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Agenda
• Purchasing Staff Changes
• *Coming Soon* 

– New Training Videos
– New Purchasing Website

• Solicitation Requests
• Purchasing Email

– Sciquest.com emails
– Correct email: purchasing@ttuhsc.edu

• PCard
– Scan Ready Expense Report
– Expense Report Due Dates
– Review Findings

• Travel
– Rental Car Contract Rates
– State of Texas Issued Travel Card

• Accounts Payable
– Receiving
– Vendor Invoices
– Recur Payments

• Questions and Answer Period

mailto:purchasing@ttuhsc.edu


Purchasing Staff Changes

• Thi “T” Bui has joined the Purchasing staff as a Senior Purchaser.
• *Coming Soon* 

– New trainings videos will be posted to the Purchasing website.  
– The Purchasing website will be updated by the end of the year.  



Solicitation Requests
• Bid Limits

– The Purchasing Department has the responsibility to assist departments to 
make the best value acquisition of quality materials and services in 
accordance with Texas Procurement laws.



Solicitation Requests
• How to request a solicitation.

– Instructions are listed on the TechBuy Shopping Home Page in the 
announcements section.

– Select the TTUHSC Solicitation form on the TechBuy Shopping Home 
Page



Solicitation Requests

• Complete form and submit through the TechBuy System.  The instructions 
are listed in the left hand side of the form.  Please remember to note your 
requisition number when submitting this form.



Solicitation Requests
• Upon completion of the form visit the following link to formalize your 

request to the Purchasing Office thru the Solicitation System.
– https://www.fiscal.ttuhsc.edu/contractsubmission/solicitation/new

• Complete the New Solicitation form and click submit.

https://www.fiscal.ttuhsc.edu/contractsubmission/solicitation/new


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


PCard
• Scan Ready Expense Report

– Place receipts and other required documentation behind the signed Expense 
Report

– Receipts and required documentation must be in the same order as 
transactions appear on the credit card Expense Report

– Remove staples and paper clips except when including cash or check 
reimbursement with documentation

• Expense Report Due Dates
– Signed Expense Reports must be received by the PCard team no later than 

the last day of the month following the Expense Report ending date or risk 
suspension of their PCard 

• Review Findings
– The PCard team will relay findings to departments and request additional 

documentation or reimbursement if necessary
– Departments must respond and resolve reported findings in a timely manner 

or risk suspension of their PCard 



Travel
• Rental Car Contract Rates -

http://www.fiscal.ttuhsc.edu/busserv/travel/links.aspx
– Be aware of the State of Texas Contracted car rental rates 

http://www.fiscal.ttuhsc.edu/busserv/travel/links.aspx


Travel

• State of Texas Issued Travel Card
– Use for travel charges only and is not for personal use

• Misuse may be reflected in annual performance evaluation and personnel 
records

• Misuse will result in termination of card and ineligibility for travel 
advances or BTAs

– Card holder is responsible for prompt payment of all charges resulting 
from the use of the travel card

• Citibank will suspend or cancel the card for non-payment
• Cancellation for non-payment will result in ineligibility tor travel advances 

or BTAs
– Travel Offices monitors Citi Travel Cards for personal use and 

delinquency status



Accounts Payable

• Receiving
– Cost receipts: for services or bulk purchases of “LOTS” where either 

price or quantity are undetermined with the establishment of the 
Purchase Order 

– Quantity receipts: for items where number of items and price is 
known with the establishment of the Purchase Order

– Remove line items if not received (entering a zero causes TechBuy to 
mark items as received)

• Vendor Invoices
– Attach vendor invoices to comments in the Purchase Order, not the 

Requisition and name the file the Vendor Invoice number. Example: 
12378945.pdf or Z43T486.pdf 

– Include Accounts.Payable@ttuhsc.edu as an email recipient of the 
comment

mailto:Accounts.Payable@ttuhsc.edu


Accounts Payable
• Recurring Payments 

– Fixed monthly charges. Examples: lease/rent payments, monthly pest 
control, answering service, etc.

• Set Up Guidelines
– Select the “Recurring Payment” indicator for the line item
– Product Description should begin with “RECUR” – RECUR item XXX
– Size/Packaging should be set up as “EA” or “MO” (Unless for Quarterly 

Payment – Example: Size/Packaging 1/mo, or 1/ea, Quantity 12
• Copiers cannot be set up as recurring payments
• Receiving is not required
• Monthly Vendor Invoices are not required
• Payments issued automatically on the 1st business day of the month



Questions & Answers
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