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Your Online Purchase Request Process Job Aid
FROM CREATION TO SUBMISSION FOR APPROVAL

Introduction
Purchases at York should be made through Sm@rtBuy.

Sm@rtBuy is York’s online procurement system that streamlines the purchasing process,
thereby allowing significant time savings for faculty and staff.

Figure 1: York’s Purchasing Process
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Sm@rtBuy is an integrated web-based marketplace for procurement activities that allows for
the creation of Purchase Orders (PO), change requests and supplier invoices for the following
types of purchase requests:

e Catalogue Purchase Requisitions — Created for quick shop items for goods that can be
purchased from existing supplier Catalogues.

e Non-Catalogue Purchase Requisitions — Created for goods or services that are not available
on supplier Catalogues.

e Change Order Requests for Sm@rtBuy Non-Catalogue Purchase Orders — Created to request
for changes on a PO after it has been issued to a vendor. The Change Order Request
function is not available for Catalogue Purchase Requisitions; If the order has been placed
and a change is required, the Requisitioner / Shopper must advise the supplier directly or
contact smartbuy@yorku.ca for assistance.

e [Limited Tendering & Non-Application Form — This form is used when a purchase has an
exemption from multiple quotes or a competitive bid process.
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A Purchasing Requisition (PR) for a good or service must be completed...
e forall non-exempt purchase orders above $25,000, or
e when a purchase order is required by a vendor.

e Note: AP.O.is a contract between the University and a vendor outlining the terms and
conditions (either standard or negotiated) for the purchase of goods or services.

For more information, please refer to the Procurement Policy and Procedures.

This document, Your Online Purchase Request Process (From Creation to Submission for
Approval) Job Aid provides step-by-step instructions to follow when you are making a non-
Catalogue purchase that requires a PO. The intention is for you to access and open Sm@rtBuy
and walk through the Purchase Request process steps provided in this document while
completing the steps simultaneously, online.

For more information on Catalogue purchases, please refer to: Sm@rtBuy Training Manual.
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Quick Links to Specific Steps

Walk through this document or click on the heading below for the step you want to explore.

INEFOAUCTION .ttt s s n e sanes
QUICK LINKS 1O SPECITIC StEPS ...uuuriiriiiieeieiieccitttteee e s eeeccrrrree e e e e e e eeecrrareeeeeeeeesseansraseeeeeeseesansrsnenes
Confirm you Require a non-Catalogue Purchase Requisition.......ccccceeecveeeeeccciieee e,
GENEIAL RULES ...t s
Access Non-Catalogue Purchase Requisition (PR) FOrM......cccueecieeeiieeeiieeecie e
Create Purchase Requisition FOrmM (PR) ....cuuuiiiiiiiieee et eeenee e e e e nnee e e nnaee s
Identify the PUrChASE CUITENCY .....uuuviiiieeeeeeeecccirreeeeeeeeeeerereeeeeeeeeeesssnarseeeeeeeesennnsnseeaeeeeeens
IAENtify the SUPPLET e e e et e e e e st e e e e s rae e e e e sasaeaeeennaaeaeanns
Add ATEACAMENTS ... e 10
(07T 0] o1 = C=TN o T o a1 =1 T=] Ue £ RRRRS 11
REVIEW @Nd SUDMIT...ciiiiiiiiii et e s are e e e s sbaa e e s s baaeeesnnne 13
Confirm Receipt of GOOd(S) OF SEIVICE(S) ..ecurreiieiiriieeeeiiieeeeeetree e eecree e e eeerre e e e eareeeeeearaeeeeennneas 18
Provide Purchased GOOd OF SEIVICE......ccciiriiriiereeeteeee ettt 18
Confirm Receipt Of GOOA OF SEIVICE ..uuuiiiiiiie ettt e e e e ecrrree e e e e e e e e nraraeeeeeeeeas 18
Access the Invoice Submitted for a Purchase Order .........coceeeeieenseeneeeneeneeeeeseeeene 19
Create a ReCeipt in SM@ITBUY .....uuiii ettt e et e e e rtee e e e nre e e e seneaaeeesenneeeeennns 19
SUBbMIt @ Change REQUEST.....uiiiieiiieecctee ettt e s s arre e s e bae e e e s aae e e s saees 21
Confirm Required Change Request (CR) or Change Order (CO) ACtiONnS .....cceevuveeecveeeennnnnn. 21
Complete a Change Request in SM@ITBUY ....ccoiviiiiiiiniieeeiiiieeceireeeesiree e ssiee e s sseeeeesnaes 22
Cancel, Substitute and Document Back Orders in SM@rtBuy......ccceeeeeceveeeecccieeeeecieee e, 24
CanCelthe ENTIFE PO ...ttt st 24
DOCUMENT BACK OFAEIS ..ottt ettt sttt e s esnee e 24
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Confirm you Require a non-Catalogue Purchase Requisition

If you need basic information on how to make a purchase at York, go to the Strategic
Procurement Services Website, otherwise continue through this process document.

A non- Catalogue purchase request initiates the process of creating a Purchase Order (PO).

If your non-Catalogue purchase... Then...

e s for goods or services, and costs >$25,000 You require a PR

e s for any contract that is awarded through a
competitive or non — competitive purchase You require a PR

e requires a purchase order by a Supplier You require a PR

e s for goods or services, and costs < $25,000 | You may follow the PR process, but it is not
required

If you require a PR, then you must follow York’s Purchasing Process below to obtain the PO
needed for approval of the purchase.

Create Dispatch Provide Confirm

Purchase . Review and Purchase Purchased Receipt of etz i

Approve
Invoice

Approve PR Order to Goodor Good or
Vendor Service Service

Requisition
Form (PR)

Before you begin, log into Sm@rtBuy and then use this document to walk you through the
steps while you are online.

Page 5 of 24 Your Online Purchase Request Process Job Aid

YORKIL



https://www.yorku.ca/procurement/
https://www.yorku.ca/procurement/

General Rules

All purchase requisitions should comply with the University’s Procurement of Goods and
Services Procedure. It is the responsibility of the individual who is preparing the requisition
and the signing authority to confirm that the purchasing requisition complies with the
University Procurement Procedure.

A non-Catalogue purchase requisition is required for all purchases of goods and services

above $25,000 irrespective if the process of procurement is via a competitive or non—

competitive process.

e The purchasing requisition form cannot be used for payment remuneration. Contact
Accounts Payable (acctpay@yorku.ca ) for details on how to make these payments.

e Facilities related requests must be submitted through the Facilities department by
completing a Service Request form, please refer to Service Request User Guide.

All non-Catalogue purchase requisitions require a Supplier quotation.

e For purchases between $25,00 and $120,000: three (3) Supplier quotations are
required.

e For competitive bids that are the result of an RFP: one (1) Supplier quotation is required.

e For anon-competitive procurement, a Limited Tendering Non-Application form and one
Supplier quotation is required.

All fields noted with an asterisk (*) icon must be completed.
Click on the question mark (@) for guidance on how to address the specific field.

If you have a new supplier, you must send a new supplier request via email to
venreg@yorku.ca, including the appropriate documentation below:

1) Relevant Supplier information such as Supplier name, address, email, contact details
(i.e. contact name, email address and phone number).

2) Information about the competitive bid, contract, Service Agreement (SA), or supplier
quote. Note: Please include details as per the Supplier’s incorporation details.

3) Completed Vendor Direct Deposit form (VDD form)

4) Supplier’s recent bank letter or void cheque stating the Supplier’s banking information
matching the information entered on the VDD form.

Click on Save Progress on each screen to save the information entered on that screen.
e The saved information can be retrieved later to continue with form submission, if
required.

If a warning icon (4) appears, it indicates that there is missing information on the form.
Click on the icon and review the specific section to add the missing information.

For further information on the non-Catalogue Purchase Requisition Form, please contact
smartbuy@yorku.ca
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»

Access Non-Catalogue Purchase Requisition (PR) Form

1) Access Faculty & Staff Resources and
Services page on York’s main website.

a) Click on the Faculty & Staff Resources
and Services link.

2)

Quick Links.

3)

Login credentials.

4)

Select Sm@rtBuy in the Administrative
Click on Login using your Passport York

Select the Non-Catalogue Purchase

Request tile under the Forms section on

the Home Shopping Page.
Read the Instructions.
Click Next to begin to complete the form.

5)
6)

simple

search for products, suppliers, formes, part number.

Welcome to
Sm@rtBuy
SMartBuy is York's hew electronic
precurement system, designed 1o improve
our purchasing pracesses and reduce
costs!

Sm@rtBuy is your online *one-stop shop"
10 purchase and pay for anything you
need, from office supplies o sdentific
equipment
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Faculty & Staff o

Resources and Services

YU Link

Verk's hub for faculty and staff. This evalving
sita contains infermation, resources and
documents specific to our internal

community.

Quick Links

Communication

iFile - Campus newsletie

mail { Phone Directory
Together - COVID-19 Information
265 - Wisb Mail | Applications

e Phone Manager - Online Voicemail
Brand Website - Using the brand

Digital Experience Hub - your York website
rcs - Download latest

HR Self Serve

York's employee self-serve human rescurce
managament system.

viEngagement Toolkit - Engage Alumni

Academic

Infarmatian and suppart for York emplayees
viswing and applying for jobs.

Inclusion

Frometes and builds = respectiul. squitable,
divarse and inclusive university cammunity.

Non-Catalog Purchas

Form Number 852787
Pupose
Status

on Document

Instructons

Details

Suppliers

Attachments

Form Fields
Purchase Request Inform.
Line ems

Review and Submit

Request

0 T N N N Y

Well-being at York U YUFA Self-Serve Teaching Load

We're cammitted to yaur well-being and a
healthy campus.

Administrative

RIS - Academic Rasourss Managament
Computing Suanart

Coneur - Expense Reporting

- Dperational Rieports

ht - Data Warshouse

E=

Maximo - Facilities and Services requasts
515 - Student Information System Aags
Sm@ItBuy - Online Purchasing
u ,SEI’ s Centre
YU Lear - Employee learing &
dauslopment

Instructions

Please read this section before

“The information provided in this section will elp ensure that you have all the information required to complete a Non-catalog Requisition form.
‘The Non-Catalogue Requisition Form s York University's electronic purchasing requisiion for goods and services that is not available In
Sm@rtBuy catalogues.

If further clarification or assistance is required, please contact smaribuy@yorku ca
1. This form can be used to purchase single or multple item(s) at a time from a Supplier.

2.0n the Suppliers Page, search for the Supplier you wish to se. If you cannot find the Supplier and the new Supplier requires setup, select
“York University Non-Catalog Supplier”

Note: After submitting your Requisiion, please complete the New Supplier Request Form. Procurement Operations will process the
request and update the Requisition once the Supplier s set up.

3:Onhe Attachment page attach the Suppler licitat isiare

required to verify the purchase being request

and any other

4.0n the “Purchase

page. quest

+ Canada Foundation Innovation (CFI) - applies to CFI funded purchases only

« Radioactive Materials — requires radioisotope number. activity (unit of measure). E g., 500 u

L Tendenng and on-Compelive Procueent— f exempton 0 the onection ot mumple quotes or competiive bid process is
requi

lated to the following categ t as applcable:

5.0n the "Form Fields - Line Items" page. enter the product description, the pre-tax price and quantity. Additional charges for taxes vl be.
calculated at checkout
6. Shipping — Shipping cost should be entered as a separate line ftem on the Purchase Requisition
7.0n the Cart Checkout page, fne accounting information is required (i .. Cost Centre, Account Code and Fund Code). Ensure you have this
information avallable prior 1o creating your Requisition
Attachment Information:
1. Supplier Quotes. Attach Supplier Quote(s) foritems under $25,000. A minimum of three (3) quotes are required for purchases 525,000
Please refer to Purchase Goods and Services (outside of Sm@riBuy) for more information.
2. New Suppliers. Complete the New Supplier Request Form and attach the following documentation. The folowing documents are required in
order o proceed with Supplier set up
« Suppler Difect Deposit Form — completed and signed by the Suppler. The Department is required 1o work with the Supplier and complete
the Supplier Direct Deposit Form.
« Supplier Void cheque or bank letter are required to set up the Supplier with EFT payment method (applies to
only. US based vendors are currently being paid via cheque)

liers based in Canada
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Create Purchase Requisition Form (PR)

Create
Purchase

Requisition
Form (PR)

When you start working through the online form, you’ll see a panel on
the left of the screen.

0 Shopping Home
jon-Catalog Purchase For.. petai

Form Humber 843168
Purpose Procurement Request Farm
St incomglete EDIT)

This left menu panel outlines the different sections of the form by
topic. It will help you track your progress through the process.

7
g
]

Wi by Ay

Initially, each section will have a grey checkmark to right of it. The
checkmark will switch from grey to green once all of the required
fields in that section are complete.

* Ry

SE N A

IDENTIFY THE PURCHASE CURRENCY
On the Details screen...

All~ Search {akie) a oo W @ Sy

1) Select Currency from the drop-down

menu.
Non-Catalog Purchase For.. petails

e Options are USD or CAD e ———

e Other currencies must be : I8 '
converted to CAD or USD using
OANDA currency converter

e Wire transfer will be used for
payments in currency other than
USD or CAD

Frocurement Request
Template Tiie Non Catalog Purchase Request

Form Type Hon-Catalog

[

AN SR W AN

I Required

2) Click Save Progress

3) Click Next © Success

Successfully Saved Changes
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IDENTIFY THE SUPPLIER
On the Suppliers screen...

4) Type the Supplier name in the
Supplier field.
e Select the Supplier profile
that matches the currency
selected on the Details

page

e Select the Supplier profile
option marked as
“Preferred” or the address
that matches the Supplier’s

quote

« Back ta Shapping Home

Non-Catalog Purchase For...

LS N N

Suppliers

Search (l1+0)

supplier Please select the Supplier Lo which the Purchase Order

Search Reglster pliers

Supplier

Relationship (DO NOT USE)  all

Q

000GAD @

« Previous

e Ifthe Supplieris not on the list of active Suppliers, select York University Non-
Catalogue Supplier as a placeholder and follow the instructions to set up the supplier
in the GENERAL RULES section, above.

5) Click on Search.
6) Click Next.
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ADD ATTACHMENTS
From the Attachments screen...

7) Click Add Attachment.
e Mandatory
e Quote or contract

ap v Shopgng b v

« Back to Shopping Home

Form Number 844890
Purpose

Status Incomplete

Instructions

8) Select Upload.
9) Type in the File Title.
e Mandatory

Details
Suppliers
Attachments
Form Fields
Purchase Request Inform

Line Items

10)Click on Choose File and
double-click on the file from
your saved location.
e Mandatory
e Onefile atatime
e File name appears in the Attachment line

Review and Submit

11) Click Save Changes.
12) Click Upload to add another file, or

e For additional files, select the Display
Order for the next file

13) Click on Save Changes.
14) Click Save Progress.
15) Click Next.

Shop » Shopping » View Forms

¢ Back to Shopping Home

Form Mumber
Purpose
Status

844890
Procurement Request
Incomplete

Instructions
Details
Suppliers
Attachments
Form Fields

Purchase Request Inform

L RN

Line lems

Review and Submit
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Non-Catalog Purchase For...

Procurement Request

Non-Catalog Purchase For...

Alw Search (AltsQ) a 0.00CAD W O - 0y
| 11090 |
Attachments Roquest Actions " | History | 7
Please add your attachments below.
@
v
A
v
o X
» Add Attachment
Y (8]
Attachment * No File Attached = Upload
* Required Save Changes Close
x
Upload
Title * e [ ‘ ]
File * @ Choose File | No file chosen
Maximum upload file size: 25.0 MB
* Required Save Changes Close
dd h &
Add Attachment
Attachment * & TEst file again '
Display Order * First
* Required Save Changes Close
Al Search (AlL+Q) a ooocn w o w Dy
© Success
Attachments Successfully Saved Changes coast clons v | Hisery | 7
* Attachment
1 & test page Editc w

QO

< Previous

Prwereet by JAGGAFR | P
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COMPLETE FORM FIELDS
From the Form Fields screen...

e Searsh (1+0) a  omcio w o m &g
16)Select the Purchase Request % [ — e = s
Information link. e P”* W”"““ oventen s
17) Answer each question in the T ) Y Ormererencone
Purchase Information section. e A o
e If Limited Tendering is s N Pt R emton B
selected as the procurement e B —

method, additional questions e <
are asked to confirm if there is an open/active
Limited Tendering Exception (LTE) associated
with the requested purchase. Answering “Yes”
— will require adding the PO number with the
open/active LTE. Answering “No” — will require

an additional page to complete by following e
the steps in the next section. s e ©
18)Click Save Progress. st @
© Success . . [ Goods (] NonConsutingServices (] Construction (| Cansulting Services.
o A [sxmmiimiime notice will appear

19)Click Next.

20)Select the Line Items link.

21)Select the number of lines required for the goods
or services required for the PO. Example: If 1 computer and 1 printer are being purchased,
select 2 lines.
e Complete the information fields for each line

o Each line with astar * is mandatory |3

e Deleting a line can only be completed e
prior to submitting the Purchase = = S
Requisition for approval. To delete *= -
line(s), re-select and update the
original number of lines for Goods & [
and/or Services to the desired number =
of lines. If a line needs to be deleted ——n v
after submission, send the request to ‘
smartbuy@yorku.ca

LR O S

uuuuuu

22)Click Save Progress.

© Success

o A [sxmmiimiime notice will appear

23)Click Next. | =
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Limited Tendering Procurement
Limited Tendering is a procurement
method where there is only one
vendor who may be able or capable of
providing goods and/or services.

This section is ONLY required when
Limited Tendering is selected as a
procurement method in the Purchase
Request Information section.

This section must be completed in its
entirety, including attaching
supporting documentation, for further
review by Strategic Procurement
Services and other relevant
approvers.

For more information, visit the
Strategic Procurement Services
webpage on Limited Tendering.

1) Read the Instructions at the top
of the form.

2) Complete the fields following the
instructions.

3) Click the Save Progress

© Success

° A Successfully Saved Changes n Ot | ce
will appear

4) Click Next.

e Returnto Steps 8 — 14 of the
Change Request process if you
are following these steps as
part of a change to an existing
PO

Page 12 of 24

Form Fields - Limited Tendering Procurement m History

+ On This Page J  Response Is Required
General (4)
Procurement Approval Form (13)

+ Instructions

The Broader Public Sector (BPS) Procurement Directive and the University's Procurement Policy require the University to follow a competitive
procurement process when purchasing goads or services over a certain value. In most cases, purchases valued over $25k require at least three
quotes to be collected and reviewed and purchases valued over $50k must follow a competitive bid process (to be guided by Strategic Pracurement
Services).

An exception to (1) the collection of multiple quotes or (2) the competitive bid process are provided in two circumstances:
a) An emergency: a delay to purchasing could result in (1) danger ta life, (2) damage to property, or (3) disruption to essential services.
b) Competitive bids/quotes are not feasible or practical: it is not feasible or practical to collect multiple quotes or follow the competitive bid
process.

+~ General

Definitions:

Limited Tendering means a procurement method whereby the procuring entity contacts a supplier or suppliers of its choice, provided that it does not
use this provision for the purpose of avoiding competition among suppliers or in a manner that diseriminates against suppliers of any other Party or
protects its own suppliers. A procuring entity may use limited tendering under any of the circumstances described in TABLE 1

N exempt a given from the i of the procurement chapter obligations of the applicable
agreement (CFTA, CETA or OQTCA.) These are described in TABLE 2

Sole Sourcing is a non-competitive process used to acquire goods or services from a specific supplier because there are no other suppliers available
or capable of providing the required gaods or services

Single Sourcing is a Non-competitive process used to acquire goods or services from a specific supplier, even though there may be more than one
supplier capable of delivering the same goods or services.

Background - Explanation of the product or service (what it is, how it is used, where it is used, why it is needed, who made the request) and how it
fits with organizational objectives. Describe the circumstances that have created this situation. Describe any risks or implications. *

-

2
2000 characters remaining

~ Procurement Approval Form

Identify non-competitive procurement type: *

© Limited Tendering Exemption
© Non-Application Provision

Specify the exception code: ¥ @

Total procurement value: * @

«

Contract base term & extension(s): * @

1am aware of York University's competitive procurement process and criteria for approving Non-Competitive Procurement. | am comfortable the
necessary due diligence has been conducted to support the recommendation. | have fairly and clearly outlined the background, justification,
actions taken and required timing of this purchase in the briefing note. *

) aAcknowledge

Acknowledged on behalf of: *

- -

Powered by JAGGAER | Privacy Policy
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REVIEW AND SUBMIT
1) Select Add and go to Cart. ==

Non-Catalog Purchase For.. Reyiew and Submit Request Adlions w  Hislory 2
Form Number 852767
Purpose Procurement Request v Required Fields Complete
Status on Document
Section progress
Instructions
Detils ¥ mequired Flelds complete
Details 4
Suppliers ¥ Required Fi
Suppliers s
Attachments ¥ Required i
Anachments v
Form Fields «  Required Fiekds Complete
Form Flelds s
Furchase Request Inform... o
b4

Line ltems
Review and Submit

« Previous addtoFavorites | (R g

2) Review the items on your Purchase Requisition by clicking on Non-Catalogue Purchase
Requisition.
e Click on the Non-
Catalogue Purchase

»
2
B

Shopping Cart * 3885260

] simoc
Requisition link to 4
correct or update the B
information on the P ———
form.
3) Click Proceed to o o 7 = o
Checkout. ==
e “Shopper” is the e

default role and cannot T
submit carts, therefore

their carts need to be assigned to a Requisitioner to o
complete the submission of the requisition.

e Select Assign Cart to assign the Shopping Cart to a
Requisitioner within your Department who can submit the cart on your behalf.

Page 13 of 24 Your Online Purchase Request Process Job Aid
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Checkout
From the Summary Tab of the Checkout screen...

»

4) Select the pencil icon to confirm Shipping Requisiton - 3872065
information. .
[
b4 General £
u R

Prepared  Vivian Hisey

5) Confirm the destination address for the

goods/services being ordered is correct. S o
o The shipping address default is the o e
default shipping address of the e

Requisitioner/Shopper
e Update the information if required:

Shipping
shipTo

no address
© Required

() Fuiliies - Smita Snany, 111, Procrement Opacations, Lint 1, 4747 Kesle Stieet, Tororte, ON LI 2N, Canada

() 4747 Mesle - Smita Sra, 111, Procunsment Cperations, Lk 1, 4747 Kele Strest, Toronlo, ON MIJING, Canada

A. Search for the Building name
B. Select the correct delivery

USC - Rachee Marfa-Surca, 104, Procusement Operstions, Lnk 1, 4747 Keste Streel, Tormonln, N M2J 24, Canada

Pl o, 360

Al

Billing

Bill To

Accounts Payable
East Office Building
4700 Keele Street

Search (AIl+0)

Torento, ON M3J 1P3

Tororsa, DN M3 1P3, Canada

() Physical Rescurce Bidg - Steven Prince, WA, FS-Enery Maragement, Pysical Resourme Bidg, 4700 Keele 51 Tononko, OH MG W3, Canada

C. Update the Attn, RM or Dept 00 e g - -
fields if necessary, with the - ]
recipient’s name, room number P e P '
and department information ’

D. Check Add to my addresses to include this ——
address in your profile. -

6) Select Save to update the ‘Ship to’ information. _ . -
e -
7) Select the pencilicon in the hccounting Codes
Accounting Codes section to enter ~ #===
accounting information. -
Page 14 of 24 Your Online Purchase Request Process Job Aid
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8) Enter the account code, fund and cost centre.

e The accounting information applies to all lines of the Purchase
Requisition.

e To add specific accounting information for each line, select
the three dotted line icon for each line that needs to be
updated, and select Account or Fund/Cost Centre to update
the information for each of these sections.

Subtotal

L]

Override

General

o Ship Te
Bill To

seonss ' e
,
o Fund / Cost Centre | °F

[ET——

9) Split costs between multiple cost centres, if necessary

Edit Accounting Codes

Account

Account *

305000 Q
© Required ‘

Fund / Cost Centre
Fund * Cost Centre * =

|2DC \ ‘

‘ 233000

© Required © Required

* Required fields

¢ Note: Splitting costs between cost centres and accounts can only be completed at the

“Header Section” of the page.

+ . .
a. Select the plus icon to add cost centre splits.
b. Enter the split distribution by Fund or Cost Centre.

i. Select “% of Price” or “Amount of Price” and enter the appropriate % or amount

Account

Edit Accounting Codes

—— e - ]
c. Select the check (~~) icon to save the changes. /

e Account splits cannot be done at the line level
e Do not use “% of quantity” to split costs

10) Select the Comments tab and the T icon to add any additional information or comments.

Page 15 of 24 Your Online Purchase Request Process Job Aid

YORKIL




e Example: If the goods are

international, add this information Requisition * 3885260 @ 0 @
for Procurement Services review to mmay s por
assess applicable taxes and — . smw"g\ l —
customs clearance . .
requirements e
T e o163
11) Select the Attachments tab and add R o
any additional supporting tachments found: oo st - |
documentation, refer to the General T document s ol e any altaciments associaed i

Rules section for more information
regarding required supporting
documentation.

Please note thal attachments cannol be added (o documents once they have completed workfow.

12)Select the History tab and check the activities, if required.

e Includes details of all changes and “
actions for audit and tracking o
purposes i

Wz vark

13)Click on Submit Requisition

Requisitions * Search (Al+0)
e The purchase requisition
status changes to “Pending”
as it moves through the
approval process

Summary

Total (5,500.00 USD)

VEDesignate

Dircctor or EO

AP orDean

® @& 0

-

~

CO nSiSte nt With the S ign i n g Shipping, Handling, and Tax charges are calculated and charged by each

supplier. The values shown here are for estimation purposes, budget

Authority Register (SAR) Checking,and workfow approvais

Subtotal
HST/GST
Shipping
Handling

‘What's next?

5,500.00
0.00
0.00
0.00

5,500.00

I you need Lo add an allachment, relum lo the Summary page and find he “Add allachment” button.

empyy
cmoty

empyy

ompty

233000
233000

233000

233000

500.00USD W v 10 O

Aszsign Cart Submit Requisition
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14) Click on the arrow in the What’s next? section to view the
status and approval workflow steps for the Purchase
Requisition.

e Once all required approvals are completed, the following
will occur:

e The purchase requisition status changes to Approved

e A Purchase Order (PO) is generated and Procurement
Operations sends a copy of the PO to the Supplier (as
required).

e The Purchase Requisition may be returned for corrections
in some instances.

e The Shopper / Requisitioner receives a system-
generated email notification alerting them that the

Summary
What's next for my order?

Next Step Cost Centre Approval

Approvers King, Dexter
Marfa-Surco, Rachelle

PR Validation
Future

Cost Centre Approval

Future

eProcurement Administrator
Future

Final PR Validation

Create PO

Future

Finish
Future

=l

0

Purchase Requisition has been returned. The return reason will be in the History tab

of the Purchase Requisition

e The Shopper / Requisitioner needs to make the necessary corrections and re-submit

the requisition for approval

15) Type the Purchase Order Number
in the search field(s) of Sm@rtBuy —

) [

to open and retrieve a copy of the o

PO. Py “!;'g‘:??u‘; '
aik

16)Select the Printer icon to print a copy of the PO.

e This copy is for internal reference  Related Documents
only

Purchase Order: 240001930

e The Supplier receives a copy of

Apparel & Sports Supplies

g_'l‘b o T

Computer Equipment/Supplies

ooocen W o g

the PO (as required), as soon as it is dispatched by Procurement Operations. If the
Supplier did not get a copy and requests for one, please advise the Supplier to contact

smartbuy@yorku.ca.
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Confirm Receipt of Good(s) or Service(s)

Provide
Purchased

Good or
Service

PROVIDE PURCHASED GOOD OR SERVICE

Once the good(s) or service(s) are delivered or rendered, the Supplier submits the
corresponding invoice

e through Sm@rtBuy as an electronic invoice, or
e via email to Accounts Payable (AP) at vendorinvoices@yorku.ca

Your next step is to confirm receipt of the good(s) or service(s) in Sm@rtBuy.

CONFIRM RECEIPT OF GOOD OR SERVICE
A receipt is required to be completed in Sm@rtBuy for invoices = $5,000.

Confirm
receipt of

Good or
Service

Completing a receipt is confirmation that the goods or services were received in acceptable
condition and that the corresponding invoice is OK to pay.

A system-generated email (example is shown on the right) is sent to the Shopper /
Requisitioner for purchase orders requiring a receipt. The email includes instructions on how to
complete the receipt in Sm@rtBuy. You can complete a receipt for fully and partially executed
purchase orders.

YORK
Completing the receipt in a timely manner u
avoids payment processing delays to the Rl

. A RECEIFT IS REQUIRED FOR Invoicest 100122187
Supplier.

Dear Honson Kan,

A receipt is required for this invoice for matching and payment purposes. All Imwice’s
exceeding the threshold Bmits (both line and total) regquire receipts

hittprs-/fsolutions sciquest com/appsRouterViewBuyernvoice?
Buyerimvoiceld=12604 19458 Authllser=1339113&mstmp= 1656331310484

Oince the temisenace has been delivered, you can create a neceapd by searching for the
Inveece’s PO(s) (or select the link below) and selecting "Create Oty receipt™ or "Create Cost
Recespl™ acton

(PO POOT03T48] hitps ifsollions, Scagques! conmiappsRoutenViewP 07
pold=1296294 288 AuthLiser=123391 138mstmp= 1656331319484

If you have any questions with regard 1o the Invoice receiving process, please contact
yourSmi@nBuySupport Team

Suppont Team Contact Information
+1 416-T36-2100 ext. 22240 smartburyfEyoro ca

Thank you,
Work Unneersaty
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ACCESS THE INVOICE SUBMITTED FOR A PURCHASE ORDER
1) Sign-in to Sm@rtBuy to access the desired Purchase Order.
2) Select the Invoice tab on the

Purchase Orders = P240002088 | sonoouso W @ MO By
Purchase Order page.

Purchase Order * 3D Consulting * P240002088 Revision 1 & @ - dof47Resuns v+ ¢ >
Revisicns 2 Confimaiions Changs Requests 1 Receipis imoices @) comments 1 Attachments History
e Allinvoices and credit
Records found: 2, Totaling: 23,730.00 CAD + Summary o
memos issued by the S e S S Sy 0 es —
. . Details >
jso001835[]  TestPRPOInoicell 03112023 03127203 inwoice Payate 2373000CAD  MarfaSurco,
Supplier against a - e O
p urc h aseo rd er can be 150001834 FRPOINVOICE 20102023 197112023 Invoice Cancelled 000CAD :;:;ium
viewed/accessed in this
Line Details Subtotal 2100000
HST/OST 2730.00
section. e I L
1 [test 1 increasedby 1100000CAD 1 EA 11.000.00 CAD 1/1100000CAD Mot Handing 000
560005 CRAT invoiced
3) Se lect the corres po nd | ng 2 (gtest S00000CAD  1EA 500000 CAD 1/500000CAD  Net mrsa0

invoice number associated
with the system-generated email.
4) Review the invoice details to ensure accuracy and completeness of information.

CREATE A RECEIPT IN SM@RTBUY

5) Select the Receipt tab on the
Purchase Order page.

Purchase Order * 3D Consulting * P240002088 Revision 1 e

Records found: 0 e +

There sre no receipts for this FO.

6) Select the plus + icon.

7) Select the line(s) the receipt will be created for.

e A partial or full receipt can be

completed in Sm@rtBuy

e For a partial receipt, click on 24000308 Crete Receipt
the checkmark icon to remove )
the line(s) that will not be -
received.

e Forafullreceipt, keep all the
checkmark icons that are
preselected for each line.

5.000.00

5.000.00

8) Select the type of receipt.

e Select Create Quantity Receipt to complete a receipt for Goods
e Select Create Cost Receipt to complete a receipt for
e Services
e Mixed lines (both Goods and Services lines require one receipt).
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9) Complete the required informationonthe .

Receipt page. FostRecelpt * s9e14s
a) Add Notes for future reference, if =
required S ,
b) Add Attachments if available (i.e. S O]
packing slip, bill of lading, etc...) — o
c) Enter the Packing Slip No., if available. e p

d) Update the amount / quantity for each
line to match the amount / quantity of
goods and/or services
received. P
e) Select the Complete button
to save the receipt. T (o e
e For payment to a vendor
outside Canada or the
United States, complete
a Wire to Foreign Country Form.
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Submit a Change Request

A Change Request is a separate, required process where an Approved Purchase Order needs
an adjustment and appropriate approval for the change.

If your Approved Purchase Order has a change in

" . Then
scope from the original submission...

* andrequires additional funds You need to initiate a Change Request

e or needs to be revised to increase the value You need to initiate a Change Request

e where the cost increases by 20%, and:

e the total amount (including requested cost You need to initiate a Change Request and
increase) is >$25,000 or; complete a Limited Tendering & Non-Application

. ) Procurement form
e total cumulative change request is >20%

of the original PO amount

CONFIRM REQUIRED CHANGE REQUEST (CR) OR CHANGE ORDER (CO)
ACTIONS

Departments and Units can change a PO after it has been issued.

When there has been a change in the scope, specification(s), value and/or details of an
original Purchase Order or awarded contract from the original amount, then a PO CR or
CO must be created. More information on specific change order definitions can be
found in the Strategic Procurement Services - Change Orders Standard Operating
Procedure.

Instructions to change a PO depend on the type of change:

e the quantity or dollar amount changes by less | Complete a Change Request form.
than 20%. e No Limited Tendering Exception (LTE)

Form is required
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If... Then...

e the total PO changes by more than 20% and
the total PO amount is greater than or equal to

$25,000 or; Complete a Change Request Form and a new

. ) Limited Tendering Exception (LTE) Form
e the total cumulative change request is >20%

of the original PO amount

e there are minor changes required on a PO that
doesn’t increase the total amount of the PO or | Send an email request to Procurement
add an additional line item. Operations at smartbuy@york.ca

COMPLETE A CHANGE REQUEST IN SM@RTBUY

Increasing the amount of an Approved PO line or Adding an additional line
1) Signinto Sm@rtBuy
2) Search for the PO that requires a change request using the PO number

e Search by the Requisition number and select the PO number on the Summary page of
the Requisition, if you do not have the PO number.

3) Select the Change Request tab.
4) Type in the reason for the change. (A change request reason will always be required)
5) Attach required supporting documentation.

e Invoice, quote, scope of work, etc. 112 ltems
7) SeleCt the Non-catalogue ReqUiSition Form SUPPLIER DETAILS  Fulfillment Center 1 : 750 Biltmore Lane, Prosp....

that was originally submitted.

Item

I [7 Non-Catalog Purchase Form 8.2023 I

e Ifthe PO is increasing by more than 20%
and the total procurement value is greater
than or equal to $25,000 or total cumulative change request is >20% of the original PO
amount, Then complete the Limited Tendering Steps, above by clicking here.

e Come back to Steps 8 — 14, below, to close off this process.
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8) Increase the amount on the existing line or add an additional line(s) for the requested

increase for each appropriate Line Item.

e Increasing the amount or modifying
the account information on an
existing line cannot be completed
on a line that has already had the
good or service received.

e If an additional amount is required
for a received good or service, add
a new line and indicate the
additional amount or add new
accounting information on the
Change Request page, Accounting
Information section.

Ids - Line tems.

e If you are cancelling an approved PO line, select the line and update the amount to

“$0” for the line that needs to be cancelled.

e This can only be completed for lines that have not been received/invoiced.

9) Select Save on Change Request.
10) Select Next.
11) Select Back to Change Request.

12) Add the account code, fund and cost centre and Submit the Request for newly added

lines using Steps 8 - 14 in the Checkout process.

e The request will be re-sent for approvals per the Signing Authority Register (SAR)

Minor Revisions on POs

If a minor revision (i.e. update on accounting code, “Ship To” information) is required on a PO,

send the request to smartbuy@yorku.ca
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Cancel, Substitute and Document Back Orders in Sm@rtBuy

CANCEL THE ENTIRE PO

1) Notify the Supplier of the PO Cancellation.
2) Signinto Sm@rtBuy.

3) Search for the PO that requires cancellation.

e Search by the Requisition number and select the PO number on the Summary page of
the Requisition, if you do not have the PO number.

4) Select the plus () icon in the Comments section of the PO.
5) Add the reason for PO cancellation.

6) Add smartbuy@yorku.ca as an email recipient.

7) Select the check (=) icon to save the comments.

e Asystem generated email will be sent to smartbuy@yorku.ca who will then complete
the PO cancellation in Sm@rtBuy.

DOCUMENT BACK ORDERS

1) Follow the Cancel an Entire PO Steps 1) — 4) and make note in the Comments tab of the PO
if a line item is on back order and the expected date of delivery for that line item.

2) Select the check (~) icon to save the comments.
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