Step 1: Accessing the E-Procurement site

> Log into MyPace Portal

university MyPace Portal
[T p—— Hgiockboord B student Email B siai 7 Faculty Email B Law School Email

Portal Login Quick Links Important Updates
Username: Login help Apps, Downleads and Account Management (ADAM]

Mew User? ePorfolic

Forgot Usernoms? IT 3ystem Status - IT Downtime, Mews and Updotes
Password:

Forgot Password? Kronos

VPN
SUBMIT CANCEL Web Helo Desk Academic Calendar
White Pages

Using MyPace portal acknowledges that you have read and )
agree fo the IT Appropriate Use Policy and Administrative Important Academic Dates

Systern User Statement, Events Calend
ven alendar Undergraduate DAY Study Day

Undergraduate DAY Study Day

Supported Browsers Work Space Undergraduate DAY Study Day
Deadline to File for Conflict Exam (PLV)

Orientation Leader/ WOW Tabling

Please be aware that the Self-Service focilities of MyPoce Porial Dean's Scholar Civ Pro-THURSDAYS Fall 2014 Final Exams Begin

are supported in the fellowing browsers i i i
==l ie] 5 Dean's Scholar Contracts-THURSDAY Deadline to File for Conflict Exam (MYC)

Conflict Final Exam (PLV)

[ PC Version h_ Conflict Final Exam (NYC)
Version
Fall 2014 Semester Ends
Internet Bxplorer Oy NIA Fall 2014 Fina| Exams End
- 15-17
+
Mozilla (FireFox) 4.0 (ALL)

Mote: Safar and Chrome are not supported at this fime

Any prablems or issues should be directed to the ITS Help Desk ot
(914) 7?3-3333@ (pacehelpdesk@pace edu) or online at

http://help.pace.edu.

> Click on the Staff tab

|

university  MyPace Portal
Work toward greatness. 1:' Blackboard Student Email ff / Faculty Email Law hool Emai

Fa:ulty Library My stuif Reportal

Announcements : Upcoming Events - Popular System Links

- Events n the Pace University Calendar from Thursday, Dec 04,
AP Coes Green! 2014 to Saturday, Dec 04, 2014 Apps, Downloads, and Account Monagement (ADAM]
L. . . Blockboard

Important Student Course Evaluation @ E-mail (Student]
Information Work Space E-rmail [F & Staff)

Location: KESSEL SETTERS COMFERENCE ROOM D, -mnal [Fracully & Jtath

: Pleasantville sPortfolia
Message from the President on Ebeola Start Tirme: Thu, Dec 04, 2014, @ AM IT System Status
Preparedness End Time: Thu, Dec 04, 2014, 4 PM Kronos
a Bolici e Auves




» Page down and click on E-Procurement

of the bensfit contributions that the University has made on the
employee's behalf.

Faculty Annual Assignment (requires second logon)

Click here to access Pace’s Faculty Annual Assignmendou must be a
valid FAA user in order to access this system.

iStrategy Program Status and Plan

Intemnal site for Data Warshouse an siness Infeligence inffiatives.

Employee Information an

Pay Advice, Benefits,
statements.

7S

I E-Frocurement
\ Click here fo?;lss Pace's E-Procurement system. You must be a valid E-

m_r-f ser in order to cccess this system.

Forms, Employment Summary and W2

Faculty Annual Assignments - Administrative Access

Click here to access Pace’s Faculty Annual Assignment. You must be a
valid FAA user in order to access this system.

liberty Net

Web-based document managsment portal that encbles users to scan,
capture, index, manage and share infermation

Staff Resources

QUESTTONTE. COg T T BIOCROOara Ui e
icon at the top right of your screen.

Room Directory
Find out where your closses will be held.

Undergraduate and Graduate Cotalogs

Auvgmented Pace Action Plan Action Team
Reports [December 2012]

» Use this link while inside the Pace
Metwaork or through WPN

or

Use this link to ocecess the reports vio
Blackboard. [Login with your Pace
credenticls fo enter the "Action Plan
Documents” Community™.]

"Awvgilable to faculty ond staff only.

Administrative Staff Council [PLV)
Assessment

Business Cards

Ethics Reperting Hotline

IT Resources

Organizational Learning and Development
Pace Computer Learning Center
PMDP

Policies and Procedures

RZ25 Event Scheduling

Stationery

Technolagy Training

Schedule Explorer

The New Scheduler Explorer has
launched! The new system will
help Poce students prepare for
registration by exploring course
offerings easily and collecting
courses that may be of interest to
them.

Semester Course and Grade
Rosters

A lookup focility that will allow an
instructor to download their
current closs roster or the rosters
of previous courses they taught.
Use this link while inside the Pace
Metwork or through VPN

MyHousing (requires second
logon)

Click the link above fo occess
your 2014-2015 Room Selection
Process for Current Students.
Residenticl ond Commuter
students can use the above link to
upgrade your meal plan for the
academic year. This link cannot
be used to cancel your housing
assignment or meaol plan for the
2014 - 2015 ocodemic year.

» Log into E-Procurement

PACt MyPace Portal

ms&ifkrizob | EE @

Pace University Login Page

UNIVERSITY
Work toward greatness.

The web site described to the right has asked you to log in and you have chosen solutions.sciquest.com

Pace University as your home institution. Please login with your Pace University : 5 .
credentials You have asked to login to solutions.sciquest.com

Username:
Password:




Step 2: Accessing the Special Payment Request Form

e-Procurement Ma r'ketpla'ce Marji Nelson ¥ | 9 | Action ltems [26] | Notifications [2] ™ 0.00 USD

UNIVERSITY (TestSite) Work toward greatness. : s
SVTELIE TN T SEstaliaiilyy rystal Rock New Lrystal Rod oy Staples Cartridge
York City Westchester Car Rental pReo;\:Img ?
—_
Purchasing 5 1 {0 E.-J v IT/Computer/Peripherals/Photo/Office Supplies ?
GEEED & Contracts
- =) a a a =)
Purchasing Resources: E E m Free shipping orders
over §50!
= Tax Exemption Certificate Request Form
= PO Change Order Form
= Pace Purchasing Website - - .
?
« Vendor Request Form ¥ Maintenance/Repair/Operation ?
= Contract Administration a
= Pace Approved Supplier List
|
. Grai WestChester Only Wl
If you have any questions, contact the Purchasing office at Ext. 22642 rainger
or email purchasing@pace.edu
Jupdate message]
¥ Medical/Science/Biological ?
Exl il A il
ocrmedial GARQLINA Fisher o s or R
Choose S‘!ecial o Carolina Biological @ Sigma Chemical e
Moore Medical Corp - X Fisher Scientific ~ WVWR. Scientific
Supply Company

Form - This form i
ShOUId be USEd I"depe"de( Special Payment

Contracto
Payment R.)

Request Form

for check requests
meeting the

My Resources

criteria as noted SR ———

Site Map

in the categories




This is the Special Payment Request Form — Follow the
instructions below to complete and create your request for
pavment

Special Payment Request Form Ausilable Actions: | Add and go to Cart 1 B aose

SP ec i al Paym ent Requ est Please check the appropriate box.
All documentation must be submitted as an attachment.
Form

Enter Supplier Annuitis/Royalties Program Refunds/Expenses
Awards (Student) r Student Reimbursements =
Legal Expenses r Insurance Expenses =
Benefits (HR Only) r Temparary Employee Agencies
Petty Cash/Book Allowance (OSA Only) r Taxes, Licenses & Permits -
Membership/Subscriptions r Payroll Department Use r
Entrance Fees C Rent/Utilities/Leases =
Bostage/Mail Expenses r College Fairs/Recruitment (=
r Expenses

Library Expenses
Charitable Donations

Remit To 7 Payment Information
Remit To Address
Contact Mame Supplier Inv #
Sweerl Invoice Date o
Straet2 mm/dd
Sweer3 Product Description -
City
Sute =
expand | dear
Zip
Courtry [ Line Item Invoice Total

Email Is this expense associatzd with 3 Grant -
Phong Is this expense related to a Restricted Gift/ Endowment r
Tall Free Phons
Fax

Attachments 7 Spedial Instructions 7 AP Use Only

Internal Attachments Pleaze provide any necsssary spadisl instructions. Due Date =
Add Attachments - vy
Payment Terms % E|
Discount Days et

expand | desr




Step 3:

L

Enter your supplier name

Special Payment Request Form

Special Payment Request
Form

e B LB e

-~

Enter Supplier ’N

ABC Test Forsign
ABC-Clig, Inc.
ABCO Refrigeration Supphy Corp.

N

Choose from the
drop down
menu.

The Form auto-populates
your vendor remit to address

once you choose your

vendor.

NOTE: vour supplier
Must be entereq into
the Vendor
Management System

Prior to your request for
Payment

Special Payment
Request Form

Choose Supplier:
select different supplier

Billing Addiress 1: (preferred)
1280 SAW MILL RIVER ROAD
YONKERS, NY 10710 US

+1 (914) 375-5550

Fulfillment Address

Supplier (Vendor) Phone

Distribution

The system will distribute purchase orders using the method(s)
indicated below:

ABC Systems Corp.  mare info...

Annuities/Royalties

Awards (Student)

Legal Expenses

Benefits (HR Only)

Petty Cash/Book Allowance (OSA Only)
Membership/Subscriptions

Entrance Fees

Postage/Mail Expenses

Manual
Library Expenses
Remit To
Remit To Address
Remit To Location List ﬂ

333 Saw Mill River Rd
Yonkers,

NY

10710

United States
Phone 1-914-3755550-

[ [ A A i B A B |

All




Step 4: Check the appropriate box which matches the type of service you
are requesting payment for.

Available Actions: Add and go to Cart E m Close| &

Please check the appropriate box.
All documentation must be submitted as an attachment.

PACE

i< —
UNIVERSITY
Work toward greatness.

Annuities/Royalties Program

Awards (Student) Refunds/Expenses

Student Reimbursements
Legal Expenses
) Insurance Expenses
Benefits (HR Only) . .

emporary Employee

Petty Cash/Book Allowance (OSA Only) Agencies

Membership/Subscriptions Taxes, Licenses & Permits
Entrance Fees Payroll Department Use

Postage/Mail Expenses Rent/Utilities/Leases

I [ (R I (O RN R B

Library Expenses College Fairs/Recruitment
Expenses

Charitable Donations

Note: You can choose more than one box




Step 5: Fill out the Payment Information fields. Line items that
are “BOLDED” are required entries.

1. Enter your Invoice #

Payment Information ?
Supplier Inv # 2. Enter the date|on
Invoice Date = the invoice
mm/ddfyyyy
Product Description -
254 characters remaining expand j-clear

Line Item Invoice Total

Is this expense associated with a Grant - 3. Enter a product/se rvice
Is this expense related to a Restricted Gift Endowment [ description

4. Enter the total of your
invoice.

> If this expense is associated with a Grant, check the box.

> If this expense is related to a restricted gift/endowment, check the box.



Step 6: Your Special Payment Request requires you to attach your
invoice or documentation.

Attachments
Intern chments

’ Add Attachments ,
[~

-_-—’

/

? Special Instructions

Please provide any necessary special instructions.

254 characters remaining

expand | clear

Click “Add Attachment”

Choose your
attachment type
(Defaults to “File”)

Add Attachments

Attachment Type

————~,

S==USe

Maximupffupload file size: 4.88 MB

/L

Click “Select Files” — it
brings up your

browsing window




Add Attachments

Attachment Type @ File ) Link
File ™
Select files...
Maximum upload file size:
* Required

Organize * Mew folder 4= - m @.
't Favorites — Documents library Amangeby: Folder =
M Desktop Includes: 4 locations
4 Downloads Name ‘ Date modified Type il
“] Recent Places
4 My Documents (8)
3 Libraries C\Users\aportal_tmp
3 Documents . My Data Sources 11/13/2013 4:34 PM  File folde|=
J‘, Music 3 My Received Files 9/4/201410:29 AM  File folde
=] Pictures . Outlock Files 11/21/201410:40 ... Filefolde
B videos ) Contracts Approved 2.4 - 2.5.xlsx 2/5/2014 4:42 PM Microsofi—
E Copy of Copy of Contracts Related Req U...  7/10/2014 3:58 PM Microsofi
/% Computer ] Copy of Updated Spreadsheet 11.13.xlsx 4/8/2014 1:11 PM Microsofi
ﬂ-‘_. Local Disk () '@ Docl. pdf 4/16/2013 2:27 PM Adobe Ac
@ Requests Approved 10.30.xlsx 10/30/201311:53 ... Mlicrosoff
& -
‘M Network o = | .
Famms > [AlFiles () -
l Open ] [ Cancel ]
4

Save Changes Close

Add Attachments

Attachment Type @ File

File ®
Select files...

Maximum upload

* Required

Choose File to Upl;

Organize +

- Favorites
Bl Desktop
& Downloads

il Recent Places

4 Libraries
3 Documents

JT Music

=] Pictures

B videos

1% Computer
£, Local Disk [C3)

G‘j Network

Save Changes Close

New folder

B Contracts Related Req UPDATED
= ¥ q
[ | 11180

S | Microsoft Excel Worksheet

CW2274988 - R25 Training
f Workspace .msg
Outlook tem

Independent Contractor Form
(W= Training.docx
= Microsoft Word Document
e Internet Explorer
V. P
N shorteut
=7 138K8
Invoice,pdf
Adobe Acrobat Document
A 28.4 KB
5 Special Form Training.docx
(Wla) & ?
Microsoft Word Document
- 293 MB
Filename: Invoice.pdf -

[ Fites ) -

Sapcd

Search your files and
choose the
invoice/document you
have saved associated
with your request.

Choose your file —
double click on your
file name, and it will

add it to your
request form




Add Attachments

Attachment Type @ File @ Link

File * e Done
Select files... @

2" Invoice.pdf 100% X

Maximum upload file size: 4.88 MB

Y il T

* Required w Close

Click on “Save Changes”

Step 7: Enter special instructions if necessary

Attachments Special Instructions
Internal Attachments Please provide any necessary special instructions.
Add Attachments

Invoice.pdf (28k) Remonle

254 characters remaining

If you have any special instructions, enter them into the
free-form section marked “Special Instructions”. This

could be an instruction on how you need your check

mailed, or if you need it returned to you, etc.

10



Step 8: At the top of your form, under Available Actions, from the drop
down menu choose the appropriate action

Available Actions: | Add and go to Cart . .
Add and go to Cart Use this action for
Add to Cart and Return
Add 1o Cart one entry, for one

Add to Draft Cart or Pending PR/PO Vendor and to gO to
Add to PO Revision

Add To Favorites —~ cart. Choose and

Save

UNIVERSITY click Go

Work toward greatness.

Available Actions:

Add and go to Cart E m Close | =4

Add and go to Cart
Add to Cart and Return
Add to Cart

Add to Draft Cart or Pending PR/PO
Add to PO Revision

;\dd To Favorites ) *ﬁ a different vendor.
ave C r i ) )
UNIVERSITY Choose and click Go

Work toward greatness.

Use this action for

multiple entries for

LERTLONGELES  the same vendor or

Available Actions: | Add and go to Cart
Add and go to Cart
Add to Cart and Return . .
Add to Cart o op Use this action for
Add to Draft Cart or Pending PR/PO
Add to PO Revision
Add To Favorites
Save

multiple entries for
the same vendor.

£

UNIVERSITY Choose and click Go

Work toward greatness.

Note: When you have multiple entries, and your actions are complete, your final
action would be “Add and go to Cart”.

This brings your check request into the E-Procurement system and creates your
shopping cart.

11



> If there are additional items that need to be added, then click “Continue

Shopping”

e-Procurement Marketplace
(TestSite} Work toward greatness.

Marji Nelson + % | Action Items |i_6| Notifications E| W 62500USD Q.

UNIVERSITY

'™ Shop | My Caris and Orders | Open My Active Shopping Cart = Cart - 1252414 - Future Requisitio
[N |
- - L] ~

4 Continue Shopping ’ 1Ttem(s) for a total of 625.00 uso

N

'JJ % Shoppmg Cart for Marji Melson

e
Name this cart: |2014-11-21 mnelson 01 w or W

—fl Have you made changes? =] | @ Help | Perform an action on (0 items selected)‘..‘v Select All [

]
A
m ABC Systems Corp. mor=info..
.
Product Description Unit Price  Quantity Total
a’ Item agged on Library books  open form... 625.00 usD 1 62500us0 |
Nov 21, 2014 ~ibrary books
j

o)
[_More Actions| ~ |

See configuration for this requisition
view carts
view cart history

» If there are items you want to remove from your cart, select the items to
be removed by checking the box located to the far right of the line item.
Click on the “Remove” button.

W Shop | My Cartsand Orders | Open My Active fhopping Cart =

2 Item(s) for a total of 650.00 uso

e - e

0 action on (0 items selected)... ‘ ~  Selectall ™

ﬁ Shopplng Cart tor mofi nelson

Name this cart: |2014-11-21 mnelson 0

Update [E}] | & Help | | Empty cart

ABC Systems Corp. mogfinfo..
Product Description

Have you made changes?

625.00 UsD 625.00 uso |

Irem added on
Nov 21, 2014

Add to Favorites

Librag books open form...

| More Actions | ~ |
-_—
o 25.00 UsD 1 2500 u(> )
Nov 21, 4 -_—

Library Books open form..

C [renoe D

[_More Actions | »|

Have you made changes? 2 Item(s) for a total of 650,00 uso

12



[ Step 9: Proceed to Checkout ]

» Once all desired items are in your cart, click Proceed to Checkout

WIOTE ACTIONS ¥

Item added on Library Books open form..

MNow 21, 2014

Add to Favorites

[ More Actions| - |
Have you made changes? | ypdate

25.00 usD 1 25.00 usD

2Ttem(s) for a total of 650,00 us=o

~-———

Final Review - Verify all the information (Ship To, Bill To, FOAPAL Values, etc.)
is correct before sending the information to Accounts Payable. In this section,
the user has the ability to edit the entire document, or each line item

individually

—

'™ Shop | MyCarts and Orders = Open My Active Shopping Cart = Summary - 1252414 - Future Requisition

@ Internal Info | @ Supplier Info - Ship To @ &ill To | @ FOAPAL Values W

[

“Rscign Cart




» To adjust the Summary information, click Edit (located in the upper right
of the corresponding box) for the particular section which needs
adjusting. After changes have been made, click Save.

W Shop | My Carts and Orders | Open My Active Shopping Cart = | Summary - 1252414 - Future Re

@ Internal Info | & Supplier Info 4 Ship To @ il To | @ FOAPAL Values W

bL

1) Return to shopping cart 1) Continue Shopping

m

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals | PO Preview Comments | Attachments (1) | History

Summary Ship To gill To FOAPAL Values

a 2

Hide value descriptions

Supplier Info

Hide header

General - Internal Info -3 Supplier Info

Cart Name
Priority

2014-11-21 mnelson 01

MNormal

’ntemal MNote

= | Internal Attachments

,Nole to all Suppliers

= | Accounting Date

lgh

Description

Add Attachments Attachments for all suppliers

Prepared by Marji Nelson

Add Attachments

Prepared for Marji Melson

Check Request Information - AP Use Only
Payment Type

Ship To 2

-—y
Ship To FinTe

ATTN TO: m nelson - | Pace University

2 Accounts Payable Department
DOW HALL PO Box 2500

235 ELM ROAD Eriarcliff Manor, NY 10510-0352

Dow United States
BRIARCLIFF MANCOR, NY 10510

United States

Bill To

?

View/edit by line item..

» To adjust any FOAPAL Value information, click Edit (located in the upper

right of the corresponding box) to modify any values listed. After changes
have been made, click Save.

FOAPAL Values &
FOAPAL Values =
Index Account Commodity Code Chart (
FA526 E19602 613 1 - /
Purchasing & Contracts Supplies General Office Office Supplies, General Pace University

View/edit by line itern...

14



If your requisition has multiple lines and you need to adjust your FOAPAL
value information for each line, follow these instructions

1. To edit carts with multiple lines, each line having different FOAPAL values,

click View/edit by line item...

For selected line items Add To Favorites

Supplier / Line Item Details

Hide line details

ABC Systems Corp. mor=info..

Product Description

1 Library books|5| more info..
Internal Note

Requisition Type

Internal Attachments

Hosted/Punchout/Non-Catalog Item

Hosted/Punchout/Non-Catalog Item

Add Attachments
Supplier subtotal 625.00USD
Subtotal 625.00
Total 625.00 USD

To Be Assigned

PO Number
Customer Account #
Pricing/Discount Code
L View/edit by line item..
LR —
Ext. Price

625.00USD [

”
Quantity

Unit Price

Size / Packaging
625.00 1

Catalog No

Supplier Attn To:
External Note
Attachments for supplier

Add Attachments

2. Click on the FOAPAL Values tab

Requisition PR Approvals | PO Preview  Comments hments (1) | History

— - —

Summary Ship To Blle) FOAPAL Values Npplierlnio
4

= oem =

FOAPAL Values
Index Account
FA526 E19602
Supplies General Office

Purchasing & Contracts

rmore info...

ABC Systems Corp.
Product Description

Library books || more info..

1
FOARAL Values (same as header)

These values apply to all lines unless specified by line item

=

Available Actions:| Add Comment

& 2
Hide value descriptions

?

FOAPAL Values

Commadity Code Chart
615 1

Office Supplies, General Pace University

&) - |

For selected line items | Change Supplier

Ext. Price |

625.00 USD

C=T)

Unit Price  Quantity
625.00 1

Catalog No Size / Packaging

Supplier subtotal 625.00UsSD
Subtotal 625.00
625.00 USD

Total
See configuration for this requisition

3. Click on the edit button in the Product Description to open the FOAPAL

Values screen, allowing you to edit the value for either index or account

codes.

15



4. Make the appropriate edits to the index or account code, and hit Save

FOAPAL Values

Index Account Commodity Code Chart add split

FA326 E19602 615
Select from profile values... Select from profile values... Select from profile Select from profile values...
Select from all values... Select from all values... lues... Select from all values...

Step 10: The final step is placing your order

» From the Requisition tab or Summary tab, click on Place Order

o

e-Procurement Mar k@tp‘ ace Marji Nelson v % | Action Items \_2_6—| Notifications [z | | ™ 625.00USD | @

UNIVERSITY Testsite; Work toward greatness.

! ™ Shop My Carts and Orders ~ Open My Active Shopping Cart Summary - 1

4, Return to shopping cart 4) Continue Shopping

If done correctly, you will get the message below assigning you a requisition
number.

Requisition Information ?

o Congratulations! You have successfully submitted your request. If you need to view or print a copy, click
Quick View = or view its status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search

page.
Requisition number 1252414 view
Requisition status Pending
Cart name 2014-11-21 mnelson 01
Requisition date 11/21/2014
Requisition total 625.00 USD
Number of line items 1

What would you like to do next? Here are links to some common actions.

» Search for another item

+ View order history

+ Check the status of an order
+ Return to your home page 16
+ Create new draft cart




To check the status of your requisition

1. Click on the magnifying glass

w gooust | @ !

% Action Items [26] | Notifications [7]

e-Procurement Market, Mari Nelson ¥
Work toward greatness.

UNIVYER

! W Shop

ITY

Quick Search Alt +Q

Dashboard

Shopping Shopping Home

All [-][1252214

L]

Enter your requisition number in the
field provided and click on the

mn

categories | chemicals

B

[Manage Showcases]
magnifying glass. ,

[ Y]

iy | . G

E-procurement Marketplace! m—

2. Click on the PR Approvals tab
7

@) Orders & Documents ~ Document Sear Search Documents < Approvals - Requisition 1252414

Available Actions: | Add Comment

& s |

-

Requfsftionfﬁﬁppmﬁxflo Preview Comments Attachments (1) History

— 2 2
Show skipped steps r
Orientation Horizontal |Z|
= Banner Budget Check Non-PO Payments AP Review Create PO /@
Submitted Completed v~ Active Future =+ Future =+
Marji Nelson v ] - . . Finish
11;21;2Ju14 S System view approvers view approvers Expedite —
‘ Expedite pedite
. .
3. Click on the History tab
\ _
Requisition | PR Approvals | PO Preview | Comments Attachmel{(l) History \
[*] Click to filter history ? Export CSV
Results Per Page |20 E Records found: 6 4|Pagelof1|x| ?
L":: ~ Date/Timew User IS Step(s) Action S Field Name = From To Note
11/21/2014  System Banner Budget Check Reguisition approved
3:44 PM
11/21/2014  Marji Nelsen Requisition submitted
3143 PM
11/21/2014  Marji Nelson Line remowved
333 PM
11/21/2014  Marji Nelsen New Line added Form empty Item removed
3:30 PM
Line 1 11/21/2014  Marji Nelson Requisition modified Requisition Type empty  Hosted/Punchout/Non-Catalog Item
12:22 PM
Line 1 11/21/2014  Marji Nelson New Line added Form empty
12:05 PM

Results Per Page 20 E

4|Pagelofi|x



To check the status of your Invoice and its Payment activity

Use the search tool on the E-Procurement Home Page to do a Document Search

> Click on the document icon, which can be found on the left toolbar under

your shopping cart

e-Prucurement Ma rketplace Marji Nelson ¥ | d | Action ltems [26] | Notifications [7] | W 0.00USD | Q.
: Work toward greatness. |

Dnﬂenﬂarc\

Document Search

wse: suppliers | categories | chemicals

Search Documents

Vie™™ed " Mthes

Approvals

[Manage Showcases]

. ?
Download ExporfiNles :
) a
= .b% FP - Change
UsBank Purchasing & Vendor Management Order Request
The Purchasing department has recently added a new Confract System
vendor to our e-Procurement Marketplace, Saf§way
Saf Medical Soluti i =
afeway Medical Solutions provides v Showcase Services 2
pickup and disposal for regulatedymedical
waste (RMW). In a.ddltlon tg R . E ) E E B .
Safeway glso_pro\ﬂdes service for sRarps Chartwells ﬂ‘g p = - Sourcs
waste which includes needles, syrin§es, Lo Lh ’ !"gtﬁm = ‘S Form
lmale heal. 1 A nthor it Chartwells Dining Florist Order Form - Sole Source Order

> Click on Search Documents.

18



» Choose “Invoices” for your search

-———

&archanoices B

Invoice Identification

Invoice Mumber(s) |
Invoice Name

Supplier Invoice Number(s)

Invoice Information
Participant(s)
Invoiced By
Invoice Owner

Approved By

Date Invoice Creation Date (System) |Z| All Dates
Total Amount |Z|
Supplier

Supplier Account Number

Department

Item/Product Information

» Page down, check the Paig box under Payment Status and click Go

simple search

o o oo

Invoice Type

[ PO Invoice
| Non-PO Invoice

O Credit Memo
Non-PO Credit Memo

Payment Statu

J —ImProgits
([ paig !

—

[ Payable
[ Cancelled

Status Flags

[ with Errors

| Has Substitute Items
[ Pending Auto-Match
[ With Retainage

[ with Forced Matches
I Has Mon-PO Lines
I with Attachments

19




Invoice Type

Pay Status

Invoice Number
Supplier Invoice No.
Supplier Name

Tranaction Date
Invoice Date
Discount Date
Due Date

Terms
Terms Discount

Invoice Name

Match Status
Invoice Source
Export Date

Contains substituted item
()

General

Invoice
Paid
EO000135
FG2-8

Staples ﬁ more info...

11/13/2014
11/13/2014

11/20/2014
& 15 overridden

0, Net 30
0.00 UsD

Unmatched
Electronic

11/20/2014 10:26 AM
x

?

Addresses

Remit To

edi

7910 Kentucky Drive
Florence,

Ky

41042

United States
Address Id Remittance 1

Bill To

Pace University

Accounts Payable Department
PO Box 2500

Briarcliff Manor, NY 10510-0352
United States

Payment Information

Payment Type 50
Check

Check Number 00191877
Payment Amount 400.00
Check Date 11/20/2014

Note/Attachments
External Note
Internal Note
External Attachments
Add Attachments
Internal Attachments
Add Attachments
? Discount, Tax, Shipping & Handling
Discount, tax, shipping & handling
Allocation Weighted
Header-level
Terms Discount  0.00 USD
Discount 0.00 UsSD
Tax 1 0.00 UsSD
Tax 2 Q.00 UsSD
Shipping 0.00 UsD
Handling 0.00 UsD
Total 400.00 UsSD

m

listed here

Your payment information is
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