
Procurement Services eNews chronicles UW procurement news and information to 

assist faculty and staff in staying knowledgeable by providing tips and guidance, and 

details about upcoming improvements with UW systems or processes in our rapidly 

changing procurement landscape. 

Headline News 

Non-PO Invoice Coming Soon  
A targeted Pilot of the eProcurement Non-PO Invoice module be-

gan last Tuesday, December 13th, with a small number of campus 

participants. 

 

Non-PO Invoice expands the use of eProcurement using an Ariba module that pro-

vides an effective tool to make payments to suppliers when a PO is not re-

quired.  Non-PO Invoice presents users a convenient means of making quick pay-

ments as an alternative to ProCard while providing the same visibility users have 

come to enjoy with eProcurement. 

 

Some benefits to using this payment method include: 

 Faster payment to the supplier 

 Greater transparency of the invoice payment process 

 Increased budget flexibility 

 Support for Machine and Equipment (M&E) payments which are currently 

not allowed through ProCard 

 

Non-PO Invoice will be available campus-wide in February 2012 with the first re-

lease aimed at small dollar purchases where a PO is not required. More information 

is online here. Please send questions to pcshelp@uw.edu or call 543-4500. 

Electronic Reimbursements Replacing Old Process 
More good news on streamlining paper processes with electronic 

solutions. As a component of our eProcurement extension projects, 

we’re using Ariba to create an electronic form to improve and stan-

dardize business related reimbursements. This new eReimbursement 

process will simplify the procedure while creating efficiencies in-

cluding the side benefit of eliminating the wasteful use of paper. The 

new process will be piloted in January and will be rolled out to the campus after 

an adequate assessment of the pilot. 

 

eReimbursements will impact the following processes:  

 AP check requests 

 SFS petty cash window 

 Department Revolving Funds 

 PO’s 

 

The objective is to use eReimbursements instead of these old paper based processes 

for any reimbursements. Initially, eReimbursement will only be available to reim-

burse UW employees. 

 

Please contact Julie Condit for more information at jacondit@uw.edu or 685-0571. 

RIP/Non-RIP Process Change Effective 1/3/12   

The process known as RIP/Non-RIP, where Accounts Payable 

sends copies of invoices to a campus box number is changing. 

Beginning January 3, 2012, Accounts Payable will no longer 

print and distribute RIP/Non-RIP notices to campus depart-

ments. A specific report in the newly developed suite of finan-

cial reports called Procurement Desktop Reports (PDR) will provide RIP/Non-Rip 

data at your fingertips any time you need it.  

 

Questions about this improvement? Contact Julie Condit at 206-685-0571 or jacon-

dit@uw.edu. Need training? Classes are full through the end of the year, but you can 

add your name to a class wait list here. 

eProcurement Extension Matrix  

Having trouble keeping track of all of the eProcurement Exten-

sion projects and what it means to your business processes? ePro-

curement Extension projects change the business process with 

system solutions that enhance purchasing processes in a signifi-

cant way. We list the projects in our Procurement Project Pipe-

line, but we also list the extension projects in a matrix that links each project with the 

type of transaction it is to be used for, and the old process it will replace.  

 

Questions? Please contact us by emailing pcshelp@uw.edu or call 206-543-4500.  

Green Campus Initiative - Reduce Paper Use and 

Save Energy 
Your department may qualify for a new energy efficient, duplex 

capable printer. The UW Paper Conservation Team and the UW 

Purchasing Department have partnered with Office Depot and HP 

to provide qualifying campus departments with a free printer up-

grade.  If your department is interested in ways to reduce paper use and conserve en-

ergy, please fill out the HP PurchasEdge survey to find out if your department quali-

fies for free a upgrade. 

Great News, 3% Withholding Tax Repealed  

On November 21st, President Obama signed into law legislation that 

repeals the 3 percent withholding requirement that was set to take 

effect in 2013. The law would have required scores of public colleges 

and universities to withhold 3 percent of payments made for the pur-

chase of certain goods and services. Read more… 

2011 Process Improvement Highlights 

UW Contracts 
A new Procurement Services website provides the opportunity for UW departments to easily 

search a contract repository for frequently purchased goods and services.  

Procurement Desktop Reports 
These web based reports provide access to regularly requested information for Ac-

counts Payable (AP), Central Travel Account (CTA), ProCard and Purchase Orders. 

Supplier Registration 
This online supplier registration portal for new suppliers replaces the old paper proc-

ess, allowing suppliers to register online.  

Direct Deposits for Travel Reimbursements 
If you are enrolled in payroll direct deposit your travel reimbursement will automati-

cally be deposited directly to your bank account. 

Administrator Toolkit 
The Toolkit provides easy access to tools and resources necessary for administrators 

to manage compliance while maintaining operational efficiencies. 

eProcurement Updates 

New Quoting Capability for Dell in eProcurement  

Dell can now do quotes in eProcurement. Customers receiving 

quotes can now enter them in Dell’s eProcurement catalog. 

 

To access the saved quote, users will need to login to eProcure-

ment. Next, click on “Create” in the menu bar and then click on “Requisition”. Click 

on Dell catalogs and then click on the Dell Premier “Buy from Supplier” button. 

Once on the Dell Catalog, please click “Quick Links” in the upper right corner, and 

then click on “Custom Links” and “Non-Standard Catalog Quotes”. 

 

Next, click the “Add to Cart” next to your Quote number to add the items to your 

basket. Once you have added all of your quotes into the basket, you are ready to cre-

ate your order requisition by clicking on “Create Order Requisition”. Once complete, 

you will be returned to eProcurement where you will title your requisition. 

 

Complete instructions are here, but if you need additional assistance, please contact 

Procurement Customer Service at 206-543-4500 or email pcshelp@uw.edu  

Reminders 

1099 Tax Reporting Time Again... 

Research subject payments made by field advance, revolving 

fund, or gift card should be recorded by departments throughout 

the year. If any one individual received a total of $600 or more in 

the 2011 calendar year, those payments will need to be reported to 

UW Procurement Services Tax Desk by January 6th, 2012 for 1099 MISC reporting. 

 

Please use this link for more information: 

http://f2.washington.edu/fm/ps/how-to-pay/research-subjects/department-

responsibilities 

 

If you have any questions, please contact Rachel Wipf at ten99@uw.edu or 206-685-

0159. 

What's the Business Purpose for That? 

As in previous State Auditor assessments, recording the business 

purpose for a purchase has once again emerged as a common theme. 

Regardless of purchasing method, business purpose documentation 

should be recorded for purchases whose purpose is not readily evi-

dent. 

 

Check Requests require a brief description of the "business purpose" for your pur-

chases, and if you’re not recording this in the transaction note box for your ProCard 

purchases, you should consider that a best practice going forward. Business purpose 

guidance for reimbursements is here: http://f2.washington.edu/fm/ps/how-to-pay/

reimbursements  

 

Please contact Procurement Customer Service at pcshelp@uw.edu or 543-4500 with 

any questions. 

Save a Buck 

Save 15%-30% on Equipment Maintenance 

Consider using Specialty Underwriters for your scientific equip-

ment maintenance needs.  UW has a campus-wide contract with 

Specialty Underwriters which covers a wide variety of scientific 

equipment, with potential savings of 15-30% over maintenance 

costs from manufacturers.  Several campus departments have 

switched maintenance to Specialty Underwriters and are very satisfied with the ser-

vice and the savings!  For more information, please contact Carla Helm at 

chelm@uw.edu or 543-8056. 

eNews Subscriptions 
Was this newsletter forwarded to you? Would you like to subscribe to UW Procurement eNews for yourself? If 

so, why not sign up to receive this timely newsletter directly by clicking on the provided link below. Select Yes 

and click Subscribe to receive each edition of this periodically published newsletter. 

 

https://mailman2.u.washington.edu/mailman/listinfo/procurementservicesnews 

 

If you no longer want to receive our newsletter, you will need to unsubscribe at the same location above by going 

to the ProcurementServicesNews Subscribers section at the bottom of the web page and enter your UW email 

address and press the Unsubscribe or edit options button.  

 

Procurement Services is a Division of Financial Management within  

University of Washington’s Finance & Facilities  
 

If you are having trouble viewing this email you can read it online at: http://f2.washington.edu/fm/ps/home/

communications-and-outreach  

 

If you have procurement related questions please email: pcshelp@uw.edu 
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