
TERMINOLOGY GUIDE 
 

Requestor (Role) 
 
A Requestor in SLCCBuy is a user who can “shop” and add items or services, which they would 
like to order, into their shopping cart and submit or assign their carts for processing. In addition, 
they can finalize a shopping cart and submit it to the approval queue to complete a requisition. 
By submitting a requisition, the requestor “electronically” authorizes that the expenditure is in 
compliance with SLCC policy for the purchase or payment. This authorization is not the same as 
an approval. This is the ‘default’ role for all users. 

 
Approver (Role) 

 
An Approver has the same rights as a Requester. In addition, they have the right to approve the 
use of the funds to pay the requisition. Depending on the type of request, the requisition may go 
directly to the supplier to be filled or may be routed to a buyer or another individual to complete 
the request. 

 
Cart 

 
A cart holds details about the items(s) or services that you would like to order. Prior to 
submitting a cart, you can add additional items, change items, remove items, change quantities, 
etc. Once the cart has been submitted, it becomes a Requisition. 

 
Requisition 

 
When a cart is submitted, it becomes a Requisition. Requisition on SLCCBuy have an approval 
process (or workflow) that requires that the Requisition to be reviewed / approved. Once a 
Requisition is fully approved and complete, it becomes a Purchase Order. 

 
Purchase Order (PO) 

 
Your order to purchase goods or services. The PO will be exported to Banner and an 
encumbrance will be created on the specified Index. The PO will automatically be distributed to 
the Supplier. 

 
Receipt 

 
A Receipt is an indication that either goods or services have been received, returned or cancelled. 

 
Invoice 

 
An Invoice is a detailed bill provided by a supplier for goods delivered or services rendered to 
SLCC. 



Punch-out Catalog Item 
 
In SLCCBuy, you can click on “links” to go to a vendor’s site to shop. This experience is very 
similar to shopping directly from a vendor’s website except: 

 
1. You will only see those items that SLCC can order. 
2. You will see organization-specific negotiated pricing. 
3. After shopping, you can add those items directly to your SLCCBuy shopping cart. 

 
Non-Catalog Item 

 
A Non-Catalog Item is an item that is not available via a punch-out catalog. 

 
Forms 

 
A Form is an “electronic” version of a paper form, which can be filled out within SLCCBuy, 
added to a Cart and submitted. 


