Texas Tech University Health Sciences Center

Inside this issue:

Procurement
Success

Purchasing Training
Dates/Location

TechBuy System
Changes

TechBuy System
Reminders

Special points
of interest:
e Purchasing Training

TechBuy System
Changes

TechBuy Receiving
Reminders

TechBuy Online
Encumbrance
Change Requests

Production Dashboard




Page 2

Regional Campus Purchasing Training

Purchasing will be conducting on-site training at each of the regional
campuses during the month of April. Employees new to the TechBuy
application should attend the Basic Session which will emphasize TechBuy
order mechanics and purchasing processes. The Advanced Session will
emphasize competitive solicitations and the utilization of established
institutional contracts for non-routine purchases to employees already
familiar with TechBuy application and related purchasing processes.

Please click on the appropriate link below to e-mail your attendance
request.

A Purchasing staff member will respond with confirmation and a link to the
room information, agenda, and presentation documents.

El Paso

April 8th - Basic Session (2 - 4 PM) - Class full
April 8th - Advanced Session (2 - 4 PM)

April 9th - Basic Session (8 - 10 AM)

April 9th - Advanced Session (8 - 10 AM)

Abilene
April 12th - Basic Session (1 - 3 PM)
April 12th - Advanced Session (3 — 5 PM)

Lubbock

April 16th - Basic Session (9 - 11 AM)
April 18th - Advanced Session (1 - 3 PM)
April 23rd - Basic Session (9 - 11 AM)
April 23rd - Advanced Session (2 - 4 PM)

Odessa
April 29th - Basic Session (AM)
April 29th - Advanced Session (PM)

Amarillo
April 30th - Basic Session (10 - 12 Noon)
April 30th - Advanced Session (1:30 - 3:30 PM



mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=El%20Paso%20April%208th%20-%20Basic%20Session%20(2%20-%204%20PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%20
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=El%20Paso%20April%208th%20-%20Advanced%20Session%20(2%20-%204%20PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=El%20Paso%20April%209th%20-%20Basic%20Session%20(8%20-%2010%20AM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%2
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=El%20Paso%20April%209th%20-%20Advanced%20Session%20(8%20-%2010%20AM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mai
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Abilene%20April%2012th%20-%20Basic%20Session%20(1%20-%203%20PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%20s
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Abilene%20April%2012th%20-%20Advanced%20Session%20(3%20%E2%80%93%205%20PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%2
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Lubbock%20April%2016th%20-%20Basic%20Session%20(9%20-%2011%20AM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%20
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Lubbock%20April%2018th%20-%20Advanced%20Session%20(1%20-%203%20PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Lubbock%20April%2023rd%20-%20Basic%20Session%20(9%20-%2011%20AM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%20
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Lubbock%20April%2023rd%20-%20Advanced%20Session%20(2%20-%204%20PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Odessa%20April%2029th%20-%20Basic%20Session%20(AM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%20subject%20line
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Odessa%20April%2029th%20-%20Advanced%20Session%20(PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mail%20subject%20l
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Amarillo%20April%2030th%20-%20Basic%20Session%20(10%20-%2012%20Noon)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20this%20e-mai
mailto:shawn.olbeter@ttuhsc.edu;%20lora.turpin@ttuhsc.edu?subject=Amarillo%20April%2030th%20-%20Advanced%20Session%20(1%3A30%20-%203%3A30%20PM)&body=Purchasing%2C%0D%0A%0D%0APlease%20confirm%20my%20attendance%20in%20the%20training%20session%20noted%20in%20thi
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You will soon be able to shop for Home Depot and Empire Paper products
through TechBuy punch-out. The suppliers will be part of e-invoicing with
the HUB LoneStar symbol. Home Depot has limited delivery so usage of
the site is limited to users shipping locations in Lubbock, Abilene, Amarillo,
El Paso and Odessa/Midland.

Reminders

OP 72.09 states that all receiving information for Techbuy purchase orders
must be submitted through Techbuy. Invoices will not process unless
receiving receipts are created in TechBuy. The system will process
automatic reminders to the requisitioner listed on the Purchase Order and
will be followed by a reminder every two days.

All Purchase Order and Encumbrance close, FOAP additions, amount
modifications and Purchase Order re-open requests must be submitted
through the online PO/Encumbrance Change Request application form.
This Application is available from the WebRaider portal, F&A Work Tools
Tab, in the Purchasing / Payment Service Channel.

Purchasing Department Contacts
Office phone number; 806-743-7841
Fax number 806-743-7850

John Haynes, Managing Director - 743-7387 Shawn Olbeter, Unit Associate
Director 743-7386

Lora Turpin, Section Manager - 743-7392 Janice Brumley, Section Supervisor -
Dolores Ramirez, Unit Supervisor - 743-7385 743-7389
Sylvia Bradley, Sr. Purchaser - 743-7390 Teri Floyd, Sr. Purchaser -  743-7384
Juan Lucero - Purchaser - 743-7391 Linda Anderson, Analyst Il - 743-7388
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