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Purchasing 101 iy MIDWESTERN

Training Objective:
* Give a basic overall view of the purchasing process (Req to Check)

» Help us by helping you. Things that can be done to expedite the requisition
process.

* Discuss upcoming end of the fiscal year processing
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What are University Purchasing Methods? STATE UNIVERSITY

MIDWESTERN STATE UNIVERSITY

DIRECT PAYMENT VOUCHER

(FGIBAVL chacked) and that this rsimburssment or payment
¥ hy

ORDERF

Deparmant FO-B Fund -Grganzaton-Program | DECApton

it Ot |

Total

larder Date rn iz Date [bafivary Dats

T
iy 13, 7014 | A

v i3, 2004

city. zip
Eanner Vendor D [t e vangor: Fedsrai Tax ID or Soctal Sset

Sarvicel
Detivery Date

Asquisiien Commoities.

- L
rx....mm—’—m Daceripian

BLEASE THE 280VE sACE
Prsase Paymenttoa

For msals for the pald
Entertsinment Expenss Form.

For otnsr o payment oy attachaa.

Approved: Budgstary Nk Head Tae Approved. Senkor Adminlsiatar

e

35,00

Approvec Business Omice T Toeal of cizpiayed soquences

e Businass omea e
at 3574107 with any
estions or concems. [

Distibuton: 1 Copy - Bushess OTce 1 Gopy - Dapamants Copy Rev. 0203

Budgetary Unit Head Approval Date

Senior Administralar Approval Date

Purchasing Director Dale.
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The DPV (Direct Payment Voucher STATE UNIVERSITY

MIDWESTERN STATE UNIVERSITY
DIRECT PAYMENT VOUCHER

Department Referance No.

| cartify that there are sufMclent funds to cover this payment request (FGIBAVL checked) and that this relmburaament or payment
cOMesponds In every particular with the terms of my budget restrictions. | certify that this purchase was made on behalf of the
Univeraity.

Deparimant F-0-P Fund -Organizaton-Program | Descripion

city, Zip
Banner Vendor ID — If New Vendor: Fedsral Tax ID or Soclal Sscurlty No. |

Servicel
Delivery Date Description of Goods or Sarvices - Includs INvolcs Numbsr Quantf Unit Price Amount

PLEASE PROVIDE MAILING INSTRUCTIONS IN THE ABOVE SPACE [TOTAL ==

Please attach ORIGINAL Involcs for supporting documsntation. Payment to a vendor should not ba mads from an Involcs copy.

For maals for buainess purposs raimburssment, both the restaurant Itemized tickst and the pald recelpt must be submittad with the
Entertalnment Expense Form.

For other relmbursements to Individuals, proof of payment by the individual muat be attached.

“Approved: Budgetary Unit Head Date “Approved: Senlor Adminisirator Date

Name and Extension of Person fo Confact If there are questions about this request.

Approved Business Ofce [

call the Businazs OMics Account Code(s):

at 397-4107 with any
questions or concerns. Date:

Distribution: 1 Copy - Business Office 1 Copy - Department's Copy Rev. 02103
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Acceptable Use of the DPV WO %ve univensimy

The following have been identified as items that may be presented directly to the Business Office for payment
using a Direct Payment Voucher (DPV). These items do not involve the Purchasing Office or require a Purchase
Order or Purchase Requisition to order from the vendor:

a.

SQ@ e o0 T

Tos3TRTT

Registration fees for conferences, seminars and workshops (These can be paid for using the
University Procurement Card or processing a DPV).

Umpire/Officials fees for referring sporting events.

Memberships (These can be paid for using the University Procurement Card or processing a DPV).
Overnight hotel lodging (paid on behalf of an official University guest).

Fees for performers and entertainers.

Business meal reimbursements.

Fees for Guest Lecturers.

Subscriptions and Periodicals (unless a Purchase Order is required - may also be purchased using
the University Procurement Card).

Filing fees for work to be performed on buildings (i.e., Texas Department of Health).
Professional registration/license fees (excluding software licenses).

Postmaster-Permit, bulk rate fees and meter charges.

Insurance premiums.

Bus charters (unless a Purchase Order number is required by the company).

Publications and audio-video material (prepared materials only).

Miscellaneous fees and assessments (i.e., accreditation, royalty, copyright and appraisals).
Fleet Vehicle Rentals.



Procurement Card

@MIDWESTERN

STATE UNIVERSITY

Cardholders must adhere to Policy &
Procedures regarding the use of the
card.

You cannot use your procurement card
to make a purchase for any of the
following reasons:

*The purchase doesn’t follow P-Card
Guidelines

sExceeds your established credit limits
*\endor does not accept a credit card
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Purchase Requisition WO s vare universivy

MIDWESTERN STATE UNIVERSITY po# Assiored [N Requ isition = Request

The “REQ” is an internal document &
identifies the following:

—— *Who placed the order (end users)
*The vendor the order is to be placed
__— *What you want to purchase

_ *How you wish to pay for the order

Along with demonstrating approval

Budgetary Unit Head Approval Date

Senior Administratar Approval Dite

Purchasing Director Dale




MSU Purchasing is Governed by: i) MIDWESTERN

STATE UNIVERSITY

TEXAS
GOVERNMENT
CODE

Texas
Human Resources
Code

State of Texas

\\ | SR \ .
| MIDWESTERN STATE | ' | MidwesternState | -\ Michwastern State
|| UNIVERSITY POLICIES | \ University Fiscal | | | University Procurement
& PROCEDURES | S Policy & \ L\ | Card Guide
\ ‘ \ i Procedures { \ ‘




Purchase Order

Page 1

Midwestern State University Purchase Order

3410 Taft Blvd., Wichita Falls, TX 76308
840-307-4110 fax B40-397-4530

PO Number  POOO7838
Supplier lssue Date:  05/30/14
Dy Dale 05/30M14
Send acknowledgemenis ta the purchasing

dapsriment to confirm ecceplance af
FURCHASE ORDER and defvery dale.

Gopher

MNWEE34

POBox1450
Minnsapolis MM 55485-5634

Send Billing Invalce to: Ship toSetsy Tucker
Midwestem Slate Universiy Midwestern State University
3410 Taf Bhed Daniel Building Feceiving
Wichika Falls, TX 76308 2410 Taft Blw?
ATTHR: Aczounts Payabie Wichila Falls TX 76308-208%
Show PO number and yeur Federal Tax 1D or
Social Security Mumber on yaur inveice,

Buyer | Terms

Joe fdrugatski Mt 30 Days
Description Cuanity Unk Cost Todal Coat

Dept Counseling Kines & Special Education

Fhysical Ed/Fitness Equipment 1.00 LOT 1, 1,139.44
Estimated Shipping wa ER 184 fana 152 0a
14
FOB:  FOB Oestination TOTAL: 1,321.40

Packing sip must accompany all shipments, Purchass Crder number must appaar on al packages, WMces, snd COMEspontence.
This purchase arodar shall be govarmed Dy 6N0 CONENEEE N acoordance wim he lews of 1he Stale of Texas. The univarsily reserves the
sight #o cancel this ondar i dalvery i nol made by egreed-upen delivery date
Wictaraslenn Sabe Unkevaity @ exempt by stalule from payment of &l Tedersl, stale and o
Federal 1D and Lax axermnplan num TE-BDN1TIE i

pal excise, sales and olher faes

Stephen Shaley, Directal of Purchasing -

WVENDOR COPY

7= MIDWESTERN

|l| STATE UNIVERSITY

The Purchase Order is generated by the
Purchasing Department and sent to the

vendor. It’s the official document that

actually places the order.



Purchasing Methods (RECAP)

MIDWESTERN STATE UNIVERSITY

DIRECT PAYMENT VOUCHER

iy MIDWESTERN

| STATE UNIVERSITY

Department Reference No.

MIDWESTERN STATE UNIVERSITY A
PURCHASE REQUISITION PO# Assigned _

cans Dot [peiivery Datelprint Bate|

Sr 13, 2014

|
fraw 13,037 |

Entsrtainment Expenss Form.
For other reimburasments o In@vicuala, proot of paymant by the IndIvioual must bs attachad

to cover (FGIBAVL checked) and that his rsimbursement or payment
Pariicular with the ferms of ¥ tns
University.
eparant 05 Funa RNzt Progran | DECrEon
Raquisition [order Gate
Vengor ame
FistEass I|-|‘w T
aaarses —
city. zip
Banrer vengor D I sw vansor: Fscerai Tax 0 or sociat sect
Sarvicel
Detivery Date Googs or Sarvicss aw
en co
o Commodity Buscription
|
BLEaSE INSTRUCTIONS M THE ABOVE SPACE
Please Payment toa S
For msats for botn the pald

Agproved: Budgstary Unk Head Dafe Approved. Senkor Adminlsiatar

I

Approves Business Omee T Tokal of diepiayet zoquences

Call the Businass Omca
at 397-4107 with any

estions or conc [
Distrbuton: 1 Copy - Bushess Offce 1 Copy - Bepartments Gapy Rev. 0208 Budgetary Unit Haad Approvat Dot
Senior Adeninistraler Approval Date
Purehasing Director Dale

...it must go on a requisition!!!
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Tips for Completing Requisitions ML srare viivensioy

» Information Technology purchases require quotes & signature approval from IT

*  Requisitions using HEAF funds require an additional level of approval

»  Requisition under the Provost’s hierarchy require Dr. Stewart’s signature approval

*  New Vendors must submit a completed and signed W-9 to be set up in Banner

»  Purchases paying from state and local funds must be processed using separate requisitions.

e  Summarizing the purchase in the commodity description of the REQ helps identify it easier in Banner

(as opposed to “See Attached Quote”)

» Using “View Document” in Banner Self Service can help you track your purchase. Native Banner

users can use FOIDOCH
*  “View Document” can also help you identify the REQs you have completed

*  “Quotes” and clear and concise “Specifications” are key to ensuring you get exactly what you require
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BaS|C PurChaS|ng Tlme Llne MSTATE UNIVERSITY

Dept Warehouse
Creates Receives Vend
Purchase Order & Send
Requisition Creates Invoi
Receiving Paym
‘ Report
| | | |
o |
Dept Dept Warehouse Dept .
’ Business
Defines Forwards ps Order Forwards Forwards .
. . Office pays
Need REQ for Receiving Invoice to
. . Vendor
Signature Report to Purchasing
Approval Purchasing for Payment
with “OK to
Pay”

Time Period from Definition of
Need to Date Order is Received

Weeks
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End of Fiscal Year Purchasing 2L sware vnivensioy

Fiscal Year 14 Fiscal Year 15

v

Friday, Saturday, | Monday, Tuesday, Wednesday,
August August September  September  September
29,2014 30, 2014 ,2014 2,2014 3,2014
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Whom to Contact N L

«Stephen Shelley @ X 4110 - Bids, Contracts

«Camille Smith - @ X 4111 — Accounts payable questions such as
invoices, purchase order balances

*Deborah Bland - @X 4109 — Procurement Cards

*Danny Sandoval - @ X4697 — Warehouse and surplus property questions
*Tracy Nichols - @ X 4277 — Contracts and routing forms

«Joe Mrugalski —@ X 4095 Purchase Requisitions

Lori Case — @ X 4041 Bids and orders that are renewed annually
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