com/staff?id=sc_cat_item&sys_id=7119a2aadb5768109dd2bc56f39619d2
https://www.cos.net.au/
https://ebsprd-uwsa.opc.oracleoutsourcing.com/OA_HTML/RF.jsp?function_id=1021163&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&oas=R2CuXGNWFIzV3njLfKX2uA..&params=Shbl3rr15Hjb8FvzGKsZIA
https://forms.office.com/Pages/ResponsePage.aspx?id=OPHbPg14GEGkjDHFK4ympedBAZRTDh1NtBoQR66-OBJUQjE3VVgxSElITU1KTFQ3SzFRMEI2UlJOOCQlQCN0PWcu&wdLOR=cBE9E722B-D657-430A-896D-B6D6D411670F
https://wsu.service-now.com/staff?id=kb_article_view&sys_kb_id=1775c195971be51094fc3837f053af72
https://www.westernsydney.edu.au/__data/assets/pdf_file/0005/1996160/Exception_List_-_Approved.pdf
https://wsu.service-now.com/staff?id=wsu_cat_item&sys_id=15036bd4dbb8e850f4e0be32f39619a9&sysparm_category=f4d347d61b62dc10c13a0edddc4bcb8d
https://wsu.service-now.com/staff?id=wsu_cat_item&sys_id=15036bd4dbb8e850f4e0be32f39619a9&sysparm_category=f4d347d61b62dc10c13a0edddc4bcb8d
https://wsu.service-now.com/staff?id=sc_cat_item&sys_id=4ad7ce7bdbef20109dd2bc56f39619f8
https://wsu.service-now.com/staff?id=wsu_cat_item&sys_id=15036bd4dbb8e850f4e0be32f39619a9&sysparm_category=f4d347d61b62dc10c13a0edddc4bcb8d
https://wsu.service-now.com/staff?id=wsu_cat_item&sys_id=15036bd4dbb8e850f4e0be32f39619a9&sysparm_category=f4d347d61b62dc10c13a0edddc4bcb8d
https://wsu.service-now.com/staff?id=wsu_cat_item&sys_id=15036bd4dbb8e850f4e0be32f39619a9&sysparm_category=f4d347d61b62dc10c13a0edddc4bcb8d
https://wsu.service-now.com/staff?id=wsu_cat_item&sys_id=15036bd4dbb8e850f4e0be32f39619a9&sysparm_category=f4d347d61b62dc10c13a0edddc4bcb8d
https://wsu.service-now.com/staff?id=wsu_cat_item&sys_id=110f0dea1ba75c90c13a0edddc4bcba5&sysparm_category=f4d347d61b62dc10c13a0edddc4bcb8d&catalog_id=235347961b62dc10c13a0edddc4bcbee
https://wsu.service-now.com/staff?sys_kb_id=b00aeab11bb70d506561c05d274bcb15&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=d4e5d615975b291094fc3837f053af92
https://wsu.service-now.com/staff?sys_kb_id=b00aeab11bb70d506561c05d274bcb15&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=d4e5d615975b291094fc3837f053af92
https://wsu.service-now.com/staff?sys_kb_id=b00aeab11bb70d506561c05d274bcb15&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=d4e5d615975b291094fc3837f053af92
https://wsu.service-now.com/staff?sys_kb_id=b00aeab11bb70d506561c05d274bcb15&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=d4e5d615975b291094fc3837f053af92

