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Paper and Toner Purchases

Reminder: All copy paper, toner & printer ink cartridge related products are no longer available from the Staples
catalog and should be purchased from WB Mason. For significant cost savings regarding high use copy paper, W.B. Ma-
son SKU RBB61200 replaces Staples SKU 135848

My Requisition Worklet Enhanced

The My Requisition Worklet has been updated to include Hold Reason (i.e. Spending Restriction, Supplier
Qualification and Claimed By (Person in Purchasing who is working on the requisition).
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Requesting a Default Ship to Location

Having a default ship to location set can save time when creating a requisition. If you do not currently have a default
ship to location set in Workday and would like to have one, please copy the desired default ship to address from a
prior requisition and send the request to set it as a default to the Procurement_Service_Center@ur.rochester.edu

Once a default ship to address is setup, if you are creating a requisition that needs to be shipped to a different ad-
dress, you can remove the default and change it. Any questions regarding default ship to addresses can be directed to
the P2P Service Center.

Create Requisition

X
2
=
o
3

8
z
2

B
5

Ll

X
o
&
L]

x Select a Shipping Address
ochester, NY 14627 United
States of America

o
X
> =
17} g
S
1}

Commodity = ‘0

Additional Worktags = ‘

Unassigning Carts in the Marketplace

Assigning Carts in the Marketplace should only be done if you do not have time to complete the process of submitting
your order. You cannot assign carts to approvers for approval. Approvers do not have access to the Marketplace to re-
trieve carts. Carts can only be assigned to other Initiators. If you have previously assigned a cart to someone in the Mar-
ketplace you can retrieve the cart and un-assign it. It will come back to you to process. For instructions on how to do
this, please review the Unassigning Carts in the Marketplace Tip and Trick on the UR Procurement Website.

Finding Payment Status for Supplier Invoice Request (SIR) and P2P Purchase Orders

If you need assistance to identify the payment status for a Supplier Invoice Request (SIR) or a P2P purchase order
(PURXXXXXXXX), please review the guides that have been posted to the UR Procurement Website Self Help Section.

Finding Payment Status for Supplier Invoice Requests

Finding Payment Status for P2P (PURXXXXXXXX) Purchase Order

P2P March Workshop— Steps Required Prior to Someone Leaving the Department

The March Workshop will be held on March 10th from 2—3pm. We will be reviewing what steps you need
to take when you know that a staff member will be leaving your department that has P2P responsibilities to
avoid any access issues for creating and viewing transactions and resolution of invoice match exceptions.

If you have other topics that you would like to have addressed at this workshop, please submit a request to
the P2P Service Center.

To access the workshop utilize the following link: https://rochester.zoom.us/j/91726401106 Passcode:
609916

Changing Email Preference Notifications

Workday is set to send a number of notifications to your Outlook email. If you would like to change how
many email notifications you receive, it is very easy to do from your UR Procurement Dashboard by chang-
ing your preferences. Instructions on Changing Email Preference Notifications can be found on the UR Pro-

curement Website P2P Self Help section.

Workday Pcard Project Update

Pcard transaction verification and approvals are now live in Workday as of 2/1/2021. A new Pcard section
has been added to the UR Procurement Website including the Pcard Policy, FAQ’s, Forms, Resources and
Training information. Below are some statistics regarding Pcard Verifications in Workday to date.

Total Pcard transactions last two weeks: 3,642

Completed verifications (fully approved): 2,017 (55%)

Verifications in progress (awaiting Pcard manager approval): 374 (10%)

Verifications in draft: 155 (5%)

No action taken yet: 1,096 (30%)

Note: All Pcard transactions must be fully verified (by cardholder and manager) within 30 days of the trans-
action date to avoid a temporary suspension of the Pcard.

Finding and Editing Draft Pcard Verifications

One of the most common questions received since the Pcard Project go-live on 2/1, is finding pcard trans-
actions that were started but the verification process was not completed. To find a transaction in draft sta-
tus, please review the Editing a Draft Pcard Verification video or the Draft Verification Quick Reference
Guide.

Pcard Transaction Support

For those who are now approving Pcard transactions in Workday, below are several support opportunities
for you:

PCard Special Interest Group meetings: Wednesdays — February 24", March 21%, April 21%

¢ Review of issues identified and resolutions, identify new issues for resolution
¢ Review of overall transaction statuses and those nearing 30 day approval deadline
¢ Review of reports, best practices and other tips

¢ Time will be available to ask questions

Please click this URL to join. https://rochester.zoom.us/j/991869653997?
pwd=cGxQW|VoTHFzNDclbUdzMmFwV0V1dz09
Passcode: 14963
Or join by phone:
Dial(for higher quality, dial a number based on your current location):
US: +1 646 876 9923 or +1 312 626 6799 or +1 301 715 8592 or +1 346 248 7799 or
+1 669 900 6833 or +1 253 215 8782
Webinar ID: 991 8696 5399

P2P Monthly Workshops are available to provide tips, answer questions and provide support for all P2P
transactions, including PCard transactions.
If you don’t want to wait for one of the meetings, feel free to contact the P2P Service Center for one-on-one help.

Best Practice for Multi-Line Requisition with Multiple Ship To Locations

It is best practice to create requisitions for items that are being delivered to the same ship to location. Users have experi-
enced issues when creating a multi-line requisition with different ship to locations.
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