
How to Purchase Goods, Supplies, etc. in Bear Buy 

You can easily purchase office supplies, computers & peripherals, as well as other work-related or event items in Bear 
Buy without having to come out-of-pocket – Bear Buy has made the shopping experience simple & easy. 

Log on to BearBuy using your Calnet ID.  Note that if you are not on campus, you will need to ensure you have VPN up & 
running to access Bear Buy.  Once on the BearBuy homepage, scroll down to see the many ‘stores’ you can shop via 
various ‘Jles’ for all sorts of academic, event & office supplies: 

 

CDW-G-Apple Products for Apple computers & peripherals / Dell for MS compaJble computers & peripherals 

 

Blaisdells – an Oakland based, women-owned office supply company / Amazon – for . . .well everything  

Once you have clicked on the Jle of your choice, you will be brought to the online store associated to that Jle & it will 
operate just as it would if you accessed that shopping experience any other way with a few tweaks: 

 

**Note that any accounts you may have personally with any of these vendors will not be shown – you will be logging in as a UC Berkeley employee 
so none of your specialized account features will be available – BUT will not have to come out-of-pocket (OOP) either so that is a win! 

https://auth.berkeley.edu/cas/login?renew=yes&service=https://blu.is.berkeley.edu/cgi-bin/cas-deep.pl


The vendor will automaJcally recognize that you are a UC Berkeley employee & the payment will process accordingly: 

 

In the case of Amazon, once you’ve hit the ‘Submit for Approval’ buYon the purchase is translated back in to a standard 
BearBuy cart – at this point, you are almost done.  You only need to ASSIGN THE CART to send it to the Finance 
Coordinator for compleJon where they will add the ChartString, any shipping details, etc.: 

 

The Finance Coordinator’s name should automaJcally appear, but if not, simply conduct a search based on last name: 



 

Once you have clicked ASSIGN – your work is done & an email noJficaJon has been automaJcally sent to the person you 
assigned the cart to.  They will be in touch about expected delivery date or other informaJon perJnent to the order: 

 




