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	Instructions
	Details and Screenshots

	Home page:
· Use the UR logo to return to this Home screen
· Use the Global Search field with keywords
· Use the Inbox icon for Workday messages
· Use the Procurement dashboard for frequently used tasks and reports
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	Customize the Procurement Dashboard
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	Reporting Icons
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Export to Excel: Save a spreadsheet version of the information on view.
Filter: Select options to narrow search results.
View Grid Preferences: Click to view/edit grid preferences.
[image: ]
Toggle Fullscreen Viewing Mode:  Switch between fullscreen viewing.
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[bookmark: _Toc3192145]View My Role
	View My Role
· Enter View My Role in the Search Box and Select the View My Role Assignments Report
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[bookmark: _Toc3192146]View Cost Center Report by Cost Center
	View Cost Center Report by Cost Center
· Enter View FAO by Cost Center in the Search Box and Select the View FAO by Cost Center Report






· In the Organization Box, Enter the Operating Program or FAO if you know it, or Click on My Organization or Cost Center to select yours from the list.



























· Once Organization is Entered, Click the Ok Button
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Note:  If you don’t know your Cost Center look it up on the View My Role Assignment Report (3rd Column of Report) - Write Down Operating Program
[bookmark: _Toc3192147]URF0876 View Spend Categories
This report can assist with identifying acceptable Procurement Spend Categories for requisitions and SIR’s.  It will also identify who the spend category will route to in Procurement.
[image: ]
[bookmark: _Toc3192148]Procurement Spend Category Audit Report
This report lists the spend category mapping and signature authority threshold for Assistant Category Managers (ACM), Category Managers (CM), and Senior Category Managers (SCM).
[image: ]
[bookmark: _Toc3192149]URF1040 Find Purchase Order Line Distributions (NCL)
This report provides details for purchase orders that use a cost center to which you have access. 
[bookmark: _Toc3192150][image: ]






My Requisitions (NCL)	
This report will bring up a list of your requisitions.
[image: ]
[bookmark: _Toc3192151]URF0992 Find Supplier Invoice Lines (NCL)
This report will bring up [image: ]a list of supplier invoices that use a cost center to which you have access.

[bookmark: _Toc3192152]URF1051 Find Supplier Invoice Requests (NCL)
This report lists Supplier Invoice Requests (SIRs). [image: ]
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Configure Worklets

Optional Worklets

‘Selectthe optional worklets you would ik to include on your Procurement page.
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Column Preferences
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Applying Preferences to your Report and Task Grids

Many reports and tasks have customizable grids, enabling you to hide, rearrange, and freeze
columns. Grid preferences are user and report/task specific. Access grid preferences from the
row of icons at the top-right of the grid (see screenshot).

Available Preferences:

= EF = o@D

Hide a column: uncheck the box next to the
Column Preferences. - field name

Drag columns here to freeze

Rearrange columns: drag-and-drop

B | Requisition Line = - |Freeze one or more columns to the left side
of the grid when scrolling horizontally

B requisivon (similar to Excel's Freeze Panes feature): drag

e - -and-drop the field to the shaded area at the
top of the grid preferences pop-up

After making these changes, you can click “Apply” to apply and save the settings. Your prefer-
ences are automatically applied each time you view the same report or task grid. You may al-
so click “Reset” to unhide and unfreeze all columns and revert the order of the report or task

order to its original settings.

Keep in mind - preferences applied to a grid:

- Arenot applied to Excel and PDF exports

« Are not shareable between users

» Are not applied to any other report or task grids, even if they have the same fields;
each grid must be customized separately.
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View My Role Assignments (acton
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My Organizations UR Project PR764543 Software License Exp Organization Supplier Invoice Requester
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View FAO by Cost Center (NCL) URF0970

Organizaion [  UR Operating =
Program: OP343318
e
(s
scarch
Cor for FAO € My Organizations
% UR Opersiing Program:
Fund Hierarchy L] 0P343318 Applications
and Arhitecture
Fund
UR Operating Program
FA0Type 0P34330 Securty &
Policy
UR Project PR764543
Software License Exp
UR Poject PR766007
Admin Computing R/R
Active iy
UR Project PR766303
Security & Polic
Inactive Only e
FiterName
e
0 Saved Filters. e

«<»




image13.png
RO | Q Viewraoby o

< View FAO by Cost Center (NCL) URF0970

Organization  UR Operating Program: OP343318 Applications and Architecture. ActiveOnly  No
FAOType  URDebtService Inactive Only  No.
URGft
UR Loan Program
UR Operating Program
UR Project
Titem
Cost Center FAO Company for FAO Fund Inactive
CC43318-000 Applications and Architect 0P343318 Applications and Architecture 010 Self Supporting Activities - Unrestricted No A
v
< >





image14.png
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Reports can be exported to
Excel by selecting this option

Spend Category Spend Adtoc
Reference D Spend Category Object Hierarchy Level  Spend Category Hierarchy Level 03 Spend Category Hierarchy Level 02 Spend Category Hierarchy Level 01 Categoryls  Payment  SPPIet DRSS procurementUsage (oo WSO
o &g = Invoice Usage  Usage Category

sC30000 Alocations Advancement Alocations Advancement and Alocations Central AllUR Spend Categories. Yes
‘Administrtion (SC30000) Communications. ‘Adminisration

scao0s Alocations Advancement Alumni Alocations Advancement and Alocations Central AllUR Spend Categores. Yes
Relations (SC30050) Communications. Adminisation

scao100 Alocations Advancement and Alocations Advancement and Alocations Central AllUR Spend Categores Yes
Communications Expense Reclass Communications. ‘Adminisration
t0 Non Operating Activiies
(scao100)

scaoiso Alocations Advancement Annual Alocations Advancement and Alocations Central AllUR Spend Categores. Yes
Funds (SC30150) Communications. Adminisation

sc30200 Alocations Offce of Disabty Allocations General Administraive  Allocations Central AllUR Spend Categores Yes
Resources (SC30200) and Instiutional Central ‘Adminisration

‘admin

scaozs Alocations Advancement Alocations Advancement and Alocations Central AllUR Spend Categores. Yes
Communications (SC30250) Communications. Adminisation

sc30300 Alocations Advancement Corporate Allocations Advancement and Alocations Central AllUR Spend Categores Yes
Relations (SC30300) Communications. ‘Adminisration

sca03s0 Alocations Advancement Donor Alocations Advancement and Alocations Central AllUR Spend Categores. Yes
Relations (SC30350) Communications. Adminisation

SC30400 Alocations Advancement Alocations Advancement and Alocations Central AllUR Spend Categores Yes
Foundation Relations Communications. ‘Adminisration
(sc30400)

scaoss Allocations Advancement Gift and Alocations Advancement and Alocations Central AllUR Spend Categores. Yes
Donor Records (SC30450) Communications. Adminisation

sC30500 Alocations Advancement Alocations Advancement and Alocations Central AllUR Spend Categores Yes
Information System OASIS Communications. ‘Adminisration
(sc0s00)

5C30550 Allocations Advancement Major Allocations Advancement and Allocations Central Al UR Spend Categories Yes
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< Procurement Spend Category Audit Geie>

Spend Category Usage  Procurement Leaseonly  No

Trackable only No

217 ftems B E= @S
Spend Alocate Ao Supplier Link Commoity Code Commodity Code:
Spend Category e Usages Parent Tracked  Lease o ::;u e Commodity Code  oMOCY
Advertising Local 5048165 Advertising Procurement Communications Yes Yes Services
(SC48165) Suppler
Invoice
Advertising National SC48155  Advertising Procurement Communications Yes Yes Services
(SC48155) Supplier
Invoice
Advertising Other SC48150  Advertising Procurement Communications Yes Yes Services
(SC48150) Suppler
Invoice
Advertising Regional SC48160  Advertising Procurement Communications Yes Yes Services
(SC48160) Supplier
Invoice
Alcoholic Beverages SC49450  Travel and Conference Alcoholic Beverages Procurement Alcoholic Beverages Yes Yes Non-Clinical
(SC49450) Suppler
Invoice
Art Acquisitions SC64855  NetPPRE Museum Collections Procurement Museum Collections Yes Yes Yes Non-Clinical
(SCe48ss) Supplier
Invoice
Asbestos Abatement 062425 Construction Expense Procurement Construction Expense Yes Yes Services
(SC62425) Suppler
Invoice





image16.png
PR | Q w0 €3 Need Help? @ g c

< Find Purchase Order Line Distributions (NCL) URF1040 G

7tems B8 B =l @
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N . Extended POFreight PO Other Total PO Payment Payment - - ‘Shipping.
Purchase Order Version Status Header Company Supplier PO Date Issue Date Total - Charges. nt Terms Type ‘Shipping Terms Shipping Method h ons Buyer
Amount
PUR00001134 0 lssued 021 School of Arts and Mediine Industries 02/28/2019 02/28/2019 43910 000 000 43919 Net FOB Destination, freight See below See below Kathryr *
Sciences Summ 15 collect
PURO0001134 0 tesued 021 School of Avts and Medine Industres 19 ozzsats | 43919 000 000 43919 Net FOB Destination,freight Seebelow Seebelow Kathry
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1item o] o
‘Supplier Invoice Request Request Company RequestStatus  Supplier Supplier's Invoice  Supplier Invoice  Payment  InvoiceDate  CreatedDate  Due Date Awaiting  Memo Request Created By Worker
Number Number Invoice Status. Status. Person Amount
Supplier Invoice Request: SIR00000632 021 School of Arts and Sciences Draft 10 Hairy Legs 88989 02/15/2019 | 02/15/2019 | 02/15/2019 100000 | Connie
SIR00000632 Hendricks
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Supplier Payments
N Crested Date . . . . § Accounting  Supplier's nvoice o Gross  Discount Nt Payment  Payment Handiing
‘Supplier Invoice FAO Time Supplier Supplier ID Primary Remit-To Address Invoice Date ey Number Number t nt i Tyne I tion e Transactic
Earers Reference
Supplier Invoie: GRS07003 Contingent Scripps  07/06/2018  Laboratory Procucts Sales  SPRO00S36  Summary Blling Only 06162018 07/01/2018 549660 24040 000 24040 ¥ 07/06/2018 00000579
SPI01731861 060718 024001AM  Inc 1665 Buffalo Road AcH I
Rochester, NY 14624
Urited States of America
Supplier Invoie: GRS07003 Contingent Scripps ~ 08/06/2018  US Bank Corporate Payment  SPROD06S2 PO Box 790428 07/03/2018  08/01/2018 0000000191816 1265 000 1265 ¥ 080772018 1626163
SPI01769402 060718 0410:52PM  Systems StLouis, MO 63179 Check
United States of America
Supplier Invoice: GRS07003 Contingent Scripps  08/06/2018 | US Bank Corporate Payment  SPROD06S2 PO Box 790428 077102018 08/01/2018 0000000019184 2410 000 2410 080772018 1626163
SPI01769435 060718 041105PM  Systems StLouis, MO 63179 Check
United States of America
Supplier Invoie: GRS07003 Contingent Scripps  08/06/2018 S Bank Corporate Payment  SPROD06S2 PO Box 790428 077112018 08/01/2018 0000000019160 1542 000 1542 ¥ 080772018 1626163
SPI01769450 060718 0411:10PM  Systems StLouis, MO 63179 Check
United States of America
Supplier Invoie: GRS07003 Contingent Scripps  08/06/2018 | US Bank Corporate Payment  SPROD06S2 PO Box 790428 071772018 08/01/2018 0000000191890 1787 000 1787 ¥ 080772018 1626163
SPI01769481 060718 041122PM  Systems StLouis, MO 63179 Check
United States of America
Supplier Invoie: GRS07003 Contingent Scripps  08/06/2018  US Bank Corporate Payment  SPROD06S2 PO Box 790428 0771872018 08/01/2018 0000000191906 2626 000 2626 080772018 1626163
SPI01769497 060718 041128PM  Systems StLouis, MO 63179 Check
United States of America
Supplier Invoie: GRS07003 Contingent Scripps ~ 08/06/2018 | US Bank Corporate Payment  SPROD06S2 PO Box 790428 07192018 08/01/2018 0000000191938 3720 000 3720 ¥ 080772018 1626163
SPI01769532 060718 041144PM  Systems StLouis, MO 63179 Check
United States of America
Supplier Invoie: GRS07003 Contingent Scripps ~ 08/06/2018  US Bank Corporate Payment  SPROD06S2 PO Box 790428 077202018 08/01/2018 0000000191947 2795 000 2795 080772018 1626163
SPI01769541 060718 041147PM  Systems StLouis, MO 63179 Check
United States of America
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