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PURCHASING 
AGENDA
• FUNDING 

• APPLYING A DISCOUNT 

• NO $0 DESCRIPTION LINES

• BACKUP DOCUMENTATION
• CONTRACT REVIEW PORTAL

• COMMONLY USED ACCOUNTS 



DO I HAVE THE FUNDS TO 
MAKE THIS PURCHASE?



FGIBSUM



FGIBSUM



FGIBSUM



or BANNER MESSAGE



Please obtain proper 
approval PRIOR to 

submitting your requisition 
& upload with backup

Contact: 
Director, Budgeting, 

Planning and Analysis

Amy DeAtley, 
210-283-6339, 

amoczyge@uiwtx.edu



HOW DO I 
APPLY A 

DISCOUNT?



SAMPLE 
QUOTE



MANUALLY DEDUCT THE DISCOUNTED AMOUNT. 



WHAT IF 
ITEM IS 
FREE?





$0 DESCRIPTION LINES ARE NOT ALLOWED, 
USE ITEM TEXT INSTEAD.  



• CLICK INTO DESCRIPTION LINE
• CLICK RELATED
• CLICK ITEM TEXT, THEN CLICK GO



• ENTER THE TEXT 
• CLICK SAVE, THEN WHITE “X”



PROPER 
BACKUP



SAMPLE 
QUOTE



AMAZON 
BACKUP



CONTRACT REVIEW PORTAL

SUBMIT IN THE PORTAL

PLEASE NOTE, ONLY DOUG ENDSLEY 
OR JOHN BURY CAN SIGN. 

** UNLESS IT IS A CLINIC AFFILIATION

SUBMIT IN THE PORTAL IF 
SURPASSES $1,000 

THRESHOLD
PLEASE NOTE, ONLY DOUG ENDSLEY OR 

JOHN BURY CAN SIGN. 

** UNLESS IT IS A CLINIC AFFILIATION

IF PURCHASE IS OVER 
$10,000, & VENDOR DOES 
NOT PROVIDE THEIR OWN 
CONTRACT/AGREEMENT, 

ADD WITH YOUR PO

THE PO RIDER DOES NOT REQUIRE A 
SIGNATURE, BUT MUST BE SENT TO 
VENDOR WHEN ORDER IS PLACED.

Please note: once your documents are APPROVED by OGC and signed (if needed), please attach 
as “the proper backup” support with your Banner Purchase Requisition.



COMMONLY 
USED 

ACCOUNT 
NUMBERS







WHAT IS AN INVOICE?

AN INVOICE IS A FORMAL DOCUMENT ISSUED BY A VENDOR TO A BUYER THAT 
LISTS THE GOODS OR SERVICES PROVIDED, THE AMOUNT DUE, PAYMENT TERMS 
AND OTHER DETAILS OF THE TRANSACTION. IT IS A REQUEST FOR PAYMENT AND 
USUALLY INCLUDES THE FOLLOWING INFORMATION.



THE TYPICAL CONTENTS OF AN INVOICE

1. VENDOR'S INFORMATION
• NAME
• PHYSICAL ADDRESS
• REMIT TO ADDRESS
• CONTACT DETAILS OF THE BUSINESS E.G., EMAIL AND/OR PHONE NUMBER

2. BUYERS INFORMATION
• NAME
• BILL TO ADDRESS
• CONTACT DETAILS OF THE CUSTOMER E.G., EMAIL AND/OR PHONE NUMBER



THE TYPICAL CONTENTS OF AN INVOICE

3. INVOICE NUMBER
• A UNIQUE REFERENCE NUMBER TO HELP TRACK AND IDENTIFY THE INVOICE.

4.  DATE OF ISSUE
• THE DATE THE INVOICE IS ISSUED/CREATED

5.  DESCRIPTION OF GOODS OR SERVICES
• A DETAILED LIST OF THE ITEMS SOLD, OR SERVICES RENDERED INCLUDING 

QUANTITIES, UNIT PRICES AND TOTAL COST.



THE TYPICAL CONTENTS OF AN INVOICE

6. TOTAL AMOUNT DUE
• THE TOTAL COST OF THE GOODS OR SERVICES, INCLUDING TAXES, DISCOUNTS, OR 

ANY OTHER CHARGES

7. PAYMENT TERMS
• CONDITIONS SUCH AS THE DUE DATE FOR PAYMENT, ACCEPTABLE PAYMENT 

METHODS, AND ANY LATE FEES OR DISCOUNTS FOR EARLY PAYMENT.



WHAT IS THE PURPOSE OF AN INVOICE?

INVOICES ARE ESSENTIAL FOR BUSINESS (VENDORS AND BUYERS)

THEY HELP ENSURE PROPER RECORD-KEEPING

COMPLIANCE WITH TAX LAWS (IF APPLICABLE)

FACILITATE THE PAYMENT PROCESS.



WHAT ARE PURCHASES "ON ACCOUNT"?

WHEN YOU PURCHASE SOMETHING "ON ACCOUNT" IT MEANS THAT YOU ARE 
BUYING THE GOODS OR SERVICES WITH AN AGREEMENT WITH THE VENDOR TO 
PAY FOR THEM AT A LATER DATE. THIS TYPE OF AGREEMENT CAN ALSO BRING 
OBLIGATIONS LIKE:
 PAYING FOR THE GOODS OR SERVICES WITHIN 30, 60, OR 90 DAYS

LATE FEES IF THE PAYMENT IS NOT MADE ON TIME.

INTEREST APPLIED IF NOT PAID BY A SPECIFIED TIME FRAME.





GENERAL INFORMATION

• UNIVERSITY PURCHASES OF $1,000 OR LESS FOR GOODS AND SERVICES NOT 
REQUIRING A PURCHASE ORDER OR CONTRACT.

• PURCHASE CAN BE MADE IN PERSON, BY PHONE OR ONLINE.

• ITEMS SHIPPED SHOULD BE SENT TO MAIN CAMPUS AT 4301 BROADWAY, SAN 
ANTONIO, TX 78209

• PROGRAM IS NOT INTENDED TO AVOID OR BYPASS COMPLIANCE WITH THE 
UNIVERSITY’S PROCUREMENT AND BID POLICY AND TRAVEL AND 
ENTERTAINMENT POLICY.



ALLOWABLE PURCHASES
• PURCHASES OF GOODS/SERVICES OF 

$1,000 OR LESS
• EXCEPTIONS INCLUDE HOTELS, 

CONFERENCE REGISTRATIONS, 
ONLINE SUBSCRIPTIONS, E-LEARNING 
MATERIALS, PROFESSIONAL DUES

• CATERING ON CAMPUS $250+ MUST 
HAVE FIRST RIGHT OF REFUSAL FROM 
SODEXO AND SHOULD BE LESS THAN 
$1,000 TO PURCHASE WITH P-CARD

• TRAVEL EXPENSES-HOTELS, MEALS, CAR 
RENTALS, GROUND TRANSPORTATION AND 
OTHER INCIDENTALS.

• AUTO EXPENSES- GAS FOR RENTAL OR 
FLEET VEHICLES USED FOR TRAVEL (NOT 
ALLOWED FOR PERSONAL VEHICLE)

• PERSONAL VEHICLES USED FOR BUSINESS 
PURPOSE MUST SUBMIT MILAGE 
REIMBURSEMENT FORM TO AP

• USE OF PIN# IS REQUIRED AT GAS STATIONS



DISALLOWED TRANSACTIONS

• AMAZON

• MEMBERSHIP CLUB PURCHASES.
• SAM’S CLUB PURCHASES/MEMBERSHIPS

• FURNITURE

• ONLINE PURCHASES FROM WAYFAIR, TEMU, EBAY, WISH

• TECHNOLOGY AND SOFTWARE

• SMALL FURNITURE AND EQUIPMENT

• CASH ADVANCES

• PERSONAL EXPENSES

• ALCOHOL

• INTENTIONALLY SPLITTING A PURCHASE TO CIRCUMVENT POLICY LIMITS



TAX EXEMPTIONS

TAX EXEMPTION CERTIFICATES MUST BE 
PROVIDED TO VENDOR PRIOR TO PURCHASE.

• SALES TAX EXEMPT FOR ALL PURCHASES WITH THE EXCEPTION OF GAS 
STATIONS AND RESTAURANTS

• WALMART HAS THEIR OWN PROCESS FOR TAX EXEMPTIONS

• HOTEL STATE OCCUPANCY TAX EXEMPT FOR HOTELS IN TEXAS ONLY



P-CARD NOT WORKING
Please contact uiwcc@uiwtx.edu if your card is not working properly or 
call bank of America directly at 1-888-449-2273.

Frequent issues include:

Incorrect pin

Not enough or exceeded credit limit

Incorrect billing information

Expired card

Suspected fraud

Log into Global Card Access for phone numbers

mailto:uiwcc@uiwtx.edu


• Contact information:

 Karissa Smith

 (210)829-5488

 uiwcc@uiwtx.edu

(Available on Teams as well)

mailto:uiwcc@uiwtx.edu




VEHICLE SERVICES POINT OF CONTACTS
Vehicle Services Manager – Joe Cadena                                                                                           

Email: jacadena@uiwtx.edu  / Phone: 210-829-2731                                                                                                  
POC for: Vehicle Request Forms for Shuttles & Charter Busses, Questions concerning Shuttles & Charter 

Buses/Drivers, Complaints, vehicle/rental accidents

Vehicle Services Fleet Coordinator – Melissa Rodarte-Monreal                                                                    
Email:  mrmonrea@uiwtx.edu / Phone:  210-829-3907                                                                                               

POC for: Vehicle Request Forms Enterprise/UIW Fleet, Scheduling Oil Changes, Valero & BOA receipts, Mileages, 
Golf Cart Certification, Driver Authorization forms, tolls, Marshall fuel requests, updated Driver’s license 

Vehicle Services Lead Shuttle Driver – Roland Banda                                                                             
Email:  rhbanda@uiwtx.edu  / Phone: 210-283-6389                                                                                                    

POC for: Maintenance on Shuttles & Charter Buses, vehicle/rental accidents, Golf cart Road Tests 

Vehicle Services Warehouse Clerk – Jeff Flores                                                                                  
Email:  jmflore8@uiwtx.edu / Phone:  210-841-7239                                                                                                 

POC for: Maintenance on vehicles, golf carts, Status of vehicles/golf carts, supplies concerning vehicles, Ordering 
parts

mailto:jacadena@uiwtx.edu
mailto:jmflore8@uiwtx.edu


Steps for 
Rentals 
with 
Enterprise

1.Vehicle Request Form (VRF) will be sent to Vehicle Services Fleet Coordinator, 
Melissa Rodarte-Monreal via email, mrmonrea@uiwtx.edu

2.Vehicle Services Fleet Coordinator will then verify all drivers on the VRF are on 
the Approved Drivers list

A. INITIALS WILL BE PLACED NEXT TO NAMES THAT ARE APPROVED 
DRIVERS
B. If driver is not approved, a Driver’s Authorization form will have to be 
submitted with appropriate signatures with a copy of the driver’s license, 
front/back 

3.Vehicle Services Fleet Coordinator will then make the reservation with Enterprise 
and will obtain a quote

4.Vehicle Services Fleet Coordinator will then send the supporting documents to the 
Department requesting the rental.  (if the Acct# provided begins with a “2” the 
department requesting the rental will create the Purchase Requisition in Banner. 
Stop here if account begins with 2, See Next Slide**)

mailto:mrmonrea@uiwtx.edu


Steps for 
Rentals 
with 
Enterprise

5.The Requesting Department will then complete the Purchase Requisition in 
Banner. Once the Purchase Requisition is completed in Banner, the Signer on the 
Vehicle Request Form will then receive an email from Banner, requesting the 
approval

6.Once the Signer approves the Requisition in Banner it will then go back the 
Purchasing Department to review, and Purchasing will assign a PO#

7.The Purchasing Department will then provide Vehicle Services Fleet Coordinator a 
PO# via email the next business day

8.Once a PO# is provided to Vehicle Services Fleet Coordinator, an email will be 
sent to the Enterprise providing the PO# and an email confirmation will be sent to 
the Driver entailing details of Enterprise reservation with PO#



ENTERPRISE 
RENTALS 

WITH 
RESTRICTED 

FUNDS

1. Vehicle Request Form will be sent to Vehicle Services Fleet Coordinator, Melissa 
Rodarte-Monreal via email, mrmonrea@uiwtx.edu

2. Vehicle Services Fleet Coordinator will then verify all drivers on the VRF are on 
the Approved Drivers list
• INITIALS WILL BE PLACED NEXT TO NAMES THAT ARE APPROVED 

DRIVERS
• If driver is not approved, a Driver’s Authorization form will have to be submitted 

with appropriate signatures with a copy of the driver’s license, front/back 

3. Grants Department signature is required prior to setting up the reservation.

4. Vehicle Services Fleet Coordinator will then make the reservation with Enterprise 
and will obtain a quote

5. Vehicle Services Fleet Coordinator will then email the Requester the Vendor’s 
Quote for Rental and the initialed drivers on Vehicle Request Form

mailto:mrmonrea@uiwtx.edu


ENTERPRISE 
RENTALS 

WITH 
RESTRICTED 

FUNDS

6. The Department requesting the rental will then create the Purchase Requisition in 
Banner.  Add Vehicle Services Fleet Coordinator’s email in Banner - 
mrmonrea@uiwtx.edu

7. Once the Department has completed the Purchase Requisition in Banner, the 
Signer on the Vehicle Request Form will then receive an email from Banner, 
requesting approval

8. Once the Signer approves the Requisition in Banner, it will then go back the 
Purchasing Department to review and assign a PO#

9. The Purchasing Department will then provide the Department a PO# the next 
business day

10. Once a PO# is provided to Vehicle Services Fleet Coordinator, an email will be 
sent to the Department providing the PO# and an email confirmation providing 
details of the reservation.

mailto:mrmonrea@uiwtx.edu


COMPLETING 
VEHICLE REQUEST FORM



1. QUESTION:  HOW SOON CAN I SUBMIT THE VEHICLE REQUEST FORM
 ANSWER:   AS SOON AS POSSIBLE, ENTERPRISE REQUIRES A 48-HOUR NOTICE WHEN 

REQUESTING RENTALS
 
 ACCORDING TO ENTERPRISE THE 48-HOUR NOTICE IS DUE TO SHORTAGE OF VEHICLES & 

ENTERPRISE WANTS TO ASSURE A VEHICLE IS AVAILABLE FOR UIW 
 **** 48-HOUR NOTICE IS REQUIRED BEFORE SUBMITTING A VEHICLE REQUEST FORM

FAQ



2. QUESTION:  WHO RECEIVES AND SUBMITS THE ENTERPRISE FINAL INVOICE?
 ANSWER:  EVERY SUNDAY, ENTERPRISE FINAL INVOICES ARE SUBMITTED TO FLEET 

COORDINATOR VIA EMAIL
 
 INVOICE IS REVIEWED:
 IF THE FINAL INVOICE HAS AN INCREASE IN PRICE FROM ORIGINAL REQUEST
 REQUESTER WILL RECEIVE THE BELOW EMAIL FROM FLEET COORDINATOR: 

GOOD AFTERNOON, PLEASE FIND ATTACHED THE ENTERPRISE FINAL INVOICE FOR JOHN DOE.  PLEASE SEND A REQUEST 
FOR A CHANGE ORDER THROUGH PURCHASING, DUE TO AN INCREASE IN PRICE.  THE ORIGINAL QUOTE WAS FOR 2 DAYS, 
AND THE FINAL IS FOR 3 DAYS, WHICH RESULTED IN THE INCREASE OF PRICE. ONCE A CHANGE ORDER IS COMPLETED, THE 
INVOICE MUST BE EMAILED TO AP FOR PROCESSING THE PAYMENT. 
ORIGINAL PO REQUESTED AMOUNT:  $185.13
FINAL INVOICE AMOUNT: $276.31
DIFFERENCE OF $91.18

 IF THE FINAL INVOICE MATCHES THE PRICE OR LESS THAN ORIGINAL QUOTE, FLEET 
COORDINATOR WILL SEND THE FINAL INVOICE TO AP FOR PAYMENT VIA ADOBE SIGN 

FAQ



IN CASE OF AN 
ACCIDENT:
POINTS OF CONTACT

RISK & SAFETY MANAGEMENT, SAMUAL MCDANIEL – SGMCDANI@UIWTX.EDU

VEHICLE SERVICES, JOE CADENA – JACADENA@UIWTX.EDU  

VEHICLE SERVICES, ROLAND BANDA – RHBANDA@UIWTX.EDU 

EMAIL THE ABOVE INDIVIDUALS WITH THE FOLLOWING INFORMATION:

 1. POLICE REPORT/CASE#

 2.  WHAT OCCURRED

 3.  PICTURES OF VEHICLE & OTHER VEHICLES INVOLVED

mailto:sgmcdani@uiwtx.edu
mailto:jacadena@uiwtx.edu
mailto:rhbanda@uiwtx.edu
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