FY27 1ST QUARTER
PROCUREMENT TRAINING

JULY 22, 2026 - TEAMS MEETING



MICHAEL R. CASTILLEJA

DIRECTOR OF PROCUREMENT & OTHER SUPPORT SERVICES

- Accounts Payable
« P-Card and Travel
- Postal Operations

» Purchasing

-« Shipping & Receiving / Fixed Assets
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PLEASE REFER TO THE FINANCIAL POLICIES AND
PROCEDURES MANUAL, IN THE UIW POLICY LIBRARY
FOR DETAILED GUIDANCE ON WHAT IS AND IS NOT
ALLOWED.

« 2025.06.01 Financial Policies and

Procedures

Financial
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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

DISCLAIMER

« 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requirements may evolve, some information may now be outdated.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.

8/3/2026



PURCHASING
AD 80 & 81

Marisa Vasquez
Procurement Manager
mfvasque@uiwtx.edu

Jessica Cevallos
Purchasing Agent
jevargal@uiwtx.edu

8/3/2026

Carmen Rivera
Purchasing Agent
rivera@uiwtx.edu

Lisa Bosquez
Purchasing Clerk
lbosquez@uiwtx.edu



mailto:mfvasque@uiwtx.edu
mailto:rivera@uiwtx.edu
mailto:jevarga1@uiwtx.edu
mailto:lbosquez@uiwtx.edu

SSB VS N B

« Self Service Banner = SSB « Internet Native Banner = INB
« Current interface, introduced FY27. - Previously used Banner interface.
« Do not needto VPN « Access will be removed soon.

« Use with various devices; must be

logged into Cardinal Apps.
- User friendly
« NSF Check with Hard Stop

8/3/2026



USER FRIENDLY

My Requisitions

Requisition Date

P
Draft R isiti |6 )
raft Requisitions \5/

ROOB3520 02/02/2026

RO026495 0317/2025

Pending Requisitions @

ROOG2248 02/02/2026

Completed Requisitions

RO092166 01/01/2026

8/3/2026

Vendor

Heights Office Supply

Heights Office Supply

Heights Office Supply

- Requestors can see the status of their

requisitions on one screen.

Amount

$1,350.00

$1.00

$1.00

$100.00

Status

Draft

Draft

In Approval @

Assigned to Buyer (J)




PURCHASE REQUISITION
{Mon-negotiable; not a valid Purchase Order)

Requestor Carmen Rivera Requisition Mumber ROO52184
U S E R Phone 210- BOS Ewxx 5837 Transaction Date 02022026
Email rivera@uiwtedu Delivery Date 0200342026
Organization Art Gallery (1012) Status In Approval
F R I E N D L Y Accounting Type Document Level Currency usD
Ship To 1000 Vendor Heights Office Supply (60462)
Address University of the Incarnate Word Address 10203 Kotzebue StS5te 117

4301 Broadway

Approvers can see details of the

San Antonio T 73200 San Antonio TX 7E217-4447
reqU|S|t|On on a S|ng|e page. Attention To Carmen Rivera - Ext Phone - Fax -
Email ezuzula@heightsop.com
Requisition Comments
L] - -
Commodites
L] - -
ltemn Description M Quantity Unit Price Other MNet Total
1 test EA 1.00 10.0000 0.00 10.00
- -
Total Commodities 10.00
Accounting Distributions
L] -
SEQ Chart-lnd ex-Fund-Orgn-Acct-Prog-Actv-Locn-Proj N5F Suspense  NSF Owverride Suspense  Distribution Net Amount
Percent o
1 1--10010- 1012- 6584- 1001 - - - Mo Mo Mo 100.0000 10.00 . =
Total Accounting Distributions 10.00 = e
- -

8/3/2026 DISCLAIMER - A Purchase Requisition does not represent a valid Purchase Order to provide to a vendor or supplier. As such, 8
this PDF of the Purchase Requisition is restricted to internal use only.




NSF HARD STOP

If your budget does not have sufficient funding,

€ nsufficient budget for sequence 1 suspending
transaction. Requisition is valid but failed

to continue. available balance check.

you will receive a message and will NOT be able

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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SSB TRAINING

'S MANDATORY

ate Time Type
Thursday, July 30, 2026 2:00 PM Teams
Friday, August 7, 2026 2:00 PM Teams

8/3/2026
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PURCHASING VS ACCOUNTS PAYABLE

Purchasing

- APOisarequestto secure funding for a
purchase.

- Issue PURCHASE ORDERS
-« Require QUOTES

- Request PRIOR to receipt of goods or services.

+ PO'srequired 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.

8/3/2026

Accounts Payable

- 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.

11



ISSUE CHECK REQUEST IN S5B

o Requestor Information

Commodity Description

Enter Item # and Description

Unit Of Measure®

EACH (EA) ERY

Quantity *

1.00

{Quantity) X (Unit Price)

Commodity ltem Total

8/3/2026

e Vendor Information

Unit Price®

1.0000

UsD1.00

usD 1.00

9 Add ltem & Accounting

Commodity Comments

B Delete ltem

Public Comment

These notes WILL PRINT on the PO. This can be used for ISSUE
CHECK requests or ADDITIONAL TEXT SPACE.

Private Comment

These notes will NOT print on your PO and are solely for

internal purposes.

12




PO RIDER

To protect the University and its Mission,
please make sure to send the copy of
the PO and the included PO Rider.

8/3/2026
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UIW PURCHASING COOPERATIVES

Buy Board
E&l
The Hess Corporation
iCut
Omnia
Sourcewell
TIPS

Texas Smart Buy

8/3/2026 14




ACCOUNTS
AD 83

Melba G. Huerta
Accounts Payable Manager

Bety Carreno
AP Technician

Francine Trevino
AP Technician

8/3/2026

PAYABLE

Suzette Haskell
Sr. AP Technician

Celeste Davey
AP Technician

ap@uiwtx.edu

210-829-6031

15



WHY INVOICES AND PURCHASE
ORDERS ARE A GOOD PAIR

- 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.

8/3/2026
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INVOICE INFORMATION

- 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.

8/3/2026
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TRAVEL REMINDERS

Conference program/schedule at a glance/agenda
ltemized 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.

8/3/2026

Approed By:

Appeoved By:

UNIVERSITY OF THE INCARNATE WORD
General Travel Expense Report

Prepare in Duplicase Submir  original  wirh  approval
information, exfimate of mip cost, and
advance roquest, if auy. Sebmit second

Approval imfomtion i b0 be complated at Least cns menth prior b2 sl travel, nhan i is spproved (S reveme rids fer Polizy)

PERSON ATTENDING: SCHOOLID &

ADDRESS: CIY: STAIE: a2

OFFICTAL DATES OF EVENT: PLACE OF EVENT:
NAME OF EVENT / BUSINESS PURPOSE:

TEDS TRIP IS PROPERLY BUDGETED DN BUDGET NO: - - TH2 -

Sigmnms:

| Traweler - Prord sl Sograsizae

e T

(Do o Wi Fremdost - Frant s Segrmre) [

COMPLETE ESTIMATE COLUNMN FEIOR TO ACTUAL TRAVEL: (Femminder of form & to'be completed after troming)

CCMPLETE THIS
See mamTnCtions on e FORUSE FRIDRTO CCLUMM AFTER
TRAVEL TRAVELING
Cole=n A Colureen B
Estimaied Cost Actual Cost

1. Al (# 20 adamcs)

2. Ragistration fags (* no advancs)
3. Lodging (e it}

4. Auio milsags

5. Maals (soa daily Hmits)

§. Cthr mchuding oo, pasking, car mnml)
7. TOTAL (s 1 -6

8 TOTAL ADVANCE REQUESTED
Fizal Setfiomst A Trm

(s} Total paid direcity fa +h+ ¢+ d)
10, YOUR SEMEURSEMENT. If sapemsas (7) xcsed amovmes paid by Univ. (Ba).
11. CASH RETURMEL: TOUNIV.- IF amnounts paid ry Univ. (%) sncesd sxpasas (T}

AFTER TRAVEL:
COMPLETED FORM (WHE THER EEIMBUBRSEMENT IS REQUESTED OR CASEH IS EETURNED) MUST BE SUBMITTED TO ACCOUNTSPAYABLE

Travcier - Print and Sigemtose (i)
Approwod By

(ecematiste Sopervincr - Prict s Sigmntar)
P

(Toexm ot Wics: Freseiens - Pror: sl Srigruere) Thute

SEE REVERSE SIDE OF THIS FORM FOR DETAITFD EXPLANATION OF POLICIES
White Copy — Budget & Advance / Accounts Payable Yellow Copy — Setflement / Accomnts Payable Pimk Copy - Traveler

18




PAYMENT REQUEST FORM

University of the Incarnate Word
Payment Request Form

PO # Final Payment | Date Due [Inwoice NMumber Tnvoice Date § Service Date(s)
i ]
FIDMendoriD # Attach W3 if new supplieripayee or changes to record are needed.
t DEAC T applicatriet
vendor | D# Payes Legal Mame (Incude full first and
Mailing Address Epecial Handling Instructions:

Paymoset will b moade vis dieec? dasost i sccown! ioformestion is on
s, otherwize o check will be mai=d IF specal honding is m=gained],

indicade below.
B . P ity State Fip [ acH -
USINESS FUrpose e e et Sl
Requester Mame |Requester Phone [] Heskd etk fior Piekieugp
Fequester Emal ) Business Ressan for pick g

An invoice does not require a PRF.

Business Purpose: (Describe how this spense provides a business berefit to the University)

Call Ext.
. . . Attach adeguate support for payment fas o e R = e 1,350 @ S0 st Ba citnies
Please provide extension for pick ups. T S -
= IFYES, cONtnUs fo Next sectian NG .
.Fgﬁrmmmmmmmwwmmmmmmmmm oo I I
Contacior Deteaminancn amar fmm R (T asokcacke)

Printed names Pamemomemmvams USEm oY C -

:JTMQ_ affach sppiicable form WSEEEMN-E with supporting documenistion fo e AP Payment Request Form.
DISTRIBUTION (Only needed if there is no PO)

Description (appeans in GL doetad ) Asrount (F;LND(E)- (O)REM fd) PAJCCT 44 (FPROG [4i5) -
T -
Towal Paymenz Amournt £ 000
Typesd or Frinted Mams {Roguestor) Sgnatne T Dt
Typesd o Frinted Mame [Budget Apme | Sgnatare T =
Typed or Frinked Hame {AgencyGrants Acoouning) Sgrartane TTie =

8/3/2026 19




EMAILS

« Subject Line
- Vendor Name/Payee
- Invoice #

- Purchase Ordert# it applicable

7 @ Gonzalez, Priscilla 5. Re: Sim*Vivo Invoice 5V-05184 I Cow. Mon 6292026 11:01 AM
Good Morning, Attached is the signed invoice for payment, Best, Priscilla

8/3/2026 20




EMAILS

- Multiple PDFs for the same vendor/payee may be attached to one email.

Thompsons Print & Mailing Solutions Inv#485260 & Inv485261/ Admissions/ To be paid with OPEN PO264659

Repl
@ Barger, Judy A. O Reply
To Accounts Payable
© '

Cc @ Barger, Judy A.; © Finck, Dr. Brandy L.

J| Completed
. . =
@This message was sent with High importance,
If there are problems with how this message is displayed, click here to view it in a web browser. . - -
PO P0264659 Thompsons Printing OPEN PO 5000.00 7.1.26.PDF - Signed Thompsons PrintingC_Invoice_0485260-4 June Postage Accept Pkts 734,00 6.20.26.pdf - 4| Signed Thompsons Printing C_lnvaice_0485261-4 June Mail Proce
e | 276 KB oe | 84 KB o | 84 KB ot
. . =
Start your reply all with: | Received, thank you. l Will do, thank you. Received and processed. l @ Feedback
- - -
Dear Accounts Payable,
- - -
. . =

8/3/2026 21




EMAILS

- Different payees need to be sent on individual emails

FW: Payment request

‘:@ € Reply | & Repl

Huerta, Melba G.
To @ Huerta, Melba G.

°
Retention Policy Inbox Delete (1 Year) (1 year) Expires 7/17/2027
W& Payment_Request_Alani_Nicacio.pdf g WOBPayment_Request Alyssa Amedondo.pdf || | o) WO8Payment Request Amorette Dowepdf WOBPayment_Request Autumn_Munozpdf || | o) WO&Payment_Request Bella_Campospdf g
e 993 KB e 992 KB Pr | 992 KB Pr | 04T KB P 093 KB
W& Payment_Request_Brian_Morales,pdf g W98Payment_Request Destiny_Palacios,pdf W98Payment_Request_Isabella_Hernandez.pdf Wo&Payment_Request_lacob_Palacios.pdf . WO8Payment_Request Jayden Marquezpdf T
e 091 KB e 1ME Pr | 900 KB el 1MB P 043 KB L
| m W& Payment_Request_Jaylynn_Malina.pdf . |
From: s
Sent: Monday, July 13, 2026 8:37 AM -
To: Accounts Payable <ap@uiwtx.edus ot
Cc: Trevino, Francine L. <flirevin@uiwbx.eduz .
Subject: Payment request .

8/3/2026 22




P-CARD & TRAVEL ADMINISTRATION
AD 84

Karissa Smith

P-Card & Travel Administrator Phone: (210) 832-5488

P-Card Email Travel Email (CTP or Lightning Related)
uiwcc@uiwtx.edu uiwtravel@uiwtx.edu

8/3/2026 23



mailto:uiwcc@uiwtx.edu
mailto:uiwtravel@uiwtx.edu

WHAT IS LIGHTNING?

- 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

8/3/2026

24



ROLES IN LIGHTNING

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.

8/3/2026
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D25 LAX - SAT

ort (SAT) to Los Angeles International Airport (LAX), Nov 06, 2025

Filter Quick View Sort by

© 7PM - 12AM = selected @ X

Add travelers for this itinerary

Flight 1

Flight 2

| SR R

Purpose of Trip

You can book your travel in just a few clicks

8/3/2026 26




Select Payment Method
Set Company References

Choose payment method for all applicable sectors

Flights

Department Nar
B] 556700000004 PRIMARY ¥

Select Approver

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.



Date: Today

 Once aTraveler or Travel _ o
b |< . noreply@travelc... Approval Required 0000542 - Traveler Travis Miles - TTL Tues... Mon 7/23/72018 9:52 AM 44 KB
Arranger Creates a boo mg In You have been asked to Approve a new booking request.

Lightning, an email will be
generated to the approver
selected.
» Approvers should action the
request priorto the Ticketing =~ SResly EaRepy Al S5 Forard (M
-I—I me |_| m |'t (-I—-I— I_) Mon 7/23/2018 %52 AM

. . I.I.I’ED \ .
« If approval is not received N noreply@travelctm.com
rior to the TTL the Approval Required 0000542 - Traveler Travis Miles - TTL Tuesday, 24 July 2018 11:00:00 PM
P . . To ‘@Melissa Thompson
itinerary will auto cancel ﬁ
and the request will have

You have been asked to Approve a new booking request.

to be created again. PTA ID: #0000542
TTL (Ticketing Time Limit): Tuesday, 24 July 2018 11:00:00 FM <:|
Trawveler: Travis Miles

« Approvals can be actioned on
any internet Connected device Click here to ADDFG'H‘E ar Decline this PTA
desktop/mobile/tablet.




You have been asked to approve the
following booking request

Approval |D: #0000543

Training TRAWS MlLE
Requested by TTL (Ticketing Ti Lirnit) .
.. Car Booking Approver Sees
Rails 0.00 =0 Twe, 31 Jul 2018 - Tue, 31 Jul 2018
Traveller Cost Centre Hotels 0.00 =D
Travis Miles ATS OBT Cars 0.00 w0
Purpose of Trip
Lightning Reference # Department Trip Total 128.20usp Training
#0D002538 National Lost savings 0.00 wso
PNR (Passenger N Record) Payment Method —  AllpgricesshowninlUSD @ -
oy EETEE S Flights 0.00 uso
Visa 4444X0000000(3333, Travis Miles Rails 0.00 uso
Hotels 0.00usD
- S . d ﬂ . h Cars 80.04 us0
. Supervisors can approve or deny Tlight requests
Trip Total 80.04 usp
Lost savings 0.00 uso

Awaiting approva

Booking Summary

Travis Miles
RDU =+ DEN
Sun, 19 Aug 2018 - 5un, 19 Aug 2018

Purpose of Trip

Are you sure you want to approve this travel request?

Thi=s cannot be undone.

Booking Summary

All prices shown in USD @

What the

This travel request has

Cance| Yes been approved

Mon, 23 Jul 2018 at 1:25 PM
by Melissa Thompson



HOW DO | GET STARTED USING
LIGHTNING?

- 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.

8/3/2026
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P-CARD REMINDERS

- 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.

8/3/2026 31



ANY QUESTIONS?

////////
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