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M I C H A E L  R .  C A S T I L L E J A

DIRECTOR OF PROCUREMENT & OTHER SUPPORT SERVICES

• Accounts Payable

• P-Card and Travel

• Postal Operations

• Purchasing

• Shipping & Receiving / Fixed Assets
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P L E A S E  R E F E R  T O  T H E  F I N A N C I A L  P O L I C I E S  A N D  

P R O C E D U R E S  M A N U A L ,  I N  T H E  U I W  P O L I C Y  L I B R A R Y  

F O R  D E T A I L E D  G U I D A N C E  O N  W H A T  I S  A N D  I S  N O T  

A L L O W E D .

• 2025.06.01 Financial Policies and 

Procedures
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https://www.uiw.edu/policy/financial/comptroller/financial-policies-comptroller-office.pdf
https://www.uiw.edu/policy/financial/comptroller/financial-policies-comptroller-office.pdf
https://www.uiw.edu/policy/financial/comptroller/financial-policies-comptroller-office.pdf


D I S C L A I M E R

• The PowerPoint training materials posted here were developed based on policies and 

practices in effect at the time of training. Since university practices and regulatory 

requirements may evolve, some information may now be outdated. For current 

guidance, please refer to the Financial Policies and Procedures Manual found in the 

Comptroller section of the Financial Polices in the UIW Policy Library or contact the 

appropriate department.
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P U R C H A S I N G

A D  8 0  &  8 1

Marisa Vasquez Carmen Rivera 
Procurement Manager Purchasing Agent 
mfvasque@uiwtx.edu rivera@uiwtx.edu 

Jessica Cevallos Lisa Bosquez 
Purchasing Agent Purchasing Clerk
jevarga1@uiwtx.edu lbosquez@uiwtx.edu 
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 S S B        V S      I N B

• Self Service Banner = SSB

• Current interface, introduced FY27.

• Do not need to VPN

• Use with various devices; must be 

logged into Cardinal Apps.

• User friendly

• NSF Check with Hard Stop

• Internet Native Banner = INB

• Previously used Banner interface.

• Access will be removed soon.
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U S E R  F R I E N D L Y
• Requestors can see the status of their 

requisitions on one screen.
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U S E R  

F R I E N D L Y

Approvers can see details of the 

requisition on a single page.
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N S F  H A R D  S T O P

If your budget does not have sufficient funding, 

you will receive a message and will NOT be able 

to continue.

Work with your supervisor/Dean/Director/VP to 

secure funding for the request.  Once funding is 

available in Banner, you can complete the 

existing requisition.
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S S B  T R A I N I N G  I S  M A N D A T O R Y
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P U R C H A S I N G  V S  A C C O U N T S  P A Y A B L E

• A PO is a request to secure funding for a 

purchase.

• Issue PURCHASE ORDERS 

• Require QUOTES

• Request PRIOR to receipt of goods or services. 

• PO's required if amount is $1,000 or more.

• An Issue Check PO can be requested for 

memberships, registrations, deposits or in 

cases where a vendor does not provide an 

invoice.

• Contact when ready to pay a vendor

• Issue payments via Checks, ACH, wire, etc.

• Require Invoices

• Payments to vendors AFTER services have been 

provided or goods received.  (*ONLY for amounts LESS 

THAN $1,000)

• Invoices less than $1,000 can be paid as a Direct Pay.
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Purchasing Accounts Payable



I S S U E  C H E C K  R E Q U E S T  I N  S S B
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P O  R I D E R

To protect the University and its Mission, 

please make sure to send the copy of 

the PO and the included PO Rider.
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U I W  P U R C H A S I N G  C O O P E R A T I V E S

Buy Board

E&I

The Hess Corporation

iCut

Omnia

Sourcewell

TIPS

Texas Smart Buy
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A C C O U N T S  P A YA B L E  

A D  8 3

Melba G. Huerta
Accounts Payable Manager

Suzette Haskell
Sr. AP Technician

Bety Carreno
AP Technician

Francine Trevino
AP Technician

Celeste Davey
AP Technician

ap@uiwtx.edu                             210-829-6031
8/3/ 2026
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W H Y  I N V O I C E S  A N D  P U R C H A S E  

O R D E R S  A R E  A  G O O D  P A I R  

• Approval signature only for invoices $5,000 or greater.

• Invoice matches to PO no need to route to department.

• Invoice payment information easily selected in Banner.

• Budget number (FOAP) and descriptions are present for technicians.

• The overall process is more efficient with a purchase order.
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I N V O I C E  I N F O R M A T I O N

• If an invoice is attached to a purchase requisition a copy of that invoice needs to be 

sent to Accounts Payable separately.

• Invoices $1,000 or greater require a purchase order

• Approval signatures need to be on the same page as where the “Total Invoice 

Amount” is located on the invoice.
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T R A V E L  R E M I N D E R S

• Conference program/schedule at a glance/agenda

• Itemized receipts for any reimbursement

• Advance requests needed 10 business days prior to travel

• All travel reports are due to AP within 10 days of return trip.

• Please submit legible pdfs.

• P-card holders are not allowed advances or per diem.
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P A Y M E N T  R E Q U E S T  F O R M

• Vendor ID#

• Business Purpose

• An invoice does not require a PRF.

• Please provide extension for pick ups.

• Printed names 
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E M A I L S

• Subject Line

– Vendor Name/Payee

– Invoice #

– Purchase Order# if applicable

8/3/ 2026
              

20



E M A I L S

• Multiple PDFs for the same vendor/payee may be attached to one email.
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E M A I L S

• Different payees need to be sent on individual emails 
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P - C A R D  &  T R A V E L  A D M I N I S T R A T I O N

A D  8 4

Karissa Smith
P-Card & Travel Administrator

Phone: (210) 832-5488

P-Card Email
uiwcc@uiwtx.edu

Travel Email (CTP or Lightning Related)
uiwtravel@uiwtx.edu
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mailto:uiwcc@uiwtx.edu
mailto:uiwtravel@uiwtx.edu


W H AT  I S  L I G H T N I N G ?
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• Lightning is an online booking tool through CTP to facilitate the travel reservation 

process.

• Travelers are able to book their own flights, hotels and rental cars all in one platform.

• Streamlined approval process.

• No long wait times for agents.

• Accessible through Cardinal Apps



R O L E S  I N  L I G H T N I N G
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Travelers 

All employees are set up as travelers

Arrangers

Employees can be assigned as arrangers to assist with booking reservations and 

completing profiles for staff in your area. 

Approvers

The approval role is normally assigned to the Supervisor/Dean in your area. 
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You can book your travel in just a few clicks



University travel card is already on file

Once your travel options are selected, it will prompt you to select a payment method, add your budget number, 
purpose of trip, and department name. 
Then it will ask to select an approver. 



• Once a Traveler or Travel 
Arranger creates a booking in 
Lightning, an email will be 
generated to the approver 
selected. 

• Approvers should action the 
request prior to the Ticketing 
Time Limit (TTL)
•  If approval is not received 

prior to the TTL the 
itinerary will auto cancel 
and the request will have 
to be created again. 

• Approvals can be actioned on 
any internet connected device 
desktop/mobile/tablet. 



Supervisors can approve or deny flight requests

What the 
Approver Sees



H O W  D O  I  G E T  S T A R T E D  U S I N G  

L I G H T N I N G ?

• We are requiring all travelers attend a training on how to use Lightning to gain access.

– Trainings are by request and can be in person or via Teams

• Supervisors/Deans must also attend as they will be required to approve/deny travel 

requests for their area.

• Required information must be submitted as requested for set up.

– Staff/Faculty names, approvers, arrangers for each area is required to set up the process 

accurately.
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P - C A R D  R E M I N D E R S

• P-card expense reports should be submitted ten business days from the end of the 

reporting cycle. Ex: Transaction with a posting date of 6/1/26-6/30/26 should have 

been submitted for approval by July 14, 2026.

• Submitting expense reports before the current month’s end will more likely be 

rejected. Please wait until the first of the following month. 

• P-card accounts with outstanding expense reports past the deadline will have their 

cards suspended for up to three months.

• Charges of $1,000 or more should not be charged to the p-card. These must go 

through the purchase order process. 
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A N Y  Q U E S T I O N S ?
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