The University of Texas at San Antonio
UTSA Business Affairs

Important!
You must check-in to receive credit
in your training history 75 IEI

Three ways for you to check-in: Y l‘
= Click link in Chat Box provided by facilitator ﬁ'[l"

» Use QR code (open camera on your smart phone)
E (o -I.F.l .|..

= Open your browser and type in the web address below
https://mytraining.utsa.edu/apps/checkin

If you get an alert that you are not enrolled in the class, please let your facilitator know.

Enjoy your class!
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Course Objectives

» Understand the purchase process in Rowdy Exchange:
* Processes and terminology
« Shopping and requisition overview
* Purchasing forms

 How to create requisitions in Rowdy Exchange:
 How to locate your supplier and/or catalog
* How to build your shopping cart
 How to submit your shopping cart
 How to track the requisition approval process
 How to enter a receipt (Receiving Report)

Purchasing Department
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Application Overview
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Procure-To-Pay Process

UT Z2 SHARE

Approve Purchase
INVOICE
Hl- I Lo

SHOPPER REQUISITIONER APPROVER

Purchasing Department



niversity of Texas at San Antonio

The U San Antoni
UTSA Business Affairs

Purchasing Terminology
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Terminology

Rowdy Exchange - eProcurement Marketplace offering one-stop shopping for
goods and services

Cart — Basket/list of products, services or internal forms captured for the creation
of a Requisition

PR Validation — “Purchase Request”; process to confirm valid Chartfield
combination and available funds to pay for purchase

E-Invoice - “Electronic” invoice processed through Rowdy Exchange from Punch-
out vendors for payment

Purchasing Department
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Terminology continued....

Shopper — All UTSA staff have the ability to shop in Rowdy Exchange. A shopper can

browse online catalogs, add items to a shopping cart, and assign the cart to a requester for
processing and approval.

Requester — Can shop and submit the cart for approval.

Assignee — The assignee must be a requester in order to submit the cart for approval.

Dashboard — A view of the Rowdy Exchange “desktop,” which can be customized to
present key information for the user.

Showcase — A collection of catalogs available for shopping. Catalogs are awarded through
processes that comply with UTSA Purchasing rules.
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Navigation & User Profile
Update User Profile Defaults
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General Navigation

The upper menu

banner provides
Easy Slide-Out Menu and Breadcrumb Navigation easy access to:
e Your Profile
Approvals
Notifications
Shopping Cart
Quick Search

Rowdye-Exchange Purchase Orders ¥ Search (Alt+Q) Q 0.00USD W < |ko @1

Shop * Shopping Dashboard a +

Organization Message

Welcome to Rowdy-xchange
Your one-stop shop for procurement and business contracting needs.

Documents

Contracts

Accounts

Payable o Purchasing TIP - Early submission of a funded requisition will help expedite procurements.

o STAPLES has been added to the catalog showcase for Office Supplies.

o HiEd has been added to the catalog showcase for Apple Products.

Suppliers o Coordinate Copy Machine and Multi-Function Device renewals or new leases through Purchasing.
o Remember to keep your Airgas cylinder rental payments up to date

Sourcing

Reporting

ET——S—S—S—S—S——— T @l Message board for news

Simple Advanced Go to: Favorites | Forms | Non-Catalog ltem Browse: Suppliers | Categories | Contracts Draft All Drafts ~

o - Cart Type
Searc 0 ts, suppliers 0er, ELC No results found

Administer

Purchasing Department
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View My Profile

Search (Alt+Q) Q 1250U0 W Q |‘n 412

Requester Name . :
View My Profile

Dashboards

Manage Searches
Manage Search Exports
Set My Home Page

Search Help For A Solution

You do not have any recent orders

Logout m

Rowdy=-Exchange_

My Profile User's Name, Phone Number, Email, etc. &

Requester Name

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings
App Activation Codes
Early Access Participation

Update Securitv.Seitings

C[Jefauit User Settings ,

User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings
App Activation Codes
Early Access Participation

Update Security Settings

Default.User.Settings

Custom Field and Chartfield Defaults
Default Addresses

Cart Assignees

Payment Options (DO NOT USE - PCARD
BUYING IS NOT INCLUDED IN THE ROWDY
EXCHANGE)

mommA Amimcmcial Caddlaana

Purchasing Department
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Default User Settings

e Custom Fields and Chartfield Defaults
« Header (internal/external)

Custom Field and Chartfield Defaults

Header (int.) Header (ext) CodesfjCode Favorites Internal Information

* Codes (Speed Chart) :
° D e I |Ve ry LO Cat| on Custom Field Name Default Value Description Edit Values
. . Purchasing Business Unit UTSAL UTSA m
* Notification Preferences .
Next Fiscal Year No Default Value m
¢ S ea rCh resu ItS Procurement Specialist Unassigned  Unassigned m
° Shopp”']g’ carts and requ|s|t|0ns TIBH Exception No Default Value Ea
Purchasing Review Required No Default Value m
Contract Start Date No Default Value m
(mm/dd/yyyy)
Contract End Date (mm/dd/yyyy) No Default Value m
Delivery Location (R10112M  Central Rov & Wrhs 10112M |14

Purchasing Department
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Entering Speed Chart Values

Custom Field and Chartfield Defaults

1. Click on Create New Value

Header (int.) Header (ext.) Codes Code Favorites Internal Information

Custom Field Name Default Value Description Edit Values

Speed Chart No Default Value

2. Search for the desired 1 e

Speed Chart (cost center)

belat Loiminie Field Name Speed Chart

value e | —2

* Custom Field Values m

marked with an asterisk

re role-based values.
Users can only modify
the Default status of
these Custom Field
Values.

Purchasing Department
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Custom Field and Chartfield Defaults

Speed Chart (continued)

3. Select the desired value (COSt

/ Edit Values [ Close |
Resul
Cel Iter Val Description per Values
08 3t e Found 1 Page 1 [Jof2.» 2
Page
5 9 6
Select Value Description

DEFINE PEOPLESOFT

DAX122 SUPPORT
* Custom Field Values marked with

an asterisk are role-based values. PEOPLESOFT
DXM062 CONTRACTUL SVC-INST

Users can only modify the Default
u status of these Custom Fielgalalues. PEOPLESOFT SUPP &
IC dlues " onsion
n

PEOPLESOFT SUPP &
DZFO03 SUST CTROPS

PEOPLESOFT SUPPORT

* If you have more than one cost center [ ——p |

click all that are applicable

Header (int.) Header (ext.) Codes Code Favorites Internal Information

Custom Field Name Default Value Description

Speed Chart No Default Value
5. Set Default
[ ]

Create New Value

Edit Existing Value
Value Description DXMO33
DXM033 |PURCH DISTR SERV Value
OPS INST ot CH DISTR SERV O
5 — p=taut -

Status active

Purchasing Department
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Catalogs, Non-catalogs & Procurement Forms

=

SHOPPER
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Non-Catalog ltems

Q ooousp w o O T

Rowdye-Exchange Purchase Orders v

Shop * Shopping Dashboard a +

Documents

Organization Message

Contracts e wriral) .
Welcome to RowdyExchange

Your one-stop shop for procurement and business contracting needs.
Accounts
Payable o Purchasing TIP - Early submission of a funded requisition will help expedite procurements.
o STAPLES has been added to the catalog showcase for Office Supplies.

o HiEd has been added to the catalog showcase for Apple Products.
o
o

Coordinate Copy Machine and Multi-Function Device renewals or new leases through Purchasing.

Suppliers
Remember to keep your Airgas cylinder rental payments up to date

Sourcing

Reporting

My Draft Carts

Administer

Simple Advanced Go to: Favorites | Forms

- Q Cart Type
Searc prc pplie ak . ; No resuits found

=

Browse: Suppliers | Categories | Contracts Draft All Drafts ~
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Catelog & Form Showcases
UTSA v

Hosted Catalog — A supplier
listed on the home page that s
provides product content

(description, manufacturer =
part number, etc.). -
= ol e ve
Punch-Out Catalog
A Mt CARGUNA © v M by
o s i
A & & B

Procurement Forms
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Non-Catalog Navigation

Rowdye--Er\change Purchase Orders ¥ Search (Alt+Q Q 0.00USD W Q Iuo @1

a +

Shop * Shopping Dashboard

Documents Organization Message

Ut Welcome to RowdyExchange
Your one-stop shop for procurement and business contracting needs.
Accounts

Payable o Purchasing TIP - Early submission of a funded requisition will help expedite procurements.

o STAPLES has been added to the catalog showcase for Office Supplies.

o HiEd has been added to the catalog showcase for Apple Products.

o Coordinate Copy Machine and Multi-Function Device renewals or new leases through Purchasing.

Suppliers
o Remember to keep your Airgas cylinder rental payments up to date

Sourcing

Reporting

My Draft Carts

Administer

d

Simple Advanced Go to: Favorites | Forms

Setup Cart Type
. S - No resuits found

Browse: Suppliers | Categories | Contracts Draft All Drafts v
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Non-Catalog Navigation Continued

* Catalog No Quantity = Price UOM

Additional Details
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Unable to Locate a Non-Catalog Vendor
UTSA PaymentWorks

How to Navigate to PaymentWorks Initiator Role Navigation:

Log in to UTShare/PeopleSoft and click on UTSA Business Solutions
Center tile

— Job Aid

Vendor must complete Supplier Registration through PaymentWorks

Purchasing Department



https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.utsa.edu%2Ffinancialaffairs%2Ftraining%2Fdocs%2Fdts%2Fpaymentworks%2Fpaymentworks-initiator-role-job-aid.pdf&data=04%7C01%7CJeffrey.Miller%40utsa.edu%7C550d4f1a8ccd401c716808d8ea4da598%7C3a228dfbc64744cb88357b20617fc906%7C0%7C0%7C637516966500058780%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=WqqcqXrwU%2B8qhm44G96bhKl2Z5KlAkzSDKJrEufhP8A%3D&reserved=0
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General Stores Orders UTSA

" et aral Charme
General Stores

Process flow for General Stores orders:

1. Requisition approved and PO created (prefixed with “GS-")

 No encumbrance since orders are not exported to UTShare
2. Purchase order is automatically emailed to Central Receiving
Central Receiving processes and delivers order to department

4. At the end of month, Central Receiving bills the department
through the IDT process in UTShare

Purchasing Department

&
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Requisition to Purchase Order

[ |
Nl
REQUISITIONER APPROVER
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Commodity Codes

« UNSPSC (United Nations Standard Products and Services Code) coding will be used in
Rowdy Exchange to categorize each item. UNSPSC website: UNSPSC codes are
required on requisition lines and defaulted with catalog items.

Purchasing Department
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Adding Account & SpeedChart

* Account codes and
SpeedChart entered at the
Header Level will default to
all lines

« Both Account codes and
SpeedChart can be
overwritten at the Line
Level, as appropriate

« If multiple Account codes are
used, add Speed Chart at
Line Level

Purchase Order ~ :

Accounting Codes

Account

2 Items

Status  Item

v

] v

A ACCOUNTING CODES

63001 EGELO3 UTSAY

EGELO3

Speed Chart

Speed Chart |GL Unit

PO0095956 Revision 0

und

2100

Department

AEN0O4

Cost Center

EGELO3

Catalog No

MMP200-0204
S5

Function Program

100

Size/Packagin
9

EA

EA

Unit Price

304.72

75.00

Quantity

Qty: 3EA

Qty: 1 EA

& oV
Project2 Project3
e fue
Ext. Price
914.16 -
75.00 -

Values have been overridden forthisline &

PC Business
ogram Unit

Project-

Activity

Project2 Project3

Purchasing Department
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Amount Only POs

For orders that require ongoing invoices (i.e., freight, service
contracts or long-term lease agreements)

/  Freigh £A %00 [y A B
Enter the following information as a non-catalog item: w2 /
1. Quantity of “1” ‘ nte W
2. Total quoted/contracted amount | )
3. Accept default unit of measure of “Each” » I et
4. Set line item(s) to “Amount Only”

NOTE: *Freight charges may result in multiple
deliveries requiring multiple invoicing which is

why we use “Amount Only” DO NOT RECEIVE!!!

Purchasing Department
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Entering Freight and Discounts

Freight charges entered as a Non-Catalog item

| --/;1:
Enter “Net Amount” — Price less discount (negative
amounts are not permitted)

ITEM DETAIN

(I

]

Purchasing Department
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Modify/Update Requisition

Accounting Codes 4 v

Codes Added Here Will Be Applied 10 All Lines

0

Account Soeed Chart OL Unat Fund Department Cost Conter Function Program PC Business Unit  Project-Activity  Prosect? Frojects
DXMOSE3 UTSA 310% :“»‘n.ca' DXMO33 i i * N T JIF oy

Intermnal Notes and Attachments F External Notes and Attachments /s Vv




rsity of Texas at San Anton

UTSA Busmess Affairs

Submit a Requisition

> Q _J O~
.! Requisition « : 144764889 ~
I
[
g Cener Shippin Biling [ Dish ]
e To e To : —
m =
a8 1400
& [ seemeesm
A Cart
ul,
What's next for rrry order? e_
& By
8 ° 2 fob i
Ll
=
Orw
OO T et YV

Purchasing Department



The University of Texas at San Antonio

UTSA Business Affairs

Approval Workflow

Workflow driven by method of finance (Accounts/SpeedChart) and Commodity
Codes; can be previewed at any time during approval process

Rowdye-Exchange Al Search (Alt+Q) Q 1400uUsD = A o
Requisition ~ : 144764889 S -
General P Shipping P Billing & ~ [:] =
Show skipped steps
c Pens  shipTe Bill To & ‘ '
Dra:

Purchasing Department
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Time for
a Poll
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Locating a Returned Cart

If you receive an email that your requisition has failed PR Validation or
rejected workflow approval, navigate to the My Draft Cart (Dashboard
or My Carts and Orders view).

All Drafts ! W Shop ~ My Carts and Orders ~ View Draft Shopping Carts & r ft

Drafts Assigned To Me
My D rait My Drafts -J Create Cart

Mv Drafts Assianed to Othe
View: v/ My Returned Requisitions Assign Substitute
A
Number <~ Cart - v My Returned Requisitions
m Active Cart Cart Number Shopping Cart Name
Yhins 2017-03-D3 ghawuIsE ] W 1845753 2017-05-02 ghawxhurst 02
1845756 2017-05-02 ghawxhurst 03 ax W 1845756 2017-05-02 ghawxhurst 03
2 2017-05-04 ghawxh 1
1845753 2017-05-02 ghawxhurst 02 @ %] 15457874 017-05-04 ghawxhurst 0

Purchasing Department
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Viewing Document History

To view comments or action taken against a requisition or purchase
order, open the documents and click History to view the details.

Rowdye-Exchange All ~
Requisition ~ : 144764889
History
=5 =3 v ¢ @ Filter Clear All Filters Export CSV
r Pa v
& N Dat ~ U tep(s) Act Field Name Fro T Not
L 1 4/20 1 1 AM Requisitio UOM EA PK
odified
L 1 4 1 171:27 AN Requisitior Unit P 0 P, k ged natically due to an updat P
dified M |
L 1 6/4/202171 11:21 AM Requisitior Prod P Pens 50 per pack less di t of
dified C pt cent per pack

Purchasing Department
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Document Search

Use document search
features to retrieve a
requisition or purchase
order that is outside the 90
day view of the
dashboards.

Rondye-Exchange v | Search(AtsQ Q| oo @ O 91

= Search All Orders Roels v Ao v 2

Use (1) Quick Search if
you know the document
number or (2) Document
Search to use more
advanced search criteria.

Purchasing Department
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Methods for Approving a Requisition

Three (3) methods for approving: [

Requisition ¥+ : 3275390

Assign to myself
1 ) Onllne Approve/Complete Step
Withdraw Entire Requisition
Copy to New Cart

2) Ema” Add Comment

Add Notes to History

Add Non-Catalog Item

3) App

View My Orders (Last 90 Days)

Continue Shopping

. 4

For Approver training go to:

Purchasing Department
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Non-Catalog Manual Distribution

Rowdye-Exchange

Purchase Order

1. Open PO from the dashboard
or via Search Documents

2. From “Document Actions,”
select “Print Fax Version”

3. Print and fax, or save as a
PDF and email as an
attachment to the vendor

: | PO0096044 Revision 0

*+ Shipping Information

ShipTo

(€0 olales

Delivery Options

' Billing/Payment 4V

Bill To

Billing Options

Purchasing Department
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PO Change Order (POC)

* Reasons to submit a POC request
v To change the Account or Speed Chart (funding source)
v To change quantity on non-catalogs orders
v To change amount or price on non-catalog orders
v' To cancel a PO change Request

« DO NOT submit a POC request
X To add products to a catalog order; instead create a new
requisition
X To cancel lines on catalog orders; instead send email to

Purchasing@utsa.edu to have line or PO closed and the
remaining funds disencumbered

Purchasing Department
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PO Change Order (POC) continued...

Key Points:

v Enter new total
amount on the

POC form for
approval

v Once POC
completed, buyer
will approve
change request;
requisition will
show approved

Purchasing Department

-

e S g\

->lb-> s ->b

APPROVER PURCHASING

Rev 1

_}

-




niversity of Texas at San Antonio

The U San Antoni
UTSA Business Affairs

Close or Cancel

« PO’s with activity — receipts, invoices, vouchers should be closed - Please send an
email to close PO’s to . Once closed PO history of
payments and receiving reports will still be available to view.

« PO’s with no activity — not sent to vendor, wrong vendor ID, no receipts, no
invoices, no vouchers can be cancelled - Please process a PO Change request
form in Rowdy Exchange to cancel PO’s. Once cancelled PO will be removed
from the history of UTShare and will no longer be available.

« Both Cancel and Closing will disencumber funds.


mailto:Purchasing@utsa.edu
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Receiving & Invoicing

=4 ¥ |lem
v’—/ o

Purchasing Department
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Recelving

A receipt is required for POs funded with State or Federal Funds, Capital and
Control Assets or PO total is greater than $4.999.99 (excluding Amount Only)

Rowdye-Exchange

Purchase Order ~ : P0O0096044 Revision 0

& f t t Receipts t tt ts @

Records found: 0

There are no receipts for this PO.

State Fund Codes: 21xx (any fund code starting with 21)

Fund Codes: 5100 — 5499 (Federal, state, local and private grants, contracts and agreements (majority is federal)

Capital: Any equipment, other than software purchased on 09/01/09 or later, with a unit cost of $5,000 or more is considered ‘capitalized
equipment’ and is recorded to UTSA's inventory.

Controlled Items ($500 to $4,999.99): Stereo Systems, Cameras / Video Recorders, Computers, Data Projectors,
TV/VCR/Camcorder/Laserdisk Player,

Controlled Items (at any cost): Guns: handguns, rifles, automatic weapons, shotguns, Artwork

NOTE: DTS will not process payment if receiving report has NOT been completed

Purchasing Department
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Recelving

melye_?/\:’i‘.mm- Al » Search (Alt+Q) Q 1400USD W O = Q.o,.

ts » Search For Receipts » Summary - Receipt 29

6/4/2021 2:34:17 PM
Manual

[Doicte [ a0 [ Sove s | Compice |

Summary Comments (0) History

?
Exact Match: PO No. PO0096044
Header Information ?
Receipt Name 2021-06-04 60010192173 01
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned 6/4/2021 )| STATE UNIVERSITY OF IOWA
RECEIPT ADDRESS DELIVERY
Location v Carrier Other v
The University of Texas at San Antonio Tracking No.
One UTSA Circle Atsar Sinte H
Central Receiving Attachments Attach/Link
San Antonio, TX 78249 Notes
United States (1,000 Chars. Max)
Receipt Lines ?
Line Details
?
For Selected Lines: | Remove Selected items v | (23
PO No. PO Line No. Product Name Catalog No. Qty/UOM ordered Previous Receipts Quantity In?f::t:-y Line Status Actions
00096044 = 1 TROMA-IProduct Form: Concentrate 0.1 ml 1EA 1 Remove Line
Do not Receive & Return
update the
044 = 2 Estimated Shipping 1EA 1 Line Status Remove Line

Receive & Return

2 T e [

Purchasing Department
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Order Exception Handling

Receiving/Invoice issues for orders that DO NOT require
a receipt in Rowdy Exchange

Conditions of Iltem Ordered:

* Not received

[ Catalog Orders ]

« Backordered and never received Report issue by opening a SPOC ticket Wa==l= =y
» Discontinued or no longer available
» Received damaged or defective
_ _ , _ Non-Catalog
* Received wrong item or substitute item Orders

* Invoiced incorrectly -

o

1. Contact non-catalog supplier directly Q @ \
2. Submit a Supplier/Vendor Dispute Form to DTS

1t

Purchasing Department
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Rowdy Exchange & UTShare Support

Additional Technical Support (Tech Café)

The Tech Café is ready for your questions!
1. Telephone: 210-458-5555
2. Email: techcafe@utsa.edu

Additional Rowdy Exchange Resources:

Purchasing Department
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Thank you for attending class
Please complete the electronic evaluation form

Go to: https://mytraining.utsa.edu/apps/evaluations

* Click ‘Load classes’ (orange tab)

* Click the name of the class you took today

 Click ‘Start Evaluation’

* Click ‘Give Feedback’ SCAN ME

* IMPORTANT ‘1" is LOW and ‘7’ is HIGH

Please add your comments in the open comment box at the end




