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FAQs 

 
What is cyBUY? 
The cyBUY Contract Marketplace is an e-procurement system available through AccessPlus where 
ISU employees can browse and shop online catalogs with ISU’s contracted vendors. Shoppers can 
create online carts, which are routed to releasers (typically administrative personnel in your 
department) for review before being submitted to the vendor as an order. 

Why should I use cyBUY?  

As a cyBUY user, you have: 

• Access to university contracts and pricing. 
• One password access to multiple vendor catalogs. 
• Online tracking of orders and order history. 
• Paperless direct‐to‐vendor orders. 
• Increase order accuracy by submitting electronic orders. 
• Simple and easy online shopping for scientific equipment and supplies, computers, books and office 

supplies. 
• Placing orders through cyBUY allows procurement services to get an accurate picture of how much 

is being spent with each vendor, and because of that volume, negotiate better pricing agreements. 

  

Who has access to the cyBUY catalogs?  

All ISU employees, including graduate assistants and hourly employees, are able to access cyBUY 
under the uBusiness tab in AccessPlus. If you are an employee and you have lost access to cyBUY, 
especially if you are a graduate assistant or a student employee, you might lose access around 
winter and spring graduation if your employment term has expired. Access will be automatically 
restored when your employment term is extended. 

What to do if it is not restored  

Contact the staff person in your department responsible for human resources issues. 

 

Can I be both a shopper and releaser? 

Yes. The shopper selects the items to purchase and submits the cart to the cyBUY marketplace to 
the releaser to review. The releaser reviews the order and submits the order to the vendor. The 
shopper and the releaser can be the same individual.  

  

How were these vendors chosen to be on cyBUY?  



Procurement Services chooses the vendors on cyBUY based on competitively bid contracts, sales 
volume, and the vendor’s ability to provide online catalogs that are compatible with the cyBUY 
Contract Marketplace.  Prcourement intends to continue to add vendors over time as they are able 
to provide online catalogs and if significant value can be realized.  

  

Can I still purchase items from vendors that are not on cyBUY?  

Yes, but if the items are available from vendors in cyBUY and you find equivalent products with 
lower pricing elsewhere, contact procurement services for assistance. We may be able to work with 
our contracted vendors to match or quote a lower price, especially for larger quantities. If you need 
items not offered equivalently through these vendors, you may go outside the cyBUY marketplace. 
Procurement services  can also help with sourcing items if you are not sure where to find them. 

  

Is there a dollar limit for cyBUY orders? 

Orders totaling $50,000 may require written competitive bids to be obtained. Any orders below this 
amount may be purchased through a cyBUY vendor. Orders over $50,000 may still be created and 
routed in cyBUY, but will be reviewed by Procurement Services to determine if bidding should take 
place.Because the contracts with cyBUY vendors are competitively bid, spending limits for users are 
higher.  If you are purchasing a large quantity of an item or a large dollar amount, contact the vendor 
representative or Procurement Services because the vendor may be able to provide a lower price for 
larger quantities. 

  

Can I still order by phone or with my p-card?  

If placing an order with a vendor that is available on cyBUY, the order should be placed through 
cyBUY on AccessPlus and not by phone or with a p-card.   

  
What information do I need to provide to create an order?  

This may include information such as account number, business purpose, or project 
name.  Additionally, where principal investigator approval may be needed, email communication to 
the releaser may be used. 

  

How is the “ship to” address for orders determined or changed? 

Each ISU employee will have a cyBUY user record, set up by procurement services. The initial “ship-
to” address for orders placed through cyBUY will be the address on record for you with human 
resources (check the ISU Directory for your information).  However, this address may be changed, 
either for all orders or for individual orders.  The ship-to address on your record can be changed by a 
releaser in your department or procurement services. To change the ship to address on an individual 
order, the address can be changed by the releaser before the order is sent to the vendor. 

  



How is the fund account assigned to my order?  

When creating a cart in the cyBUY marketplace, shoppers have a Fund Account/Notes box to 
provide information to the releaser.  The releaser enters the fund account number before releasing 
the order.  The fund account may be changed when the payment to the vendor is processed by the 
department. 

  

What is a release number?  

It is the number that is associated with your order before it is sent to the vendor for order fulfillment. 
Once the order is placed with the vendor, the vendor recognizes this number as the customer 
purchase order number or "PO#".  

  

How can I tell the status of my order? 

All shoppers and releasers will have access to view their orders as they are processed through the 
cyBUY system and AccessPlus. Some of the vendor websites will also display order status 
information. 

Vendors that display order information include: 

Airgas Hewlett Packard 

American Education Supply McKesson 

B&H Photo Medline 

Bio-Rad MWI 

CDW Newark 

Cresent Electric Office Depot 

Dell Perkin Elmer 

Fisher Sigma Aldrich 

Thermo Fisher Supply Works 

Graybar VWR 

Henry Schein   



  

How are orders released? Will there be a delay in the order getting to the vendor because it 
has to go to a releaser? 

Once you submit a cart from the cyBUY marketplace, it will be sent to your releaser for review. Each 
shopper may be assigned up to three releasers to ensure timely processing of orders.  

  

How are order confirmations received and who received them? 

If the vendor provides order confirmations, they will email the confirmation to the individual placing 
the order (the shopper). 

  

How do I change my cyBUY order? 

If the order has already been released to the vendor, you must call the vendor sales representative 
or customer service department to change the order.  The contact information for each vendor can 
be found on the cyBUY marketplace main page. If the order has not been released to the vendor, 
the order may be cancelled by a releaser but cannot be changed. 

  

How do I cancel my cyBUY order? 

If the order has already been released to the vendor, you must call the vendor sales representative 
or customer service department to cancel the order. The vendor needs to cancel the order in their 
system and procurement services needs to cancel the order in cyBUY. To have an order cancelled 
in cyBUY, email the release number to cybuy@iastate.edu. 

 

Additional FAQ’s can be found at https://www.procurement.iastate.edu/cybuy/faq 

 

mailto:cybuy@iastate.edu
https://www.procurement.iastate.edu/cybuy/faq


 

 



 



Create Release

Display Release



- Comments

- Receiving



My User Record

In this example “My User Record” phone 
number is incorrect, it should be 515 294 
8577. I would then send an email to 
cyBUY@iastate.edu to correct my user 
record.

Attachments



Browse Actions

Items



All Releases

Open Releases



CIT – Create Bus Release
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