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> Purchasing Overview

Purchase Orders/Change Orders are generated from on-line requisitions. The Origin Field will indicate the
type of Requisition being processed. Departments will be able to process an on-line requisition resulting in
one of the following documents:

e College Requisition (CR)

e Internal Vendor Purchase Order (IV)

e Limited Value Purchase Order (LV)

e Subcontract Purchase Order (SC)

A (CR) College Requisition is processed when the purchase is:
1. In excess of $5,000;
2. Blanket Orders (External Suppliers and Internal Vendors);

3. Commodities and/or Services that are prohibited on a Limited Value Purchase Order (see section
2.16 of the URI Purchasing Manual);

4. Change Order (Advice of Change) to a PO issued as a result of a prior CR. Note: Change Orders
cannot be processed to a LVPO or IV.

A (LV) Limited Value Requisition is processed when:

1. The purchase is $5,000 or less (inclusive of all costs; i.e. shipping and handling);

2. The commodity and/or service is an allowable purchase on a LVPO (see section 2.16 of the URI
Purchasing Manual);

3. The purchase is a one-time delivery, one-time payment situation;

4. The purchase is within the current fiscal year only.

A (IV) Internal Vendor Requisition is processed when:

1. The purchase is from a URI Internal Vendor and is a one-time delivery, one-time payment situation
(see section 2.12 of the URI Purchasing Manual).

A (SC) Subcontract Requisition is processed when:

1. URIlintends to issue a new subcontract agreement to a subrecipient to perform part of the statement
of work in a URI sponsored research project;
2. Anamendment is required to modify an existing Subcontract Agreement. The following are some
examples of when an amendment should be issued to modify an agreement:
a. Changes to the Subrecipient’s budget (i.e. the addition/reduction of funds or re-budgeting
that requires sponsor approval).
b. Changes to the subcontract agreement’s period of performance.
Changes to the subcontract agreement’s terms & conditions, or the subrecipient Pl or senior
personnel named in the Notice of Award. NOTE: These changes are considered to be administrative
and do not require a purchase order to be issued.
For additional information on Subcontract Purchase Orders please visit the Office of Sponsored
Projects Review at: https://web.uri.edu/research-admin/submit-a-proposal/subcontract-requisition-

po-interna I-processes/ .
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6)

7)
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> Requisition Workflow Terminology

Approval Levels with associated Roles:

i) Pre-Approval - (Requester Role)

ii) Level 1— (Signatory from Signature Authorization)

iii) Level 2 — (Final Review from Signature Authorization)

iv) Level 3 — (Administrative Approvals i.e. Grant/Research and Foundation.)
Approver — User who Approves Requisition or Chartfield String (CFS).
Category Code — Used to categorize the item that is being purchased. Users should select the
Category Code that most closely matches the item(s) they are purchasing. The Account Code is
defaulted based on the Category selected.
Denied Requisition — Requisition that is sent back to Requester for correction or cancellation.
Final Review — 2nd Level Approver for the CFS — (Optional Approval Level).
Hold from Further Processing Checkbox — When checked: the Requisition is on hold; when
unchecked: the Requisition is available for processing.
Origin — Type of Requisition indicates to the system and users how the Requisition is processed.
The two-letter alpha code should be used for Requisitions. The Origins are listed below:

i) CR - College Requisition - Routed to Purchasing for completion.

ii) IV —Internal Vendor Requisition - Purchase Order auto generated directly from Reg.

iii) LV — Limited Value Requisition - Purchase Order auto generated directly from Reg.

iv) SC— Subcontract Requisition - Routed to the Research Office for completion.
Originator — A user who enters a Requisition but does not have Pre-Approval authority.
Pre-Approval Process — Requisition is entered by an Originator who must have a Requester
Approve the Req. The Requester Pre-Approves the Req by clicking the Green Pre-Approve Check
which changes the status from Open to Pending to facilitate workflow processing.

10) Requester — User who has been granted the authority to Pre-Approve Req. The Requester will

be the primary contact for Requisitions and/or Purchase Orders.

11) Routing — The process of electronically moving work.

12) Ship To Location — Address where the item’s final delivery is shipped.

13) Ship To Control — Determines where the shipped item is first sent.
14) Ship To Comments - Field used to Add the Attn: (Person’s Name) to whom the item will be sent.
15) Workflow — Paperless On-Line work routing system.

16) Worklist — Approvers work queue, where users manage/review Requisition(s).
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> Components of a Requisition

This Manual explains how to enter each component of a Requisition, and how they relate to
each other.

In PeopleSoft, Requisitions consist of five components:

1. Requisition Header — This includes the Requester name, Requisition date, Origin,
Accounting Date and Header Comments.

2. Requisition Defaults — Where general information pertaining to the entire Requisition is
entered. This includes data such as the Supplier, Category (*if all Line Items are of the
same Category), Ship To Location and Due Date

3. Lines — Where the Description, Quantity, Unit Of Measure (UOM), Category and Price for
each Item you are ordering.

4. Schedule — Where the Ship To Address, Unit Price and Due Date are stored for each Item
on the Requisition.

5. Distribution — Where accounting information (i.e. ChartField String) is entered. The
ChartField String includes the Account, Fund, Department, Program, Project, Activity and
Budget Date.
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> Documents Needed for Subcontract Requisitions

Various documents need to be provided with the different types of SC Requisitions:

A. New Subcontract Agreement Requisitions (the following documents should be obtained
from the Cayuse proposal or the Principal Investigator - PI):
1. Subrecipient Monitoring Form;
2. Subrecipient Budget;
3. Subrecipient Budget Justification; and
4. Subrecipient Statement of Work.

B. Requisitions to revise the budget of an existing Subcontract Agreement:
1. Revised Subrecipient Budget that shows the approved changes; and
2. Revised Statement of Work (if the Subrecipient’s work will be changing as a result of the
changes to the budget).

C. Requisitions to revise an existing Subcontract Agreement’s period of performance only:
1. Revised Statement of Work (if the Subrecipient’s work will be changing as a result of the
change to the end date).

D. Requisitions for any administrative changes to an existing Subcontract Agreement (i.e.
changes to the Subrecipient Pl or Senior Personnel named in the Notice of Award; changes
to the Agreement’s terms & conditions).

1. Revised Statement of Work (if the Subrecipient’s work will be changing as a result of the
change).

**The above information is current as of July 2019 and may be subject to change
from the Office of Sponsored Projects. See https://web.uri.edu/research-
admin/office-of-research-integrity/human-subjects-protections/human-subject-
guidance/does-my-research-qualify-as-exempt-research/ for contact information.
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> Logging Into Peoplesoft

PeopleSoft is to be used in accordance with the URI Access and Compliance Data Confidentiality
Statement.
The Data Confidentiality Statement can be found here:
http://web.uri.edu/ecampus/hr/data-security/

Log into PeopleSoft using your e-Campus UserlD and Password here:

https://appfsprod.uri.edu:9301/psp/fsprod/EMPLOYEE/ERP/?cmd=login&languageCd=ENG&

UNIVERSITY e-Campus

OF RHODI

User ID

Password

Sign In

Forgot Your Password?
M Enable Accessibility Mode

Copynight © 2000, 2015, Oracle and/or its affiliates. All nghts reserved.
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> To Add a New Requisition

From the Main Menu, choose Purchasing:

Financials

e-Campus

Then choose
Requisitions:

4 3 I l ¥l Ir QLIOtE‘S

Then choose Add/Update
Requisitions:

L 1 Reconcie Requistions
4 "1 Review Requisition Information

3 D

Search: 7 WURI Menu » 3 Purchase Orders | ietier
1 Employee Self-Service » [ Recepts ( = Add/Update Requisitions
LMy Favorit. ) Manager Self-Service 4 £ Procurement Cards : = s
> URI Menu ] .
e Ds [ Qupplier Contracts 4
[> Manager £ 1 ’ R
b Supplier v Requisitions
[ tems N
[ Vendors N
[ Purchasin - —
> eProcuren L Services Procurement g Find an Existing Value
[ Services F [ Travel and Expenses s
L Traveland |~ pccounts Payable »
[ Accounts | .
b Commitmy L3 Commitment Control 4 ) )
I SetUp Fin [ Set Up Financials/Supply Chain ’ Business Unit: URIPS |Q
[> Enterprise (™) Enterprise Components 4 feigi .
DWorkis ) workist , Requisition 1D:|NEXT
[* Reporting )
I PeopleToo ("1 Reporting Tools 4 .
— My Persor (1 PeopleTools v To add a new Requisition,
— My Systen [ My Personalizations . Add
| My System Profile < Add Click

» The Requisition ID (Requisition number) will auto generate the next number once the Requisition
has been saved.

> All text should be entered in upper/lower case.

» Subcontract Requisitions (SC) require that a Supplier is selected. If the Supplier is not in PeopleSoft,
they will need to register with the University through the Controller's Office. Suppliers should be
directed to the registration instructions on the Controller's website which can be found
at: http://web.uri.edu/controller/vendor-registration/ .

» Once the Supplier is added to PS, you may proceed with entering the SC Requisition.

» When selecting the Supplier address, open Supplier Information in PS and pick the address that
matches what is on the Sub-Recipient Monitoring Form. (Navigation: MainMenu> Suppliers>
Supplierinformation> Add/Update> Supplier)

> A Supplier like a University may have multiple “remit to” addresses.

> If another address needs to be added, please contact the Controller’s Office/Accounting at

extension 4-7553.

Purchasing Subcontract Requisition (SC) Rev 8/2019
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» Requisition Header

Requester - defaults based on your logon;
Requisition Date - defaults to the current date;
Origin defaults to KNG - Change to: SC = Requisition;

Click the = and Select SC;

Then Click on the Eeauisition Defaulis yyperlink:

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: [ Resubmit
Unit Status Open
Requisition NEXT
ID

Budget Status Not Chk'd
Requisition Name

Copy From Return: [] Hold From Further Processing

*Requester |kristenbellotti QA Beallotti K

*Requisition Date [03/20/2019 e Requester Infa

Origin KNG QA kingsis
B

*Currency

Accounting Date |03/20/2019 e
hemidiaciv,
Requisition Defaults Add Comments

Dollar

Reguisition Activities Total Amount 0.00 USD
Purchasing Kit Catalog
ltem Search Requester ltems

First K1 1 0f1 I3 Last

Personalize | Find | View Al | B | #8

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Line Description Quantity *UoM Category Price I — Status

=y i@ B boooo Q | Q| 0 0.00 Open Q|| B (EE
View Printable Version *Goto More Iz‘
5] save = Netify | &% Refiesh [ sAdd

It is IMPORTANT that you access the Requisition Defaults page and enter the following fields prior
to entering any information on the lines which will be discussed later.
PLEASE NOTE: ANY INFORMATION ENTERED IN THIS SCREEN WILL POPULATE TO ALL LINES.
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» Requisition Defaults

Buyer — Leave Blank;
Unit of Measure — Leave Blank;

Supplier —Select the Supplier by clicking on thel SYPRIELLOOKUD |y herink.

NOTE: Subcontract Requisitions (SC) require that a Supplier is selected. If the Supplier is not in PS, they will
need to register with the University through the Controller's Office. Suppliers should be directed to the
registration instructions on the Controller's website which can be found

at: http://web.uri.edu/controller/vendor-registration/

Requisition Defaults

Business Unit URIPS Requisition Date 03/20/2019
Requisition ID NEXT Status Open
Default Options &3

) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

© Override If you select this option, all default values entered on this page override the default values found in the default hierarchy,
only non-blank values are assigned.
Line
Buyer Onit orittes
Supplier| Q Supplier Location | Q
Category | Q Supplier Lookup
Schedule
Ship Te Q *Distribute By Amount -
Due Date E
Ultimate Use Code \:I Ship Via [BEST WAY Q
Attention Tn‘ | Freight Terms ’Wq
One Time Address

speedChare |

Details Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref Eﬁnﬁ us Project Activity
1 URIPS|Q [ & Q | Q [ & | Q| Q
. OK | Cancel | Refresh
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> Supplier Lookup/Search

Type the Supplier name or a portion of the Supplier name. If the Supplier is an individual, type the
last name first. Click ~Search

Supplier Search

Short Name

Alternate Supp Na

City State Q
Country Q Postal
Class Q Type Q
Max Rows 10

[ [ & D

Sel Supplier ID Location Address Short Supplier Name Supplier Name Withholding Applicable
Supplier Detail Address
OK Cancel Refresh

Select the Supplier from the Search Results by typing a check (V) on the box at the beginning of the line.
If there are multiple locations, select the “MAIN” Location.

Note: If there are multiple locations beginning with MAIN, preview the address for each and select the
appropriate “MAIN” location.

Click = 9k Once selected, the Supplier Number and Location will populate onto the screen.

Supplier Search |

If the Supplier is not in PeopleSoft, they will need

Name [marine to register with the University through the

Alternate Supp Name Controller's Office. Suppliers should be directed
Cil . . . .
o N to the registration instructions on the Controller's
Country . .
cmss la website which can be found
MaxRows| 10 at: http://web.uri.edu/controller/vendor-
registration/ .
Se| 1
Sel er D Location Address Short Supplier Name Supplier Name With
I D 0000003956 MAIN 2 MARINEACOU-001 Marine Acoustics Inc Il
] 0000003958 MAIN 1 MARINERESC-001 Marine Rescue Products Inc N
[l 0000008440 MAIN 1 MARINECONS-001 Marine Consignment of Wickford LLC Y
[C] 0000013499 MAIN 2 MARINEBIOL-001 IMarine Biclogical Laboratory N
Supplier Detail <+———| Click here to preview address
OK Cancel Refresh
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> Category Category - is a classification of goods/services. DO NOT select the Category

here for a Subcontract Req.

> Ship To

The Ship To Location is where the goods/services will be delivered. Select the Ship To Location in one of these ways:
> If you know the four-digit Department Number where the goods/services are being delivered you may enter

that number in the Ship To: field, click L and select from the Search Results;

OR

> Search by the Department Name by clicking the Q next to the Ship To field, type the Department Name in

the Description field, click. L22KUP | 3nd select from the Search Results.

Requisition Defaults

Business Unit URIPS Requisition Date 03/20/2019
Requisition ID NEXT Status Open

DefaultOptions @

) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

& Override If you select this option, all default values entered on this page override the default values found in the default hierarchy,
only non-blank values are assigned.

Buyer Q Unit of Measure Q
Sunplias 0000002055

I C) Marine Acoustics Inc Supplier Location |MAIN Q
C Supplier Lookup

*Distribute By Amount

Ultimate Use Code Ship Via BEST WAY Q

Attention To Freight Terms FOB DEST Q
One Time Address
SpeedChart

Details Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref HE ET

Distributions

Unit Project Activity
1 URIPS|Q | Q | Q | Q \ Q | Q|
OK Cancel Refresh

will appear:

e
Click '

In those rare instances where goods/services are not being delivered to the University,

type “offsite” in the Ship To field and click Q . Select OFFSITE. The following message

By selecting the Offsite ShipTo location, your requisition will automatically be
flagged for audit.

Header Comments section and is described on Page 34.

Purchasing Subcontract Requisition (SC) Rev 8/2019
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» Due Date & Distribute By

The requested Due Date for the delivery of goods/services.

When processing a Subcontract Requisition, DO NOT ENTER the Due Date here. The Due Date
will be entered on the line; see Page 22 for entering the Due Date on the Line Item.

Requisition Defaults

Business Unit URIPS

Requisition Date 03/20/2019
Requisition ID NEXT

Status Open
Default Options §4

©) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

@ :
> Override If you select this option, all default values entered on this page override the default values found in the default hierarchy,
only non-blank values are assigned.
Line
Buyer| Q Unit of Measure Q
Supplier ‘DDDDDDSSEG Q Marine Acoustics Inc Supplier Location |MAIN Q
Category| Q Supplier Lookup
Schedule

(LGSO Marine Office

e —— 5 )
Itimate Use Code | | Ship Via BEST WAY
Attention To|

Freight Terms FOB DEST

One Time Address

SpeedChart |

Details Asset Information

Dist Percent GL Unit

Account Fund Dept Program Bud Ref Eﬁnﬂ us Project Activity
1 URIPS |Q [ la| Q | Q [ la| Q| Q
. OK || Cancel || Refresh

“Distribute By” defaults to “Amount” —
DO NOT CHANGE
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> Distributions

When processing a Subcontract Requisition, DO NOT enter the Distribution(s) here.

The Distribution(s) will be entered on the Line; see Page 23.

Click to return to the main Requisition screen.

Requisition Defaults

Business Unit URIPS Requisition Date 03/20/2019
Requisition ID NEXT Status Open

Default Options £}

© Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,

and the values on this page are not used.

@ -
© Override If you select this option, all default values entered on this page override the default values found in the default hierarchy,

only non-blank values are assigned.

Buyer| Q Unit of Measure Q

Line

Supplier ‘DDDDDDSQSG Q) Marine Acoustics Inc Supplier Location |MAIN Q
Category | Q Supplier Lookup

Ship To|2815_001_8 Q_ GSO Marine Office *Distribute By Amount h

Due Date N
Ultimate Use Code| | ShipViaBESTWAY  Q

Attention To| | Freight Terms FOBDEST  Q

One Time Address

Distribution

SpeedChart |

Distribuians

Asset Information

Dist Percent GL Unit Account Fund Dept Program Bud Ref mhﬂus Project Activity
1 URPS|Q [ & Q | Q [ la| Q| Q

. OK Cancel || Refresh

Return to the Main Requisition Screen
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> Line Items —Line 1

On the main Requisition page:
Description — The Description for Subcontract Requisitions is as follows:

If the Subcontract is subject to Facilities & Administrative Costs (F&A) there will be two lines:
Line 1 — Subcontract <$25K (subject to F&A); and
Line 2 — Subcontract >$25K (not subject to F&A)

*If the Subcontract is not subject to F&A: all costs should be entered into Line 1 as “Subcontract
>$25K (not subject to F&A)”:
Line 1 - Subcontract>$25K (not subject to F&A)

*If the Subcontract is receiving another installment and the $25K limit has already been reached: all
costs should be entered into Line 2 as “ Subcontract >$25K (not subject to F&A” — see Page 56 for
more information on how to process an Advice of Change to a SC Purchase Order.

Refer to the Sample SC Requisitions starting on

Page 57 to see examples of different Reqs from

various Departments.
Enter the Description for Line 1:

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: Resubmit
Unit
Requisition NEXT
D

Requisition Name

Status Open

Budget Status Mot Chk'd

Copy From Return: ¥ Hold From Further Processing

Requester ristenbellotti QU Bellott Kristen

“Requisition Date [03/20/2019 5 Requester Info
- Q
Origin |SC < Subcontract Requisition

= UsD
Currency Code |US Dollar

Accounting Date 03/20/2019 )

Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 USD

Purchasing Kit Catalog
ltem Search Reguester tems
L

Supplier Information Item Information

Contract Sourcing Controls =y

Merchandise

Description Quantity *UOl Category Price Yoo Status
1 [ [Subcontract <$25K 2l L [0.0000 Q 0 0.00 Open O E =
View Printable ) *Goto _More
‘5l save =1 Notify <3 Refresh +Add
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There are 4 ways to enter the Line Item Description:

1 - Click on the!l

A

Line

Ship To/Due Date

Description

1 L:j‘ Subcontract =

-$25K

Status Sup

at the end of the Description to access the entire Description area:

Subcontract <525K

Type your Description
and then Click

Return

237 characters remaning

Heturn

2 - Expand the D box at the end of the Description by Clicking and Dragging it and type in your

Description:

Line

Ship To/Due Date

Description

1 l_:ﬁ Subcontract <$25K ﬂ'?

Status

Supy /

1

3 — Click the '

A\ "4

Description

Subcontract =525K

/

When done typing your
Description, Click and
Drag the corner to make
the box smaller

icon to the left of the Description. This will take you to the Details for Line screen:

Ship To/Due Date Status Supy
Line Description
Ll
1 l_zj‘ ubcontract =325K B
\ > 4

Detalis for Line 1
Requisition I NEXT
Ling 1t
Buyer
Buyer Name

Category Code

Description
“Transaction hem Descrigtion

Preferred Language |I&D‘IOF

Line Statws Cpen

Merchandise Amt

Document Base Amount

AN

Type your description and Click
the bottom of that screen

OK at

4 - If additional information needs to be added, it can be added as a Line Comment (See below):

Purchasing Subcontract Requisition (SC) Rev 8/2019
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» Quantity

The Quantity for a Subcontract Requisition is typically 1:

Maintain Requisitions

Requisition

Business URIFS Reqlires State Approval: Resubma
Unit
Requisition NEXT
o

Status Open

Budget Status Nol Chi'd
Requisition Name

| Hold From Further Processing

‘Requester knslerbslolls Balloan Keistan

“Requisition Date 032020149 ! Reguester info

Origin(SC Subtontract Reguisition

“Currency Code USD
y Dolar

Accounting Date 02202019

Add Comments

Requisition Defauls

Requistion Actnates

Catalog
Reguester lems

Purchasing K
Rem Search

m Information Attributes Gaontract Sougeing Controks [l

m Ship Toue Date Status Suppies o)

Merchandise

Line Description Cuanity YoM Categary Price o Status

1 [ (Subcontract <325K 2 \E (1 0000 aQ % 0,00000 0.00 Cpen (el T R
View Pratiabile Verson “Gote More =
il Sme | Notdy +* Ralresh aAdd

% Unit of Measure The Unit of Measure (UOM) for a Subcontract Req is TOT = Total:

Pﬂ]&g-f@'f‘fmml'wﬁ First K 1o 1 I Lat

Ship To/Due Date Status Supgplier Information Item Informy Attributes Contract Sourcing Controls @
Line Description Quantity *UomM Cqegory Price :\‘ﬂ;:::::lndise Status
1 [ [Subcontract <$25K 2 B 10000 [ToT I @ [ 0oo000] 0.00 Open O m Em &=
View Printable Version *Goto __More . =]
E‘J Save =] Notify «3 Refresh | % Add

» Category

Enter the appropriate Categoryj; i.e.:

447A = Subcontracts <$25K; or REMINDER:

446A = Subcontracts >$25K. Only one Category

Code can be used
per Line Item

Ship To/Due Date || Status | Supplier Information | Jtem Msgation || Al Contract__ | Sourcing Controls | [F=2%)
% = s 3 7 Merchandise
Line Description Quantity uom Ao Status
1 B [Subcontract <$25K =12 &g [1 0000 TOT 25.000.0000 ' 17.500.00 Open OB =]

View Printable Version *Go to™\ Mare. . E
5l save | ZNotify | |&f Refresh [EvAdd

AN

> Price

Enter the Total Price for Line 1. You only need to use a decimal when the Unit
Price is in dollars and cents.
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If you need to add a Line Comment, go to Page 32.

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: a Resubmit
Unit
Requisition NEXT
ID

Requisition Name

Status Open

Budget Status Mot Chk'd

Copy From Return: [ Hold From Further Processing

~ Header
“Requester kristenbellotti Q  Bellotti Kristen
“Requisition Date |03/20/2019 El Requester Info
Requesler infa

Origin |SC A subcontract Requisition

*Currency Code |USD

Dollar
Accounting Date |03/20/2019 E
R
Requisition Defaults Add Comments
Requisition Actvities Total Amount 25,0000 USD
Purchasing Kit Catalog
Item Search Requester ltems

Persanalize | Find | View All | BV | #8 First K 1 o1 I Last

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Line Description Quantity “uom Category Price [—— Status
1 [ [Subcontract <s25k (2 By [1.0000 [ToT Q@ [447A [ 25.000.0000 25.000.00  Open =

View Printable Version *Goto _More .
5] Ssave | [=IMNotify | &% Refresh / s Add

/

7/,

. . . X
At the end of the line, Click the Schedule icon - :

» Ship To Defaults from the Requisition Defaults page:

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 03/20/2013
Requisition ID NEXT

Return to Main Page

Find | View All First 4] 10of1 L] Last
Quantity 1.0000 Total Merchandise Amt 25,000.00 USD

1 Item

=l

Personalize | Find | View All | B First Kl 101 I (st

Merchandise

Quantity Price Amount Due Date Attention To Status
Q= [1.0000 25,000,0000 25.000.00 5 BellotiiKristen 8 [ Active (]| [=]
Add Ship To Comments
Eﬂ Save =] Notify «* Refresh :".Add _;jUpdatelD\splay

—

> Ship To Control The default Ship To Control is “K” for Kingston Central Receiving:

When the default Ship To Control is accepted, the Ship To address that will print on the
Purchase Order will include URI, Central Receiving, Kingston, Rl. 02881.

» To Change the default Ship to Control, click Q.
» See the next page for instructions on how to change the Ship To Address.
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» Change the Ship To Address

x|
? Help
Field Value: begins with +

Translate Long Name: begins with «

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First 1-30f 3 Last

Value Translate Long Name
Direct Delivery

GS0 Central Receiving
Kingston Central Receiving

(=l R [ M s,

Select “D” for Direct Delivery to the Department (Non-Central Receiving)
The address will read: University of Rhode Island, Department name and physical address. For
example:

Ship To: University of Rhode Island
Facilities Services, Business Office
60 Tootell Rd., Sherman Bldg. 2nd Floor
Kingston Rl 02881

Select “G” for GSO Central Receiving:

The address will read: URI GSO Central Receiving, Narragansett, RI 02882-1197, followed by the

Department name and address. For example:

Ship To: URI GSO Central Receiving
Narragansett, Rl 02882-1197

Ocean Engineering
215 So. Ferry Rd., 110 Sheets Bldg.

Select “K” for URI Central Receiving:
The address will read: URI Central Receiving, Kingston, RI 02881, followed by the Department name
and address. For example:

Ship To: URI Central Receiving
Kingston, Rl 02881
CMB CBLS
120 Flagg Rd., Room 098

Notes: * If delivery is to be made to the Alton Jones Campus or FCCE, select “D” for Direct Delivery.
* This action only needs to be performed on Line 1/Schedule 1.

If you have selected a Ship To of “OFFSITE”, change the Ship To Control to “D”.
* You will type the complete Ship To address in a Header Comment.
Add Ship To Comments

* If you have chosen an OFFSITE Ship To location do not access the‘
* “SEE BELOW” will print in the Ship To area on the printed PO:

Ship To: SEE BELOW
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> Change the Ship To Comments

If you would like the shipment to be addressed to a particular individual, Click the
Add Ship To Comments

hyperlink. Note: This action is performed once on Line 1/Schedule 1 only.

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 03/20/2019
Requisition ID NEXT Status Open
Return to Main Page
1 Item Subcontract =$25K Quantity 1.0000 Total Merchandise Amt 25,000.00 USD

B First T 1or1 O aet

Pemmﬂze]Fnle\'ewAl’lll

Ship To Merchandise

Sched *Ship To Errod] Quantity Price i — Due Date Attention To Status
1| B [815_0Q [k @  [=11.0000 25,000.0000 25,000.00 5 BellotiiKristen 53 Actve B | =]
‘ < Add Ship To Comments
| % Refresh [_4Add | | 7 Update/Display

Add/Edit Comments

** If you have chosen an OFFSITE Ship To Location, do not access the

» Note: The Ship To chosen on the Requisition Defaults page will be the only default choice.
» In the Comment Box type the name only of the individual/room/lab that the shipment
should be addressed to.

> When done, Click = 2%

/

Requisition Ship To Comment:

Business Unit URIPS Requisition Date 03/20/2019
Requisition ID NEXT Status Open
*Sort Method Confment Time Stamp - “Sort Sequence Ascending - Sort

Use Standard Comrfents Ship To 2815 001 S ~ Comment Status Active Inactivate [+]
< Bruce Corliss , ill@

[ send to Supplier [C] show at Receipt
[”] show at Voucher

Associated Document

Attachment Attach View Delete Email

From ->= REQ URIPS-NEXT
5 OK Cancel Refresh
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When the PO is printed, the Ship To address will look like this:

Ship To: URI Central Receiving
Kingston, Rl 02881
CMB CBLS
_ 120 Flaga Rd., Room 098
Attention:  gyyce corliss

PeopleSoft automatically adds the word “Attention”.

You will then be returned to the Maintain Requisitions — Schedule page:

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 03/20/2019
Requisition ID NEXT Status Open
Return to Main Page
1 Item Subcontract <§25K Quantity 1.0000 Total Merchandise Amt 25,000.00 USD

-k
| # First K11 071 DX a5t

Personalize | Find | View Al | E

Ship To Merchandise

Sched *Ship To e Quantity Price o — Due Date Attention To Status
1 B 28150 K @ [ [1.0000 25,000.0000 25,000.00 5 BeliotiiKristen S5 [3 Active ]| [=
Add/Edit Comments
5] Save =] Notify «% Refresh | Add 7 |Update/Display
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> Due Date

The Due Date for a Subcontract Requisition is the End Date of the Subcontract.

Type the Due Date or select a Date by clicking the gl

N\

Maintain Requisitions

Schedule
Business Unit URIPS Requisition Date 03/20/249
Requisition ID NEXT Status Open

Return to Main Page

Find | View All First 4] 10f1 b Last

1 Item Subcontract <§26K Quantity 1.0000 Total Merchandise Amt 25,000.00 USD

!
Personalize | Find | View All ['-n | B First Kl 10of1 o Last

Sched “ShipTo  oMPTo Quantity Price Merchandise,

ool Attention To Status

1 B [ee150/q K @ =1 10000 25,000.0000 17,508 00 [06/30/2021 |3  Pellotti Kristen Y A-tive | [=]

Add/Edit Comments

|5 Save =] Motify . Refresh | wAdd _» Update/Display

Click on the Distribution ~ icon.

You will receive this message:

i Message

Warning - date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not normally true for this date. Either acknowledge that the
date is OK, or correct the entered date.

OK

/

Click L9K |

You will now enter the Distributions for the Line:
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> Entering Distributions on the Line

When Distributing by more than one ChartField String, Click to add the desired number of rows:

\

Maintain Requisitions

Distribution

Requisiton 1D HEXT Ham
Ut 1 Stotus Active
Schedule 1
Ship To 2815_001_3
“Destribute By Amount 25,000.00
25,000.00 USD

SpeodChart

Percent GLUnit  BodgeiDste  Account
0 25.000.00 WIFS 030078 Gy 5247

0K Cancel Refresn

Enter the desired number of Enter number of rows to add:

rows. For example, if the
purchase is being chargedto2 — |
ChartField Strings, click

[LI to add 1 row.

 /

OK l | Cancel

Initially, the Category Code that was chosen on the Line Items page (see Page 17) will populate the
Account Code to the first Distribution line. When more lines are added, the same Category Code will
populate in the Account field. @ DO NOT CHANGE THE ACCOUNT #

Maintain Requisitions
Distribution
Requismion 10 NEXT Mam
Status Actwve
Sch
| Duantty 10000 TOT
“Distribete By Amount - Open Amount 25,000.00
Marchandise Amit 25,000.00 USD
SpeedChart
j ..I..;
REMINDER:
i s (ki Only one Category

Code can be used
per Line Item
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Enter the Percent or Amount for each Distribution Line along with Fund, Dept, and Program.

Select the PC Bus Unit (URIPS) by clicking Q
Enter the Project and Activity by typing them in or clicking Q next to each space.

Maintain Requisitions
Distribution
Ruguisition ID HEXT fom AUbcontrad <5IoK
Line 1 Stams Ao
Schedule 1
ShipTo 2815_001_8 G20 Marine Cuaniity
“Distribate By Amount - Open Amount 25,000.00
Merchandise Amit 25,000.00 UsD
SpuedChart O, Mum-5peedChas
J Parss e i
B dase
Distrib Status cLunff GusgetDate  Afcount fand  Dept Program  Bud et PoTat  project Acery Towrce catogory Atfligte Fund Affsate
Open | 100.0000 URH % % Q % J Q,
2 Open LRI 23 4 & A 23 A, L & - L e A
Ok Cancsl  Relresh

The Budget Date defaults to the current date.

Change the Budget Date to be the End Date of the Subcontract.

NOTE: The End Date of the Subcontract CANNOT be past the End Date of URI’s Prime
Award. Subawards follow the Project’s Period of Performance and not the Fiscal Year.

When done entering Distribution information for this line, Click 9% |to return to the Schedule page.

Purchasing Subcontract Requisition (SC) Rev 8/2019

Maintain Requisitions
Distribution
Requisition 1D HEXT ttem
lina 1 Sals Actye
Schedule 1
Ship To 2315_001_8 G50 Maring Quanfity
“Dhstnbute By Amaunt b Open Amount 5,000.00
Werchandise Ami 25,000.00UsD
SpeadChart
TS
Detals
st Stanes Fund Dept Program  Bud Ret "'“" Projec ::F Category AMMiate Fund AfMiste
Trpe
1 0pen 00 Q - A § (R « A q - A 2
Op 1m0 q Q a 0, LRI ] 1 Q % | M=l
UK Cangel Redresh
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Then C|ick|Return to Main Page | .

Maintain Requisitions
Schedule

Business Unit URIPS Requisition Date 03/20/2018
NEXT Status Open

Find | View All First &2 1.0f 1 L3 Last
1 Item Subcontract <$25K Quantity 1.0000 Total Merchandise Amt 25,000.00 USD

Personalize | Find | View All | B | First K1 10F1 I3 Last

Ship To Merchandise

Sched *Ship To Control Quantity Price Amount Due Date Attention To Status
1 B [2815_0/q K @  [= [1.0000 25,000.0000 2500000 [06/30/2021 [[5) BeliottiKristen S5 (5% Active | =]
Add/Edit Comments
[l save | ZMNotify | % Refresh |LsAdd | | 3 |Update/Display |
This will return you to the Main Requisition page:
Maintain Requisitions
Requisition
Business URIPS Requires State Approval: ‘ Resubmit
Unit Status Open
Requisition NEXT
ID
o Budget Status Not Chk'd
Requisition Name
Copy From Return: Hold From Further Processing
+ Header ]
*Requester kristenbellotti Q Bellott Kristen
*Requisition Date [03/20/2019 Bl Requester Info
Origin SC Q Subcontract Requisition
.
Accounting Date 03/20/2019 [
g
Requisition Defaults Add Comments
Requisition Activities Total Amount 25,000.00 USD
Add Items From i3
Purchasing Kit Catalog
Adding Line 2. ltem Search Requester ltems
- Personalize | Find | View All | B | First &1 1 of 1 I3 Last
@ Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity *Uom Category Price I:zr[{):l:l:lndise Status
1| B [Subcontract <§25K <7 # [10000 TOT Q [447A @, [ 25,000.0000 25,000.00  Open /OD? ¥ e

If the Subcontract is being charged to two Accounts (5447 and 5446) you will need to add another Line.

To add another Line, cIick If this SC Req only requires one line, go to Page 29 to Save the SC Req
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of rows (lines)

Enter the desired number

to add.

For example: if the
Requisition is for a total of

1
2 lines, enter 1. /—'
Click 9|

Enter number of rows to add:

Requisition Name

Copy From

*Requester |kristenbellotti
*Requisition Date |03/20/2018
Origin |SC
*Currency Code [USD

Accounting Date [03/20/2018

Reguisition Defaults

Return: [

Q Bellotti Kristen

*¥  Requester Info
a
4 Subcontract Reguisition

Dollar

. . l OK l l Cancel

Two blank lines will be
added to the PO

Maintain Requisitions

Requisition

Business URIPS Requires State Approval: ] Resubmit
Unit Status Open
Requisition NEXT
D

Budget Status Not Chk'd

Hold From Further Processing

5

Add Comments

Requisition Activities

Enter the Description for Line 2:

Refer to the Sample SC Requisitions starting on

Page 57 to see examples of different Reqs from
various departments.

Catalog
Requester ftems
B g B
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls I=n
Line Description Quantity *UOM Category Price }I:I:]r;::tndise Status
1 [ [Subcontract <825K @ € [10000 TOT @ [447A Q 25,000.00  Open
2 (2 |Subcontract =$25K Bl Eﬁul 1.0000 TOT (O |446A ), |50,000.0000¢ 50,000.00 Open

|~

!

Type the Description, Quantity, UOM, Category* and Price for the new Line
*Reminder to enter the appropriate Category for each line:
447A = Subcontracts <$25K and
446A = Subcontracts >525K

When done, Click the Schedule icon "=

at the end of the new Line

For more information on selecting the correct Budget Date, see page 24.
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Again, enter the Due Date, which is the End Date of the Subcontract:

Maintain Requisitions

Schedule

Business Unit URIPS Requisition Date 03/20/20
Requisition 1D MNEXT

Status Open

Return to Main Page

Subcontract =$26K

ind | View Al Firsi B 2 0f2 D Last
Quantity

1.0000 Total

Details
Sched *Ship To g::_ﬁrTo? Quantity Price Merc:ar:'n Due Date Status
1 B 281500, K Q =1 [1.0000

50,000.0000C 50,008.001|06/30/2021 |[31) JBellotti Kristen

ARtive (] |[=]

Add/Edit Comments

5] Save | || Notify ¥ Refresh

[4Add | | ;|Update/Display

Click on the Distribution icon.

You will receive this message:

Message
Warning - date out of range. (15,9)

The date entered is either more than 30 days in the past or 30 days in the future. This is not normally true for this date. Either acknowledge that the
date is OK, or correct the entered date.

Click | 9K |
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You will now enter the Distributions for this Line:

Maintain Requisitions

Distribution

Hoquisttion ) 1EXT ]
Line 1 Statun Achve
Schedule 1
Ship To 4046_001_8 Capital Pr Quantity
“Distribute By amount - Open Amount
Morchandise Amt
SpecdCnan

oK Cancel  Refrgsh

If distributing by more than one CFS, Click to add more rows

The Account Number will populate from the Category Code entered on the previous page.

The Budget Date defaults to the current date; change it to the End Date of the Subcontract (see Page 24).

Enter the Percent or Amount for each Distribution Line along with Fund, Dept, Program, PC Bus Unit (URIPS),
Project and Activity.

Maintain Requisitions
Distribution

Reguisiion I HEXT

ey
seatu
Schogule 1
Ship o 2815_001_3 L3I0 Manne Quantity
“Distribirte By Amcant - Open Amount
Merchandise Amt
SpeedChart
o el
wnd i, Frogram B "'De gory il o
o foooo =
2 Opsn G 110 Cp 0000 G =] "3 *3 Q Q. +.
oK Cancel | Refresn

When done, Click| ¢ to return to the Schedule page.
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On the Schedule page, Click |Return to Main Page | .

Maintain Requisitions >
Schedule

Business Unit URIPS Requisition Date 03/20/2019
NEXT Status Open

Find | View All First K3 2 of2 I3 | ast
2 Item Subcontract =$25K Quantity 1.0000 Total Merchandise Amt 50,000.00 USD

Personalize | Find | View A

[S::LF:[];? Quantity Price Merc:amn:iﬁ Due Date Attention To Status

_ola K Q| = 1.0000 50,000.0000C 50,000.00 [06/30/2021 [ Bellotti Kristen 5 53 Active (=l |[=]
Add/Edit Comments
[[5) Save | |[=]Motify | | Refiesh |_4Add |Update/Display |

This will return you to the Main Requisition page:
Maintain Requisitions
Requisition
Business URIPS Requires State Approval: | Resubmit |
Unit StatS  open
Requisition NEXT
D

Budget Status Not Chk'd
Requisition Name

Copy From Return: ¥IHold From Further Processing

+ Header

“Requester kristenbellotti A gealiotti Kristen

*Requisition Date 03/20/2019 [3) Requester Info
equester info
Origin 5C Q Subcontract Requisition
Accounting Date |03/20/2019 &)
; LT - —
Requisition Defaults Add Comments :
Reauisition Activiies Total Amount 75,000.00 USD
Add Items From &4

Purchasing Kit Catalog
ltem Search Requester ltems

Personalize | Find |\

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Line Description Quantity “uom Category Price R — Status
1 [ Subcontract<s2sk .12 | B [1.0000 TOT |Q_ [447A @, | 25,000.0000 25,000.00  Open QB M EE
2 [ [Subcortract=$25K .12 |3 [1 0000 TOT | [446A @, [50,000 0000¢ 50,000.00 Open Qe [ EE

Vi intable Version *Goto _More . =]

[ sae | =)o . B save Candd |
: Cllck| to save the SC Requisition. ]
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You will receive this message:

(e
This Requisition will be held from further processing (20001,42)

The Hold From Further Processing check box is currently on for this requisition. If your intention is to hold this requisition simply hit the OK
button in this message box. If you would like to release this requisition, turn off the Hold From Further Processing check box and hit the save

button.

Click | o< |

» Requisition ID

A Requisition ID has been assigned. The Requisition ID is for internal use only.
(This is not the Purchase Order Number)

Requisition

Business URIPS Requires State Approval: | Resubmit

Status Open

Requisition 0000152232

Budget Status Mot Chk'd

Return: [ Hold From Further Processing
+ Header §4

“Requester kristenbellott QU Belott Kristen
*Requisition Date |03/20/2019 e Requester Info

Origin SC Q Subcontract Requisition
*Currency Code

Accounting Date 03/20/2019 [
[ Amount Summary @ |
Requisition Defaults Add Comments

Requisition Activities

Dollar

Total Amount 75,000.00 USD
Document Status
Add Items From Select Lines To Display
Purchasing Kit Catalog Search for Lines
ltermn Search Requester ltems Line Q To Q| Retrieve |

Personalize | Find | View All | & First K1 12 of2 I Last

@ Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Line Description Quantity *UomM Category Price x;::::t"dise Status
1 B [Subcontract <§25K ) €A, [1.0000 TOT |Q [447A @ [25,000.0000 25,000.00 Open QO E ==
2 [ [Subcontract =§25K £l ?Q 1.0000 TOT |Q |446A Q \ED,DDD,DDDDE 50,000.00 Open OmlE (=
View Printable Version *Goto _More.. E
|5 save | |[0Retumto Search | | [Z7| Moty | &% Refresh [Fhada | ]
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> PLEASE NOTE THESE TIPS:

» Comments — Comments can either be a typed Header Comment (see Page 34) or a typed Line
Comment (see Page 32).

Be sure to include the Subcontract (Sub Award) Period of Performance in the Header
Comments and any other information that you would like included in the Subcontract
Agreement. For example:

O Special Reporting Requirements: Progress Reports should be submitted quarterly,
annually, or within a certain amount of time after the Subcontract End Date.

0 Carryforward Authorization: Carryforward is restricted on all Subcontract
Agreements, unless the URI Principal Investigator requests otherwise. Note:
Automatic Carryforward is only permitted when it is authorized by the URI’s Prime
Award.

Comments or information pertaining to the Subcontract may be used for comments for the
Supplier or as internal comments.

For the comments to print on the Purchase Order, you must Select | "~ Send to Supplier | ¢
the comments are for internal use only, do not check the box.

Note: All requisition “comments” will print on the requisition but will not print on the

Purchase Order unless you have checked | ' $end to Supplier

The Send to Supplier option applies to Comments in the Comment Text Box only, not to
the documents attached. For the Attachment to be sent to the Supplier, you must Check

the box next to the Attachment - .

> All documentation relating to the Subcontract must be attached to the electronic Requisition.
This includes but is not limited to the Statement of Work, Sub-Recipient Monitoring Form and
Budget from the Proposal. (See Page 36 to Attach a Document) ~ (See Page 6 for a list of possible
documentation)

Attachments, for the most part, must first be scanned and saved to a location where you
will retrieve them and attach to the Requisition. The naming convention for Attachments
is as follows: Requisition Origin (SC), Requisition ID_ followed by the type of Attachment;
the Statement of Work, for example, would be SC19887_StatementOfWork.

Any attachment that is to be sent to the Supplier along with the resulting Purchase Order
will need to be scanned and attached separately and not combined with any internal
documentation.

In order for the Attachment to be sent to the Supplier with the Requisition, remember to

check the Email box - .
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> A note about the Category and the Line:

There are two Categories for Subcontracts:
447A = Subcontracts <$25K; and
446A = Subcontracts >$25K.

The category will populate the Account:
447A = account 5447; and
446A = account 5446.

Typically, Subcontracts are charged to both Categories/Accounts; therefore, the Category will be

selected on the Line(s); see Page 17 for entering the Category on the Line Item.

> Adding Line Comments

The Line Comment is a space to further explain and/or give details that only apply to that Line.

To add a Line Comment, choose the line you would like the Comment to be associated with by Clicking on

(]

the talk bubble

icon on that line. \

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: ] Resubmit
Unit Status Open
Requisition NEXT
ID

Budget Status Not Chk'd
Requisition Name

Copy From Return: [ Hold From Further Processing
- Header
*Requester [kristenbellotti Q  Bellotti Kristen
“Requisition Date 01/15/2019 B Requester Info
Reguester Info
Origin [CR Q College Requisition

*Currency Code USD

Accounting Date |01/15/2019 Bl
.  Amount Summary ]
Requisition Defaults Add Comments

Requisition Activities Total Amount 0.00 USD

Purchasing Kit Catalog

Dollar

ltem Search Requester ltems

Line i Personalize | Eind | View &1l | B | B First K1 1 oF1

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls (]

. _— . . . Merchandise
Line Description Quantity uom Category Price P —

View Printable Version *Goto _More =l

Status
1 [ [Fiscal Year 201822019 (2] & [0.0000 Q | Q | 0 0.00 Open @ [ ==

5] save | =] Netify | |#% Refresh s Add

Last

DO NOT ATTACH ANY ATTACHMENTS TO A LINE COMMENT.

To add an attachment, follow the instructions on Page 36.
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Once in the Line
Comments section,
you can type your
detailed information
about that line here:

AN

Check the \

¥ Send to Supplier ‘
boxaswell. — |

Click = 9K

when done. \
S~

Line Comments

Business Unit URIPS Requisition Date 01/14/2019

Requisition ID NEXT Status Open Line 1

*Sort Method Comment Time Stamp - “Sort Sequence Ascending - Sort
Comments Find | View All First K1 1071 I Last
Use Standard Comments Comment Status Active Inactivate [+

Use Item Specffications

(1l 2

A Most often departments use line comments when they are moving funds
between funds between 5446 and 5447; or amending an agreement.

Send to Supplier Show at Receipt
Show at Voucher

Attachment Attach View Delete [ Email

From -> REQ URIPS-NEXT

OK Cancel Refresh

You will then be returned to the main Requisitions screen and can continue to enter the Line
information. Note: the talk bubble now has lines in it to show that there is a comment typed there:

/

Maintain Requisitions

Requisition

Unit
Requisition NEXT
ID

Requisition Name

*Requester’mq
“Requisition Date W@
Origin ’CRiq

“Currency Code
Accounting Date W@

Requisition Defaults
Requisition Activities

Purchasing Kit
ltem Search

Business URIPS Requires State Approval: Resubmit

Copy From Return: Hold From Further Processing

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Status Open

Budget Status Mot Chk'd

Bellotti,Kristen
Requester Info
College Requisition
Dollar

Add Comments

Total Amount 0.00 UsSD

Catalog
Requester ltems

o

Personaiize | Find | View Al | BV | 8 /st B q 051 D ast

ﬂ.ziﬂ Save E Notify S Refresh

Line Description Quantity *UoM Category Price Lﬂ;r;:::tndise Status
1) 2 [Fiscal Year 20182018 12 & [0.0000 Q [408A Q | 0 0.00 Open B E B =
View Printable Version *Goto _More.. E|

[+ Add
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> Adding Header Comments

To add a Header Comment, Click on the hyperlink 22d Comments .

.

Requisition /
Business URIPS Requires State Approval: | /?e';ubmrt
Unit Staws o0,
Requisition 0000152232
ID

Budget Status Mot Chik'd
Requisition Name 0000152232

“Requester [kristenbellot A Bellotti Kristen
*Requisition Date 03/20/2019 [ Requester Info
nequester Info

Origin |SC Q Subcontract Reqyfsition
*CurrencyCodeUSD |

Accounting Date |03/20/2019 3
| Amount Summarv @ |
Requisition Defaults Add Comments :

Requisition Activities
Document Status

Total Amount 75,000.00 USD

Purchasing Kit Catalog Search for Lines

Item Search Requester ltems Line Q To Q| Retrieve |

e

Personalize | Find | View

Return: || [¥] Hold From Further Processing

Add Items From Select Lines To Display

= =
First 1-20f2 Last

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Merchandise

Line Description Quantity *UomM Category Price [ i Status
1| [ [Subcontract <$25K @ & [1.0000 TOT |Q [447A @, [ 25,000.0000 25,000.00 Open O E (R
2 % [Subcontract =$25K ) Ed g& 1.0000 TOT |Q |44-6A Q ‘S0,0DD.ODDOE 50,000.00 Qpen Q@ EEE

View Printable Version *Goto _More..

/5] Save | [2MRetumto Search | | =] Motify | &% Refresh |

Leadd | |}
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Header Comments

Business Unit URIFS Requisition Date 03/20/2019

Requisition ID 0000152232

Status Open
Retrieve Active Comments Only | Retrieve
*Sort Method Comment Time Stamp v *Sort Sequence Ascending A | Sort |

Use Standard Comments |

Comment Status Active / Mactivate | (+]

Attachment | Attach || View || Dekte | []Email

From -= REQ URIPS000152232

| OK || Cancel Refresh |
- : - / To add additional
Check the [ = Send to Supplier oy To View All . Header Comments,
Comments, Llick

. Click

If an “OFFSITE” Ship To Location was chosen, enter the entire Ship To Address in the Header Comment
field as follows:

Comments

Find | View All First K8 2 of 2
Use Standard Comments Comment Status Active | Inactivate |

URI Dining Services @@—
c/o The Ryan Center

One Lincoln Almond Plaza
Kingston, Rl 02881

end to Supplier Show at Receipt
[T Show at Voucher

Attachment | Amach || View || Detete | []Email

From -= REQ URIPS-0000152230

OK | Cancel = Refresh |
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> Adding Attachments

To add an Attachment(s), Click A% ' in the Header Comments box:

Header Comments
Business Unit URIPS Requisition Date 03/20/2019
Requisition ID 0000152232 Status Qpen
Retrieve Active Comments Only Retri E*
*Sort Method Comment Time Stamp *Sort Sequence Ascending A Sort

Find | View All First K 2072 I3 Last

Use Standard Comments Comment Status Active Inactivate [+]

Agreement for Subcontract @@

Send to Supplier Show at Receipt
Show at Voucher

Attachment m View Delete Email

From -= REQ URIPS-0000152232

OK Cancel Refresh

This message will appear:

| File Attachment X

? Help

Mo file selected.

Upload Cancel

Click _Browse... |
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Using the navigation on your computer, find the file that you want to attach to the Requisition:

@ File Upload =
2 3 w | by 4
@
Public Works Bid Responses URI Purchasing Manual URI Purchasing
[ PR , e
g Ryan Center Events Calendar Sakal@URI Gateway Weicome
e by
Services - Rhode Island Small
a Business Development Center
J Libraries & EMmEL Shorcut DOUbIe'CIiCk
Hocumens State of Rhode Island Division of
= Music Purck H
) 2 on the file
L Pictures
K videos URI Campus MAP URI Daily Calendar
Q . _ i you want to
A C (] 2 1 [ 4 v
amputer
@ 05 ) Q URI Directory Service ?um Home Page attach to the
& Google Drive File ? el ; ) erIlat ; et . epe
& Accounting (Wna _ Requisition
, URI Purchasing ’ URI Requisition Manuals
@ Network . :Q ¥ 12bes p‘r / .
File name: Sample Attachment > | All Files =
open | Cancel

The name of the file will pop up in a window:

X]

? Help

Browse... | Sample Attachment.pdf
Upload Cancel

Click Upload to attach the file

The Attachment will be listed on the Comment. If you would like the Attachment to be included with

the resulting Purchase Order, check the L— box.

(If the Attachment is for internal use only do not check the L~ mail | hox. - For example, if the

Attachment includes a Subrecipient Monitoring Form, the e-mail check box will not be checked.

REMEMBER: All Subcontract Requisitions must include the appropriate
attachments, including: Statement of Work, SubRecipient Monitoring Form,
Budget from Proposal, Budget Justification and Statement of Work. Please make
sure all are attached before saving the SC Requisition.
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Header Commenis

Business Unit URIPS Requisition Date 03/20/2019

Requisition ID 0000152232 Status Qpen

Retrieve Active Comments Only Retrieve
*Sort Method Comment Time Stamp A *Sort Sequence Ascending A Sort

Use Standard Comments Comment Status Active / activate [+]

Agreement for Subcontract @@

Send to Supplier Show at Receipt
Show at Voucher

Associated P-_ _...cin

Attachment Sample_Attachment.pdf Aitach View Delete ( [C] Email ’

From -= REQ URIPS-0000152232 f

OK Cancel Refresh

To view the Attachment, Click V"  The
Attachment will pop up in a new window. After
checking for accuracy, close the new window to
return to the Requisition.

7
To View All Comments click on the hyperlink. Once you are in the “View All”

Mode, you can either scroll down to the last Comment to add another Comment or insert
Comments in between other Comments.
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Continue adding more Attachments by clicking —' . Please note: PeopleSoft allows you to
attach only 1 attachment per Comment box — if you have 2 more attachments, you will need to

add 2 more Comment boxes.

\

Header Comments
Business Unit URIFS Requisition Date
Requisition ID 0000152220 Status n

2/04/2019

= Retri
Retriewve Active Comments Only e
*5ort Method Comment Time Stamp - *5ort Sequence

Use Standard Comments Comment Status Active

Inactivate

Period of Performance: 10/31/19 — 10/30/20

Send to Supplier Show at Receipt
Show at Voucher

Attachment Attach Wiew

Frem = REQ URIPS0000152220

Use Standard Comments Comment Status Active

Delete

Subrecipient Monitoring Form attached

Send to Supplier Show at Receipt
Show at Voucher

occiated Documen

Attachment Attach Wiew

Frem - REQ URIPS-0000152220

Use Standard Comments Comment Status Active

Reini Email

Budget & Budget Justification attached

Send to Supplier Show at Receipt

when done. View

From -» ARG URIPS-0000 152230
. OK ‘Cancel Refresh

— Email

(Il

*|

Inactivate ‘ +*|

aSS—
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This will bring you back to the main Requisition screen:

Requisition

Business URIPS Requires State Approval: \ Resubmit

Unit SBMS Open

Requisition 0000152232
ID

Budget Status Mot Chk'd
Requisition Name 0000152232

Return: D Hold From Further Processing
B e ———
“Requester kristenbellotfi Q' Beloti Kristen
*“Requisition Date |03/20/2019 B Requester Info
Requester Infio
Origin lsciq Subcontract Requisition
*Currency Code Dollar

Accounting Date |03/20/2019 1)

[ Amount Summary @ |
Requisition Defaults Add Comments
Requisition Activifies Total Amount 75,000.00 USD
Document Status
Add Items From Select Lines To Display
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q Te Q‘ Retrieve |

Persanalize | Find | View Al | B First &I 120f2 13 Last

@ Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls

Line Description Quantity *uom Category Price x;:;::l:‘ndise Status
1 [ [Subcontract <525k 1@ &, [1.0000 [ToT | [447A @ [25,000.0000 25,000.00 | Open Qm B[ |EE
2 [ [Subcontract =525K i B [1.0000 TOT @ [446A @, [50,000.00001 50,000.00 Open O wm B | EE
saselpniable Version “Goto _More... E‘
(lEEISawe u@\nemmtoSearch  [ZImetfy % Refresh [Chad |

Click on (5] save | to save all of your changes to the Requisition.

This message will appear:

Message

This Requisition will be held from further processing (20001,42)

The Hold From Further Processing check box is currently on for this requisition. If your intention is to hold this requisition simply hit the OK button in

this message box. If you would like to release this requisition, turn off the Hold From Further Processing check box and hit the save button.

. OK |

Click =% |

You are now ready to Print your Requisition.
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> Print the Requisition

To View and/or print a copy of the Requisition, click the | View Printable Version | hyperlink on the main

Requisition screen:

Requisition

Business URIPS
Linit
Requisition 0000152232
ID

Requisition Name 0000152232

*Currency Co

kristenbellotti
03/20/2019 B

SC Q Subcontract Requisition
.

Requires State Approval: Resubmit
Status Open
Budget Status Mot Chk'd
Return: || Held From Further Processing

Q Bellotti, Kristen

Regquester Info

Dollar
Accounting Date 03/20/2019 e
[ Amount Summary % |
Requisition Defaults Add Comments
Requisition Activities Total Amount 75,000.00 USD

Document Status

Purchasing Kit

ltern Search Requester tems Line Q To Q| Retrieve

Select Lines To Display

Search for Lines

Catalog

Personalize | Find | View All | B | First K1 12 052 DY Laet

Ship Tofoue Date || Status || Supplier Information | ltem Information || Attributes || Contract || Sourcing Controls
Line ription Quantity *UoM Category Price x;r‘l):::‘ndise Status
1) B [Wbcontract <525k 2 | B3 [1.0000 froT @, [447A a [25,000.0000 25,000.00 | Open Om| B EE
2| [, [Subcontract >825k 120 | €3 [1.0000 [ToT @ [446a @, (50,000 0000( 50,000.00 Open ClmE HEE
< View Printable Version “Goto . More... IZ‘
Return to Search =7 Motify 4 Refresh b Add

This message may
appear:

Message

Do you wish to save the current document? (10250,274)

message will
appear:

Click 9K

. Yes Document cannot be printed if it is not saved. If you choose Yes, document will be saved and printed. If you choose No, document cannot be
CI|Ck printed.
‘ Yes ’ No
The following Message

This Requisition will be held from further processing (20001,42)

The Hold From Further Processing check box is currently on for this requisition. If your intention is to hold this requisition simply hit the OK button in
this message box. If you would like to release this requisition, turn off the Hold From Further Processing check box and hit the save button.

» A new window will open in PeopleSoft and will display the Printable Version of the
Requisition. Check it for accuracy.
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make and save changes to the Requisition and then Clic

Proofread this copy to make sure all information is correct.

A second tab will open as the Printable Version queues and then prints to the screen.

‘again.

If any changes need to be made, close this tab and go back to the Add/Update Requisitions tab to

k !‘-Jiew Printable Version

FieW Edit T,

d/Update Requisitions x

s arl

6 v

@ a8 https://appfsdev.ucs.uri.edu:5301/psreports/fs@dev/37101859/porq010_65431737

/psofturi/fs9dev/logs/pres/psuny »

Tab 1 = Add/Update Reqs

+

Tab 2 = Printable Version of Req

Ship To: Lnivarsi
CMB CB

Subco

This Form is

Suggested Viendor Mame: University of California
Vandor Address:  The Regents of the Univ of Ca,San Francisog

San Francisco, CA 84143-1241
Vendod:  0000006TE4

af Rhade [sland

5
Rd,, Room 088

120 Fla ,
BRI 02661

Kingston

uisition

tract Re
QOI'rﬁ‘IlEI‘HEI & Only

[ Business Unil:

Ciate
107122008

ReUama

Halna, Karen L

_URIP§ _ APPROVED
Fage Reg 10
QOO AEDN K

1
E=mal for Receaying Rapan
Ehminsizei oo

Raquasher Depd,
L_HsA

Phore § Fax @

i1 #377=5250 401/F7T-5154_

Alachmens; Y

Line-Schd_Descriplion Cuantty UOM Price  Extanded Ami__Due Dale |
1-1 Suboonirect < $25K for |, Rodiguez-Barraguer of 1.0000 TOT 25,000.0000 25,000.00 073112098
the Unlversity of Califarnia San Francsos be
wok an Care B of Flaviviue Infections grant,
Disies B 32018-7/21/2018.
21 Subcontract = $26K for | Redrigues-Barraquar of 1.0000 TOT 104,933, 0000 L05,933.00  OTA1RS
tha University of Calfomis San Francisco o
wark on Cora B of Flavivirug Infectiong granl
Drates 81 8- T31/2014
Scopa of Wark altached
Subrecipiant Maonitaring Form attached
Budgat atiachad
Budgat Justification attachoed
Talal Reguisiion Amourt: 130, 833, 01
Period  Line-Sch-Dist Accoudts  Projesl Activity Afrieunt FAR
FY2020 1=1=1 5447-500-2004 -0 000 1007489 REGEARCH 25,000,900
Frzgzd z2-1-1 3446=-500-2014-0000 G007448 EESREARCH 105,933,400
Refer to the Sample SC Requisitions starting on
Page 57 to see examples of different Reqs from
various departments.
For purchasing use onfy _
Buyer Diake TypaiGode SR Clark Dt
Buyer Dale TypaiCads | PO# e | Cherk T | Date
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To print the Requisition, choose either Eiie-‘ in the upper left of the screen or the printer icon E
in the upper right of the screen.

(' @ a https://appfsdev.ucs.uri.edu:5301/psreports/fs9dev/37101859/porq010_6543173.PDF
Printer
Name: HP LaserJet 3050 PCL5 VI l Properties... ]
. Status: Read
The Print box : T
ind Type: HP LaserJet 3050 PCL5
window comes Where: DOT4_001
up; choose . Comment [ Printto file
where to Print
your Print range Copies
Requisition @Al Number of copies: 1 =
and Click ()Pages  from: 1 to: 1
ﬁy Jﬁ Collate
—_— 1 Selection 1 1
 ’ [ 0K l ’ Cancel

Once you have previewed and printed the Requisition, close the second window by clicking E :

Add/Update Requisitions

(€& Oa https.//appfsdev.ucs.uri.edu:5301/psreports/fs9dev/37101859/porg010_6543173.PDF

On the following pages, you will find instructions on how to proceed for both:
» Originator (Page 44); or
» Requester (Page 45)
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> ORIGINATOR Procedures:

| ["1Hold From Further Processing

When the requisition is Complete and if you are an “Originator”, uncheck the

box and click @ Save .

Requisition

Business URIFS Requires State Approval:
Unit
Requisition 0

lla]

Requisition Name 0000

Staws Jean

Budget Status Not Chicd

Return: ~| Hold From Further Processing

*Requester ki

*Requisition Date |02

Origin 5C

"Currency Code
Accounting Date 03202019

Total Amount 75,000.00 USD

Line L To 3 Retrieve

Line Description Quantity UOM

o : ;
Am
TOT (@, 447A 7 | 25.000.000 25.000.00 Cpen > 3 8 EE

1.0000 TOT @ 4464 \ (50,000.0000¢ 50,000.00 Open Dm B E

“Goto . More -

< 11 Save " Retum 1o Search | by % Refresh widd

Note: The Requisition will remain in open status until the Requester submits the Requisition for
approval.

The Requester will receive an e-mail informing them that a Requisition is pending and needs to
be submitted for approval:

This e-mail is to notify you that swcontrae Requisition: 8ee8819932, entered by

bettyg is in open status and needs to pe submitted for approval.

If you are a “Requester” and you have received an e-mail regarding submitting a Requisition for
approval, log on to PeopleSoft and retrieve the Requisition via the following navigation:
(Purchasing>Add/Update Requisitions>Find an Existing Value).

Enter the Requisition ID and click Search.

Once you have reviewed the Requisition, follow the above steps to change the status

from open to pending.

The Requisition has now entered the Workflow Approval Process.

Once this happens the Requisition cannot be retrieved.
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» REQUESTER Procedures:

When the Requisition is Complete, if you are a “Requester” and you have entered the Requisition,

| (1 Hold From Further Processing

uncheck the | | Box:
Requisition
Business URIPS Requires State Approval: ] Resubmit
Unit Status Open
Requisition 0000152232
ID

*Requester kristenbellotti Q
*Requisition Date ’W@
origin[sc Q

*Currency Code |USD Dollar

Accounting Date |03/20/2019 [&

Bellotti Kristen
Requester Info

Subcontract Requisition

Requisition Defaults
Requisition Activities
Document Status

Purchasing Kit

Add Comments

Catalog

ftem Search Requester tems

Requisition Name 0000152232
Return: Hold From Further Processing
+ Header 3

Budget Status Not Chk'd

[ Amount Summary €3

Total Amount 75,000.00 USD

Select Lines To Display £3
Search for Lines

Line Q Te Q

Retrieve

-k
| 38 First Kl 120f2 IO Last

Personalize | Find | View All | &

Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity *UOM Category Price zﬂ;l‘;:::lndise Status
1/ [ [Subcontract <525k 2 B [1.0000 [foT @ [447A a 2500000 Open Om E @A
2| [ [Subcontract >$25K 2 B [1.0000 [ToT @ |46 @ [50,00000000 50,000.00 Open Qw B EE
View Printable Version *Goto _More. .. |z|
[5) save  |[GhRetumto Search | |[=7 Notily | | &4 Refresh [ Add

Then Click on the * icon to Submit for Approval (the status changes from Open to Pending):

Maintain Requisitions
Requisition

Business URIPS Requires State Approval: (]
Unit
Requisition 0000145713
ID

Requisition Name 0000145713

Return: [

Resubmit

X
Status Open @

Budget Status Not Chik'd

[l Hold From Further Processing

Then Click & 58 | 3¢ the bottom of the screen.

The Requisition has now entered the Workflow Approval Process.

Once this happens the Requisition cannot be retrieved.
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> Workflow Approval Process

Level 1 - Signatory for Signature Authorization
Level 2 - Final Review from Signature Authorization
Level 3 - Administrative Approvals; i.e.:
¢ Foundation Office when using Foundation Funds
e Sponsored and Cost Accounting when using Research Funds
e Business Services when using Bond Funds
Level 4 - Administrative Approvals which are based on the Category/Account Code
e Controller’s Office for Prepaid Costs, Revolving Loan Costs and Service Charges
e Capital Projects for Construction-related expenses
e Public Safety for Radioactive Materials and Safety Supplies
e Property Department for Capital Equipment on fund 500

The Approver(s) (Level 1) will receive this e-mail:

This e-mail is to notify you that Subcontract Requisition: 8888819915, Requester: ewhite, is seeking level 1

approval for Chartfield String: URIPS18848558808, and has been added o your e-Campus Financials Worklist.

The Approver(s) can either Approve or Deny the Requisition.
Note: All Approval Levels have the authority to Approve or Deny a Requisition.

If the Requisition is Denied, the Requester will receive an e-mail informing them that the
Requisition has been Denied. If the Approver indicated a reason it will appear as a Comment:

This e-mail is to notify you that Subcontract Requisition: 0000019915 entered on 84/85/2818 has
been denied by OPRID: bettyg

Comments: We do not have the money at this time.

Once a Requisition has been Denied, the Requester can retrieve the Requisition (use this
Navigation:Purchasing>Add/Update Requisitions>Find an Existing Value).
Enter the Requisition ID and click Search.

Make necessary changes, pre-Approve and Click & save |
Upon saving the Requisition, the Workflow Approval Process, will begin again.
If a Requisition needs to be Canceled please see “Canceling a SC Requisition” on Page 54.
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» If the Approver(s) (Level 1) Approve the Requisition and any other Approvals that may be
required; i.e. (Level 2) Final Review, (Level 3) Foundation Office (if Foundation Funds are
being used, Sponsored and Cost Accounting if Research Funds are being used, etc.), (Level
4) based on Category/Account, the Requester will receive an e-mail indicating that the
Requisition has been Approved:

This e-mail is to notify you that Subcontract Requisition: 8088819911 entered on 82/86/2812 has been approved.

» Once the Subcontract Requisition has been approved by all levels, the Budget Checking
Process will automatically be initiated. The Subcontract Requisition will be routed to the
Office of Sponsored Projects when the Budget Checking Process is complete and the
Requisition is in valid Budget Status.

If the Requisition fails Budget Checking, the Requester will receive an e-mail:

This e-mail is to notify you that Subcontract Reguisition: 8888888894 has budget errors.

» Because the Requisition did not pass Budget Check, the Requester is able to access the
Requisition and determine the cause of the Budget Error and either process a Budget
Transfer and/or make the necessary changes:

Retrieve the Requisition (Nav:Purchasing>Requisitions>Add/Update Requisitions):

Requisitions

Use the following search to look for an existing Requisition.

Click on the tab > < ,ﬂdd a New Value
Find an Existing Value

Enter the Requisition Business Unit Z_Z LIES Q
Number in the I N, o @uisiticn ID begins with + )
Requisition ID field Requisition Statws™= v v
Requisition Date = - 51
Origin begins with ~ Q
Requester begins with « Q
Requester Name begins with - Q
Hold From Further Processing
State Req Flag
State Req Reference begins with ~ Q
State Requisition Date = hd Bl

Case Sensitive

Click Search

™~ ¢~ Search 3 Clear Basic Search _)“'l Save Search Criteria
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When you retrieve the Requisition you will notice that the | Budget Status: _ ET0U1 4 40 poqyisition
has automatically been placed back on hold.
Errar

Click on the = hyperlink to determine the cause of the budget error:
Maintain Requisitions
Requisition
Business URIPS Requires State Approval: | Resubmit stat auc: Anoryed
. u
Unit
Budget Status:
Requisition 0000145713
1D
o Budget Status Not Chk'd
Requisition 0000145713
Name
Return: Hold From Further Processing
~ Header
*Requester |kristenbellofti (¢} Bellotti Kristen
*Requisition Date [12/31/2018 & Requester Info
Origin [CR Q College Requisition

* usb
Accounting Date |12/31/2018 El
9 [Amountsummary @
Requisition Defaults Edit Comments

Requisition Activities Total Amount 3.50000 USD
Document Status

Add Items From ] Select Lines To Display ]
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line Q. To Q| Retrieve |

Personalize | Eind | View All | L] 1 ] st K 1or1 I Last

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls

Line Description Quantity =UoM Category Price :;'ocl:"f’t"dise Status

1 B [Convection Steamer () | K& [1.0000 EA Q |634A Q_ [3.500.0000 3.500.00 Pending Q| E =E
View Printable Version *Goto __Nore... =l
[Gleave | [oRetumntoSearch = Moty | | o Refresh | (Chndd | |
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In this particular example, the Budget Error Exception is the result of “Budge Date out of Bounds”.

This Budget Error Exception typically occurs when using a Fund 500. If you receive a Budget Error
of this type, you will need to contact the appropriate accountant in the Sponsored and Costs
Accounting Office.

Search

T8 Line Exceptions

Business Unit: URIPS Requi%ition 1D: 0000000094 &
*Exception Type: Error - Override Transaction i g By
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria

w Budget Chartfielg =¥
Business Ledger : E Override
_F o Exception More Detail —Bud = Transfer
1 @l URIPS GRT Budget Date out of Bounds Mare Detail GoTo E
2 @\ URIPS GRT Budget Date out of Bounds Mare Detail GoTo ,’E|
3 @l URIFPS GRT_DT Budget Date out of Bounds More Detail GoTo El
4 @l URIPS GRT_DTL\ Budget Date out of Bounds Mare Detail GoTo ,’.fl
E save S\ Returnto Search |+ +E] NextinList [Z] Notify

Requisition Exceptions | Line Exceplions

Other examples of Budget Errors and instructions on how to fix them can be found on the
following page:
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If a Budget Transfer is necessary to support the purchase, you will first need to make the Budget
Transfer.

Once the Transfer has been made:

[ Hold From Further Processing box:
4

e Uncheck the and

=]
o Click o S|

¢ In this example, the Requisition will not require Re-Approval and will invoke
the Budget Process again.

If there are changes to the distributions, i.e.: change the Chartfield String or change the Price, the
Workflow Approval Process will start again once the Requisition is taken off Hold, Submitted For
Approval and Saved.

When all is correct:

Once a Subcontract Requisition has been routed to the Office of Sponsored Projects and a
Purchase Order is issued, a copy will be emailed to:

e Supplier — This is the Supplier’s authorization to proceed;

e Regquisitioning Department — This is the Department Receiving Report Copy

If there are any attachments, they will be a separate .PDF file. For example, the PO is one .PDF
and the Attachment(s) are a separate .PDF.

From: URI_ResearchOffice @ucs.uri.edu Sent: Fri 9/10,/2010 2:26 PM
To: betty@uri.edu

Cc

Subject: Purchase Order DOO00171171

-] Message | ﬁﬂﬂoﬂﬂl?lLl_GOOl?SLQ.PD%B] =" 5 83_agreement.pdf 37 KE) /

This e-mail is to notify wou that Purchase Order 868668617111 from the University of Rhode
Island Research Office has been issued. To wview the purchase order, click on the PDF file
attached to this e-mail. IFf wou have any questions please contact the URI Research Office
at 401-874-2824.

3

THIS IS A SYS5TEM GEMERATED E-MATIL. PLEASE DO MNOT REPLY
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> Sample Purchase Order:

The Purchase Order number is located in
the top right-hand corner. |

Once the Subcontract is complete, the
Department copy of the Purchase Order is
to be signed by the individual who has
signature authorization for “Receiving
Reports” and forward to the URI Accounts
Payable Office.

Note: Payment cannot be made until the
URI Accounts Payable Office receives the
invoice from the Supplier and the signed

receiving report copy of the PO.

Subcontract Purchase Order

THE
UNIVERSITY

Date Ordered

Bill To
Supplier: 0000000973
Brown University
The Education Alliance
222 Richmond St Sta 300
Providence Rl 02903-4226 Ship To:

Tax Exempt? Y Tax ExemptD: 183
LineSch I i

Subcontract to Brown University
<525k (Subject to F&A)

2.1 Subcontract to Brown University

>$25k (not subject lo F&A)

Agresment
Perlod of Performance: 12/31/2018 - 12/30/2019

T Terms
Heb 3D

Ravision

— P.
Freight Tarms
FO& DESTINATION
Bl

hone
401/874-2824
Phone

O# 000015480
Ship Via

) Due Date
13/30/3018

Accounting = aprec
URI, Carlotti Admin. Idg

75 Lower Cnllngg Rd., Suite 1
Kingstun R| 02881

(407) 874-7553

University of Rhode |sland
Ps¥cml Departmeant

14, Flagq2 d., 314 Chafee Hall
Kingsten Ri 02881

Raquestar Email
401/674-9058  mepan_lanegur ady J

elal.ur.edy

1.00 TOT 25,000.00

1.00 TOT 15,700, 00

Amount

e G
Buyer

25,000.00 12/30/2019

18,700,080 12/30/201%

[ ai,700.0q

i

Refer to the Sample SC Purchase Orders

starting on Page 66 to see examples of

different POs from various departments.
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» Returned Subcontract Requisition

A Subcontract Requisition submitted to the Office of Sponsored Projects requiring additional
information, documentation, etc. may be returned. When a requisition is returned from the
Office of Sponsored Projects, the requester will receive an e-mail stating the reason for return.

From: URI_ResearchOffice @ucs.uri.edu Sent  Fri9/10/2010 1:26 PM
To: kevinbanks @URI.EDU; betty @URI.EDU

Cc

Subject: Subcontract Requisition: 0000000094 Has BEeen Returned By URI Research Office

b

This e-mail is to notify you that Subcontract Requisition: 8008888894, has been returned by —
the URI Research Office for the following reason(s): Attach something please.

Please note: Once a reguisition is returned you MUST perform one of the following:

Return the requisition to URI Research Office: After completing the above uncheck the
"Hold From Further Processing” and "SAVE" the requisition.

Cancel the requisition to ligquidate the pre-encumbrance.

If you have any questions, please contact me.

Wl

Returned Requisitions will not require Re-Approval through the Workflow Approval Process
unless there is a change to the ChartField String or Price. For example, if a Requisition is returned
for detailed specifications, the Requester will retrieve the Requisition (see instructions above to

retrieve the Requisition), attach the missing document(s), and click Biecuil

Once the Resubmit button has been clicked, the Requisition will automatically route back to the
Office of Sponsored Projects.

Purchasing Subcontract Requisition (SC) Rev 8/2019 Page 52



If there is a change to Quantity, Price or ChartField String, a Change Order to the Requisition will
be created and the Requisition will require Re-Approval. Once a change is made to one of the
above Fields, you will receive the following message:

This action will create a change order. Continue? (10200,27)

The action that you are taking will cause the system to create a change order. If you do not want to create a change order, then you cannot perform the action at this time.

Yes Ma

1. Click '8

S
2. Click = 52

v ;
3. Uncheck [¥] Hold From Further Processing

Stalys: gpen M A
Budget StatuX: Mot Chk'd

[T Hold From Further Processing

4. Clickon 4

5. The Status will change from Open to Pending
6. Click = Save

The Requisition has now entered the Workflow Approval Process. Once this happens the
Requisition cannot be retrieved.
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> Canceling a SubContract Requisition

Requesters can cancel a Subcontract Requisition when the following conditions exist:

e Status: Open/Budget Status: Not Checked and the Hold From Further Processing is
Checked. For example, if you prepare a Requisition and decide you no longer need the
goods/services, it is your responsibility to cancel the Requisition.

e Status: Denied/Budget Status: Not Checked

e Status: Returned Requisitions - Approved/Budget Status: Valid

Example of Denied Requisition:

Maintain Requisitions

Requisition
Business Unit: URIPS

Requisition 1D: 00000192881
Requisition Name: 0000019331

Return to Requester: |

Requires State Approval: [[] Status: Denied ™

Budgel™ e e x

[T Hold From Further Processing

+ Header
*Requester: bettyg 2, Gil, Betty Requisition Defaults
Edit Comments
it . Reqguester Info E—
Requisition Date: 01/25/2012 - Requisition Activities
Origin: CR @, College Requisition Document Status
*Currency Code: UsD Dallar Amount Summary

Accounting Date: 01/25/2012 EN
Add Items From

Purchasing Kit Catalog
Iltem Search Requesterltems

Ship To/Due Date

Total Amount: 5,265.00 USD
Select Lines To Display
Line: Q, To Q| ]

Retrieve

Customize | Find | view A1 BV B8 First B qop4 I Last

Status Vendor Information Item Information Aftributes Contract Sourcing Controls
Line Description Quantity *UOM Category Price Amount Status
1 B [Convenction Steamer = 21 €3, [1.0000 EA @, (654 @, ([5,265.0000( 5,265.00 Pending CwE EE
View Printable Version *Go to: ...More... -
. Save | E;I‘ Return to Search | =] Notify | | Refresh | [Eladd| [Fupdate/bisplay
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Example of Returned Requisition:

Maintain Requisitions
Requisition
Business Unit: |jnpg

Requisition ID: jpppp70803 Budget Status: Valid

Personalize | Find
" Ship To/Due Date || Status [ Mendor Information | femInformation | Aftributes " Contract [ Sourcing Controls

Line Description Quantity *UOM Category Price Amount Status
1 R | TEST 2.0000 EA O |323A 6,000.000C 12,000.00 Approved O

View Printable \Version *Go to: .More...

|B) save | | ReturntoSearch | |[] Notify |l Refresh | (B ada |

Requires State Approval: || | Resubmit | Status: ppproved A X

Requisition Name: ;gppo70803 e P
Return: 7] Please attach detailed | Notify rom Further Procesing
Track Batch: N SegNum: 10 specifications. Thank you, Betty

*Requester: Gennari Kathyrn Re. uisition Defaults
Edit Comments

*Requisition Date: 011212015 [sjRequester Info Requisition Activiies

Origin: CR @, College Requisition Document Status

*Currency Code: uspD Dollar Amount Summary

Accounting Date: 01/12/2015 B Total Amount: 12,000.00 USD
Pre-Encumbrance Balance: 1200000 ysp

Add ltems From Select Lines To Display

Furchasing Kit Catalog Line: To: - |

Item Search Requester ltems ine: | Q To: | Q| Retrieve |

If the Hold From
Further Processing
box is checked, you
must uncheck the box
before cancelling the
requisition.

To cancel a
Requisition click on

the x.

This message will appear:

Message

Canceling a requisition will commit any changes made and prevent further changes. Continue? (10100,7)

When you mark a requisition as complete or canceled, the system does not allow any further changes to the requisition. Any changes made, however, will be stored on the requisition.

[fyou have any more changes to make to this requisition, do not mark it as complete or canceled at this time. Make the other changes, then return to change its status.

Click Yes |
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» Advice of Change to a Subcontract Requisition

All Advice of Change Orders require a detailed breakdown of the reason(s) for the change.
The Description on all Advice of Change (AOC) SC Reqs should read:
Advice of Change to PO # (reference original PO #) and then indicate what the change is

with a detailed explanation — is it an increase? decrease? Period of Performance date
extension? Or a combination of reasons.

The following are typical scenarios of an Advice of Change to a SC PO:

>

YV V V V

Funds are being increased — see Sample #6 on Page 63.

Funds are being decreased — see Sample #7 on Page 64.
The Period of Performance date needs to be extended — see Sample #8 on Page 65.
Carry Forward funds need to move to the next year — see Sample #8 on Page 65.

If the Subcontract is receiving another installment and the $25K limit has already

been reached on Line 1: all costs should be entered into Line 2 as “Subcontract
>$25K (not subject to F&A)”.

Some Notes to keep in mind when processing an Advice of Change Req:

e When “increasing” a Purchase Order, enter the actual dollar amount of the increase on the

line.

e When “decreasing” a Purchase Order, enter an amount of $1.00 (DO NOT ENTER A NEGATIVE

AMOUNT; DO NOT ENTER 0).
e When “changing” a Date, only enter an amount of $1.00 on the line.

e All documentation relating to the purchase MUST be attached to the electronic Requisition.

This includes but is not limited to: Subrecipient Monitoring Form, updated Budget and Budget
Justification, Statements of Work, etc.

For a more detailed explanation of entering an Advice of Change Requisition, please refer to the
Manual “College Requisition (CR) Advice of Change” Manual found on the URI Purchasing website
under Department Resources > On-Line Requisitioning Information, or follow this link:

https://web.uri.edu/purchasing/on-line-requisitioning/ and click on the Manual name.
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https://web.uri.edu/purchasing/on-line-requisitioning/

> Sample SubContract Requisitions and Purchase Orders
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Sample #1:

Subcontract Re&uisition

This Form is for Internal Use Only
Suggested Vendor Name: University of California Business Unit: URIPS APPROVED __ |
Wendor Address: The Regents of the Univ of Ca,San Francisco| Dale Page Req ID:
San Francisco, CA 94143-1241 10/12/2018 1 0000146006
Vendort: 0000006784 Radquester E-mall for Racalving Repart
Heine,Karen L kheinefuri.edu
Ship To: Universit{ of Rhode Island Requester Dept. Phone # Fax#
CMB CBLS W/a 401/277-5259 401/277-5154

120 Flagg Rd., Room 098
Kingston, RI 02881

Attachments: Y

Line-Schd Description ____ Quantity UOM — Price  Extended Amt__Due Date |
141 Subcontract < $25K for |. Redriguez-Barraquer of 1.0000 TOT 25,000.0000 25,000.00 07/31/2019

the University of Callfornia San Francisco to
work on Core B of Flavivirus Infections grant.
Dates 8/13/2018-7/31/2019.

2-1 Subcontract > $25K for |. Rodriguez-Barraquer of 1.0000 TOT 105, 333.0000 105,933.00 07/31/2019
the University of California San Franciscao to
work on Core B of Flavivirus Infections grant.

Dates 8/13/2018-7/31/2018.

\ IN THIS NEW REQUISITION EXAMPLE:
Line 1 is <$25K with description of project;
Line 2 is >$25K with description of project;

Scope of Work attached

Subrecipient Monitoring Form attached
‘— -
Header comments each describe an

Budget attached
attachment.
Budget Justification attached
Total Requisition Amount: 130,933.00

Perind _ Line-Sch-Dist  Accounts _— Project . Activity Amount FAB

FY2020 1-1-1 5447-500-2014-0000 0007489 RESERRCH 25,000,00

FY2020 2-1-1 5446-500-2014-0000 0007489 RESEARCH 105,%33.00

]
" Trype/Code SRi#t Clerk Date
Buyer Dale ypelCode FO# Rev.# Clerk Date
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Sample #2:

‘Subcontract Regwsmon
This Form is for Internal Use Only

‘Business Unit; ___URPS APPROVED
Date F’age Req |D:

Suggested Vendor Name: Brown University
Vendor Address: The Education Alliance

Providence, Rl 02903-4226 05/29/2019 0000157438
Vendor#; 0000000973 Requester I: mail for Receiving Report
Lane, Magan megan lane@uri. edu

Ship To: Unlversﬂy of Rhode Island
Echolog Department
142 Flagg Rd., 314 Chafee Hall
Kingston, RI 0288

Requester Dept. Phone # Fax #
IIHI Administration 401/874-5055 401/874-5562

Attachments: Y

[Line-Schd _Description ] Quanlity UOM Price _ Extended Amt _Due Date |

1-1 Subcontract to Brown University <$25k (Subject 1.0000 TOT 25,000.0000 25,000.00 12/30/2019
to F&A)

241 Subcontract to Brown University >$25k (not 1.0000 TOT 19,700.0000 19,700.00 12/30/2019
subject to F&A)

/

IN THIS NEW REQUISITION EXAMPLE:
Line 1 is <$25K (Subject to F&A);

Award No. AWDO07268

Budgst Year 1 Line 2 is >$25K (Not subject to F&A);
Budget Justification
] .
Header comments each describe an

Scope of Work attachment.

Period__Line-Sch-Dist  Accounts Project Activity _Amount FAB.
FY2020 1-1-1 5447-500-2120-0000 0007944 RESEARCH 25,000.00

FY2020 2-1-1 5446-500-2120-0000 0007944 RESERRCH 19,700.00

For purchasing use only ; -
Buyer Date ypelCode SR# Clerk Date

Buyer Date lfypefCode PO# Rev.# Clerk Date

rd
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Sample #3:

Subcontract Regmsmon

This Form is for Internal Use Only
Suggested Vendor Name: Board of Regents of the _ Business Unit: URIPS APPROVED
Vendor Address: University of Oklahoma Date Page Req ID:
Narman, OK 73019 07/11/2019 g 0000159992
Vendor#, 0000059549 Requesler E-mail for Receiving Report
Girard,Sheryl sheryl girard@uri.edu
Ship To: University of Rhode Island Requester Depl. Phone # Fax #
Electrical, Computer & Biomedical Engineering Dean Engineering 401/874-5987_401/782-1066

51 Lower College Rd, RM 125, Pastore Hall
Kingston, Rl 02881
Attention: Walt Besio
Altachments: N

Eine-Schd Description ) ] Quantity UOM Price Extended Amt Dug Date
1-1 Subcontract Agreement between University of 1.0000 TOT 400,356.5200 400,356.52  07/31/2020

Rhode Island and University of Oklahoma >$25K
(Mot subject to F&A)
Time Frame: 8/1/19-7/31/20

Replaces PO#99521 which was closed because the supplier numbeNchanged. This represents a no cost extension
of the original award through 7/31/20.

Total Requisition Amount: 400,356.52

Activity Amount FAB
RESEARCH 400,356.52

Period  Line-Sch-Dist  Account

- Project
FY2021 1-1-1 5446-5002303-0000

0006734

IN THIS NEW REQUISITION EXAMPLE:
Line 1 is >$25K (Not subject to F&A) with
description of project and time frame of
project;

Header comment describes the
circumstances of this SC Req.

For purchasing use only - -
Buyer Date Type/Code SR# Clerk Date

Buyer Date Type/Code PO# ' Rev.# Clerk Date

Purchasing Subcontract Requisition (SC) Rev 8/2019 Page 60



Sample #4:

Subcontract Reguusmon

This Form is for Internal Use Only
Suggested Vendor Name: Healthcentric Advisors Business Unit: URIPS _ APPROVED |
Vendor Address: 235 Promenade Street, Ste 500 Dale Pagc Req ID:
F'rou‘ldcnoo, RI 02908 07/18/2019 0000160185
Vendorf: 0000048972 Requester E mail for Receiving Report
Sands, Faith O fleessuri.edu

Ship To: University of Rhode Island Requester Dept. Phone # Fax #

CHS - Gerontolog Gerontalegy 401/874-5332 401/874-9322 |

55 Lower College Rd, Quinn Hall, Rm 100
Kingston, Rl 02881

.ine-Schd _Description o —

Subcontract < $25,000 with Healthcentric
Advisors from 7/1/19 through 6/30/20. See
attached paperwork.

Attachments: Y

Subcontract < $25,000 with Healthcentric Advisors from 7/1/19 through 6/30/20. See attached paperwork.

Period  Line-Sch-Dist
FY2020 1-1-1

Accoun)
5447-508-2407-0000

Projegt
Qe07Y55

___ Quantity UOM Price Extended Amt__Due Data
1.0000 TOT 13,660.0000 13,660.00 06/30/2020
Total Requisition Amount: _13,660.00
Activity Amount _FAB
RESEARCH 13,660.00

IN THIS NEW REQUISITION EXAMPLE:
Line 1 is <$25K (Subject to F&A) ONLY

Header comment describes the
subcontract and time period as well as
attachments.

For purchasinguse only
Buyer Date

SR#

Type/Code

Clerk Date

Buyer Date Type/Code PO#

Rev.# Clerk Date
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Sample #5:

7 Greenhouse Rd
Kingston, Rl 02881
Attention: Laura Bellavia

Subcontract Reﬂuisition

This Form is for Internal Use Only
Suggested Vendor Name: Rhode Island College Business Unit: _URIPS APPROVED
Vendor Address: 600 Mt Pleasant Ave Date Page Req ID:
Providence, Rl 02908 | 07/11/2019 1 0000159977
Vendor#: 0000005532 Requester E-mail for Receiving Report
Bellavia,Laura lbellaviaduri.edu
Ship To: University of Rhode Island Requester Dept. Phone # Fax #
Biomedical & Pharm Services Biomedical & Pharm. Sciencd01/874-3382

Attachments: Y

Line-Schd _Description ]

1-1 Subcontracts <325k

O'Brien.
Begin Date: 5/01/2019 End Date: 4/30/2020

There is no carryover of uncbligated funds.

All goods and services must be received by ApriN30, 2020

] Quantity UOM

~ Price_ Extended Amt__Due Dale

Subaward with Rhode Island College for the dervices of Kymberlee

1.0000 TOT 18,372.0000 18,3v2.00 04/30/2020
Total Requisition Amount: 18,372.00

Period  Line-Sch-Dist Project Activity _ Amount EAB
F¥2020 1-1-1 5447-5Q0-2606-0000 0007891 RESERRCH 18,372.00

\

IN THIS NEW REQUISITION EXAMPLE:
Line 1 is <$25K (Subject to F&A) ONLY

Line comments are used for subaward
description and time period.

Header comments continue with more
information.

For purchasing use only i i .
Buyer | Date Type/Code SR# Clerk Date
Buyer Date Type/Code PO# Rev.# Clerk Date
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Sample #6:

‘Subcontract Requisition
This Form is for Internal Use Only

Suggested Vendor Name: Brown University Business Unlt: _URIPS COMPLETE __
Vendor Address: The Education Alliance Date Page Req I0:
Providence, Rl 02903-4226 03/14/2013 1 0000152983
Vendor#: 0000000973 Reguester E-mall for Recelving Report
Hodson, Terri-Lyn thodson@uri .edu

Ship To: University of Rhode |sland Requester Dept. Phone # Fax#
Cancer Prevention Research Center IIHI Administration 401/674-2205 401/874-5562
130 Flagg Rd E—

Kingston, Rl 02881

Attachments: Y

Line-Schd Description Quantity UOM Price Extended Amt__Due Dale |
1-1 . Advice of Change to subaward 112012_0003452 in 1.0000 TOT 44,994.0000 44,994.00 05/31/2019

the amount of $44,994 for the period of
performance 6/1/18 - 5/31/19.

Budget TN IN THIS AOC REQUISITION EXAMPLE —
T Funds are being adding to the PO:
Scape of Wark Line 1 describes the change

Letter of Intent >_ \

Header comments describe the
Current P.O. Amount: $358,955

This Change: $44,994 attachments as well as showing the
New PO Amount: $403,899

o increase to the PO.

Tolal Requisition 44,994.00

Period  Line-Sch-Dist _Accounts Project Activity _ Amount ___FAB
FY2019 1-1-1 5446-500-2117-0000 0005749 RESEARCH 44,99%4.00

For purchasing use anly
Buyer Date frype/Code SR# Clerk Dale
Buyer Date Type/Code PO# Rev# | Clerk Date
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Sample #7:

Subcontract Re&uisition

This Form is for Internal Use Only
Suggested Vendor Name: Brown University Business Unit: URIPS APPROVED
Vendor Address: The Education Alliance Date Page Req ID:
Providence, Rl 02903-4226 07/18/2019 1 0000160336
Vendor#: 0000000973 Requester E-mall for Recelving Report
Clements, Sharon R sclementssuri.edu
Ship To: University of Rhode Island Requester Dept. Phone # Fax #
GSO Research i G50 Grant Management Suppod0l/874-6177 401/874-6728

NBC, 20 Receiving Rd.
~ Narragansett, Rl 02882-1197 .
Attention: Glider-Based Observations of Hydrography and Nutrients in Rhode Island Sound in Support of Rl C-AIM Modeling Ef
Attachments: N

Line-Schd Description " Quantity UOM Price _ Extended Amt__Due Date

1-1 Advice of change to PO # 138648 to decrease in 1.0000 TOT 1.0000 1.00 08/31/2018
the amount of $22.73

Subcontract for Project:  Glider-Based Observations oNHydrography and Mutrients in Rhode Island Sound in
Support of Rl C-AIM Modeling
Effective Dates: May 1, 2018 to August 31, 2019.

IN THIS AOC REQUISITION EXAMPLE -
Administrative Contact (Post-Award). .
NAME: ~ Michael Liu Funds are being decreased from the PO:
EMAIL:  michael_liu@brown.edu
PHONE: 863-3630

FAX#: B863-7292 . .
Line 1 describes the change and the PO #
Sub recipient PI:

NAME: Benjamin Knorlein

ADDRESS: Box 1929, Providence, Rl 02912

EMAIL:  benjamin_knorlein@brown.edu Header comments describe the
Requisitioning Department:  GSO, Physical Oceanography subcontract information, time period and
Requester: David Ullman
Deliver to: GS0, Box 67 .
EMAIL : dullman@uri.edu contacts
Total Requisition Amount: 1.00
Period _Line-Sch-Dist Accounts Project Aclivily Amount FAB
FY2020 1-1-1 5447-500-2802-0000 0007240 RESEARCH 1.00

nly -
Date Type/Code SR# Clerk Date
Date Type/Code PO# Rev.i Clerk Date

Purchasing Subcontract Requisition (SC) Rev 8/2019 Page 64



Sample #8:

‘Subcontract Requisition
This Form is for Internal Use Only

Suggested Vendor Mame: University of Alberta Business Unit: ' URIPS APPROVED
Vendor Address: Financial Services, 3rd Floor Dale Page Req ID:
Edmonton, Canada, AB T6G 2M7 07/11/2019 1 0000160018

Requester E-mail for Receiving Reporl
Greywolf Terr o ryan inst®ectal .uri.cdu
Requester Dept. Phone # Fax #

Ryan Institute Neurosciencl4018745008

Vendor# 0000045183

Ship To: University of Rhode Island
Biomedical & Pharm Sciences
Beaupre Ctr, 140 Flagg Road, RM 470
Kingston, Rl 02881

Attachments: Y

ine-Schd _Description o ' — Quantity UOM ___ Price Extended Amt__Due Date
11 Advice of Change to reduce old CFS 500 2606 0000 1.0000 TOT 1.0000 1.00 06/30/2019

0007253 on PO 134157 $8,394.67 to zero and move
funds to new CFS 500 2606 0000 0007955

241 Advice of Change to increase new CFS 500 2606 1.0000 TOT 8,394.6700 8,3%4.67 06/30/2020
0000 0007955 on PO 134157 $8,394.67 to move
carryover from cld CFS.

31 Advice of Change to increase new CFS 500 2606 1. 69,930.0000 69,930,00 06/30/2020
0000 0007955 on PO 134157 $69,930.00 for year 3
funding

4-1 Advice of Change to extend the end date of PO 1.0000 30000 o0 08/20/2020
134157 to 06/30/20

IN THIS AOC REQUISITION EXAMPLE —
Funds are being added to the PO, a
new CFS is being added and the date
of the project is being extended:

™

Carryover of $8,394.67 from year 2 plus addition of year 3 fur|ding of $69,930 brings total oblkgate}
$212,915 through June 30, 2020

Year 3 budgel and budget justification includes carryover iunc;

Lines 1 through 4 describe the
changes being made.

Sub statement of work

Subrecipient monitoring form

— Header comments describe the
Total Requisiion Al gttachments as well as explaining the
fund changes to the PO.

Period _Line-Sch-Dist _Accounts Project Activity -
FY201% 1-1-1 5446-500-2606-0000 0007253 RESERRCH 1.00 |
FY2020 2-1-1 5446-500-2606-0000 0007955 RESEARCH 8,394.67 i
FY2020 3-1-1 5446-500-2606-0000 0007955 RESEARCH 69,930.00

FY2020 4-1-1 5446-500-2606-0000 0007955 RESEARCH 1.00

For purchasing use only o

Buyer Date [Type/Code SR# Clerk Date

Buyer Date " [TypefCode PO# i Rev# Clerk Date
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Sample #9 — page 1 of 2:

THE
UNIVERSITY
OF RHODE ISLAND

Supplier: 0000000973
Brown Universit

The Education Alliance
222 Richmond St Ste 300
Providence Rl 02903-4226

Subcontract Purchase Order
Page1 of2

Date Ordered Revision

| 07/23/2019 _ P.O# 0000154808 |
Payment Terms Freight Terms Ship Via
Net 30 FOR_DESTINATION BEST WAY
Buyer Phone Due Date
Cirelli,Franca 401/874-2624 12/30/2019
Requester Phone Requester Email
Lane Megan 401/874-9055  megan_lane@uri.edu
Bl To:  Accounting - aprec@etal.uri.edu

URI, Garlotti Admin.
75 Lower College Rd.,
Kingston RI 02881
(407) 874-7553

Unwerslty of Rhode Island

uite 1

Ship To:

hology Department
Flaggk d., 314 Chafee Hall
Klngston 1 02881
Tax E pt? Y Tax Exempt ID: 189 .
E?:e-gch ltemmnsurlgtio?'l _ Quantity UOM PO Price  Extended Amt__ Due Date
1-1  Subcontract to Brown University 1.00 TOT 25,000.00 25,000.00 12/30/2019
<$25k (Subject to F&A)
2-1  Subcontract to Brown University 1.00 TOT  19,700.00 19,700.00 12/30/2019
>$25k (not subject to F&A)
Agreement
Period of Performance: 12/31/2018 - 12/30/2019
Amount 44,°700.00]

CIHTIIATE

FHEREBY CERTINY THAT THE (TEMS LIS T3 ASCVE HAE BEEN

£ Y 15 A

Just AGARET

TOBON

IN THIS NEW PURCHASE ORDER EXAMPLE:
Line 1 is <$25K (Subject to F&A);
Line 2 is >$25K (Not subject to F&A);

Header comments describe an attachment
and the period of performance.

c)/;w"-’ Gt
Date —

X
URI Authorized Individual

Buyer
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Sample #9 — page 2 of 2:

Subcontract Purchase Order

"[‘HE Page 2 of 2
Date Ordered Revision
07/23/2019 _ P.O# 0000154808
UN IVERS! I Y Payment Terms Freight Terms Ship Via
. Met 30 FOB _DESTINATION BEST WAY
Buyer Phone Due Date
OF RHODE ISLAND Cirelli,Franca 101/874-2824 12/30/2018
Requester Phone Requester Email
Lane Megan 401/874-9055  megan_lane@uri.edu

Bill To:  Accounting - aprec@etal.uri.edu
URI, Carlotti Admin. 3tdsq
.. Suite 1

Supplier: 0000000973 75 Lower College Rd
Brown Universit Kingston Rl 02881

The Education Alliance (401) 874-7553

222 Richmond St Ste 300

Providence RI 02903-4226 Ship To: University of Rhode Island

Psgcholog)éDepartment
142 Flagg Rd., 314 Chafee Hall
Kingston Rl 02881

Tax Exempt? Y Tax Exempt ID: 189

Line-Sch Item/Description Quantity  UOM PO Price Extended Amt  Due Date
NOTES TO VENDOR:

THE ABOVE PO# MUST APPEAR ON ALL INVOICES

Rhode Island law requires that an MSDS be provided for each product containing hazardous chemicals as defined by OSHA
and Rhode Island regulations. Please include a copy with the shipment and send an additional copy to the Department of
Public Safety, Environmental Health and Safety, 177 Plains Road, Kingston, Rl 02881

This purchase Is made in accordance with the General Conditions of Purchase of the Board of Governors for Higher
Education, copies of which are available at http:/iweb.uri.edu/purchasing/

Every person or business entity providing goods or services at a cost of $5000 cumulated value is required to file an
affidavit regarding political campaign contributions with the Rl State Board of Elections even if no reportable
campaign contributions have been made. (RI General Law 17-27) Forms can be obtained at the Board of Elections,

Campaign Finance Division, 50 Branch Avenue, Providence, RI, 02904 (401-222-20586).
INTERNAL USE ONLY

Period Accounts Projects Activily __Category . Requisition ID PO Type FAB
FY2020 5446-500-2120-0000 0007944 RESEARCIL 44640 19,700.00 157438 Subcon
FY2020 5447-500-2120-0000 0007944 RESEARCH 4474 25,000.00

CERTIFICATE

| HERERY CERTIFY THAT THE ITEMS LEITED AR HAVE BEEN

[ M RAE E, THES 18 A

r;{.a‘“’*"
X . Date _
URT Authorized Individual Buyer
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Sample #10 — page 1 of 2:

Purchase Order - Change Order

06/01/18 - 5/3119

THE ) Page 1 of 2
Date Ordered Revision
09/12/2016 4 - 04/02/2019 P.O.# 0000109962
UN IVERS l I i Payment Terms Freight Terms Ship Via
Het 30 FOB DESTINATION BEST WAY
Buyer Phone Due Date
OF RHODE ].SLAND Campanale,Fileen 401/874-5088 i 05/31/2019
Requester Phone Requester Email
Hodson, Terr-Lyn 401/874-2205 _ thodson@uri.edu
Bill To:  University of Rhade Island
Cancer Prevention Research Center
Supplier: 0000000973 130 Flagg Rd
Brown University Kingston RI 02881
Office of Sgponsored Projects .
PO Box 1928 Ship To: University of Rhode Island
Providence RI 02912 Cancer Prevention Research Center
130 Flagg Rd
Kingston RI 02881
Tax Exempt? Y Tax Exempt ID: 189 -
Line-Sch tem/Description . Quantity UOM ~_POPrice Extended Amt __ Due Date]
1-1 Advice of change to subaward 1.00 TOT 73,170.00 73,170.00 05/31/2019
112012 0003452 in the amount of
$63,333 for the period of
performance 6/1/16-5/31/16.
Current P.O. Amount  $63,333
This Change $9,837
New P.Q. Amount $73,170
2-1 Subcontract>$25K 1.00 TOT 98, 785.00 98,785.00 05/31/2019
3-1  Subcontract>$25K 1.00 70T 187,000, 00 187,000.00 05/31/2019
4-1 Subcontract>$25K 1.00 TOT 44,994.00 44,994,00 05/31/2018

Madification #9 - Advice of change to increase PO 44,994 fo\ a new total of $231,994 for the period

Agreement

CERTIFICATE

THAT THE [TEAES L HAVE BEEN

IN THIS AOC PURCHASE ORDER EXAMPLE:
Line 1 shows the increase to the
subaward. Line 2 is >$25K (Not subject to
F&A);

Header comment explains the reason why
and agreement attachment.

RECENED M GOCD CONDITION AND ARE ACTEFTED B M. THIS S A

5T

Wi, 1AM DULY T 86K

Date

X
URTAuthorized Individual

gt
Buyer
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Sample #10 — page 2 of 2:

Purchase Order - Change Order

Hodson, Terri-Lyn

THE ) Page 2 of 2
Date Ordered Revision X
09/12/2016 4 - 04/02/2018 P.O# 0000109962
U NIVERS I | i Payment Terms Freight Terms Ship Via
Het 30 FOB DESTINATION BEST WAY
Buyer Phone Due Date
OF RHODE ISLAND Campanale,Eileen 401/874-5088 05/31/2019
Requester Phone Requester Email

401/874-2205 _ thodson@uri.edu

THE ABOVE PO# MUST APPEAR ON ALL INVOICES

CERTIFICATE

R HENE Y GERTIFY THAT THE TENS LISTED ABCVE HACE BEEN

LTSS A
JUST AND PROPIR CHARGE AGARST THE ACCOUNTS LESTED AND kS NOT

HEC

010 8GN

Date

X
URTI Authorized Individual

Bill To:  University of Rhode Island
Cancer Prevention Research Center
Supplier: 0000000973 130 Flagg Rd
Brown University ) Kingston RI 02881
Office of Sponsared Projects
PO Box 1929 Ship To: University of Rhode |sland
Providence RI 02912 Cancer Prevention Research Center
130 Flagg Rd
Kingston RI 02881
Tax Exempt? Y  Tax ExemptID: 189
Line-Sch Item/Description Quantity UOM PO Price _ Extended Amt
NOTES TO VENDOR:

Rhode Island law requires that an MSDS be provided for each product containing hazardous chemicals as defined by OSHA
and Rhode Island regulations, Please include a copy with the shipment and send an additional copy to the Department of
Puhlic Safety, Environmental Health and Safety, 177 Plains Road, Kingston, R1 02881

This purchase is made in accordance with the General Conditions of Purchase of the Board of Governors for Higher
Education, copies of which are available at htip:/fweb,uri.edu/purchasing/

Every person or business entity providing goods or services at a cost of $5000 cumulated value is required to file an
affidavit regarding political campaign coniributions with the Rl State Board of Elections even if no reportable
campaign contributions have been made. (Rl General Law 17-27) Forms can be obtained at the Board of Elections,
Campaign Finance Division, 50 Branch Avenue, Providence, R, 02904 (401-222-2056).

INTERMAL USE ONLY
Period _Accounts Projects Activity Category Requisition ID PO Type
FY2017 5446-500-2117-0000 0005749 RESEARCH 446n 260,170.00 152383 Subcon
FY2018 5446-500-2117-0000 0005749 RESERRCH 446hR 98,785.00
FY201% 5446-500-2117-0000 0005749 RESEARCH 446A 44,994.00

.

i #’
ifitns Lompes
Buyer

Due Date]

. FAB
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Sample

#11 - page 1 of 2:

Subcontract Purchase Order

New Period of Performance: 05/01/18 - 08/31/19

Agreement

NOTES TO VENDOR:
THE ABOVE PO# MUST APPEAR ON ALL INVOICES

Rhode Island law requires that an MSDS be provided for each
and Rhode Island regulations. Please include a copy with the
Public Safety, Environmental Health and Safety, 177 Plains R

This purchase is made in accordance with the General Condit

Every person or business entity providing
campaign contributions have been made.
Campaign Finance Division,

CEATFICATE

| MY CERTEY THAr Tra (T LENTHD ABCAAT WLT MEFN

ECERED Y 00 OIRHTHOH AND ART ACOEPTID B V2. THIE S A

T A PROPIR, CRARGE ACLURST THE ACCOUNTE LISTES AHE HAS HOT
R PR BEFORE, | A DLLY MLITHOMTILD 10 536 THES CERTIACATE.

Date

THE . Page 1 of 2
Date Ordered Revision
07/12/2018 1 - 05/03/2019 P.O.# 0000138648
U N [VERSI I i Payment Terms Freight Terms Ship Via
: Met 30 FOB DESTINATION ) BEST WAY |
Buyer Phone Due Date
OF RHODE ISLAND Campanale, Eileen 401/874-5088 08/31/2019
Requester Phone Requester Email
Clements,Sharon R 401/874-6177 __ sclements@url.edu ]
Bill To:  Accounting - aprec@etal.uri.edu
) URI, Carlotti Admin. Idéa._
Supplier: 0000000973 75 Lower College Rd., Suite 1
Brown Universit Kingston Rl 02881
The Education Alliance (407) 874-7553
222 Richmond St Ste 300 )
Providence RI 02903-4226 Ship To: University of Rhode Island
GSO Research
NBC, 20 Receiving Rd.
Narragansett Rl 02882-1197
Tax Exempt? Y Tax Exempt ID: 189
ine-Sch _ltem/Description Quantity UOM PO Price  Extended Amt _ Due Date|
1-1

Modification #1 - Advice of Change to extend the end date to 08/31/19

IN THIS AOC PURCHASE ORDER EXAMPLE:
The Line Comment for Line 1 shows the
date extension and new Period of
Performance.

Education, copies of which are available at http:/fweb.uri.edu/purchasing/

Header comment contains the agreement
‘ attachment.

goods or services at a cost of $5000 cumulated value is required to file an
affidavit regarding political campaign contributions with the RI State Board of Elections even if no reportable

(Rl General Law 17-27) Forms can be obtained at the Board of Elections,
50 Branch Avenue, Providence, RI, 02904 (401-222-2056).

éﬂt‘w‘ fpﬁ?—?'\-p

X
URT Authorized Individual

Buyer
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Sample #11 — page 2 of 2:

THE

Subcontract Purchase Order

UNIVERSITY
OF RHODE ISLAND

Supplier: 0000000973
Brown Universit

The Education Alliance
222 Richmond St _Ste 300
Providence Rl 02903-4226

Tax Exempt? Y Tax Exempt 1D: 189

Date Ordered
07/12/2018

: Page 2 of 2
Revision
1 - 05/03/2019 PO.# 0000138648

Het 30

Buyer

Payment Terms Freight Terms Ship Via
FOB DESTINATION BEST WAY
Phone Due Date
Campanale, Eileen 401/874-5088 08/31/2019

Requester Phone
Clements,Sharon R

Bill To:

Requester Emall
401/874-6177  sclements@uri.edu

Accounting - aprec@etal.uri.edu
URI, Carlotti Admin. Bldg.

75 Lower College Rd., Suite 1
Kingston RI 02881 :

(407) 874-7553

Ship To: University of Rhode Island

GSO Research
NBC, 20 Receiving Rd.
Narragansett Rl 02882-1197

Line-Sch

Item/Description

Quantity UOM PO Price__Extended Amt__ Due Date

INTERNAL USE ONLY
Period _Accounts Projects Activity

Calegory . Requisition ID PO Type FAB

FY2019 5447-500-2802-0000 0007240 RESEARCH

CEATFICATE

| MR CERTIFY i T TiELSS LAV TRD ARCVE WAE BEEN

ECERED Y 00 OIRHTHOH AND ART ACOEPTID B V2. THIE S A

T A PROPIR, CRARGE ACLURST THE ACCOUNTE LISTES AHE HAS HOT
R PR BEFORE, | A DLLY MLITHOMTILD 10 536 THES CERTIACATE.

Date

X
URT Authorized Individual

447R 6,760.17 154493 Subcon

@!C“*” el

Buyer
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Sample #12 — page 1 of 2:

Subcontract Purchase Order

Supplier: 0000045183
University of Alberta
Financial Services, 3rd Floor
Administration Buildin
Edmonton, Canada AB T6G 2M7
Canada

Tax Exempt ID: 189

THE ) o N Page 1 of 2
Date Ordered Revision
04/12/2018 1 - 10/02/2018 P.O.# 0000134157
UN IVE RS I I r Payment Terms Freight Terms Ship Via
Net 30 FOB DESTINATION BEST WAY
Buyer Phone Due Date
OF RHODE ISI.A.ND Campanale,Eileen 401/A74-50A8 06/30/2019
Requester Phone Requester Emall
Greywolf, Terry G 14018745008 ryan inst@etal.ur.edu
Bill To:  Accounting - aprec@etal.uri.edu

URI, Carlotti Admin. Idsq

75 Lower College Rd., Suite 1
Kingston RI 02881

(401) 874-7553

Bhigmflan: Katharina Quinlan

Tax Exempt? Y
Line-Sch item/Description __

1-1
2-1

3-1 Subcontract>$25K
4-1  Subcontract>$25K

to Year 2.

Modification #1 - Advice of Change to increase
date to 06/30/201 ?3 05E

Prior PO Total -
Increase - $69,
New PO Total - $142,985

Subagreement

CERTRICATE

RS B CIORTHY THAR THE ITELSS LEY TFEABCNT Mt RERN

TEE CEIWER) 1R 0K000 SR TION AT AR ACCEPTED BY ME. Til 5 4

T A PROPT CRE0N ACUUNST THI ACCOUTE LI TED 40 Hal TP
IEEN A BEFORE, | A DULY AUTHONITD 10 5504 Tred CERTIRCATE,

Date

X .
URT Authorized Individual

Quantity UOM PO Price  Extended Amt _ Due Date|

1.00 TOT 34,672.90

69,2830.00

34,672.90 06/30/201%
69,930.00 06/30/2019

Modification #1 - Advice of Change to apiove carry forward in the amount of $34,672.90 from Year 1

$69,930 for Year 2 finding and to extend the end

IN THIS AOC PURCHASE ORDER EXAMPLE:
Line 3 was added for the carry forward
amount of funds from Year 1 to Year 2 and
the Line Comment explains this;

Line 4 was added as an increase to Year 2
funding with the date extension.

Header comment contains the
SubAgreement attachment.

G g
Buyer
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Sample #12 - page 2 of 2:

Subcontract Purchase Order

THE ) Page2 of 2
Date Ordered Revision
04/12/2018 1 - 10/02/2018 PO# 0000134157
UN IVE RS I I [ Payment Terms Freight Terms Ship Via
Net 30 FOB _DESTINATION BEST WAY
Buyer Phone Due Date
OF RHODE ISLAND | Campanale, Eileen 401/874-5088 06/30/2019
Requester Phone Requester Email
Greywolf, Terry G 14018745008 an_inst@etal.uri.edu

Bill To:

Accounting - aprec@etal.uri.edu

URI, Carlotti Admin. Bldg.

Supplier: 0000045183 75 Lower College Rd., Suite 1
University of Alberta Kin?ston Rl 02881
Financial Services, 3rd Floor (4071) 874-7553

Administration Buildin
Edmonton, Canada AB T6G 2M7

Stignflan: Katharina Quinlan
Canada

Tax Exempt? Y Tax Exempt ID: 188

fLine-Sch Item/Description Quantity UOM PO Price__Extended Amt__ Due Date|
NOTES TO VENDOR:
THE ABOVE PO# MUST APPEAR ON ALL INVOICES
Rhode Island law requires that an MSDS be provided for each product containing hazardous chemicais as defined by OSHA
and Rhode Island regulations. Please include a copy with the shy:mcnt and send an additional copy to the Department of
Public Safety, Environmental Health and Safety, 177 Plains Road, Kingston, Rl 02881
This purchase is made in accordance with the General Conditions of Purchase of the Board of Governors for Higher
Education, copies of which are available at http:/fweb.uri.edu/purchasing/
Every person or business entity providing goods or services at a cost of $5000 cumulated value is required to file an
affidavit regarding political campaign contributions with the Ri State Board of Elections even if no reportable
campaign contributions have been made. (Rl General Law 17-27) Forms can be obtained at the Board of Elections,
Campaign Finance Division, 50 Branch Avenue, Providence, RI, 02904 (401-222-2056).
INTERNAL USE ONLY

Period _Accounts Projects Activity ___ Category . __Requisition ID PO Type FAB

FY2018 5446-500-2606-0000 0006738 RESEARCH 446R 13,382.10 143714 Subcon

FY2018 5447-500-2606-0000 0005733 RESEARCH 4471 25,000.00

FY2019 5446-500-2606-0000 0007253 RESERRCH 446R 104,602.90

| R CEMTIY THAS THE (TEASS | SV TFD ABCVE M REEN

FECEVED I SO00 COMGTION AND ARE ACCEPTID BY M. THS @ A

BT A PROPTR CRAGRGE ACUARST THIE ACCOUITE LIETED aid WA BT

B P LIRS, | A0 DL MUTRORCIED 10 S T CERTIACATE, 1

(;,Caw Cw*-f"“‘{"’
X Date
URT Authorized Individual Buyer
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