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Purchases Below Bid Limit — FY15 Limits

Goods and Services- Individual procurements of $55,400 or less for supplies or services, other than
professional and artistic, may be made without notice or competition.

Construction and construction related services of $77,700 or less, or as increased to reflect increases
in the consumer price index as determined by the CPO-HE.

Professional and artistic services of less than $19,999.99 that have a non-renewable term of one year
or less may be made without notice or competition.

Architectural/Engineering/Land Survey Services maximum $24,999.99.

Real Property and Capital Improvement Leases maximum $99,999.99, not to exceed 10,000 square
feet.

Purchasing Approvals & Authorizations

Contracts & Leases - The University Comptroller has the authority to execute all contracts for the
University.

Annual Renewals $250,000 and above- six questions provided by the State must be completed and
submitted for review and approval.

Purchase & Change Orders less than $1 million- Campus Purchasing has delegated approval and
authority to sign.

Purchase & Change Orders $1 million or more- The Board of Trustee approval is required.
Emergency Purchase Orders up to $2 million — The President has approval authority.

Restricted Purchases

$500 Furniture & Fixtures

0 Available surplus review required by State for purchases with unit cost of $500 or more

$500 Moveable Equipment

0 Tangible items which lasts more than 1 year

0 Cost $S500 or more

0 Is not absorbed into another piece of equipment

0 Not permanently attached to buildings or grounds as fixed equipment

$25K Financial Disclosures & Conflict of Interest

O Required for purchases exceeding $25,000
0 PPB will review potential conflicts of interests

S50K State Board of Elections

O Business entity who does $50,000 worth of business, including the business it does with all state
of lllinois agencies and the value of the current project
0 Must register with the State Board of Elections
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1. Procurement Authority
Chief Procurement Officers of Higher Education (CPO-HE)

a.

Exercise the procurement authority created by the Code for the benefit of the State of lllinois

and the State agencies under the jurisdiction of each
CPO. http://www.ilga.gov/commission/jcar/admincode/044/044000040C10050R.html

The CPO-HE exercises procurement authority through one or more State Procurement
Officers (SPOs) or temporary acting SPOs and university and other staff assigned to the
procurement function.

The CPOs' procurement authority extends to supplies, services, construction not under the
jurisdiction of the Capital Development Board or the Department of Transportation, real
estate and all other categories of need subject to the Code.

b. Procurement Policy Board (PPB)

The Board has the authority and responsibility to review, comment upon, and recommend,
consistent with the Procurement Code, rules and practices governing the procurement,
management, control, and disposal of supplies, services, professional and artistic services,

construction and real property and capital improvement leases procured by the State.
http://www.ilga.gov/commission/jcar/admincode/002/002030020001000R.html

2. Disclosure of Financial Interests and Potential Conflict of Interest
Disclosures shall be obtained for small purchases exceeding $25,000
When a potential conflict of interest is identified, discovered or reasonably suspected, it shall be

reviewed by the PPB.

a.
b.

3. State Board of Elections
Each business entity whose aggregate bids and proposals on State contracts annually total more than

$50,000, shall register with the State Board of Elections.

a.

4. State Non-Conforming
Illinois Procurement Code (30 ILCS 500) and University procurement policies and procedures require a

fully executed contract and/or Purchase Order in advance of goods and services being provided.
A non-conforming order is one in which the request for the contract and/or Purchase Order is
submitted to Purchasing after the receipt of goods or services by the end-user.

To resolve non-conforming order and to pay the vendor:

a.

Detailed invoice from vendor submitted as an attachment to the requisition

Letter from department head addressed to Campus Purchasing describing the circumstances
that led to the violation of the lllinois Procurement Code and the steps that the department
will take to prevent a similar situation from reoccurring.

As a condition for payment, the vendor will be required to execute a settlement agreement
releasing the University of any and all Liability associated with the services or goods provided.
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5. Stringing
Dividing or planning procurements to avoid use of competitive procedures (stringing) is

prohibited. Periodic purchases of similar supplies from several different vendors to maintain
inventory is not stringing unless the purchases are planned to avoid use of competitive procedures.

a.

6. Purchases Below Bid Limit

Goods and Services- Individual procurements of $55,400 or less for supplies or services, other than
professional and artistic, may be made without notice or competition.

Construction and construction related services of $77,700 or less, or as increased to reflect increases
in the consumer price index as determined by the CPO-HE.

Professional and artistic services of less than $19,999.99 that have a non-renewable term of one year
or less may be made without notice or competition.

Architectural/Engineering/Land Survey Services maximum $24,999.99.

Real Property and Capital Improvement Leases maximum $99,999.99, not to exceed 10,000 square

a.

feet.

Limit changes each fiscal year. Limits listed above are for FY15.

7. Purchases Above Bid Limit
Competitive Sealed Bids
e Invitation for Bids (IFB) — is used to initiate a competitive sealed bid procurement

a.

Content — Instructions and information to bidders, purchase description, contract
terms and conditions

Delivery- Related Costs — Bid price includes transportation, transit insurance, delivery
and installation and other costs.

Amendments — shall be clearly identified and shall reference the portion of the IFB
they amend.

e Pre-Opening or Withdrawal of Bids

Bids may be modified or withdrawn by written notice.

e Receipt, Opening and Recording of Bids

Receipt - Upon its receipt, each bid and modification shall be date and time-stamped
but not opened and shall be stored in a secure place until the time and date set for
bid opening.

Opening and Recording - Bids and modifications shall be opened publicly at the time,
date and place designated in the IFB in the presence of a State witness. The name of
each bidder, the bid price, and such other information as is deemed appropriate by
the CPO-HE or SPO shall be recorded and read aloud or otherwise made available.

e Bid Evaluation and Award

Contract is awarded to the lowest responsible and responsive bidder that meets the
requirements of the IFB.

Price Negotiations are permitted with the low bidder to obtain a lower price for the
item bid.
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b. Competitive Sealed Proposals
e Request for Proposals (RFP) may be used on a case-by-case basis when it is determined by
the SPO that competitive sealed bidding is either not practicable or advantageous.

e An RFP may be the better solicitation method when:

Evaluation factors involve the relative abilities of offerors to perform, including
degrees of experience or expertise, when the types of supplies or services may
require the use of comparative, judgmental evaluations to evaluate them adequately,
or when the type of need to be satisfied involves weighing aesthetic values to the
extent that price is a secondary consideration;

Oral or written discussions may need to be conducted with offerors concerning
technical and price aspects of their proposals;

Offerors may need to be afforded the opportunity to revise their proposals, including
price;

Award may need to be based upon a comparative evaluation, as stated in the Request
for Proposals, of differing price, quality and contractual factors in order to determine
the most advantageous offering to the State. Quality factors include technical and
performance capability and the content of the technical proposal;

The primary consideration in determining award may not be price; and

Prior procurements indicate that competitive sealed proposals may result in more
beneficial contracts for the State.

e Receipt, Opening, and Recording of Proposal

Receipt - Upon its receipt, each proposal and modification shall be date and time-
stamped but not opened and shall be stored in a secure place until the time and date
set for opening.

Opening and Recording - Proposals and modifications shall be opened in a manner to
avoid disclosing contents to competitors

e Evaluation of Proposals and Award

The RFP shall state all of the evaluation factors, including price, and their relative
importance.

The evaluation shall be based solely on the evaluation factors set forth in the RFP, and
no other factors shall be considered.

An award shall be made by the SPO pursuant to a written determination showing the
basis on which the award was found to be most advantageous to the State, taking
into consideration price and evaluation factors set forth in the RFP.
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c. Exceptions to Competitive Solicitations
e Sole Source

Sole source procurement is permissible when a requirement is available from only a

single supplier or when only one supplier is deemed economically feasible.

Sole Source Determination

The determination as to whether a procurement shall be made as a sole
source procurement shall be made by the SPO, based on a request made by a
university.

The CPO-HE shall require a public hearing to be held and make a final
determination as required by Section 20-25(a) of the Code

e Emergency Procurements

For purchases over the small purchase limit, a university shall have the authority to
make emergency procurements when an emergency condition arises, and the need
cannot be met through normal procurement methods.

Emergency Conditions exists

Notice

if there exists a threat to public health or public safety

when immediate expenditure is needed for repairs to university property in
order to protect against further loss or damage to university property;

to prevent or minimize serious disruption in critical university services that
affect health, safety, or collection of substantial State revenues; or

to ensure the integrity of university records.

Notice of the emergency procurement shall be published in the Bulletin by
the university as specified in Sections 15-25(c) and 20-30 of the Code no later
than 3 business days after the contract is awarded and shall include a
description of the procurement, the reasons for the emergency procurement
and the total cost.

Description of order, $ value, quotes, terms and conditions or proposal

All notices and awards for competitive bids, proposals, sole sources and emergency
purchases are publicized on the lllinois Procurement Bulletin.
https://www.procure.stateuniv.state.il.us/dsp index.cfm
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1. University Office of Business & Financial Services (OBFS) Procurement Authority

a. Purchasing Approvals and Authorizations

Contracts & Leases - The University Comptroller has the authority to execute all contracts for
the University.

Purchase & Change Orders less than $1 million- Campus Purchasing has delegated approval
and authority to sign.

Purchase & Change Orders $1 million or more- The Board of Trustee approval is required.
Emergency Purchase Orders up to $2 million — The President has approval authority.

Procurement Source Selection and Contract Formation — (Section 2005-2035)
http://www.ilga.gov/commission/jcar/admincode/044/04400004sections.html
https://www.obfs.uillinois.edu/bfpp/section-2-documents-approval/section-2-2

b. Types of Purchase Orders

Regular Purchase Order (RPO) — One time purchase for a defined list of items with an
accurate quantity and unit price. (Typically for a one-time payment, although multiple
payments may occur when partial quantities of an order are shipped and invoiced).
Standing Purchase Order (SPO) - issued for purchases that requires no quantity or unit price
(for example, miscellaneous lab supplies “as required”).

e At the beginning of each new fiscal year, departments must submit a new requisition
that references the previous Standing Purchase Order number in "Document Text."
Purchasing then creates a new Standing Purchase Order to encumber the next fiscal
year's expenditures.

c. Restricted Purchases

Local, state, or federal agencies restrict the purchase of specific items to ensure proper use
and distribution of potentially hazardous materials.
https://www.obfs.uillinois.edu/cms/One.aspx?portalld=77176&pageld=92158#cc

e Alcohol- UIUC - Pure alcohol is obtained from Chemistry Stores, by authorized
individuals, under rules established by law and controlled by the U.S. Treasury
Department and the State of lllinois.

e Computer Software and Electronic Services
e Electronic services may be purchased with a P-Card if all the following
conditions are met:

e No data considered sensitive or highly sensitive resides on a third-
party provider’s server. This means, no personally-identifiable
information about an individual is stored on the vendor’s site and no
confidential information is used within the site, including student
information (e.g., grades, advising notes or other academic records).
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e Computer Software and Electronic Services

e No critical business function(s) is dependent upon the electronic
service (e.g., a unit’s core operations will not suffer if the vendor
closes down suddenly without warning).

e No vendor is granting itself a license to use University data located in
its data center.

Software (downloaded or packaged) may be purchased with a P-Card if all of
the following conditions are met:

e No non-public University data will be shared with a third party as a
result of running the software; e.g., Social Security Numbers,
credit/debit card data, health/medical data, or student data will not
be shared as a result of using the software.

e The software will not be embedded into new intellectual property
unless the software license grants the right to do so.

e When using a P-Card to purchase allowable software or electronic
services with contracts (including ‘click-through’ agreements), units
must complete and retain in their files the Software Purchased by P-
Card form and/or the Electronic Services Purchased by P-Card form.
The forms can be accessed at https://erin.fs.illinois.edu/resources-
benefits/business-tools in the Related Links section “P-Card
Restricted Purchases — OBFS”.

e  Gift Cards/Gift Certificates

Gift cards/gift certificates cannot be purchased using i-Buy, P-Card, or Banner.
Gift cards/certificates have a cash value and are thus considered reportable
income.

Gift Cards should be purchased via a Program Advance. For more information
please see https://erin.fs.illinois.edu/resources-benefits/business-tools in the
Related Links section “P-Card Prohibited Purchases — OBFS”.

e Restrictions for Purchases of Furniture and Fixtures

30 ILCS 605/7a requires the University to check for available surplus furniture
at the State of lllinois Surplus Property Warehouse before purchasing new
furniture with a unit cost of $500 or more. If suitable surplus equipment is
available, the University will be required to obtain the furniture from the
warehouse.
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d.

e Purchases that Require Special Approval

Advertising

Decorations

Modifications to Physical Space

Print Services

Equipment Loaned to the University
Freight

Gas Cylinders

Operating and Capital Leases of Equipment
Conditions for Leases

Expediting

Ethical Purchasing Practice
Conflict of Interest - The University complies with State of lllinois requirements regarding
potential procurement conflicts of interest.
Gratuities - Employees must avoid accepting any kind of gratuities, tips, or gifts. This includes
merchandise, cash, or services for the performance of their duties, either past or future.
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1. Procurement Authority

a. Procurement Services

Converts purchase requests to purchase orders

Approves invoices for payment

Oversees solicitation creation, submission, evaluation, award communication
Submits access requests for P-Card & T-Card

Facilitates moveable equipment management

Primary point of contact to Campus Purchasing & University Payables

b. Department Head

Provides solicitation request and management
Facilitate policy compliance and address non-compliance issues
Request system access on behalf of requestor

c. Requestor

Submits purchase requests

Ensures receipt of services and goods in procurement systems
Assist with problem resolution

Complies with all policies & procedures

2. Purchase Requests & Change Orders

a. Purchase request — all requests for goods or services must be submitted using the F&S Online
Purchase Request Website (Portal). See “Purchase Request Submission” instructions section.

b. Quotes- One quote is required for each purchase request (exception WESCO, Grainger and
Officemax)and must:

Be valid for at least 30 days
Contain freight and delivery terms

Contain terms and conditions (if applicable)
Be attached to each purchase request
Be in PDF or Word format

Please Note: Purchase Requests will be declined if quotes are not attached or do not include the
above information.

€. Purchases Below Bid Limit

Use prime and preferred vendor contracts or standing purchase orders (SPO’s) when
submitting purchase requests.

® To view the prime and preferred vendor contracts go to the Erin Employee Resources

Information & News website at https://erin.fs.illinois.edu/resources-benefits/business-tools

e Select the “University Prime & Preferred Supplier” link under the Systems Access
section
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Enter login and password

Select “UIUC + multi-campus” then click the search button to view the list of contracts to
choose from.

Procurement Contracts Search

Suggest New Keywords
yrdering & Payment i "

fethods Find a Contract
Search
118 Login to iBuy Show Contracts: Search Term:
UIC + multi-campus (e.g. commodity/service, contract number, vendor) Check 1
(isuy| : Our dat
= | UIS + multi-campus aswei
@ UIUC + multi-campus the new

\lore info on iBuy Only multi-campus
Browse To browse alist of all commodity types, leave search term field blank. 4k

1l Loain to Banner

Go to the Reports & Problem Resolution section for directions on how to access the SPO
Master file

d. New SPO Requests

Submit all new SPO requests by email to FandS Purchasing-Procurement
ProcurementPur@mx.uillinois.edu.

Email should contain
e Vendor ID, vendor name, vendor phone, vendor email, description of item ordered
and dollar amount.

e. Purchases Above the Bid Limit

Competitive solicitations are required for purchases above the bid limit. The dollar levels for
the current fiscal year are posted on the Bid limits page located at
https://erin.fs.illinois.edu/resources-benefits/business-tools Related Links section click on
“Bid Limits - OBFS”

e Bid Announcements -must be posted to the Illinois Higher Education Procurement

Bulletin for a minimum of 15 days.
e Bid Openings — publicly opened in the presence of at least one member of the Board
of Trustees or delegate.
e Competitive Selection Process Types
e Invitation for Sealed Bid (IFSB)
e Request for Proposal (RFP)
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e Timeframe — varies based upon the type of commodity, competitive process type
used and dollar threshold.

e To begin the competitive selection process requesters must:
e C(Create a draft specification document that includes:
e Desire for Bid or RFP
e RFP — provide Evaluation Matrix and names of Evaluation Committee
members
e Scope of Services
e Technical
e Pricing
e Mandatory Pre-bid meeting: Yes/No
e Number of days for Bid opening (i.e. 2, 4, 6 weeks)
e Freight Terms
e Potential vendor list of vendors who may be interested in responding to bid.

e Submit purchase request in the F&S Online Purchase Request Website (Portal). See “Purchase
Request Submission” instructions section.

Purchases Above the Bid Limit
e F&S Procurement Services will...

e Create the Banner purchase requisition and submit to Campus Purchasing.

e Email the draft specifications document to Campus Purchasing.

e Determine what additional documents, departmental, or campus reviews may be
required by Campus Purchasing to complete purchase approval.

e If appropriate, schedule a pre-bid planning meeting.

e Log the progress of the bid/RFP on the Solicitation Report that is emailed weekly to
requestors.

e Requester may contact Campus Purchasing buyer to finalize bid or RFP specs after
Procurement Services submits the Banner requisition and specs to Campus Purchasing.
Requestor must copy the FandS Purchasing Mgnmt at fandsdlpurchmgmt@mx.uillinois.edu

e Campus Purchasing will...

e Post RFP/bid on lllinois Procurement Bulletin (15dys).

e Conduct bid opening.

e Distribute vendor responses to bid/RFP by email to Procurement Services and
requestors.

e Requester will...

e Evaluate vendor responses.

e Complete Award Recommendation form

e Send an email to FandS Purchasing-Procurement at
ProcurementPur@mx.uillinois.edu with the Award Recommendation form attached.

e Maintain copy of winner’s response to bid/RFP.

e Campus Purchasing will...

e Post the award on the lllinois Procurement Bulletin for PPB approval which can take
up to 30 days.
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e Issue purchase order to vendor awarded the bid/RFP once PPB says it’s approved.
e Ensure all required documents are obtained, routed for signature, and filed
appropriately per state laws and University policies.
e F&S Procurement Services will...
e Enter purchase order, contract documents in AiM
e Email requestor when purchase order is ready for use in AiM.

Emergency Purchase

a.

Illinois procurement code defines an emergency as a situation involving public health, public
safety, or cases where immediate expenditure of funds in excess of competitive bid threshold is
necessary for repairs to State property to protect against further loss or damage, to prevent or
minimize serious disruption in State services, or to insure the integrity of State records.
https://www.obfs.uillinois.edu/bfpp/section-7-purchasing/section-7-5

Purchase requests must be submitted one business day after the emergency purchase through
the F&S Online Purchase Request Website (Portal) with a completed “Emergency Purchase form”
detailing how the purchase meets the definition of an emergency as it relates to the lllinois
procurement code.
e The “Emergency Purchase Form” is located on the F&S Employee Intranet in the Forms
section: https://erin.fs.illinois.edu/resources-benefits/business-tools

Rush Orders

a.

A rush order is an order that requires processing quickly but does not meet the definition of an

emergency purchase.

Purchase requests must be submitted through the F&S Online Purchase Request Website (Portal)

with a completed Rush Order Form explaining the need for the rush.

) The “Rush Order Form” is located on the F&S Employee Intranet in the Forms section:
https://erin.fs.illinois.edu/resources-benefits/business-tools

Purchase Request / Change Orders

a.

Change order requests must be completed before material or service is received or completed to
prevent a non-conforming order

e Changes - send an email to FandS Purchasing-Procurement at
ProcurementPur@mx.uillinois.edu with details of the change. Format email as listed

below:
® Subject Line - “Change Order: PO or Request ID# _____”
e Change in Price - “price change from to on item”
e Change in Quantity - “quantity change from to on item”
e Change in Location - “delivery location change from ___to____ location”

Attach revised quotes to validate the change.Please Note: Change order requests must be completed
before material or service is received or completed to prevent a non-conforming order.
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h. New Vendor Set-up
e New Vendor Setup https://www.obfs.uillinois.edu/payments-vendors-students/vendor-setup-

update/

e University Payables is responsible for establishing and maintaining vendor profiles in

Banner. A permanent vendor setup is required before a purchase order or payment
can be issued except in the following situations:
e Refunds of any kind
e Non-employee reimbursements
e Payments to human subjects totaling less than $100.00 in a calendar year
e Submit all new vendor requests by email to ProcurementPur@mx.uillinois.edu

e The email should contain the following:
e Vendor name
e Vendor contact name, phone, and email

i. 10% Markup Waiver

e A waiver request is necessary for any items delivered to the job site in order to avoid a 10%
markup on the total cost of the materials purchased.

e The reduction of the 10% fee is only for items delivered directly to the job site.

e Requestor must provide written approval documentation with purchase request.

e  Written approval from is needed to:

e Confirm that the item will be delivered to the jobsite
e Share the work order phase, dollar amount, and item description of purchase
e Specify approval to reduce the 10% fee and apply a fee per the list below

o Department head will email to your requestor and copy to Maria, Sonya, and Mike Alsip.

e Requestor will enter " no markup fee approved for $xxxx per email xx/xx/xxxx". This will
alert ProcPur of how to process the order in the portal to prevent a 10% markup fee from
being charged.

e The fee assessed will be based upon the PO Total Dollar amount per the following:

<$2,499 = 10% of total of PO amount
$2,500 - $100K= $250 fee
$101K - $500K = $350 fee
e >S500K =$500 fee
e The 10% markup is dependent upon the following:

e Org Code or Division/Business Unit
e Org Codes 876 (Utilities) and 766 (TAS) are exempt from the 10% markup
because these units process their own receipts in AiM
e All other F&S org codes/business units are assessed the 10% fee dependent
on the Online Purchase Request PO Line Type.
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e Online Purchase Request PO Line Type

e  When a purchase request is submitted in the Online Purchase Request Tool,
the “PO Line Type” must be selected for each line entered on the request.
The “PO Line Type” determines whether the 10% markup will be applied.

Online AiM Sub-Ledger |10%
Purchase to which Post  |Markup
Request Tool - Applied
PO Line Type ~ = -l
Rental Contract No
Service Contract No
Move-Equip _ |Movable-Equip |No
Matl-SKU Material Yes
Matl-NoSKU Material Yes
Shipping Material Yes

j- Bulk Rock & Sand Purchases

e All bulk sand and rock supplies must be ordered through the F&S Transportation Department
(excludes bag orders).

k. Copy Paper Purchases
e All copy paper must be purchased through iStores.

e Goto the F&S Employee Intranet at https://erin.fs.illinois.edu/resources-benefits/business-
tools

e Click on “iStores” under the System Access section
e Authenticate using your netid and password.
e On left side of screen find the Quick Find block (there is a magnifying glass there).
e Inthe search block type in the item number if known, for example 16389000 for copy

paper or if the item number is not known type in a search word such as Paper (DO
NOT use plural words).

I ILLINOIS Facilities & Services

48 Order Resources  Order Approval  Order Tnvoices

Welcome to iStores Shopping %

.....

Qto-Ease Earm
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e Then click on the magnifying glass and your item or list of possible items will appear
for you to make your selection from.

e Once you have identified the correct item you are needing, select the Buy Now or the
Add to Cart tab (either one may show).

€ & fs.iinois-edu/fsportal/portald_nsYWrL TFCtrLT BZVorcmF 2a WV 3P TEIMXEXE N Vedidrmi e S0 VX Rhb GnL2h dl Byb2RaUGFn 233k tores/kon ¢ || B~ Google AR A

FBSAZ | myFS

I 1LLINOIS | Facilities & Services

ST L 8 Order Resources  Order Approval  Order Invoices

Ty

Stores Cart

Konakart EE
Home » Search Results My Account | Cart Contents | Checkaut
. - =
Products Meeting The Search Criteria FE( Shopping Cart.
0 items
£ Prgy pa ,,\___J
S sitne BT
11963420 PG LG 20 424

11990000  BAC BAPERCLIP 1 10/B¥ (11990000] 5133

11990010  PAC

Use keywords to find the product | | 147352285 EA PEN, PAPERMATE GEL M
you are looking for.

T BLACK {14752285) 5071

Advanced Search |

[eey nowi ]
Losy mowi ]
s347  (OID
L By Rl ]
L o5y Nowi ]
e Nt ]

14752290 EA $0.71
16322740 EA w 2740) s24.82
[ =
16322800 €A | o /] PAPER COMPUTER 1-PART 9-1/2"x11" PEAF. (16322800] sz2.64  OLTD

This will bring up the box for you to enter the quantity that you want. Ensure you look at the
UOM (unit of measure) when ordering so that you obtain the correct quantity that you are
ordering.

Enter the correct quantity and then click on the Update tab to add the item to your shopping
cart. Then select the Continue Shopping tab before repeating the process with the quick
search box (magnifying glass) to add more items to your shopping cart.

I ILLINOIS | Facilities & Services

(0w @ Order Resources  Order Approval | Order Tnvoices

] Catt

liome * Cart Contents My Account | Cart Contents | Checkout
* e ]
Nhat's In My Cart? @ :
gﬂw&mdfu_.gg PAPER TEXT

3

16685000 AM RS 0 ER TEXT 6012 WHITE ASTROPARCHE RECYOLE {16836000) 1 344 T
e ASTROPARCHE
RECYQLE
SubrTotal: $i6.44 '1'§5L‘EJD'
Totak §64 i
G
—
f win J0 i) (D
_Parchment Raper \ /
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e Once you are finished shopping select the Checkout tab. In the middle of the screen will be
three choices: Deliver, Pick-up, or Work Order Building Address. Select the one that is
appropriate for your needs and then select the Continue tab.

!-m Currently sharing | Give Control = X Stop Sharing || & =]
File Edit iew | History Bookmana ] Took  Help
tStores Cart [+

% ams iatheb s noralbot ssmriiza AWV IR TEBNOAI MWW nPS8DACVaZS 18 TSk - & J[ & - Amasorcon EIE

Facilities & Services jihe

| Home » Checkout = Shipping Mcthod My Account | Cark Contents | Checkoul

Delivery Information * P = =

Shipping Address

TAMPERPROOF
Please choose from your address book where you would Shipping Address: 102 ERML A151TP 15-N-1
like the items to be delivered to. Holly Clem (2337602

102 ERML

Urbana, lllinols 61801 Request N ory
MOP HEAD 24

Please select the preferred shipping method to use on this Please Select OZ 4 PLY
request. COTTON MOP
(28252600)
Deliver @ SHARPS -
Pick-up CONTAINER 1
WorkOrder Building Address QT 72/CS
19001-038
(39357000)

SHARPS L

| Continue Checkout Procedure [ continus ]

| o select the preferred payment method.

]
Delivery Information wwment Inf t nfirmation

(39357040)

Chaose WhatI Share | x

e This next screen you will need to select the payment “AiM Workorder" .

Order Resources  Order Approval Order Invoices OTC Ad MNew Item  Authorizer Management

Home » Checkout » Payment Method My Account | Cart Contents | (he!k?!l'
T Payment and Delivery Information ﬁ. Shopping Cart . 3
Copy Pager and Suppbes « SCREWDRIVER
e T Payment Method TAMPERPROOF
Ecundation Inventery. A51TP 15-N-1
Imus Fovorites Please select the preferred payment method to use on Please Select (23376020)
this Request. $27.43
One CFOAPAL per item st History
‘One CFOAPAL per order
- Aim WorkOrder @ MOP HEAD 24 o
—Girage & Carpool GAR Account OZ4PLY
Glazs Shop COTTON MOP
Add Comments About Your Request SHARPS o
CONTAINER 1
Q1 72/C5
: Requested Delivery Date 19001-038
Bifes (39357000)
_Operatic T
T Requested Delivery Date 11/06/2014 (MM/dd/yyyy) SHARPS o
_Pipafittars CONTAINER 2
_Plumbers 4/CS
Lt Continue Checkout Procedure m 15704-250
—m(‘,,,,, e to confirm this Request. | (39357020)
_Sign Shey T SHARPS o
steam Distrbution
Systems and Controls N CONTAINER 8
N aracerncan ol Delivery Information Payment Information Confirmation Fini gal 10/CS
_Transpect 01-048
unilties 1 plant
Watac starton (39357040) ¢
@ Firefox avtomatically sends scme data to Mozilla 5o that we can improve your experience. | Choose What 1 Share |

x

Page 19 of 57



Facilities & Services
Procurement Services
Purchasing Policy & Process — F&S
11/21/14

Also on this screen is a comment block which you can place your comments in. Such as
(Please deliver to such and such location) if that location is different from the Work Order
location.

Then select the Continue tab.

This next screen is just a request confirmation screen. Select the Continue tab.

CUUTILE  Order Resources  Order Approval  Order Invoices

KonaKart BE
Home » Checkout » Confirmation My Account | Cart Contents | Checkout
- . i)
Request Confirmation I% Shonol
Delivery Address Qty SKu Products Total gfggiﬁ?—g
Customer pick-up 1 11963410  CORRECTION TAPE LIQUID PAPER 2PK (11963410) $4.24 ﬁ,w o
1 16886000  PAPER TEXT 60# WHITE ASTROPARCHE RECYCLE (16886000) 526,44 (119634300
(© Continue ] e
J 602 WHITE
ASTROPARCHE
e RECYCLE
Delivery Information Ppayment [nformation Confirmation (

This next screen you will be either entering a NETID and or a BADGE # and Work Order /
Phase. Then select the Continue tab.

| istores con e = T e TS T

‘(_’ 8 hitpss/my dsiliincisedu/fspartal/porta WArLTF G2 TI8Y 2B8Z DF BZV 2GR nZXZpZXcOMTOVG ZhIY 20X maXKYXREbZSTAW/taXQUZGE ¢ || & - Amazoncom I

FASAZ | myFS

ILLINOIS Facilities & Services

Order Resources Order Approval Order Invoices OTC Admin New Item Authorizer Management

KonaKart E=
| Home » Checkout » Payment My Account | Cart Contents | Checkout
Payment -E Ehonakia Car
WorkOrder Details * SCREWDRIVER
TAMPERPROOF
Your WorkOrder will be charged $27.43. 2 15-N-
(23376020)
§27.43
Enter Badge Reque
WorkOrder  Phase
MOPHEAD 24 o
[ 0Z 4 PLY
COLION MOP
(28252600)
SHARPS L
(O Back ] G| | CoNTAER 1
A s
19001-038
(39357000)
SHARPS o
CONTAINER 2
0al 24/CS
13704-230
(39357020)
of
@ Firefox automatically sends some data to Mozilla 5o that we can improve your experience. Choose What 1 Share | x
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The next screen is the payment screen which shows; who placed the order, work order, and
the Address. (The address on the WO orders can be changed at this time for those orders that
will be delivered to a different location than the work order if needed). Then select the Place
Order tab.

tores Cart - Cunrently shaing | Give Control - ® StopSharing | | #
it View Higtory Bookmani Yook Help
Stores Can

€ 8w 11 imineis.aau v L TE 2 A 20 AP TEDMIN YW : MBI LTI . < || B - ama " I T

ILLINOIS Facilities

OTC Admin  New Item  Authorizer Man

Konakart

Mome = Checkout » payment My Account | Cart Contents | Checkdut
Payment ﬁ, TS
SCREWDRIVER
- iSRS verity, ST U 5 U Mt Workoidar, Phass, Snd ShppIng SodEss: TAMPERPROOY
workorder Detaits Luliplnnil
(23376020
Your WorkOrder will be charged $27.43. e
Enter Badge 0188 Thomas Tuttle  tttuttls MOP HEAD 24 of
i S 074 pLY
st-9099 490 CAMPUS ~GENERAL CAMPUS LOCATION ‘E::zmﬁu?‘lw
TOOL PURCHASES Central Rec Bidg Building P -
hadn Hind Loy CONTAINER 1
1609 S Oak St Addr Line 2 QT 72/€5
Addr Line 3 19001-038
Champaign 1L 61820 (39357000
SHARPS L
CONTAINER 2
Qal 24/CS
Sncs your paymant information i compiate, click on the *Maca Grdar* Button shawn balw onca anly. Pense be patient since the sppoval
ProCess miy take & few seconds.
(O Back ] @ Pisce Order
=

@ Firetox automatically sends some data 10 Mozilla 50 that we can IMProve your experience.

2. _ga AT e pm———

o gt

This next screen is the final screen which gives you your F&S order ID number.

P S

F&SAZ | myFS

N MY.FS |

Order Order Order i OTC Admin New Item Authorizer Management

Konakart @

| teme » Checkout » Success My Account | Cart Contents | Checkout

a iterns : .

Your Request Has Been Processed!

Your Request has been successfully processed! Your FIS Order Id = 429972,

Quantity SKU Product Name Unit Cost Line Amount
1 25815325 TRAP "P" PLASTIC 1-1/4 X 1-1/2 X 1-1/2 2.2200 2.220 5.”.’\\‘.!’5 J
CONTAINER
(25815325) LTS
k2] 38
Total Amount 2.22 (39357000}
Ordered by: Molly Black SHARPS  of
CONTAINER
2 gal 24/CS
& CIIIID | is7042%0
(39357020}
4 SHARPS o
Delivery Information Payment [nformat Confirmation Finished! CONTAINER
8 gl 10/CS
S 19001-048
(39357040)
S

@ Firefox automatically sends some data to Mozilla so that we can improve your experience. Choose What [ Share | >

=

Select the continue button to complete the order and bring you back to the start screen of
iStores
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NOTE: Towards the end of the order process you will select who your approver is via a drop down screen, this
is based upon whether or not you have more than one approver. All stores personnel are automatic approvers
for all of F&S.

e Add, Edit or Update Approvers — complete the iStores Signature Authorization Request Form

located at https://erin.fs.illinois.edu/resources-benefits/business-tools in the Forms section

Computers & Peripherals
e Contact IT for all Computer & Peripheral purchases.

. Office Supplies
e Review iStores first to order the below items:
e Paper, cleaners, disinfectants, and break room supplies.

If the office supply item is not available at iStores then submit a purchase requests through
the F&S Online Purchase Request (Portal).

Prepayments and Deposits
e Procurement Services will advise Facilities and Services Receiving by email to enter the receipt
in AiM equal to the percentage of the down payment total.

Ordering Services versus Materials (Service contract vs PO module)
Requestors must use below Decision Criteria — Options to Enter Banner SPO’s into AiM
e Decision Criteria -Options to Enter Banner SPOs into AiM

e AiM Purchasing Module which requires a 3-way match between the AiM purchase
order, receipt, and invoice.

e AiM Contract Module which does not require an AiM purchase order or receipt to
enter an AiM invoice against the SPO. The requestor reviews the invoice and
communicates approval to pay. This is used for services when:

e Work performed by a vendor to keep an asset in its intended state of
use/purpose and F&S labor is not used in the process.

e Excludes services for projects and repairs for which cost is known in advance.
e Possible services that meet above criteria but not an all-inclusive lists:

o Refilling

e C(Cleaning

e Renting

e Inspections

e Monitoring
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e Disposal or removal
e Time interval fees
e Volume usage fees
e (Case by case review and approval by management
e Invoices will be sent directly to the requestor for approval

e Setup Requirements
e Business Unit identifies which SPOs to enter in the AiM Contract Module
e Procurement Services will:
e Create Service Contracts in the AiM Contract Module for identified Banner
SPOs
e Provide a list to the Business Units of Service Contract numbers and
corresponding Contractor Banner SPO’s. Example: P0984567 — this is the
standing purchase order in Banner. The Banner SPO is needed to edit the
Phase to “connect” or attach an accounting string with the Service Contract.
e Standing work order phases
e Financial Operations will connect the service contract to the phases.
e Non-standing work order phases
e Business Unit will need to request the connection of the service contract to
the phase by sending an email to:
e OMA Division- contact Everett Lawrence elawren@illinois.edu

e Non OMA Division — contact Hilda Garcia hgarcia@illinois.eduin

Financial Operations
e Send email to FSC to request the connection of the Banner SPO to a
specific work order phase. The email should consist of the following:
e Service Contract (SPO)
e Work order/Phase

e Please note — Service Contracts cannot be connected to standing work orders XX-

9999. These work orders are used each year for benefits and cannot be changed due
to the year over year rollover issue. Contact Financial Operations to request a new
work order.

Electronic Storage of Contracts, Bids, & Quotes
e All contract, pricing, bid and quote documentation will be stored in AiM in the Purchase Order
Module for an RPO or in the Blanket Purchase Order module for an SPO.
e How to determine in which AiM module to view the PO documents:
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e Go to the SPO Master file (See instruction SPO Master file in the Report Section)

e Search for the PO in the SPO Master file

e The AiM module column will list either “Purchasing or Service Contract”

e [fthe PO is listed on the SPO Master and it has “Purchasing” module listed, then view
the related PO documents in the “Purchasing-Blanket Purchase Order” Module.

e Ifthe POis listed on the SPO Master and it has “Service Contract” module listed, then
view the related PO documents in the “Contract Administration-Service Contract”
Module.

e Otherwise you will view the PO documents in the “Purchasing- Purchase Order”
Module in AiM.

Go to https://erin.fs.illinois.edu/resources-benefits/business-tools

e Select the “AiM” link in the System Access section
e Loginto AiM using your Netid and Password

Menu

Work Management
F Accounts Payable
4 AssetManagement
&, Contract Administration
i Finance
#& Human Resources
@ Inventory
t Lease
%= Motor Pool
“& Preventive Maintenance
% Project Management
® Property
&y Purchasing
Q Time and Aftendance
B System Administration
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If you found the PO on the SPO Master file (Purchasing) select the magnifying glass next to
the Blanket Purchase Order

=JAIM
Menu -
“ Purchase Order

Purchase Receive
Purchase Card

Spot Purchase
Purchase Disbursement
Blanket Purchase Order
Vendor Catalog

Vendor Catalog Part

A AL PP L LR

Reverse Disbursement

Enter the SPO number in the Blanket Number field, select the magnifying glass

STAM Hello, MARIA L! About Help
hl

E’ Blanket Purchase Order Queries hd o S -q) Q\J
o)

Blanket Purchase Order L AT

[Blankst Number BEm) E ~ [Posara0z

Desenption () | contains = | ]

Status -] - ¥

K B | E— )3

Contractor - |- - 0 .

Address Code D) E - r

Contact ~ [ ]= - F

Terms - (= LN G

Created . (:) = [ j,

Review - C) = - E

Stant - |- - b

Ena - = - 5

Purchase Limit - (:) = - |

Edaitor - D = - -

EditDate - D = - j-

Double click on PO number

Hello, MARIA Logout About Help
”"7'1
Blanket Purchase Order @‘ £
Blanket umber %  Description Contractor Address Code  Status Purchase Limit
POS8T202 CS-PANT @00505842 Be12 APPROVED Jin30, 2025 13772180

. »
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e Select the upside down arrow from the View select window and choose ‘Related Documents”.

| Bkt Plrehas Ofer - Moxilla Firefox = uy
e i vl

le Edt View Higtory Bookmarks Tooks Help

% Blanket Purchase Order +

&) @ hups = ilinis. edu#

fdle 2
TAM Hello, MARIA Logoul About Heip
L) Blanket Purchase Order viev: ETERENE SN AU R :
Sanket Number POQT202 Editor VOITIK || Status. APPROVED

Edit Date Aug 05, 2014 02:25 PM

Type sPO
Jescription CS-PAINT

Sonfractor 200505642 Created Jul 01, 2014 || currency usp
\ddress Code  BP12 Favow |
Sontact EP\lrc!llieLimll $137,721.80
Start Jul 01, 2014
Purchase Order Total $27,000.82
lerms.
End Jun 30, 2025 Haniskiog $110,630.98
e Double click on the image to view the document.
=AM Hello, MARIA Logout About Help
@ Related Documents :ﬂ
Blanket Number - POQBT202 Editor VOITIK

Edit Date Aug 05, 2014 02:25 PM

Description CS-PAINT

Document Listing
E— ] e— i e—
o

Thumbnail Title Current Version Document Type Exira Description Related On

» 1JX51449 THE SHERWIN WILLIAMS COMPANYPDF 1.0 AMDOCUMENT Aug 05, 2014

If you found the PO on the SPO Master file (Service Contract) select Contract Administration from
the WorkDesk Menu

Work Management
F Accounts Payable
4 AssetManagement
&, Contract sdministration
i Finance
£ Human Resources
@ Imventory
1 Lease
% Motor Pool
& Preventive Maintenance
# Project Management
@ Propery
& Purchasing
Q Time and Attendance
B System Administration
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Select magnifying glass next to Service Contract

ZIAM
e Contract Administration
Menu a Persc

%, = Contractor L3
% .. Senice Contract
2 Senvice Contract Change Order

Catun

Enter PO number in Contract field, select magnifying glass

ZIAM Hello, MARIA t About Help

eServi[:e Contract queries [INIEGEG :r) E ..9 ng ?ﬂ

Service Contract Hide Al/Show All

Conlract - - J]= ~ [P104s624
Description -« [ [contains « [ ]
s S | e S—

Double click on PO number

ZIAM Hello, MARIA L

Help
N
@&mﬁice Contract 2RI TR

Contracts  Description Contractor Address Code Iype  Status Method  From Date IoDate Estimate  Award
P1045624 M-F&S BUSINESS SYSTEM (AM) YEARLY MAINTENANCE @02274525 BP0 AWARDED Bid

x

Select the upside down arrow from the View select window and choose ‘Related Documents”.

Oct 08, 2014 Jun 30, 2025 $127,308.00

ZIAM

Hello, MARIA

Logout About Help
.\
*
e Service Contract View: 2RI U 2SS
4 J
Contract P1045624 Editor THOMPSO3 Status AWARDED
Edit Date Oct 25, 2014 06:18 PM Type
Description IT-F&S BUSINESS SYSTEM (AIM) YEARLY MAINTENANCE |
Reference Number
Method Bid
Contractor 202274525 Request Currency usp
Address Code  BP10 gt Oct 08, 2014 [Estmate
Review Award $127,308.00
| || cnange Order $0.00
Start Oct 08, 2044 Total $127,308.00
Invoiced $127,308.00
End Jun 30, 2025
Terms

| Remaining $0.00

Line Type Category Work Code Region Facility Property Start Date Expire Date
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=

Double click on the image to view the document.

2JAIM Hello, MARIA Logoul_fbout belo
éon!aﬂ P1045624 Editor THOMPSO3

Edit Date Oct 25, 2014 06:18 PM
Description IT-F&S BUSINESS SYSTEM (AIM) YEARLY MAINTENANCE

Document Listing

To

Thumbnail Titie Current Version Document Type Extra Description
AMCA14R0289107 ASSETWORKS MAINT CIMRW15R0310102 PDF | 1.0 GENERAL

Related On

0ct 25,2014

If you did not find the PO on the SPO Master file select Purchasing from the Work Desk Menu

Menu

Work Managemant
Accounts Payable

>

&, Contract

s Finance

& Human Resources
@ Inventory

t Lease

% Hotor Paol

& Prevenive Maintenance
#* Project Management
W Propeny

& Purchasing

D Time and Aftendance
B System Administration

Select the magnifying glass next to Purchase Order

2 Purchase Order
Purchase Receive
Purchase Card

Spot Purchase
Purchase Disbursement
Blanket Purchase Order
Wendor Catalog

Vendor Catalog Part

Reverse Disbursement

PP PP PP PR

Page 28 of 57



Facilities & Services
Procurement Services
Purchasing Policy & Process — F&S
11/21/14

Enter PO number in the Purchase Order field; select magnifying glass

Hello, MARIA l About Hel

y L

urchase Order aueries [N J

Purchase Order Hide AIVShow All

PO Code

Description - contains = | l
Purchase Order = « [P1029953

StipmentTpe : el ea—)

ER —_———

Double click on PO code

Hello, MARIA Logout About Help
~
——
@ Purchase Order L B g
J
POCodes  Purchase Order Status Address Code Blanket Number Contact Type Ordered By Editor Edit Date
119297 P1029953 APPROVED  @03025738 BP10 3545 TDIENKIN  Sep 19, 2014 08:30 Al

Select the upside down arrow from the View select window and choose ‘Related Documents”.

ZIAIM Hello, MARIA Logout About Help
~
*
R
i | J|
Purchase Order P1029953 Editor TDJENKIN Stalus APPROVED
Edit Date Sep 19, 2014 08:30 AM Type RPO
Description
Placed By 3879
PO Code 119297
O
Contractor @03025738 Created Sep 15, 2014 Currency usop
Subtotal $7,898.20
Address Code  BP10 SerEs Discount $0.00
Blanket Number Tax $0.00
Needed Sep 26, 2014
Contact Shipping $0.00
Expected Markup Percent $0.00
Terms Total $7,898.20
Line Vendor Part Inventory Part Description uom ‘Order Quantity Line Total Status
1 SERVICE.1 REBUILD GEARBOX, TOWER #3 Jog 1.0000 §7,88820 Open
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e Double click on the image to view the document.

=AM Hello, MARIA Logout About Helf
@ Related Documents ° L]
PO Code 11 9297 Editor TDJENKIN

EditDate  Sep19,2014 08:30 AM

Description

Document Listing

To

C_ )9 e - Jrom

Thumbnail Title Current Version Document Type XL ription Related On
“)) 10-31-2005(3)PDF 1.0 GENERAL

Sep 15, 2014

. »

q. F&S Policy Violation Letter

F&S requires a Policy Violation letter be written for all orders submitted without a valid release PO in
AiM and P-Card orders submitted without receipts.

When there is no release in AiM, complete non-conforming letter addressed to Facilities and
Services describing the circumstances that led to the violation and the steps that the
department will take to prevent a similar situation from reoccurring

Submit letter with purchase request in Online Purchase Request Tool
e All letters must be signed by Department Head.
e “F&S Policy Violation Letter Form” is located on the F&S Employee Intranet in the
Forms section: https://erin.fs.illinois.edu/resources-benefits/business-tools

r. Non-Conforming Letter

e lllinois Procurement Code (30 ILCS 500) and University procurement policies and procedures
require a fully executed contract and/or Purchase Order in advance of goods and services
being provided.
A non-conforming order is one in which the request for the contract and/or Purchase Order is
submitted to Purchasing after the receipt of goods or services by the end-user.
To resolve non-conforming order and to pay the vendor:
e Detailed invoice from vendor submitted as an attachment to the requisition
e Letter from department head addressed to Campus Purchasing describing the
circumstances that led to the violation of the lllinois Procurement Code and the steps
that the department will take to prevent a similar situation from reoccurring.
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As a condition for payment, the vendor will be required to execute a settlement

agreement releasing the University of any and all Liability associated with the services
or goods provided.

All letters must be signed by Department Head.
“F&S Policy Violation Letter Form” is located on the F&S Employee Intranet in the
Forms section: https://erin.fs.illinois.edu/resources-benefits/business-tools
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Procurement Systems

1. Purchasing

a. iBuy

b. AiM

c. Banner

d. Elite

e. iStores

f.  MyFS — Online Purchase Request Tool
g. |IPHE Bulletin

2. Accounts Payable

a. Banner

b. AiM

c. MyFS - External Charges

d. Problem Invoice Database
e. P-Card Solutions

f. Approved Invoices Website
g. Completed Invoices Website

3. P-Card/T-Card
a. TEM —Travel (T-Card) Expense Management System
b. P-Card Solutions — Purchase Card System

4. Moveable Equipment
a. 4D Web/Client
b. Fab Web

Page 32 of 57



Facilities & Services
Procurement Services
Purchase Systems Overview
11/21/14

1. Acquiring Access
a. Have your Department Head submit request to IT to obtain access to the Procurement Systems

Page 33 of 57



Facilities & Services
Procurement Services
Purchase Request Submission
11/21/14

1. How to enter a New Purchase Request
a. Go to https://erin.fs.illinois.edu/resources-benefits/business-tools

e Select the “Online Purchase Request Tool” link in the System Access section
e Login using your Netid and Password

b. Add Purchase Request Details

i.  Click on Request Details to create or submit a Purchase Request
IMPORTANT NOTE: ONLY one Work Order — Phase allowed per Purchase Request. See Instructions on
“Modeling Requests” to create multiple requests to different Work Order —Phase(s).
To have multiple Work Orders charged per Purchase Request — enter the workorder and dollar

amount to charge in the “F&S Comment field”.

FRSAL | myFs

MY.FS

Scarch PR Requests  Portal Reports

PR&; 0 F&S Order Id#: 0 Created By: mmbyrne on  2013-03-04 \
B Attachments:

PO Descnption: Pending Approvals:

vendor: Desc: & car Approved/Dedined By:

Emal: Ph: Fax:

Address Code: Addressi: Address2:

, >. Header Info
Ship to Bulding: Desc: 0 clear

Requestor: 2160 Last Name: Costanting B f\Cea
Michelle M NetTd:mmbyrne  Fmal:mmbyrne@illinois.edu  Ph:217 333 72198 Shop Fmail:  Shop Ph:
Warkorder: Phase: Account(s):
Need Date: 3/18/13 5 Delivery Method: Delvery =
Memo for PO: Order Status:NEW
F & S Comment: Order Total:
Order Received Status:NONE J
Line # Qty UoM Type SKU Description Unit Price Ext Price
1 1.00 ChoosaOna v Choose One » 0.00
Return 1o List Néwi Réquest | [ Model | (AcdLiné | Save [ Submit

e Complete the following fields:

+ PO Description: Used in AiM for easier searching.

a) Vendor: Type in the Banner Vendor ID
OR
b) Desc: Type a portion of the vendor’s name and tab out of the field
oIf only one match is found the system will fill in the vendor info

oIf nothing displays, click on the Look-Up icon & . and pick the correct vendor
from the pop-up list

¢) Ship to Building: Type in building number
OR
= Desc: Type a portion of the building name and tab out of the field

o If only one match is found the system will fill in the Building Name and Number

)

o If nothing displays, click on the Look-Up icon , and pick the correct building

from the pop-up list
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e (Purchase Request Fields — Cont.)

= Requestor: System defaults to the badge number of the person logged in. If necessary,
change to the requestor’s badge

OR
+ Last Name: Type a portion of the requestor’s last name and tab out of the field

o If only one match is found the system will fill in the Requestors Information

|

o If nothing displays, click on the Look-Up icon , and pick the correct Requestor

from the pop-up list

=  Workorder and Phase: Enter a valid Workorder and Phase

+ Need Date: (Optional) Enter a date you will need your product delivered by

* Delivery Method: Select Delivery or Pick-up from the drop down list

= Memo for PO: Comments will appear on the Purchase Order sent to the vendor. Enter
the quote number in this section, if applicable

+ F&S Comment: Comments entered are for F&S internal use only. the vendor doesn’t
see them. Ifthere is a guore, type “will email or deliver quote™

NOTE: If Purchase Request is for a Solicitation Bid/RFP/Sole Source
e Enter “Best Bid” in the Desc
e Enter “FYXX — Type of Solicitation RFP/Sole Source/Bid in the F&S Comment field
e Attach Bid Specifications to Purchase Request.

FASAZ | myFS|

I 1211w01s | Facilities & Servie

[N NS Request Transmit  Search PR Requests ~ SPO/PO Reports

Request Details

PR#: 37667 F&S Order Id#: 0 Created By: thompso3 on 2013-01-25

ﬁ? Attachments:
PO Description: Pending Approvals:
Vendor: 99999999 Desc: BEST BID Ja clear  Approved/Dedlined By:

Email: Ph: Fax:
Address Code:FS01 Address1:1501 S Oak Address2:
Champaign IL 61820

Ship to Building: Desc: B ¥Clear
Requestor: 0984 Last Name: Thompson B Diciear
Maria Jones Netld:t E 3@illinois.edu Ph:217-333-5697 Shop Emall:  Shop Ph:
Waorkorder: Phase: Account(s):
Need Date: 2/8/13 [} Delivery Method: Delivery «
Memo for PO: Order Status:NEW
F & S Comment: FY15 - RFP, BID or Sole Source Order Total:  70,000.00
Order Received Status:NONE
Line # Qty UOM Type SKU Description Unit Price Ext Price
1 1.00 EACH - Service +  Service.l 70,000.00 )

| Returnto List | | New Request || Model | | Add Line |i save | [ Submit |
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c. Adding Line Items on Purchase Request
i Now enter the line item details for the purchase request

FESA-Z | myF3

MY.FS

Request List Request Details Search PR Requests Portal Reports

my.FS > Request Details
PR#: 0 FA&S Order [d#: O Created By: mmbyrne on 2013-03-04
B attachments:

PO Description: Pending Approvals:
Vendor: Desc: A 0cicar Approved/Dedlined By:
Email: Ph: Fax:

[Address Code: Addressi: Address2:

Ship to Bullding: Desc: Lil‘le I‘enl II‘lfO

Requestor: 2160 Last Name: Costanting
Michelle M Netld:mmbyrne  Emal:mmbyrne@illinois.edu  Ph:21

[Workorder: Phase: Account(s):

Need Date: 3/18/13 [ Delivery Method: Delivery ~ _A

Memo for PO:

F & S Comment: ‘ \

Line & oty uoM Type SKU Description Unit Price Ext Price
1 100 Choose One - Choose One ~ 0.00
Retumn to List New Request | Model | AddLme |[Save || Submi ]

= Qty: enter quantity

« UOM: select applicable unit of measure from drop down list (Banner Approved UOM’s)

« Type: select the applicable type for your line item
o Matl-SKU (requires SKU data, see below)
Matl-NoSKU (use when a vendor does not have an SKU for an item)
Mov-Equip (use when purchasing moveable equipement)
Rental
Service
Shipping

0000

« SKU: enter the vendor part number (can only be entered for “Material” type. All others
will use a default description in the SKU field)

« Description: enter vendor description of item, service or rental requested
= Unit Price: enter cost per unit of item, service or rental requested

« Ext Price: system automatically calculates the total cost of line item by multiplying the
quantity by the unit cost

e Clickon _Addtire |ptton to enter more line items

NOTE: Click on the x next to a line to remove it from the request
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d. Adding Attachment(s) to Purchase Request

Q‘ Attachments:

e Clickonthe “ button in the header of the purchase request and attach
guotes, specifications and other documents that support the purchase request. The
document must be in either Word or PDF format.

F&SAZ | myFS

MY.FS

Request List Request Details Search PR Requests Portal Reports

my.FS > Request Detais Logout

PR#: 0 FA&S OrderId=: 0 Created By: mmbyrmeé on 2013-03-04 \
u'mtachmems'

PO Description: Pending Approvals:
vendor: Desc: A ACear  Approved/Declined By:
Email: Ph: Fax:

Address Code: Addressl: Address2:

>. Header Info

ship to Bullding: Desc: B iclear

Requestor: 2160 Last Name: Costantino B dlear

Michelle M Netid:mmbyrne Emal:mmbyrne@illinois.edu Ph:217-333-72198 Shop Emai:  Shop Ph:
Workorder: Phase: Account(s):

Need Date: 3/18/13 I3 Delivery Method: Delivery =

Memo for PO: Order Status:NEW

F & 'S Comment: Order Total:
Order Received Status:NONE J

Line & Qty uoMm Type SKU Description Unit Price Ext Price
1 1.00 Choose One - Choose One ~ 0.00
| Returntolist | | MNewReguest | Model | AddLine | Save| | Submit |

e. Finishing your request
i.  You can press the _Save | putton at any time and come back to your request later to finish
1. For Modeling Several Requests use the 53¥€ | putton then follow the “Modeling
Request” Instructions.
2. ALL Saved requests will appear in your “Request List” until they are submitted

Request List Request Details Search PR Requests Portal Reports

my.FS > Request List

Refresh List
Hd1| kM
PR ® Vendor = Created By WO/Phase | WO Bid # WO Bid Desc Total Submit Date Request Received Receiver
PO Descnpbon Badge = 2Lines Status Status Document
Name | Number(s)
30202 800505642 mmbyrme 10080114/003 0054  DAVID KINLEY HALL 350.0 SAVED NONE
SHERWIN-WILLIAMS 0531 2
COMPANY. wilson, Eric 1
H41| kK
New Request

When you are done you can press the m button to send your request to Procurement Services.

f. Modeling Requests
i.  You can enter in the information that you want to repeat into a Purchase Request and save it

as a Template.
1. Pressthe Model | gyiton
2. Press the 58¥& | Button
ii.  You can save it multiple times and each request gets an unique PR#.
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iii.
iv.

Go to the Request List Tab.
Click on the Purchase Request Number in the PR# column.

UCLIITOAEC 8 Request Details  Search PR Requests  Portal Reports

my.FS > Request List

Refresh List |
LIE AR A
PR # Vendor = Created By wo/Phase |wo Bld = | WO Bld Desc Total Submit Date Request
PO# Description Badge # #Lines Status ‘
I e
30202 @00505642 mmbyrne 10080114/003 0054  DAVID KINLEY HALL 350.0 SAVED
SHERWIN-WILLIAMS 0531 2
COMPANY Wilson, Eric ]
30203 @00505642 mmbyrne i/ 350.0 SAVED
SHERWIN-WILLIAMS 0531 2
Wilson, Eric )
mmbyrne / 350.0 SAVED
0531 2
Wilson, Eric 1
M4 21| PM
New Request |

Fill in the Workorder and Phase for this purchase

Update any quantity changes, add any additional line items, delete line items.

Press Sa%& | if you are not ready to submit this request. You will find it in your Request List to
finish later.

Press  Submit | ywhen ready to submit to Procurement Queue.

FASAZ | myFS

MY.ES

Logout

PR#: 30202 F&S Order [d#: 2013-03-04

B Attachments:

0 Created By: mmbyrne on

Pending Approvals:
Approved/Dedined By:

PO Description: Descniption for &M Searching

Vendor: 200505642 Desc: SHERWIN-WILLIAMS COMPANY

Email: Ph:217-367-1408% Fax:217-367-8984%

Address Code:BP10 Address1:1504 N CUNNINGHAM AVE Address2:
URBANA IL 61802-1804

Ship to Building: 0054 Desc: DAVID KINLEY HALL

A Wiciear

B clear

Requestor: 0531 Last Name: Wison B #\Clear

Eric J Netld:ejwilson Emal:ejwilson@illinois.edu Ph:217-333-2456°9 Shop Email:SHOPS@MX.UILLINOIS.EDU Shop Ph:217-333-24560
Workorder: 10080114 Phase: 003 Account(s):Kv710-002:100

WE HAVE TWO OFFICE DOORS THAT ARE MISSING THE MAIL SLOTS THAT FACE THE HALLWAY. 424 DKH IS MISSING THE ENTIRE PIECE AND THE OUTSIDE
MEASUREMENTS OF ONES OF SIMILAR SIZE ARE 2 1/2° X 6 3/4". THE SLOT FOR 317A DKH MEASURES 3" X 10" AND IT IS MISSING JUST

Need Date: 3/18/13
Memo for PO: on PO

F & S Comment: Intemal
Order Received Status:NONE

[ Delivery Method: Delivery ~

Order Status:SAVED
Order Total:

Line # Qty uoM Type SKU Description Unit Price Ext Price
x 1 8.00 EACH - Matl - SKU  w 78599140810 Coupling 2" 3-piece Erickson 13.96
x 2 20.00 EACH - Matl - SKU = 78473110004 Hubs Myers 3/4" Screw 6.56
x 3 2.00 EACH hd Mati-SKU + 78599142506 Connector Sealtite 1" S0degree 6.76

Returm to List New Request | | Model | | AddLine | [Save | [ Submit | | Delete |
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1. Receiving Process for items not delivered to Stores (job site, department, etc.)
a. Deliver paperwork (i.e. packing slip, receipt) to:
e PPSB store room (Room #1860)
e Zone store room 1&2 (Plant Services NE room #111)
e Zone store room 3&4 (Madigan Lab Room #66)
b. Email: fandsdlstorcr@mc.uillinois.edu
e Make sure email or paperwork contains:
1. PO#

2. Quantity of items received — unless complete PO was received

2. Receiving Process for picking items up from stores
a. AiM sends an email to the requestor once the product has been received

b. Stores will follow up with either an email or phone call to the requestor as a back-up means of
notification the PO arrived at stores.

c. ltems may be:
e Picked up at Stores
e Have PO#, requestor name, and date received (if known)
e Items must be signed out before you leave

e Badge number required
e Delivered

e Delivery fee may apply for non-stock items
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1. Vendor Invoices - https://www.obfs.uillinois.edu/bfpp/section-8-payments-reimbursements/routing-vendor-

2.

invoices
a. Vendors should be instructed to mail all purchase order related invoices to :
e University of Illinois Invoice Processing Center P.O. Box 820 Rantoul, IL 61866
b. If a purchase order related invoice is mailed to your department by the vendor, please forward to the
invoice processing center at PO Box 820, Rantoul, IL 61866.
e Ensure the Purchase order number is referenced on the invoice.
c. Vendors can e-mail invoices individually to upaypop@uillinois.edu in pdf or tif format. Do not
combine invoices into one attachment. Each invoice must contain:
e A current, valid University PO number
e Aunique invoice number
e Invoice date
e Invoice total
e Vendor remittance address
d. Allinvoices $20,000 and over related to regular purchase orders require receipt confirmation. These
invoices will be processed by Payables, but the check will not be issued until the receiving document
has been completed in Banner BY THE DEPARTMENT that received the goods.

Service Contract Invoices
a. Invoice Payment Approval

e For all SPO’s entered in the AiM Service Contracts Module, the vendor will send the invoice
directly to the contact person identified on the Banner standing purchase order for review
and approval before it is processed by University Payables.

e Business Unit reviews within 2 business days of receipt of invoice(making sure service was
performed, PO is correct and written on the invoice, and work order/phase are connected to
the PO) and notates documentation of approval to process invoice by writing:

e  “Approved to Pay”, “Signature”, “Date” written or typed on invoice (must be legible)
e Work order/Phase” written or typed on invoice
e All of the above are required on the invoice image to process payment to the
vendor
e [finvoice was mailed directly to the Business Unit, the Business Unit mails or
emails the vendor invoice to the University’s invoice imaging company in
Rantoul using the following:
e  Mail- University of lllinois
Invoice Processing Center
P.O. Box 820
Rantoul, IL 61866
e Email-obfsupay@uillinois.edu
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e |[f the invoice was sent to you from Procurement Services, please return
invoice to Procurement Services unless otherwise directed
e University Payables “Completes” the invoice in Banner
e ProcAP
e Posts the invoice in AiM and attaches it in AiM
e Approves” the invoice for payment in Banner
e Please Note: Business Units are responsible for reviewing and processing invoices to ensure
payment is processed per the terms of the invoice/purchase order and within the proper
fiscal year. If Business Units review occurs outside of the timeframe of the terms of the
invoice, payments will not be expedited.

3. Problem Invoice Emails

a. When an invoice arrives in Procurement Services and cannot be posted in AiM, it is entered in the
Problem Database.

b. An email will be sent to the requestor for issues where Procurement Services needs assistance from
the requestor.

c. The Problem Database will auto-generate an email to be sent to the requestor every Monday until the
problem is resolved.

d. Please follow the instructions and respond within 2 business day of receiving the email.

Email Example:

From: ProcurementAP@mx.uillinois.edu [mailto:ProcurementAP @mx.uillinois.edu]

Sent: Thursday, October 16, 2014 10:48 AM

To: Doe, John

Subject: Problem Invoice: J&M INDUSTRIES/JMI INSTRUMENT COMPANY : LN3644638 : J.Rohl :
@01235804

Procurement Services has received an invoice where:

You are listed as the requestor and...

The invoice cannot be approved for payment.
Below is the purchase order number listed on the invoice and the reason the invoice is not
approved for payment.

PO LN3644638 for shop 55
Not Received
Item Price
Please find the reason(s) listed above in the table below to determine the action needed by you
to help Procurement Services approved the invoice for payment.
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Reason Invoice Cannot Be Posted

Action Needed by Requestor

PO Cancelled in AiM

Respond invoice is okay to pay.

Duplicate Invoice

Confirm you received items on the invoice more than once.

Extra ltem Respond yes/no that you received an item over the PO quantity or not on the
original PO.

Freight Confirm freight is okay to pay.

Item Price Price does not match PO price/quote. Is price okay to pay?

Need Approval - Service Contract

Please write on the invoice okay to pay, your signature, work order & phase, and
confirm correct PO on invoice, and phase connected is to PO.

Not Received

If items are received, please forward this email to your appropriate Business Unit
Receiving Contact to enter the receipt into AiM and/or Banner:

- Abbott

- Transportation Automotive Services

- All other business units within F&S please contact F&S Stores Central Receiving
at: fandsdlstorcr@mx.uillinois.edu

Paid on P-Card

Respond yes/no that item should be paid on P-Card and not on PO and invoice.

Qty or UOM does not match PO

Confirm invoice is ok to pay because unit of measure is correct.

Work Order/Phase Error

If Service contract PO — make sure work order/phase connected to PO
Other PO — make sure work order/phase in postable status

Wrong SPO/RPO on Invoice

Respond with correct PO or Release # to allow posting of invoice.

Wrong /No AiM Release on Invoice

Respond with correct PO or Release # to allow posting of invoice.
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1. Moveable equipment is any physical object with a useful life of more than one year, costs more than $500
and not permanently attached to building or grounds.
a. All University owned property worth $100 or more must display a University Of Illinois label.
b. All moveable equipment must have a PTag label placed on a permanent part of the equipment.

2. Each unit must conduct a physical biennial inventory.

Investigate all equipment for your unit

Make corrections and update condition codes

Submit certification letter

Resolve all “pending resolution” items by the due date given.

® a0 o

Help to maintain accurate property records.

3. Alert Property Accounting unit (Procurement Services for F&S) :
a. New equipment purchases
b. Changes to equipment location, custodian, condition etc.
c. Anticipated transfers
d. Disposals

4. All this information may be found in OBFS Policies and Procedures Section 12: Property Accounting
https://www.obfs.uillinois.edu/bfpp/section-12-property-accounting/

5. F&S New Assets

a. Send purchase request for non-computers to ProcSrvcs

b. Send all computer and computer peripherals request to F&S IT Services who will send purchase
request to ProcSrvcs

c. Do not purchase moveable assets $500 or more on P-Card or go to vendor location and purchase
In Online Purchase Request Tool notate in memo for PO “Moveable Equipment” and in line type
choose “Move-Equip”.

e. Affix property control tags to “new assets”, $500 or more, when received in the unit

f. Asset cost of $100 or more must be tagged as “Property of the University of Illinois/State of lllinois”

g. Use 4D Web to complete “new asset” records with required information when asset is received in the
unit whether it is a Banner Fixed Asset or NBFA (Non Banner Fixed Asset). This needs to be
completed within 5 business days of receipt of item.

h. 4D Web Tool Instructions can be found on the F&S Procurement Services Property Accounting
Website
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6. F&S Existing Assets

a 0 T o

Use 4D Web to provide accurate information to request an assets transfer within & out of F&S.
Forward any transfer request from Non-F&S departments to ProcSrvcs for proper processing.

Secure equipment being transferred or disposed to prevent unauthorized removal.

Assist UPAR property inspector when she or he evaluates whether the equipment should be scrapped
or surplused.

Remove all hazardous components from equipment prior to disposal and stage for appropriate
hazardous disposal vendor.

Coordinate pickup for all equipment for disposal by approved disposal vendors.

Do not attempt to dispose of assets with hard drives without having them scrubbed by F&S IT
Services.

Use 4D Web to help resolve discrepancies identified on monthly discrepancy reconciliation reports by
updating asset record in 4D Web.

7. F&S Biennial Inventory

a.
b.

- o o o

Perform physical inventory using barcode scanners per schedule.

Use 4D Web to resolve “unfound/pending” items from physical inventory and to communicate final
disposition.

Sign off on inventory write-offs to reconcile physical inventory to Banner Fixed Assets inventory.
Send all emails regarding equipment to “FandS Asset Track — Procurement” .

Complete “loan agreements” for equipment loaned to business unit employees and ensure retrieval.
“Loan Agreement Form” is on the F&S Employee Intranet in the Forms section:
https://erin.fs.illinois.edu/resources-benefits/business-tools.

Instructions for 4D Web and Biennial Inventory can be found on the F&S Employee Intranet at

https://erin.fs.illinois.edu/resources-benefits/business-tools. Click on 4D Property Accounting

Website in the Systems section or 4D Web Tool Instructions in the How to Instructions section.
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The purpose of this policy is to provide information regarding the issuance and use of the Procurement Card (P-

Card) within Facilities and Services. This policy supports, but does not override or replace, the policies and

guidelines set forth by the OBFS Corporate Card Office. Procurement Services provides administrative support

for all F&S P-Cards, including Department Card Management, Reconciliation of Transactions, Credit Card

Application, Card Issuance and Usage Monitoring.

1. How to obtain a P-Card

Employees who participate in the University P-Card program assume significant fiscal and ethical
responsibilities. University employees must complete and submit a signed P-Card Authorization
Agreement form for approval by their Unit Head or authorized Fiscal officer. All applicants must have
a valid University phone number and email address in Banner HR. All applicants must complete the
web-based training that covers P-Card policies, and must pass the certification

Card Issuance
e Business Unit Head will
e Authorize issuance of individual P-Card
e Request employee takes on-line P-Card Training. The training can be found at:
https://erin.fs.illinois.edu/resources-benefits/business-tools . Click on P-Card Training
— OBFS in the Related Links section.
e Fill out P-Card Authorization and Agreement form with signature of approval and

send to P-Card Manager at FandS Admin-Procurement at
fsprocadmin@mx.uillinois.edu,

e include default FOAP and purchasing limits based on projected purchasing
activity for new cardholders.
e Notify the F&S P-Card Manager and Cardholder for cancellation.
e  Employee will

e Complete on-line P-Card Training prior to completing application, and every two years
as required for renewal.

e P-Card training and quiz can be found in the Related Links section labeled P-Card
Training — OBFS on the F&S Employee website: https://erin.fs.illinois.edu/resources-

benefits/business-tools.

e Meet with F&S P-Card Manager to complete Procurement Card Authorization
Agreement and Application

e Meet with F&S P-Card Manager to review cardholder responsibilities and take
possession of card.

Page 45 of 57



Facilities & Services
Procurement Services
P-Card
11/21/14

Cardholder Responsibilities

Review, understand and follow all rules and guidelines outlined in Section 7 - Purchasing of
the Business and Financial Policies and Procedures Manual. This information can be found by
going to the Related Links section on the F&S Employee website and clicking on P-Card
Prohibited Purchases — OBFS or Restricted Purchases — OBFS.
https://erin.fs.illinois.edu/resources-benefits/business-tools.

Make purchases in compliance with all rules, regulations, policies, procedures, and guidelines

Refrains from loaning or sharing the P-Card, even with employees in the same unit.

Ensures purchases are for University projects or activities and that they comply with any

funding restrictions applicable to the accounting C-FOAPAL.

Understands and complies with the listing of prohibited and restricted purchases

e List of prohibited and restricted P-Card Purchases can be found by going to the

Related Links section on the F&S Employee website and clicking on P-Card Prohibited
Purchases — OBFS or Restricted Purchases — OBFS.
https://erin.fs.illinois.edu/resources-benefits/business-tools.

Obtain a detailed receipt from vendor, complete P-Card Purchase Form for each transaction,
submits to ProcSrvcs within 1 business day of purchase.
e Detailed receipt includes: vendor name, date, dollar amount of order, and an itemized
description of the item purchased
e Form can be found on the F&S Website, Shared Administrative Services, Procurement
Services.
e Form must be completely filled out - all fields are required. Name, Badge Number,
Phone, Date, Vendor, and Description of Purchase, Work Order/Phase
e Original vendor receipt and credit-card receipt must be attached.
e Follow up with the vendor on any problems, billing discrepancies, or damaged goods
to request credit and credit receipt.
e Submit credit receipt attached to P-Card Purchase Form to ProcSrvcs within 1
business day of purchase credit.
e Respond to ProcSrvcs inquires within 2 business days of inquiry email to FandS
Admin-Procurement at fsprocadmin@mx.uillinois.edu .
F&S Prohibits the purchase of equipment items that are $500 and over.
F&S Prohibits the purchase of Software, except by IT personnel.
F&S Prohibits the purchase of chemicals on P-Card.
F&S Restrictions — Pickup or Delivery
e Cardholders may use their P-Cards to purchase items that will be picked up from the

vendor
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e Allitems purchased with a P-Card that will be delivered to F&S need to be
ordered through Procurement Services Purchasing Department

e F&S Restrictions — Safety shoes cannot be purchased on P-Card. Employee will need to purchase
safety shoes and submit their receipt for reimbursement to the Financial Operations Office. The
form may be found in the forms section at: https://erin.fs.illinois.edu/resources-

benefits/business-tools

2. P-Card Disputes

e  ProcSrvcs will send email to request receipt information if charges appear and no paperwork has been
submitted by cardholder.

e |If the cardholder believes that he/she is not responsible for a P-Card charge, the cardholder must
notify the bank by calling the 1-800 number that appears on the back of the P-Card and notify the
department P-Card manager or reconciler. The cardholder should also notify the vendor who
submitted the charge in an effort to further investigate the charge details and request that a credit is
issued.

e After the bank has completed the investigation, the cardholder will be notified of the resolution. If
the dispute is not settled in the cardholder's favor, the account will be charged again for the disputed

transaction amount.

3. Lostor Stolen
e Notify the bank by calling the 800 number on the back of your card and the P-Card manager by email
or phone.

4. Accessing P-Card Tools
e Go to the F&S Employee Intranet at https://erin.fs.illinois.edu/resources-benefits/business-tools In

the Forms section select “P-Card Purchase Form” for a blank copy of the form
e View policies on prohibited and restricted purchases, cardholder responsibilities, and disputed
transactions under “F&S PCard Policy”.

5. P-Card Violation Policy
e Policy Violation: Missing Receipt, Missing or Incomplete P-Card Purchase Form
e ProcSrvcs will send cardholder an email to request receipt information.
e After 2 business days, if the missing receipt, missing or incomplete paperwork is not received,
it will become a Policy Violation
e An F&S Policy Violation letter will need to be written. See F&S Policy Violation letter
information above.
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e Other Policy Violations
e For the First violation:
e A formal letter will be sent to the Cardholder with a copy to the Cardholder File,
Department Head and the Corporate Card Office. This letter will include the
Cardholder Name, Item, Vendor and an Explanation of the violation.
e  Forthe Second violation:
o Aformal letter will be sent to the Cardholder with a copy to the Cardholder File,
Department Head and the Corporate Card Office.
e The P-Card will be suspended for the remainder of the current billing cycle, through
the end of the next billing cycle.
e For the Third Violation:
e Aformal letter will be sent to the Cardholder with a copy to the Cardholder File,
Department Head and the Corporate Card Office.
e The P-Card will be suspended for one calendar year.
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The University of lllinois T-Card is a charge card authorized by the Department Head that may be used by

University employees to purchase qualified travel expenses, business meals and/or refreshments for specific
events. It is a University-paid, University-liability which may be used to relieve the employee from significant
out of pocket expenses.

1. How to Obtain a T-Card

a.

Complete a University of lllinois T-Card Authorization/Agreement and Application and Information

Form

The T-Card Authorization/Agreement and Application Information form must be completed as

instructed on the form and signed by the applicant and the Department Head. The form must be

submitted to the Department Card Manager (DCM) for processing and retention.

In keeping with industry best practices and an ongoing initiative to maintain high T-Card program

compliance, the University of lllinois requires T-Card training for all employees requesting a T-Card.

The applicant must complete the T-Card Training and pass the certification quiz prior to the
application being processed by UPAY Card Services.

Business unit head will...

Approve who should have a T-Card and ask the employee to take the on-line T-Card
Training.

Fill out T-Card Authorization and Agreement form with signature of approval and
send to T-Card Manager at FandS Admin-Procurement at
fsprocadmin@mx.uillinois.edu, include default FOAP and purchasing limits based on
projected purchasing activity for new cardholders.

A link to the T-Card Authorization and Agreement Form can be found in the Forms
section at: https://erin.fs.illinois.edu/resources-benefits/business-tools

Notify the T-Card manager whether the T-Card should be cancelled or transferred due
to employment status changes.

Employee will...

Complete on-line T-Card Training for new T-Card or renewal T-Card.
T-Card training and quiz can be found in the Related Links section:
https://erin.fs.illinois.edu/resources-benefits/business-tools

Meet with T-Card Manager to complete Procurement Card Authorization/Agreement
and Application.

Meet with T-Card Manager to complete F&S T-Card Policy training and to pick up T-
Card.
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d. Cardholder Responsibilities

2. Travel Arranger
a.

Makes qualified University related travel and business meal purchases in compliance with all
rules, regulations, policies, procedures, and guidelines that govern the University
Performs all required functions in TEM
Makes travel related purchases at the lowest available rate.
Makes all car rental arrangements with University contracted providers listed on the OBFS
website where available.
Obtains an original detailed receipt for each purchase, which includes the vendor’s name,
date, dollar amount, and an itemized description of the purchase.
Scans the receipts for all T-Card purchase (e.g., exception approvals obtained for restricted or
prohibited purchases) into TEM.
Ensures credit transactions are applied to the same T-Card account used for the original
purchase.
Ensures all original receipts and related documents are retained in alignment with
departmental policies or for one-plus-current year, whichever is greater.
Maintains a valid US Postal Service mailing address, University phone number and email
address.
Refrains from loaning or sharing the T-Card, even with employees in the same department.
Ensures purchases comply with any funding restrictions applicable to the accounting C-
FOAPAL, including restrictions outlined for grants and contracts funds and gift and
endowment income funds.
Understands and complies with the lists of prohibited and restricted purchases.

e T-Card Prohibited and Restricted Purchases list can be found under T-Card in the

Related Links section:
e Restricted Purchases - OBFS - https://erin.fs.illinois.edu/resources-benefits/business-
tools

e Prohibited Purchases - OBFS - https://erin.fs.illinois.edu/resources-benefits/business-
tools

The Department Head designates a T-Card Cardholder as a Travel Arranger to reserve or purchase

travel for University guests and department travelers.

Performs all required functions in the TEM software.

Performs all of the responsibilities of the cardholder role while making travel arrangements or

purchases for guests or employees who have or do not have a T-Card.
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3. T-Card Disputes

a.

If the cardholder believes that he/she is not responsible for a T-Card charge, the cardholder must
notify the bank by calling the 1-800 number that appears on the back of the T-Card and notify the
department T-Card manager or reconciler. The cardholder should also notify the vendor who
submitted the charge in an effort to further investigate the charge details and request that a credit is
issued.

After the bank has completed the investigation, the cardholder will be notified of the resolution. If
the dispute is not settled in the cardholder's favor, the account will be charged again for the disputed

transaction amount.

4. Lostor Stolen

a.

Notify the bank by calling the 800 number on the back of your card and notify the T-Card manager by
email or phone.

5. Accessing T-Card Tools

a.

Go to the F&S ERIN website Systems Access section:
https://www.obfs.uillinois.edu/https://erin.fs.illinois.edu/resources-benefits/business-tools

On the OBFS webpage go to the dropdown menu and select TEM to enter transaction
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6. T-Card Violation Policy

The Department Card Manager (DCM) and unit head must follow the steps below when policy violations of a

particular cardholder are identified during the approval and/or the DCM review process. The DCM or unit

head may forego these steps and request that the T-Card be canceled immediately, if the initial violation

warrants such action:
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T-card Violation Policy

a. Firstincidence of noncompliant activity

e The DCM issues a written warning to the cardholder.

e They retain a copy in the cardholder’s unit file and electronically send a copy to the UPAY

Card Services.

e The warning must include details of the offense(s) along with the Document ID number(s) for

the offending transaction(s).

b. Second incidence of noncompliant activity

e The DCM issues a written notice to the cardholder.

e They retain a copy in the cardholder’s unit file and electronically send a copy to UPAY Card

Services.

e They suspend the cardholder’s T-Card for the remainder of the current billing cycle through

the next full billing cycle.

¢. Continued noncompliance

e |f noncompliant activity continues after reinstatement of the T-Card, suspend the card for up

to one year or cancel the T-Card account.

e The individual Cardholder is responsible for compliance with University policies and the

Illinois Procurement Code.

P-Card/T-Card Comparison

Description L . Description 1 -
Card Card Card
Airfare Yes No GPS Rental Yes No
Alcoholic Beverages Yes No Lodging Yes No
Baggage Fees Yes No Late Check Out No No
Bus or Rail tickets Yes No Laundry and Dry-cleaning Yes No
Business Meals Yes No Parking Yes No
Catering Yes No Parking Tickets No No
Charter Bus No No Per Diem No No
Coat Check No No Taxi Yes No
CDW, LDW insurance No No Tolls Yes No
Conference Registration No Yes Travel Insurance Yes No
gOOd and Beverage No Yes Travel Packages No No
upplies
Foreign National Guests Yes No Travel Visas Yes No
Fuel for Personal Car No No University Guests travel Yes No
Fuel for Rental Car Yes No Vehicle Rental Yes No
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1. Open PO Report
a. The Open PO Report is an Excel spreadsheet of all open obligations in AiM.
b. When a PO is created it creates an open obligation in AiM.
c. An obligation is closed when payment has been posted to the PO in AiM or it is cancelled.
d. The Excel file is emailed weekly to requestors for a response to cancel or receive the obligation.
e. Below is an example of the email instruction of how to respond to this request.

Hello All,

Attached is the Open PO Report Extracted from Aim on 11/3/14. There are three worksheets included in this file:

e  “Summary” is the summary of Actual Obligations - POs issued for all fiscal years by Division and Shop.
s  “Obligations PO’s Issued - To BU"” is the detail listing of items ordered and not received by Shop.
¢  “Instructions" explains how to use and complete the file.

Although the entire file is write protected, you may use the sort and filter functions, as well as make edits in the “Obligations POs
Issued” worksheet "Column $" & "Column AW".

The completed Excel file is due Wednesday,11/5/14. Please submit all changes in the Excel file and not in the body of the reply email.

Please follow the steps below to provide direction on how to process the open obligation lines:
1. Inthe “Obligations PO’s Issued” worksheet, filter the file by your shop description (Column 2).
L Select “Upside Down Arrow” on (Column Z)
. Type your respective Shop name inthe “Search” Field
. Select "OK"

2.  Review each line where the field in "Column 5" is blank to determine if the line should be “Canceled” or "Received"”
then select one of the following options in the "Action Column” (Column S). Do Not respond to the fields that have
"Waiting for invoice” and "Receipts > order Qty".

. Cancel
. Receive
. If you wish not to cancel or receive the line, please leave blank.
Add any comments in the “Additional Comments” (Column AZ).
Save the file with changes to your desktop.
Reply to the original email message and attach the revised file from your desktop to the email.
If you have entered "Receive" in the "Action Column", copy "FandS Stores Receiving" - fandsdlIstorecr@mx.uillinois.edu
to the reply email. FandS Stores receiving will then enter the receipt for the service or material into AiM.

o wmbhw

Thank You!
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2. SPO Expenditure Report

a. The SPO Expenditure Report provides obligated and invoiced expenditure on current and previous

fiscal year SPOs.

e To access the report go to https://erin.fs.illinois.edu/resources-benefits/business-tools

e Under the Reports section select “SPO Expenditure Report —AiM” link

e Enter your NetID and Password
e Select “SPO Expenditure Report” tab

‘eports Access

[ SPO Expenditure Report

SPO Master List

L View PO Enter P

e Type the SPO number in the “Enter the SPO Number” field
e Select the “Fiscal Period”

e Select OK or

e Select your BU in the “Business Unit” field to view SPQ’s by BU
e Select the “Fiscal Period”

e Select OK

Parameters marked with * are required
{} Enter the SPO Number:: *

[~AL=

{) Business Unit: *
ALL

{ ) Fiscal Period: *
Al Active
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e The next screen displays:

e AiM Mod (P) = Purchasing, (S) = Service Contract — this is where the SPO exists in AiM.

e SPO number is hyperlinked to view a copy of the SPO

e “Approved” status = statusin AiM

e Vendor = vendor name

e Fiscal Year = Fiscal year the SPO was created in AiM

e Limit = dollar limit of the SPO.

e Expended = dollar amount obligated and invoiced

e Percent = percent of amount expended on SPO

e Caution = Nis No—below 75% or 80% spend limit; Y is Yes — at or above 75% or 80%
spend limit

e Projection = straight line projection of spend rate

e Projected Caution = straight line projection of caution rate

e Caution threshold = 75% or 80% spend on SPO

e Business Unit = Department assigned to SPO
BIRT Report Viewer

W s d
Showing page 1 of 1

AN SPO Number Vendor Fiscal| Limit | Expended | Percent | Caution | Projection | Projected | Projected | Caution | Business
Mod| Year Percent | Caution | Threshoid |  Unit
P |p1002045 § [DUST AND SON OF CHAMPAIGN COUNTY 2015 49,000 (7191 147 N 20181412 1 75 [TAs
|epnoven
TAS-VEHICLE PARTS FOAPAL: 1301489701002187100701012 , Confract Number

e To export the file into Excel:
e Select the export tab
e Click the double arrow to select all columns
e Select OK

= AN 4

|no-|nop-|o 1ol 44 v e Goto page: |

A SPOHumber vendor Fiscal] Limd | Epended | Percent | Caution | Projection | Proscied | Projected | Couton | Business
Mod Year | Percent | Caution | Threshold |  Unit

® |Pigzess s |ousrmoe/;rmr:»mwan:au-m TR T AT et N I m_m]n? T s
s

[TAS-VEHSCLE PARTS. [FOAPAL 1301438701002187 100701012 , Contract Number.
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3. Solicitation Report
a. The solicitation report is an Excel file that provides summary and detailed information of current
solicitations in progress.
b. The Excel file is emailed weekly to requestors that have submitted purchase requests for solicitations.
c. Requestors should review the file and respond to any actions that require their response.

4. SPO Master File

a. The SPO Master file is an Excel file that provides the current fiscal year list of SPO’s

b. To access the report go to https://erin.fs.illinois.edu/resources-benefits/business-tools
e Under the Reports section, select the “SPO Master —AiM” link
e Enter your NetID and Password

e Select SPO Master

eports Access

SPO Expenditure Report

SPO Master List

View PO | Enter P

e Select ok then the Excel Pivot file will download

Opening data.xlsx B9

You have chosen to open:
] data.xlsx

which is: Microsoft Excel Worksheet
from: https://my.fs.illinois.edu

What should Firefox do with this file?

@ Open with | Microsoft Excel (default) b g

Save File

Do this automatically for files like this from now on.

[ Cancel
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e Sort and filter by Vendor Name

wm of FY15 PO Dollar

otal
Y14 Div FY14BU FY14 PO Vendor Name FY15 PO Number AiM Module Entry
Number (Enter
Purchasing/Service
] 3 A L : I 7 Contract) ol
cs FIR P0811837 Dean's Graphics Incorporated P0981665 Purchasing 525,000
ML FL14048397  Tim Mininger DBA TRM Enterprises FL15048397 Purchasing $20,000
New for FY15 Pitney Bowes Incorporated Wating for Sole Source Completion Senice Contract 50
If needed based upon ocutcome of sole source issue Senice Contract $0
POT729%98 Pitney Bowes Incorporated P0985409 Purchasing 510,000
P0782064 Pitney Bowes Global Financial Services LLC  If needed based upen outcome of sole source issue Serice Contract $49.500
P0920529 American International Mailing P0986822 Senice Contract $30,000
TAS New for FY15 Petroluem Traders Corporation P0967020 Senice Contract $915.690
New for FY15 P0983578 Senice Contract 524,500
nAn 7T Famimn Foomimmms Fan'ann

5. Problem Invoice Report

a. Problem Database Report is an Excel spreadsheet of all the open problem invoices.

b. When an invoice arrives in Procurement Services and it cannot be posted in AiM for whatever reason
(i.e. Not Received, No PO in AiM, etc.), that invoice is entered into the Problem Invoice Database.

c. This database generates a weekly email to the requestor until that problem is resolved.
From that Database a report is created and distributed to the business units on a monthly basis,
during our monthly meetings.

e. Business Unit heads are asked to help us resolve the open invoice problems in a timely manner.
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