
Procure to Pay Training
Procurement and Payment Services



Trainers

• Louis Christoffer 
• Procurement Officer

• Tonya Parton 
• Payment Services Manager

• Brandon Wallace 
• Procurement & Payment Services Accountant (supplier setup/maintenance)



Agenda

• Procurement
• Types of procurement
• NDCC, Policy, & Procedure
• Process in Jaggaer

• Accounts Payable
• Invoicing

• Suppliers
• Searching Suppliers
• Requesting New Suppliers



Agenda

• Questions
• Submit in chat
• Anytime throughout training



Procurement



Why Procurement?

• Procurement: The acquisition of commodities or services
• Purpose:

• To demonstrate prudent use of funds entrusted to UND by constituencies
• Best interest of UND

• Considering quality & service
• Within fair and ethical standards
• Competitively solicited

• Requester must give reasonable estimated value

Presenter
Presentation Notes
UND Policy: As a public institution, the University must demonstrate the prudent use of funds entrusted to it by its various constituencies. The general public, legislators, students, donors, granted organizations and individuals must be assured that funds are wisely spent and do not personally benefit University officials and employees.

UND Policy: Procurements made on behalf of UND must be completed in the best interest of the university, as economically as possible with consideration given to quality and service, and within fair and ethical standards. Reasonable estimated value must be assigned to a procurement to ensure the proper level of authority, competition, and documentation is achieved.

Estimated value: estimated cost, shipping, all renewals



Why Procurement?

NDCC 54-44.4 – Main Procurement Chapter
• State to provide comprehensive purchasing services based on sound 

procurement practices & principles
• Fair and equal competition to all qualified persons
• Each agency/institution responsible for own purchases 

• Competitive cost
• Consistent quality
• Within appropriate time
• Performance details required

Presenter
Presentation Notes
It is state policy to provide comprehensive purchasing services based upon sound procurement practices and principles wherein, through full competition with fair and equal opportunity to all qualified persons to sell to the state, each state agency and institution shall obtain its necessary commodities and services at competitive cost, consistent with quality, time, and performance requirements, except as otherwise provided by law.




Why Procurement?

• How does this benefit me?
• Saves UND time and money (Big Picture)
• Ensures proper usage of funds
• Develops relationship with suppliers & opens doors to deeper discounts
• Adherence to NDCC, NDUS Procedure, and NDSBHE & UND Policy

• Why does this matter to me?
• Purchases are made in compliance to policy, procedure, and law

Presenter
Presentation Notes
Spend less time searching and more time teaching/working

Purchases hold up in audit

Through relationships we develop better pricing and more favorable terms and conditions



Process Overview

• Descriptions
• Catalog: items/services that can find on our market place shopping site

• Jaggaer punch-out or hosted catalogs
• Non-Catalog: used when purchasing item/service not included in an existing 

market place catalog
• Payment Request: form used to pay invoices when a PO has not been issued
• Requisition: a cart that has been reviewed and submitted by a requester.

• Requisitions have catalog items, non-catalog items, and payment requests in them

Presenter
Presentation Notes
Payment Request: used when no PO was issued and supplier only sent an invoice
Requisitions – payment requests cannot be on the same requisition as catalog or non-catalog orders, but multiple payment requests may be in one requisition, even if different suppliers.
The requisition goes through an approval workflow for review.
Preferred method is catalog or non-catalog order



Process Overview

Where do I start?
• Initial questions to ask yourself:

a. What is the cost?
b. Existing contract?

i. State, coop, UND
c. More than one supplier?
d. T&C’s or contract?

Presenter
Presentation Notes
Note: Decision tree on PPS site



Process Overview

If part of existing contract…
• Use catalog, non-catalog, or payment request to order. 

• You will need your contract # when placing the order

No existing contract but under $10,000, obtain at least one quote. 
• Best practice is 3 quotes
• Use catalog, non-catalog, or payment request to order.
• If terms and conditions, send to legal for review.

Presenter
Presentation Notes
Contract: will need contract number to place in the form AND reference in cart screen (see hand out). 
Note that if ordering from a Catalog then you will not need the contract number.

Quote: must be fair and reasonable

Legal: have appropriate signer sign document (see handout for location of signing authority policy)





Process Overview

• Purchases over $10,000
• First – identify type of procurement action needed



Procurement Types

• Solicitation
• Bid 
• Request for Proposal (RFP)
• Request for Qualifications (RFQ)
• Request for Information (RFI)

• Alternate Procurement Request (APR)
• State & Cooperative Contracts
• Emergency Purchases
• Exempt or Direct Purchases

Presenter
Presentation Notes
Bid – issued with set of specs for which bidders submit a response saying how much it will cost to purchase commodity/service. Bid MUST go to lowest responsive bidder meeting ALL specifications. Detailed specs are required.
Timing – Avg. time is 4-6 weeks from time of request to order placed 

RFP – two ways: 1) send out what we want offerors to provide and they tell us how they will do it and the cost; 2) we tell offerors our problem and they tell us the best solution and what it will cost. Responses are evaluated by evaluation team based on predetermined set of requirements. Cost is evaluated by Procurement. Interviews/presentations if necessary. Award goes to offeror with highest score.
Timing – Avg. time is 8-16 weeks from time of request to contract or order placed

RFQ – Similar to RFP with the exception that we only evaluate their qualifications. Cost is nodept determined. This is typically for architects or engineers. 
Timing – Avg. time is 8-16 weeks from time of request to contract

RFI – A contract cannot be issued from this. An RFI is where we post a problem we are having and companies provide solutions or ideas of solutions so we have a better understanding of what is in the market. Then we put together an RFP/RFQ or bid. 
Timing – Depends on depth of request

APR – This is a REQUEST, not a guarantee. It is up to the procurement officer to determine the best method of purchasing something. An APR requires detailed documentation and covers a variety of reasons (see handout). 54-44.4-05
Timing – generally a few days, but depends on amount of detail by requester

Coops – Purchasing groups we are a part of. All contracts have been through RFP process which has been vetted by UND and determined it meets our solicitation requirements. 
Timing – immediate.

Emerg – Purchases defined as, “immediate demand for supplies, materials, or services is such as to seriously hamper the operation of the institution, and in spite of all remedial action possible, would result in damage more costly than the procurement involved, if procured through normal procedures.”
Timing – immediate 

Exempt/Direct – Exempt fall under 54-44.4-02 (see handout). Direct purchases fall under NDUS 803.1. (see handout)
Timing – immediate 



Procurement Types - Bid

• A process by which bids are received and opened at a specific time in 
response to a solicitation for a well-defined commodity or service. 

• Award is made to lowest responsible bidder (lowest cost meeting specs)
• Start – complete sourcing request in Jaggaer

• What should the request include?
• Well-defined set of specifications – be as detailed as possible. Do not assume anything!
• Delivery Date – date the item or service needs to be delivered or completed by
• Funding – funding should be determined prior to requesting a bid

• Timing – typically takes 4-6 weeks from request to order/contract

Presenter
Presentation Notes
Alternate option: Companies submit bids based on a set of well-defined set of specifications posted to a public site and publically opened.

Process: 
- Specs – If we don’t list the spec, then expect we won’t get it. We cannot reject someone for not providing something we didn’t ask for. Specs should be so clearly defined that anyone with industry knowledge will know exactly what you are looking for.

- Delivery Date: This should be the date you need the product/service by. Do not be too restrictive here unless you have to be. If bidders do not meet delivery date then they will not be eligible for award, even if missed it by 1 day.



Procurement Types – RFP

• Process by which sealed proposals are received and opened at a 
specific time in response to a solicitation for a certain commodity. 

• Awarded to highest score based on stated evaluation criteria. (technical & cost)
• Start – complete sourcing request in Jaggaer

• What should the request include?
• Well written scope of work
• Evaluation criteria
• Evaluation committee members
• Funding – funding should be determined prior to requesting an RFP

• Timing – avg. time 8-16 weeks from request to contract/order

Presenter
Presentation Notes
Timing is dependent on depth of RFP, evaluators, demonstrations/interviews



Procurement Types – RFQ

• Same as RFP except evaluate on qualifications only – no cost
• Start – complete sourcing request in Jaggaer

• What should the request include?
• Well written set of qualifications
• Evaluation criteria
• Evaluation committee members
• Funding – funding should be determined prior to requesting an RFP

• Mainly Architects or Engineers
• Timing – avg. time 8-16 weeks from request to contract/order



Procurement Types – RFI

• Public solicitation where UND posts a problem and companies 
respond providing potential solutions. 

• Purpose of RFI
• Market research 
• Developing SOW on RFP 
• RFI is non-binding – contract cannot be issued
• Bidders may choose not to respond because of the work involved

• Timing – depends on depth of request

Presenter
Presentation Notes
RFI – A contract cannot be issued from this. An RFI is where we post a problem we are having and companies provide solutions or ideas of solutions so we have a better understanding of what is in the market. Then we put together an RFP/RFQ or bid. 

RFP may be issued after RFI



Procurement Types – APR

• Situations where procurement cannot follow entire competitive 
procurement process

• Justification Types
• Sole Source
• Experimentation
• Used commodity available on short notice
• Replacement part from manufacturer (no commercial substitute)
• Compatibility essential to currently owned equipment
• Granting agency approves non-competitive proposals 

Presenter
Presentation Notes
Determined by NDCC – UND has no say in this

Sole Source:
Procurement is unique to supplier based on requesters knowledge, belief, and thorough research 
Companies statement saying only company is not sufficient. Must be research by requester




Procurement Types – APR

• Start
• Submit Alternate Procurement Request Form in Jaggaer

• What should request include?
• Thorough answers to questions (leave no room for assumption)

• Rule of thumb: APR’s cannot be too detailed
• APR’s can cover multiple requisitions but must be specified in the APR that 

purchases are recurring
• Estimate of all total future purchases is required

• Timing – generally within 2-5 days, dependent on amount of detail by 
requester

Presenter
Presentation Notes
REMINDER: APR is a REQUEST, not a guarantee.
Sole Source:
If requester does not provide evidence that satisfies procurement to determine the supplier is the only one, request may be returned to requester or rejected
Procurement should not find a supplier in a google search




Procurement Types – State Contracts

• Contracts held by the State of North Dakota Office of Management 
and Budget (OMB)

• All state agencies may use
• Benefits – may use immediately 
• Start

• Submit requisition in Jaggaer referencing state contract # on the non-catalog 
or payment request form and in the requisition

• Timing – immediate



Procurement Types – Coop Contracts

• Held by third party organization to which UND is a member
• Solicitations issued by organization on behalf of members
• Process vetted by UND procurement

• E&I
• Omnia
• NASPO
• Sourcewell
• TIPS
• NCPA
• MMCAP Infuse
• Intalere

• Timing - immediate



Procurement Types – Emergencies

• Seriously hampers operation of UND
• Damage more costly if procured normally

• Loss of life or assets
• Examples

• Gas leak
• Water main break
• Severe water leakage into building

• Complete Emergency Purchase Form in Jaggaer
• Timing – immediate 

Presenter
Presentation Notes
Do not need to wait until after form is approved. Complete form as soon as practicable after emergency is identified.
Documentation is necessary




Procurement Types – Exempt Purchases

• Determined by NDCC 54-44.4-02
• Land, buildings, space, or rental thereof
• Utilities
• Public books, maps, periodicals, & technical pamphlets
• Maintenance of equipment by mfg. or authorized agent
• Process

• Complete requisition in Jaggaer and select exempt – cite statute or policy

• Timing - immediate



Process Overview

• Purchases over $10,000
• First – identify type of procurement action needed
• If

• not on existing contract
• not exempt
• not classified as emergency (damage to life or limb)

• Procurement officer required to be involvement
• Either solicitation
• APR



Process Overview

No existing contract, not exempt or emergency, over $10,000
1. Complete sourcing request or APR
2. Once solicitation is complete or APR is approved, place order in Jaggaer 

using catalog, non-catalog, or payment request
a. Procurement to flip bids into order or contract

3. Requisition turned into PO and sent to supplier
4. Create receipt

a. Item received or service completed
i. Do not have to wait for invoice

Presenter
Presentation Notes
Sourcing / APR: Depending on circumstances
Order may be started by Procurement and assigned to department personnel for completion
Receipt: may be cost or quantity (if partial service completed, or partial delivery of products, may create cost receipt for partial payment or receipt partial items)

Receipting: You do not have to wait until you receive an invoice. Create receipt once item is received or service complete.




Invoicing



Invoices with a Jaggaer Purchase Order

• Requisition  ->  Purchase Order  ->  Supplier

• Supplier Ships Item  ->  Item received by Dept ->  Dept receipts item

• Supplier sends Jaggaer invoice 

• Invoice is Matched electronically based on the quantity and price of the Purchase Order

• Once the invoice has a 3-way match the invoice is Payable and go to PeopleSoft for 
payment

Presenter
Presentation Notes
Receipting: Completed in Jaggaer once department physically receives the item or once the service is complete
Invoicing: the Jaggaer PO directs where to send the PO; however, if department receives an invoice with a Jaggaer PO# - send to APInvoice@und.edu for processing.
Matching: Exceptions are reviewed by Payment Services – the comment section of the Invoice will be utilized to communicate issues/questions with a department
Matching: Once the invoice has a 3-way match (Purchase Order + Receipt + Invoice) the invoice is Payable and go to PeopleSoft for payment




Invoices without a Jaggaer Purchase Order:
Non-PO Invoices

• Department orders an item outside of Jaggaer 

• Supplier sends Jaggaer an invoice without a Jaggaer PO# 

• Follows workflow rules/approvals the same as a requisition

• Once the invoice is fully approved through workflow, the invoice is 
Payable and goes to PeopleSoft for payment

Presenter
Presentation Notes
Order – doesn’t have a Jaggaer PO #
Supplier Ships Item  -> Item received by Dept -> No receipt is created as there is no Purchase Order in Jaggaer
Invoice types: Email/Paper, Supplier portal
No Jaggaer PO # = Non-PO Invoice
Invoices can be approved/rejected, but they cannot be returned (or “go back” a level) like they can in the Requisition stage
Payment Services will use the comment section of the invoice to communicate with the Department
The requestor of a department will be contacted for Business purpose, Accounting Chartfields, and fiscal year (during Fiscal Year End
The requestor and workflow approvers are responsible for reviewing the invoice for accuracy, ensuring the item was received since there is no Purchase Order in the Jaggaer system to utilize the matching system
Only Payment Services can edit the invoice and/or add accounting chartfields in this stage








• Department orders an item outside of Jaggaer

• Supplier sends Department an invoice (email/paper) without a Jaggaer PO#  ->  Department uses the 
Payment Request form

Payment Request Form:

• Enter the invoice information requested on the form, as shown on the suppliers invoice.

• This is now a draft cart – assign to a requestor or Proceed to checkout and follow Requisition process

• Once the Requisition is fully approved through workflow, a purchase order is created and 30 minutes 
later, an invoice created.  

• The invoice is Payable and goes to PeopleSoft for payment

Invoices without a Jaggaer Purchase Order:
Payment Requests

Presenter
Presentation Notes
No receipt is created as a Payment Request assumes you already have the product/service
Note: the date is the Invoice date, not the date entered
Multiple invoices must be entered separately so the system can detect individual invoice numbers 
This avoids payment duplication and allow for proper payment application with the supplier
Note: During fiscal year end timeframe, a drop down to select which fiscal year the invoice belongs in will be a required field
TIPS: Once complete entering, scroll to top and select “Add to New Cart”.
This will create a Purchase Order # in Jaggaer only – the funds will not encumber in PeopleSoft – this is only for Payment Requests.
Invoice approval: The invoice workflow is automated and will not stop with Payment Services to review (all approvals were during the requisition process and there is no matching since the item was ordered outside of the Jaggaer system).











When will my invoice be paid?

• Payments are made from PeopleSoft based on the invoice that is sent from 
Jaggaer.

Presenter
Presentation Notes
Jaggaer sends the Supplier Invoice date and payment term over to PeopleSoft, and PeopleSoft calculates the payment date from that.
Example: Invoice Date of 7/1/21 with a Net 30 payment term is sent to PeopleSoft – PeopleSoft will calculate the Scheduled Payment date to 7/31/21






Payment Terms Information

• UND has Net 30 payment terms as a standard business practice

• UND will accept an early payment discount (such as 2% 10, Net 30) if the 
Supplier offers it

• UND will not pay early without a UND Contract in place stating different 
payment terms 

• Contact the Payment Services Manager to discuss Payment Term 
questions



What format 
will the invoice 
be paid in?

UND is striving to be a 
digital, contactless payment 
system.  

• Payment types are made from PeopleSoft

• Payment types of Check, ACH, & SUA 

Presenter
Presentation Notes
Digital: This reduces processing costs and increases the speed of payment to the supplier.  It also lessens the likelihood of lost payment via US mail.
Digital: Payment Services works with Suppliers as much as possible to get paperless payments in place.
Payment Types: based on the Supplier record in PeopleSoft.
Any revisions to payment types have to be manually overridden by the Payment Services Manager for each PeopleSoft voucher
*There are a select group of Suppliers in Jaggaer that are paid via Virtual Credit Card – this is indicated on their Supplier tile on the Jaggaer homepage






Frequently Asked Questions

• How can I tell if my invoice has been paid?
• In Process
• Payable
• Paid
• Cancelled

• What if I want my payment held for pickup?

Presenter
Presentation Notes
In Jaggaer, navigate to your requisition or purchase order (or to the invoice directly if no PO#).  The Invoice status will indicate the payment state
In Process = Going through Jaggaer approval workflow
Payable = fully approved in Jaggaer, in PeopleSoft awaiting payment (according to payment terms)
Paid = invoice paid
Cancelled = invoice was rejected/cancelled
HOLDS: In the event of an emergency, please contact Carl Iseminger with a voucher number that needs to be held so Carl is aware during the PayCycle





Frequently Asked Questions Continued

• How often are payments made?
• PayCycles: Tuesdays, Thursdays, & PayDays

• What if I need my payment made sooner?

• What if I need information printed and mailed along with payment?

Presenter
Presentation Notes
Invoices must be fully approved, in PeopleSoft, and budget checked by 3pm on PayCycle day to be picked up for payment that day
Contact Payment Services Manager with a valid reason for increasing payment scheduled date – see payment terms section for more information
Contact Carl Iseminger and/or Payment Services Manager – the payment may be made via ACH or SUA and the information may need to be emailed instead of mailed






Frequently Asked Questions Continued

• The supplier did not give us an invoice, how do we make a payment?
• https://campus.und.edu/finance/forms.html

• Can we pay off of a statement, quote, or proforma invoice?

Presenter
Presentation Notes
Invoices are required for payment.  Use the Invoice for Services form on the UND website if submitting for payment when there is no invoice
No, UND only pays off of a valid invoice.  This is an audit requirement



https://campus.und.edu/finance/forms.html


Virtual Credit Card

• What is it?

• Which Suppliers are Paid by Virtual Card?

Presenter
Presentation Notes
Also referred to as “V Card”
Similar to a P Card, but you do not have to reallocate in Payment Net
Virtual Card indicated on the shopping tile




Virtual Credit Card

• Does this change anything for the Purchase Order?

• How can I tell if it’s been paid?

• Why isn’t my PO closing?



Suppliers



Supplier Overview

• Supplier records and payments have been housed in the PeopleSoft 
Finance system for both Jaggaer and Perceptive Content use

• When Jaggaer was launched we synced a large amount of those 
suppliers, based on usage and if we paid them recently, from 
PeopleSoft to Jaggaer

• If you are unable to find a supplier please use one of the Request 
New Supplier options and we will either find the corresponding 
PeopleSoft supplier record and sync it with Jaggaer or create a new 
record in both systems



Finding a supplier

• Upper-right search bar • Suppliers tab



Supplier Records

• Supplier 360 tab:
• In/Out of Network

• Must be In Network to be
used

• DBA’s
• Supplier should come up

if searched by legal name 
or DBA



Supplier Records

Relevant Supplier Information
• Tax ID # General Tab-Tax Identification Number
• Address Contacts and Location-Addresses
• Payment Terms Contacts and Locations-Fulfillment Center-

Ordering-Terms and Conditions
• PO Distribution Contacts and Locations-Fulfillment Center-

Order Distribution-Email (HTML) Body
• Payment Method Accounts Payable-Payment Method



P-Card Only Suppliers

• Some suppliers will not accept PO’s/Payments from Jaggaer and 
need to be ordered with a P Card on a website, in-store, or some 
other method.



Requesting a New Supplier

• Request New Supplier Form- I have a supplier I need in the future

• Non-Catalog Purchase Form-Request New Supplier- I am ready to 
place an order and the supplier is not in Jaggaer

• Payment Request-Request New Supplier-I have an invoice to pay and 
the supplier is not in Jaggaer



Request New Supplier Form

• Form is located on the top right of the Jaggaer home page
• Complete as much information as possible
• Attach relevant information including W9’s, quotes, other helpful 

information to identify the correct supplier
• Should receive an email when the supplier is setup including the 

name it is setup under
• Does not establish a catalog, only allows the supplier to be used for 

Non-Catalog Orders or Payment Requests



Request New Supplier

• Ready to place an order or make a payment to a supplier who isn’t 
setup yet?

• When doing a Non-Catalog or Payment Request search for “Request” and 
select the supplier named “Request New Supplier”

• Submit the order/payment with “Request New Supplier” and it will be updated



Foreign Suppliers

• It is preferable to use U.S. based supplier if at all possible to decrease 
risks of good/services not arriving, additional work for department & 
PPS, delays in supplier setup, shipping delays, additional fees, tax 
reporting risks, etc..

• Generally foreign suppliers should be paid using a P Card if the 
supplier will accept it AND there isn’t an additional fee or the fee is 
less than the $35 International Wire Fee

• If the supplier is not able to be paid with a P Card the department 
must decide if they will be paid via check or International Wire



Foreign Suppliers-continued

• Checks-Mailing a check, especially overseas, can take a long time 
and there can be issues the supplier depositing a U.S. check in a 
Non-U.S. Bank

• International Wires-The International Wire Transfer Form (right-side of 
Jaggaer homepage) must be attached to the order/payment and the 
department will have the $35 fee included in the payment



Questions???



Resources

Top of Jaggaer Homepage

Links to training material on Jaggaer home page – right side
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