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GUSCloud Tips and Tricks: PITT

Reminder: You will receive an IT Ticket Number when you enter
yvour request in the IT Ticketing System. That number will be
required for your purchase in GUSCloud.

Required: Enter the IT Ticket Number as the first text in the
Description field in GUSCloud. This will help ITS approve your
purchase more efficiently.

Recommended: Adding the IT Ticket Number in the Justification
Field in GUSCloud will also be helpful to ITS in moving through
these requests efficiently.



Screenshot Examples for GUSCLoud PITT

Purchase Order

Making a Requisition for a Purchase Order - Punch Out and Noncatalog Requests

After you add the item(s) to your cart, you can edit the summary by clicking the pen symbol
in the right corner.

Cart

Requisition REQ20760

Requisition summary Vi
(] 1item
Subtotal $1,698.00

o Nonrecoverable Tax $0.00
Apple - 14" Macbook Pro: Apple M4 Chip with 10-core CPU and 10-core GPU, 16GB, 512GB SSD - Space
Black Approval Amount $1,698.00

Sokd By APPLE COMPUTER INC 00C0166917

;TO(:;!BOO / @ E-' '@ Description

Deliver to Location

Pittsburg Campus

Charge To

1105.6110300.525180.0.0.0.0.0

Funds Status
Not reserved

Budget Date
7/30/25
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Purchase Order

Please add the IT Procurement Ticket # in the Description and Justification boxes anywhere
you see them.

REQ20768

Requisition

Description

28633312 - 14 inch MacBook Pro for Gus Gorilla.

Justification

Apple - 14 inch MacBook Pro - replacement work station for Gus Gorilla. IT Procurement #28633312

Delivery
Requested Delivery Date Deliver-to Location Type
-
8/8/25 Internal

Deliver to Location

Pittsburg Campus
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Purchase Order

Cart

Requisition REQ20768

Requisition summary Y
] 1litem
Subtotal $1,698.00
- Nonrecoverable Tax $0.00
14 - inch MacBook Pro: Apple M4 chip with 10-core CPU and 10-core GPU 16 GB, 512GB SSD - Space
Black Approval Amount $1,698.00
Sold By APPLE COMPUTER INC 0000166917
O
Amount
r Description
$1,698.00 /7 % o m 28633312 - 14 inch MacBook Pro for Gus Gorilla.

Justification

Apple - 14 inch MacBook Pro - replacement work
station for Gus Gorilla. |IT Procurement
#28633512

Deliver to Location

Pittsburg Campus

Charge To

1105.6110300.525180.0.0.0.0.0

Funds Status
Not reserved

Budget Date

8/1/25
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Purchasing Card

After obtaining approval of the IT Procurement Ticket and paying by Purchasing card enter

the IT Procurement Ticket Number in the description and justification boxes when
reconciling expenses.

= o GUS Cloud QAOw P Q

Expense Report: EXP001323923801 ml

UIDos ATEIUN = Had Dvww so) Adsplens e
AR Michad Rinos Yioek Statan

4 Reporl Tolal
Attachmants  Nona == Lmployw Pays You 000 USU
Limpluyss Puys Card Issuer (320d) 22016 U0

Expense ltems (1)

ata w lypa w Amounr v Marchant w | oration w Imscriptinon w Atrachmants

Computer Supplies rToner 220.16 1150

25 Ik CAFNEOSS, 046 ) Cnd 8204 ANWAZON MARK® 17 GR20ARD VIA, Uniled Slates ArtEa s - Handd Dnves s Actaplens lar
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0000
urchasing Card

= g GUS Cloud Q

~omputer Supplies (Toner, ink cartridges, etc.) 7/18/25 @

Dote 718725 Attachments
Iecmplate  Exponze Toerplaie
- g Sz here of chck o add sbachment
Type Compober Supphas (Tona ink calrdges &) f o s PEESES—

Fxpense L ocanon VA Urited Suares

Amount 22016 USD

o

Reconcic Purchasze lor Michacl Rggs compulerpdt (677 37 KE)
+

—

.

Number of Days

Daily Amount 22016 USD
Reacepl misseg

Personal Amount 0,00 USD
Bled Amount 220 16 1LISD

Reimbursable Amount 22016 USD

Descnpbion  Aumazon - Hard Unve and Adaptors
for Michasl Riggs Waork Station - IT Account 0 1910302 537200 ¢

Frocurement Ticket 28478408 * AMAZON - Fard Drtvs and Adaptars far Michasl Rggs Companar - IT Frecursmant Tickas

....... 7
Merchant Name  ANMAZON MARK® 1FOK224R) 20470402
Inp Over $1,000

T Form Number
Fuci Gallons

Sabes Tax Due
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0000
Invoice to Scan-No PO

On the Pay Vendor Form add the IT Procurement Ticket Number to the Purchase
Description

Pittsburg State University
Pay Vendor Information Form

Suppliers should be paid via procurement card whenever possible. If a supplier does not accept card payments or
charges a fee, this form can be used to request payment via Check/ACH. The invoice, this form, and any additional
backup should be submitted to invoicescan@pittstate.edu in one attachment. The invoice must be the first page
of the attachment.

Section 1 — Invoice Information
Supplier Name DUO Security LLC

Supplier Address: Mailing Address (If you checked No)
Use Address on
Invoice?

Yes / No

Payment Amount $31,185.00

Purchase Description ||t procurement ticket #28487911. Renewal for our Multi-factor authentication tool for
(Who, What, When, faculty, staff and students. MFA is a requirement by the LPA for the State of Kansas.
Where Why) MFA Is an elect_ronﬁc authentication method in which auseris grante_d access to a

’ website or application only after successfully presenting 2 or more pieces of evidence
to an authentication mechanism. Term 8.20.25 to 8.19.26. Invoice #INV36336912

PO Number (Skip Please make sure you have recorded receipt of products in GUS Cloud
Section 2 if paying on
a purchase order)

Section 2 - Funding Information* (Attach separate listing if needed)
Fund Cost Center Account Dept CC Dept Acct Amount
(Optional) (Optional)
1105 6110300 523700 $31,185.00




