
Procurement Services
Quarterly Meeting 03-26-2020



Agenda
• Travel

• Car Rental
• State Contract Rates

• Airfare Receipts
• State Travel Card

• Travel Agreement Form
• Personal Information

• Social Security numbers
• Credit Card numbers

• Voucher Signatures
• Supervisor/Superior must sign
• Email Link
• Travel System

• Voucher/Payment Status
• Employee Direct Deposit Information Updates
• SWABIZ
• System Travel Emails (travel2@www.fiscal.ttuhsc.edu)

mailto:travel2@www.fiscal.ttuhsc.edu


Agenda
• PCard

• PCard Monthly Update Email
• Expense Report Due Dates
• Survey Monkey
• Approved Heaters

• Payment Services 
• Receiving Reminders

• Purchasing
• Bid Limit

• DIR Purchases
• Sole Source
• Independent Contractor Questionnaire (ICQ)
• IT Rules/Guidelines
• New Shop Summus Site
• Submitting Agreement/Contracts for Signature



Agenda
• Mandatory Online (ACME) Purchasing and Contract Training
• Purchasing Email

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

mailto:purchasing@ttuhsc.edu


Travel
• Rental Car Rates
 Rental car identifier numbers need to be provided to the rental car agency’s.  If not 

provided, employee may be liable to pay the additional cost over the contracted rates.
 Identifiers are for TTUHSC related travel and for use by TTUHSC employees only. 

Do not share or use outside of TTUHSC.



Travel
 Travelers should be familiar with Rental Car State contract rates, what type of insurance is 

included and optional upgrades.

• Any additional insurance the employee chooses is considered a personal expense and will not be 
reimbursed.  

• TTUHSC will reimburse up to a full size vehicle.  If larger vehicle is needed, please provide the 
business purpose for the need of a larger vehicle (see next slide for rates).



Travel

Rental Car Rates



Travel

• AirFare Receipts
 Keep all original and changed airfare receipts

• Travel has to validate the original form of payment

• State Travel Card
 Please read the travel agreement form

• Key points:
 All charges placed on the travel card are the cardholder’s responsibility, including late 

fees.
 Not a PCard

• Personal Information
 Social Security Numbers

• Do not provide on mileage odometer log
 Credit Card Numbers 

• Redact credit card numbers on credit card statement before attaching to travel 
application/voucher



Travel

• Voucher Signatures
 Supervisor/Superior must sign voucher
 Two ways to sign vouchers:

• Link received by Email
• Travel System
 Select Voucher, sign my voucher (employee), approve a voucher (supervisor)

Select Voucher



Travel

• Voucher Status
 Status of vouchers can be found in the travel system

• Enter the travel system and select reports. 

• Click status history



Travel
• Enter travel voucher number

• The last status listed is the current status



Travel
• Payment Status
 Status of payment can be found in the travel system

• Enter the travel system and select vendor payments. 

• Enter the travelers name or R#. 



Travel
• Click on the Vendor Code (R#). 

• To change dates: Enter Begin & End Date. Choose COA and click Update



Travel
• Payment information will be displayed.



Travel
• Direct Deposit
 Payroll Direct Deposit is separate from Travel set up.
 If Direct Deposit is the preferred reimbursement method, the traveler must set it up using 

the instructions below:
• Log into the WebRaider portal
• Select the HSC Employee Tab
• Under My Texas Tech Information column, click the Update My Direct Deposit link
• Verify identity by voice call or text message
• Click on the Student Refund / Employee Reimbursement Account tab*
• Change Bank Account Information and Save
• **Please note** The Payroll tab should not be altered unless your banking information has 

changed and needs to be updated.
 It is the employees responsibility to update their banking information.  

• If incorrect banking information is in the system, travel is unable to reissue travel reimbursement 
until the payment is returned by the bank.



Travel
• SWABIZ
 The SWABIZ site is available at: https://www.swabiz.com/

• Enter the Company ID #99771335
• Search and select your flight itinerary
• Enter Passenger and Rapid Rewards account information
• Enter Day of Travel Contact details along with Payment information
• Track your confirmation number through Southwest app

Benefits of SWABIZ:
• Discounted Airfare
• Travelers earn 50% 

additional Rapid Rewards 
points

https://www.swabiz.com/


Travel

• System Travel Emails
 DO NOT hit reply to system generated emails (travel2@www.fiscal.ttuhsc.edu)
 This email is not monitored
 Instead of replying, please forward the email to an intended recipient.
 To reach Travel, use the email address travel@ttuhsc.edu

mailto:travel2@www.fiscal.ttuhsc.edu
mailto:travel@ttuhsc.edu


PCard
• PCard Monthly Update Email
 Please read monthly update email – there will be announcements/changes in the coming months

• Expense Report Due Dates ***Important Message***
 As of JANUARY 1st, Expense Reports will be due 2 weeks after the cycle has closed.
 For example:

• If the last day of the cycle is on the 3rd - then allocations will be due on the 13th.
• Completed Expense Reports will be due to the PCard Office by the 17th of the month.
• Monthly PCard Updates with deadlines will still be emailed to cardholders and allocators every month.

• Survey Monkey
 Survey Monkey is no longer approved by IT.
 The institution has a cloud solution called Qualtrics.



PCard

• Approved Heaters
• Per Lubbock Safety Services (please verify with you local Safety Dept):



PCard



PCard



Payment Services

• Receiving Reminders
 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 

reference the corresponding invoice number and receipt number.  
Add Accounts.Payble@ttuhsc.edu as an email recipient.

mailto:Accounts.Payble@ttuhsc.edu


• Bid Limit
The Bid Limit page can be accessed by 

clicking on Bidding and Solicitations 
under Shopper

Purchasing



The Purchasing Department has the 
responsibility for assisting departments to 
make the best value acquisition of quality 
materials and services in accordance with 
Texas procurement laws.  Click on Bid 
Limits for the Bid Limits Table.

Purchasing



Purchasing



DIR Cooperative Contracts Purchase

Purchasing



• Proprietary Purchases/Sole Source
A Proprietary Purchase (or sole source) is justified only when an equivalent Good or 

Service is not available or not suitable. A written justification must be provided by 
the Originating Department when a Specification requirement limits consideration to 
one supplier, one Good(s), or one Service provider and the amount of the purchase 
exceeds the informal Bid ($15,000) threshold at the Institution (either in a one-time 
purchase or repetitive purchases of the same Goods or Services during a fiscal year). 
Price and personal preferences are not acceptable as determining factors. A 
Purchasing Office or Contracting Office reserves the right to require additional 
Quotes or Bids for a Proprietary Purchases. 
The written justification will include: 

• Explanation of why a unique Scope of Work for a Good or Service is required; 
• Details on the unique features of the Good or Service; 
• Reason that competing Goods or Services are not satisfactory; 
• Any other relevant information to support the sole source documentation; and 
• Confirmation that the Procurement does not violate Conflict of Interest policies. 

Purchasing



• Independent Contractor 
Questionnaire Form (ICQ)
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

Purchasing



• IT Rules/Guidelines
All IT related purchases (Computers, Computer Hardware, Software, IT Services, etc.) 

are routing to the IT department for review and approval. Items that do not follow or 
meet IT requirements will be returned to the submitter for correction/modification. 
Within TechBuy, IT orders are routed based on several factors such as account code, 
vendor name, and purchasing category.
Please make sure to code items correctly and select the correct purchasing category 

to avoid delay (e.g., toner/mouse pad should not be coded as computer equipment). 
If you have any questions or would like to check the status of an IT order please 

contact purchasing at purchasing@ttuhsc.edu.

Purchasing

mailto:purchasing@ttuhsc.edu


• New Shop Summus Site * Coming Soon*
Summus Dell
Announcement will be posted when punch-out is available

Purchasing



Purchasing

• Submitting Agreement/Contracts for Signature
 To submit a contract for signature that is not directly associated with a TechBuy requisition 

go to the TechBuy homepage.  In the announcements section of the TechBuy Homepage 
select the Signature Request Icon.



Purchasing

 The contract submission document will appear and the fields with the * will need to be 
populated for submission.  If you have any questions or issues please contact 
contracting@ttuhsc.edu

mailto:contracting@ttuhsc.edu


Purchasing

• Mandatory Online (ACME) Purchasing and Contract Training
 The training is required to keep the institution in compliance with Texas Education code 

51.9337 (b) (5), stating that the board of regents must establish each institution under the 
management and control of the board, training for officers and employees authorized to 
execute contracts for the institution or to exercise discretion in awarding contracts, including 
training in ethics, selection of appropriate procurement methods, and information resources 
purchasing technologies. 



Purchasing

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


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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