
Procurement Services
Quarterly Meeting



Agenda
• Purchasing

• Ship to address – Mail STOP
• Coding
• Quotes
• ICQ Process
• Certificate of Insurance (COI)
• Forms and Resources

• Purchasing Email
• Sciquest.com emails
• Correct email: purchasing@ttuhsc.edu

• Accounts Payable
• Vendor Payment Information in TechBuy and Vendor Payment Application
• Vendor Invoices

• Notify accounts.payable@ttuhsc.edu when invoices are attached
• Preferred document type PDF

• Receiving

mailto:purchasing@ttuhsc.edu
mailto:accounts.payable@ttuhsc.edu


Agenda
• PCard

• Expense Reports Due Dates
• Deviation Approvals
• Allocations 
• Flower Purchases
• Memberships

• Travel
• No More Paper Vouchers
• Advances/Advance Overage Repayment
• BTA’s
• Airfare Receipts
• Registration Fees
• Meals at Headquarters

• General Announcements
• Questions and Answers Period



Purchasing

• Ship to address – Mail STOP
 Lubbock Ship to addresses must include the department STOP number in the 

Rm/STOP field to assist mail services in proper delivery of items. 



Purchasing
• Coding
 Account codes are based on the item ordered on each line item.
 Helpful links to help code items correctly:

o TechBuy Account Code & Budget Pool Cognos Report is a list of account codes to help select 
the correct code. For a full account code list run the report with no parameters. Once report 
is loaded use Ctrl + F to search.

o OP 63.10 Property Controlled but Not Capitalized provides guidance for determining if an 
item is capitalized, controlled or expensed. 

o Controlled Class Codes – property classes that Comptroller requires agencies to report on 
controlled equipment.

o Comptroller’s Expenditure Manual Search engine for account codes. Provides description of 
what is allowed to be purchased using the account code.

 Account codes direct the order through the correct workflow.
 All items are not considered a consumable.  Consumables are goods that are 

intended to be consumed within a 1 year time period.

https://cognos.texastech.edu/ibmcognos/bi/?perspective=classicviewer&id=i846F80AD440047EC8CF1C4BE73B7510A&isViewer=false&isNewFromModule=false&isNewFromPackage=false&isNewDataSetFromModule=false&isNewDataSetFromPackage=false&isTemplate=false&isDataset=false&UIProfile=Titan&cmProperties%5Bid%5D=i846F80AD440047EC8CF1C4BE73B7510A&cmProperties%5BdefaultName%5D=TechBuy+Account+Codes+and+Budget+Pools&cmProperties%5Btype%5D=report&cmProperties%5Bpermissions%5D%5B%5D=execute&cmProperties%5Bpermissions%5D%5B%5D=read&cmProperties%5Bpermissions%5D%5B%5D=traverse&rsFinalRunOptions%5Bformat%5D=PDF&rsFinalRunOptions%5Ba11y%5D=false&rsFinalRunOptions%5Bbidi%5D=false&rsFinalRunOptions%5BrunInAdvancedViewer%5D=false&rsFinalRunOptions%5BDownload%5D=false&rsFinalRunOptions%5Bprompt%5D=true&rsFinalRunOptions%5BisApplication%5D=false
http://www.ttuhsc.edu/administration/documents/ops/op63/op6310i.pdf
https://fmx.cpa.texas.gov/fmx/pubs/spaproc/appendices/appa/appa_6.phphttps:/fmx.cpa.texas.gov/fmx/pubs/spaproc/appendices/appa/appa_6.php
https://fmcpa.cpa.state.tx.us/fiscalmoa/


Purchasing
• Report showing items that were coded as consumables.



Purchasing
• Quotes
 Quotes should be attached to each requisition for goods and services.

o Internal Notes and Attachments – for internal users view only – will not send to vendor.
o External Notes and Attachments – attachments will send to vendor.



Purchasing
• ICQ Process
 An ICQ is required on every PO when an individual is performing a service and is 

being paid under their SSN.
 Blanket approval of ICQ’s

• Vendor is providing contracted services through a PSA or MOU, Tax Compliance can 
potentially grant an ICQ for an FY.

• If the vendor is organized under an EIN, and they operate under a business name as an active 
trade/business, Tax Compliance can add them to the approved vendor list for the FY. 
http://kainz.ttu.edu/afism/independant-contractors/ Individuals cannot be added to the 
approved list.

 Excluded from ICQ requirement
• Purchase of goods (without any services)
• Corporation
• Partnership
• Non-Profit Organization
• LLC organized as a Corporation or Partnership 

http://kainz.ttu.edu/afism/independant-contractors/


Purchasing
• Independent Contractor Form (ICQ) Required/Attached 
 In TechBuy, the Non-Catalog form displays a radio button asking if an ICQ is attached.  If an 

ICQ is attached, please click the “Yes” button as this field triggers a workflow to send the 
requisition to Tax Compliance to review the ICQ attached.

• Independent Contractor Form (ICQ) Identifier
 To assist users and buyers to identify vendors that may require an ICQ we add the ICQ 

supplier class to TechBuy vendors.
 The ICQ supplier class icon will appear next to the vendor name.



Purchasing
• Certificate of Insurance (COI)
When is it required?

o Services will be performed on Institution property.
o Delivery of products on Institution property.
o Insurance Limits Required: 

http://www.fiscal.ttuhsc.edu/purchasing/collateral/Insurance%20Requirements.pdf


Purchasing
• Forms and Resources
 The Forms and Resources page located on the Purchasing website provides the 

most current version of Procurement forms. It is not recommended to save 
forms to personal computers as forms are updated frequently.

http://www.fiscal.ttuhsc.edu/purchasing/shoppers/forms_and_resources.aspx


Purchasing Email

• DO NOT hit reply to system generated emails (emails that come from 
Sciquest). For example, automated email requesting receiving on a 
Purchase order.

• The email addresses, Purchasing SciQuest Support and SciQuest, are not 
TTUHSC Purchasing email addresses. 

• Instead of replying, please forward the email to an intended recipient. 
• To reach TTUHSC Purchasing, use the email address 

purchasing@ttuhsc.edu

mailto:purchasing@ttuhsc.edu


Accounts Payable
• Vendor Payment Information in TechBuy
 Search in TechBuy for PO number through Document Search or Search in Top Menu Bar

Select Invoice 



Accounts Payable
• Vendor Payment Information in TechBuy
The payment information block states 

payment date, payment method, and 
payment document number 
(Check/ACH/SUA number).

Invoice 
Payment 

Information



Accounts Payable
• Vendor Payment Application on F & A Work Tools Tab



Accounts Payable
• Vendor Payment Application on F & A Work Tools Tab

Follow instructions 
and enter vendor 
name accordingly



Accounts Payable
• Vendor Payment Application on F & A WorkTools Tab

Select the hyperlinked 
vendor number



Accounts Payable
• Vendor Payment Application on F & A Work Tools Tab

Payment Detail 
contains Scheduled 
Payments, Payment 
History and Open 
PO’s.



Accounts Payable
• Vendor Invoices
 Attach vendor invoices through “Comments” on the related PO

• Save Invoice as a PDF document
• Name the file the invoice number 
• Add Accounts.Payable@ttuhsc.edu as an email recipient 

• Receiving
 Complete Receiving as soon as goods are received or services are provided
 Enter “Receipt Date” as the actual date the goods are received or the services are 

provided
 Add a Comment to the PO that receiving has been completed and add 

Accounts.Payble@ttuhsc.edu as an email recipient

mailto:Accounts.Payable@ttuhsc.edu
mailto:Accounts.Payble@ttuhsc.edu


PCard

• Online PCard Program *Coming Soon*
TTU System has determined the new online/paperless system to be Chrome River 

(an Ellucian/Banner product) 
• Upload Documentation for Transactions 
• Route Expense Reports for Approvals
• Manage Allocations 
• Expense Transactions to FOAPs

 Additional information coming soon.



PCard
• Expense Reports Due Dates
 Signed/Approved Expense Reports are due to the PCard Coordinator’s Office in Payment 

Services on the last business day of the month following the transaction period. If reports 
are not received by the last business day of the month, and/or required documentation 
missing, the card will be suspended.

• Allocation of Expense
Allocations can and should be completed in Citi as soon as two business days after the 

PCard transaction is completed with the vendor.
PCard charges are uploaded to FOAP’s in Banner approximately seven business days after 

the close of the monthly cycle. Allocations must be completed by noon on that date – no 
exceptions. Do not wait until the day of the upload!



PCard
• Deviation Requests
Procurement Services will no longer require deviations for permitted PCard purchases of 

$100 or less with the following exceptions:
o Medical Supplies
o Pharmaceuticals
o Consumable Office Supplies

 Standard PCard policy still apples in regards to permitted and prohibited purchases, refer 
to OP72.15.

Any exception to PCard purchasing policies must have prior written approval from 
Purchasing. The approval email must be filed with all other documentation regarding the 
PCard Transaction.
All IT purchase deviation requests must be emailed to Purchasing@ttuhsc.edu

mailto:Purchasing@ttuhsc.edu


PCard
• Flower Purchases
 Flower purchases are permitted using local funds for official TTUHSC functions or for 

employees and their immediate family members in the cases of illness or death. 
Documentation of the recipient and their relationship to the employee is required. 

• Memberships
 Memberships must be on the Professional Membership List of approved organizations

and should verified prior to committing to the purchase.



Travel
• The Travel2 System is an online/paperless system
 All documentation for the Travel Application Expense Advances and BTA Requests and all 

Travel Vouchers must be uploaded/attached in the Travel2 system. 
 Application Expense Advance and BTA Requests and Travel Vouchers must be submitted 

through the Travel2 System as we are no longer accepting paper Applications and 
Vouchers.

• Advances – See TTUHSC OP 79.05
 Prepaid Items – Expenses paid prior to travel such as Airline and Hotel deposits may be 

given in advance of the trip when submitted with the Travel Application. Proof of 
payment must be provided with the application. Proof of Payment can be a copy of the 
credit card/ debit card bank statement with the account number redacted or cancelled 
check and the airline or hotel receipt.

 Cash Advances – Advances must be realistic/relative to the actual expense that will be 
incurred. Any overages of advance must be reimbursed to the travel office upon 
completion of the Travel Voucher. Advances will be denied if after two trips, the 
employee is sending to the Travel Office checks for overpayment of an advance instead of 
the employee receiving reimbursement from TTUHSC for the remaining expenses of the 
trip. 



Travel
• BTA’s (Business Travel Accounts) Use
 Prospective Employees and other Non-Employees
 Employees who are denied the State Issued Travel Card

• Airfare Receipts
 Submit all receipts for changed or cancelled flights so that the Travel Office can track back 

to the original payment/receipt

• Registration Fees
 Preferred Method of Payment is Departmental PCard
 Reimbursement to employee should be submitted through Direct Pay as soon as the 

employee has proof of payment

• Meals at Headquarters
 Not a reimbursable expense, considered personal therefore not allowed on the State 

Issued Travel Card.



General Announcements

• Staff in Procurement
• Open positions in Procurement



Questions

Procurement Services Contacts:
Purchasing – Purchasing@ttuhsc.edu

Accounts Payable – Accounts.Payable@ttuhsc.edu
PCard – PCard@ttuhsc.edu
Travel – Travel@ttuhsc.edu

mailto:Purchasing@ttuhsc.edu
mailto:Accounts.Payable@ttuhsc.edu
mailto:Pcard@ttuhsc.edu
mailto:Travel@ttuhsc.edu
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