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Complete UCLC 
“UC Irvine: 

Procurement 
Fundamentals”

Review role (UCIBuy 
Department Buyer)  
request in KSAMS

Receives 
automated approval 

notification

Seek proof of
course completion

Verify UCLC 
completion2

Become a Department Buyer
A department buyer is responsible for purchasing activities in their department. To become a department buyer, individuals must also complete 

the UC Irvine Procurement Fundamentals training and submit proof of completion.

Notes:
1Request procedures vary depending on unit practices:

• Options include emailing DSA, using an internal form, or submitting directly in KSAMS
• Namespace: EPRO  | KSAMS Role Name: UCIBuy Department Buyer

2DSAs typically cannot see UCLC transcripts for employees they do not supervise. If proof of completion is missing, ask the requestor to submit it. Periodic audits are conducted by Procurement Services.
3KSAMS resources: Website | User Guide | System Access

Approve request; 
system sends 

automated notification

Request UCIBuy 
Department Buyer 
role for employee in 
KSAMS3 (if not the 

buyer)

Submit proof of UCLC 
completion & request 
UCIBuy Department 
Buyer role in KSAMS3

Receives automated 
approval notification & 

informs department 
buyer

Receives 
notification from 
role requester
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https://uc.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D757586%26UserMode%3D0
https://uc.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D757586%26UserMode%3D0
https://uc.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D757586%26UserMode%3D0
https://systems.oit.uci.edu/kfs/ksams/
https://ucirvine.sharepoint.com/:w:/s/OIT-Security-Team/EaN5WAmjIrRHlfWySwys3cIBf0HA-Rb4wNDbwjIU4Su0RA
https://systems.oit.uci.edu/kfs/ksams/addRequest.htm
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