Buy@Duke Radioisotope Order Process
1. Lab users create a shopping cart in Buy@Duke and populate it with radioactive items they wish to order (be sure to use G/L account 649400 and material group 015 for proper routing). NOTE: Radioactive materials need to be ordered in their own cart—please use a separate cart for non-radioactive items.
2. In the ‘Supplier Text’ field on the ‘Notes and Attachments’ details tab for the first line item, enter your Authorized User Name and/or ID along with the authorized building and room number (e.g., ‘Smith LSRC C454’ or ‘MC-999 LSRC C454’).

3. Once submitted, the cart will automatically workflow to OESO’s Duke Radiation Safety Office for approval.

4. Radiation Safety will review the cart, and will inquire the cart back to the lab user if they need more information or have questions about the order.

5. Once reviewed, Radiation Safety will key the order data into their radioisotope ordering website and approve the cart. Workflow will electronically route the cart to Procurement for processing.  
6. Procurement will review the shopping cart for Radiation Safety’s approval and process the cart into a confirming purchase order to reflect the applicable delivery address in SRM for orders shipping to the Duke Radiation Safety Office.  NOTE: Orders for the VA Hospital are placed with the vendor by the end user and they coordinate the delivery of the radioactive materials through the VA Radiation Safety Office.
7.  Once the PO is created, the PO output will be directed to Radiation Safety. 

8. Radiation Safety will place the order with the vendor and deliver the items to the labs using the same methods employed today.
