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Blanket Purchase Orders

A new blanket purchase order page has been added to the UR Procurement Website to provide guidelines, solutions

and reference guides for blanket purchase orders in the P2P system. See additional details on the information that has
been posted below. Notifications will also be sent out to departments regarding upcoming PO expirations for the re-
mainder of 2020.

Blanket Purchase Order Guidelines

Please review the Blanket Purchase Order Guidelines below if you currently have blanket purchase orders in use in your
department and need further guidance. Note that clinical/patient care supply items are out of scope. You should con-
tinue to use your current process for ordering these items outside of P2P.

PMM/P2P Blanket Purchase Order Guidelines

GUIDELINES

Purchase order Status Department Action Required

(1) No action required for PMM Blanket PO
Expired Blanket Purchase Order — No outstanding Invoices

(2) If you want to renew the PO, submit a requisition in P2P
(1) Required: Submit a 312 requisition to
Procurement_Service_Center@ur.Rochester.edu to request an
Expired Blanket Purchase order - Qutstanding invoices amendment to add dollars to process outstanding invoices.

(2) Optional: If you want to renew the PO, submit a requisition in P2P.
(1) PMM PO will not be extended

Blanket PO Expiring 6/30/2020 - 12/31/2020
(With/Without a remaining available balance) (2]

If renewing the PMM PO is desired (upon expiration), submit a
requisition in P2P to renew.

(1) PO will remain active in PMM and further direction/guidance will be

PO Expiration Date 01/01/2021 or later provided

Blanket Purchase Order Solutions

To assist with identifying the appropriate solution based on your blanket purchase order need, please utilize the Blan-
ket Purchase Order Solutions Guide. This can also be found in the Buying and Paying Guide in the P2P Self Help Sec-
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Blanket Purchase Order Reference Guides

Upon determining the appropriate blanket purchase order solution, P2P Blanket Purchase Order Reference Guides are
available to provide step by step instruction to create your requisition in P2P.

Blanket Purchase Order Quick Reference Guides

P2P Solution #1 P2P Consultant Independent Contractor Reference Guide

FZP Solution#2, 3, 7 &8 P2P-Requisition-Reference-Guide

PZP Solution# 2 P2P-Marketplace-Reference-Guide

PZP Solution #2 P2P Create req from prior non-catalog req

PZP Solution #4 &5 P2P Single Payment Software Maint Blanket PO Reference Guide
PZP Solution #6 P2P Progress Payments Blanket PO Reference Guide

PZP Solution #% & 10 P2P Capital Equipment Maintenance QRG

Managing Purchase Order Expiration Dates in P2P

You can manage purchase order expirations (service lines) in Workday from your UR Procurement Worklet. Select the
Orders tab and you will have visibility to your orders with service line expirations . The chart identifies time frames to
PO expiration as well as the percentage of funds available.
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Blanket Purchase Order Support and Assistance

If you need support or assistance with creating requisitions in P2P for blanket purchase orders, please contact the

P2P Service Center below.

=P2P Service Center: 275-2012

=Email: URProcurement@rochester.edu

=Service Desk Requests: https://service.rochester.edu/procurement
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