WtANA EXCHANGE



Table of Contents

Definitions 2 Fixing Errors: Blanket Catalog Orders 18
System Errors, Returns, and Warnings in UDX 3 Fixing Errors: Internal Use Supplier 19
Warnings 4 Fixing Errors: Grants 20
Warning: Change Requests on Catalog PO 5 Fixing Errors: Blocked Suppliers 23
Warning: One-Time Ship to Address 6 Fixing Errors: NPOP Agency Codes 24
Warning: Supplier Review 8 Fixing Errors: Invalid Commodity Codes 25
Errors 9 PR Validation 30
Fixing Errors: Honorarium Request 10 Supplier Return Issues 31
Fixing Errors: Subawards 11 Chartfield Return Issues: General 38
Fixing Errors: Old/Restricted Forms 16 Chartfield Return Issues: Combo Edit Rules 40

Fixing Errors: Non-Campus Address on NPOP 17




Definitions

* Warnings notify the user that they may experience issues, such as
unforeseen delays, if they have not attended to the information specified.

* Errors prevent the requisition from being submitted until a specific issue is
rectified.

e System Returns automatically return the requisition in the PR Validation
step because some information on the UD Exchange requisition cannot be
validated in PeopleSoft.
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System Errors, Warnings, and Auto Returns

e Draft carts can be stopped in error or continue with a warning for multiple
reasons.

e Adraft cart can have multiple errors or warnings on the cart at the same
time. If this occurs all corrections for errors will need to be made before

the cart can be submitted.
* The system workflow can return requisitions for multiple reasons.

e This guide will assist with troubleshooting the reason for a warning,
error, or PR Validation return.
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Warnings

Warnings appear while in checkout — before submitting the requisition

 Warnings advise of potential approval or audit concerns if no changes are
made

* The requisition may see unexpected delays while being reviewed

 The message appearing in the cart is specific to the warning

* Warnings will not prevent the cart from moving forward

* You will be able to see applicable warning(s) before you submit the cart
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a;@ntbma.

Warning: Change Requests on Catalog PO

Change Requests * 4008576

®

If you are attempting a change request on a Catalog PO, you will see a
warning appear. You will still be able to submit the request.

Work Order
Number SpeedType Purpose Fund Dept Program Source Project ID User Ref
N/A PBRL175124 PBRL175124 OPBAL 07201 ADNON no value no value no value
N/A DF OFC COMM & DF OFC COMM & OPERATING COMMUNICATIONS ~ ADMINISTRATIVE
MARKETING MARKETING BALANCE & MARKETING NON ALLOWAB
Internal Notes and Attachments # External Notes and Attachments
1 Item
Dell Marketing L.P.|- 1 Item - 242,99 USD
A SUPPLIERDETAILS 1 DELL WAY : 1 DELL WAY, BLDG 8, ROUND ROCI, Te
Contract no value PO Number UDST001183
Quote number no value
If you see this symbol next to Item
Item . .. e . Unit Price Quantity
Details, it identifies that the item
1 Epson PM-400 Inkjet Printer - Photo Wi- 242.99 Qty: 1 EA
peon petsrmer-ro - was ordered through a Punchout, y
,\ however, the warning will show for
Wanofactoror . Del Hosted Catalog orders also. Intermal Note/ o value
Name Business

Cost Share
Project

no value

Ext. Price

242.99

,

-0

s O

Submit Reguest

Assign Draft

i |

Summary

Be aware of these issues.
You may review and proceed.

Please remember that change requests are NOT advised
for catalog orders. If done at all it should be on rare
occasions to update funding on open/backordered lines,
never sent to the supplier, and may be nullified if the
supplier electronically sends an invoice while the change
request is underway. Please review our training materials
on change requests or email procurement@udel.edu for
more information

Total (242.99 USD) v

Shipping, Handling, and Tax charges are calculated and
charged by each supplier. The values shown here are for

estimation purposes, budget checking, and workflow

approvals.

Subtota 242.99
24299

Related Documents v

Purchase Order: UDST001183 [ =]

Requisition: 3804049 =




Warning: One-Time Ship to Address

Requisition * 4008588 @ = <o+ | hssignCart

“ Summary PO Preview Comments Attachments History
Q General £ Shipping £ Billing #Fov Summary =
s 2024-04-22 testb000requester 01 . i
m vart hame ? Ship To Bill To Be aware of these issues. ~
‘You may review and proceed.
Description na value Shipping address *1-TIME Accounts Payable
* code accountspayable@udel.edu
222 South Chapel Street The selected Ship to Address is a non-UD address. To shipto a
Priority Normal Newark, DE 19716 non-UD address, please make sure the Internal Notes/Business
UNIVERSITY OF DELAWARE United States Justification includes the reasen or need (who, what, where,
@ Attn: Robert Requester when, why) for the items to be sent to an non-UD address
Robert R st §
Prepared by obert Requester Room: Suite 12 Please identify if the items will be returned to campus as the
1221 Main St Billing Options property of uD. This is necessary for audit purposes and, if
l‘ Prepared for Robert Requester Wilmington, DE 19880 shipped outside of Delaware, tax purposes
United States
Purchasing Business UODO1
Department PCS-MARKETING (07460) Unit UNIVERSITY OF DELAWARE Total (5,000.00 USD) v
# Shipping, Handling, and Tax charges are calculated and charged by
Ad-Hoc Approver Select

each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.

If you use the 1-TIME shipping address, you will receive a warning. You can still proceed
with submitting the request. If you submit while using the 1-TIME shipping address, the
requisition will go to Procurement for review of the items explained in the warning. formy order? .

Next Step COA Approver
eBuilder Process Instance no value

Approver Procurement Help
Technology Request # no value

Workflow

Waiver of Bid X




Warning: One-Time Ship to Address

Requisition * 4008588 Summary =
WOTKTIOW et
n Summary PO Preview Comments Attachments History
e Draft
N Active
R Accounting Codes F A - Robert Requester
m Work Order Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project
PR Validation
N/A PURC110000 PURC110000 OPBAS 04750 ADALL no value no value no value no valve Future
1Y /E PROCUREMENT /E PROCUREMENT OPERATING BASIC PROCUREMENT ADMINISTRATIVE
* SERVICES SERVICES SERVICES ALLOWABLE
G Internal Notes and Attachments &£ External Notes and Attachments & COA Approver
Future
Internal Note/Business Ordering bio-degradable pens to be sent to my house since | am fully Note to all Suppliers no value
I‘ Justification remote. These items will not be returned to campus.
Attachments for all suppliers Add
Internal Attachments Add Non-Campus Ship-To Review
p PO Clauses 1 @ View details .
Buyer Routing
Future
Procurement Approval
Future
PR Validation 2
Future

Frmmmia PP
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Warning: Supplier Review

VPRt EXCHANGE

Requisition * 4035926
Summary PO Preview Comments Attachments History
Attachments for all suppliers Add
Internal Attachments Add
PO Clauses 1 0 View details
Additional Notes to print on PO no value
1 Item
iten Supplier Classes -0~
HURON C 2 S LLY
HURON CONSULTING SERVICES LLC - 2 eview we D
~ SUPPLIER DETAILS
~ SUPPLIER DETAILS rd
Contract no value PO Number To Be Assigned

Search (Alt+Q)

If the Supplier has been marked for Supplier Class Review, a warning message
will appear advising that this supplier is being reviewed by the supplier team,
however, it will not prevent you from submitting the Requisition.

Make sure you check the supplier record to confirm the supplier selected is
correct,

2500000USD W Q| IS §
Summary Bl

Be aware of these issues. ~
You may review and proceed.

This supplier has been flagged for review by the supplier team.
Please review the Internal Notes on the supplier record for
details and ensure that you have selected the correct and
active fulfillment center for this requisition.

Total (25,000.00 USD) ~

shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.

Subtotal 25,000.00
25,000.00

What's next for my order? v

Next Step COA Approver

Approver Procurement Help

Workflow




Errors

Errors appear while in checkout — before submitting the requisition

* Requisitions cannot be submitted until the error is corrected

 The message appearing in the requisition is specific to the error

* Once corrected, the error message will disappear

* Form-based errors must be recreated using the correct form type

* Error messages have replaced specific workflow steps as of July 1, 2024
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Fixing Errors: Honorarium Request

E ® e Assign Cart

sSummary =

° Correct these issues. ~
You are unable to proceed until addressed.

The honorarium form indicates that the payee is not
eligible to receive payment under their visa type. If all the

= fields on the honorarium form were submitted accurately,
A~ SUPPLIER DETAILS & this payment cannot be made.
Contract no value PO Number To Be Assigned Total (550.00 USD) -
L
Quote number no value Shipping, Handling, and Tax charges are calculated and
charged by each supplier. The values shown here are for
“ workflow
Item
Does the individual’s visa type permit honorarium payments in the United States? ™™ @
[1 [ Honorarium Request form 550.00
Q Yes @® No
~ ITEMDETAILS [ 550.00
Contract: no value Discontinue use of this form. We cannot pay individuals whose visa does not permit an honerarium payment. If you submit the form with this message showing, it will
automatically return to you. ~
Commodity Code NP-HONORA / N-POP ONLY: one-time payment to i
special activity or event for which a fee is not legall,

traditionally required

External Note no value Approver Sklodoweski, Eileen

Account Code 146400
HONORARIA (1099 O/H CHARGED) Attachments for supplier Add
Workflow

PA Tunn Ausreida s
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Fixing Errors: Subawards

Commodity Code RO-SUB2 - Research Office
Subawards >$25K - to be used
on Subaward form only, not to
be used with any Goods or

Services purchase

Prior to submitting this request for approval, | will mark the cart for "Multi-Invoice/Payment". *

[CJ Acknowledged

Prepared by

Purchasing
Business Unit

Kristen Pickering

uoDo1
UNIVERSITY OF DELAWARE

NEW: If | have a $0 placeholder on line 2, | will ALSO check the "PO Type Override” box before submitting. * @

[CJ Acknowledged

eBuilder no value
Process

Instance

Multi- Vv

Invoice/Payment




Fixing Errors: Subaward POTO box

Commodity Code RO-SUB2 - Research Office
Subawards >$25K - to be used
on Subaward form only, not to
be used with any Goods or
Services purchase.

Prior to submitting this request for approval, | will mark the cart for "Multi-Invoice/Payment”. *

[CJ Acknowledged

NEW: If | have a $0 placeholder on line 2, | will ALSO check the "PO Type Override” box before submitting. * @

[J Acknowledged




Fixing Errors: Subaward POTO box

Summary el
° Correct these issues. v

‘You are unable to proceed until addressed.
1 Subaward Details - Line 1 25,000.00 1 25,000.00

This subaward requisition has been correctly set up with the
Multi-Invoice/Payment Box selected, however one or more

~ ITEM DETAILS

=% F & & B o &

y funded lines has the PO Type Override (POTO) box selected.
Please keep the POTO box checked for only $0 lines and
Commodity Code RO-SUB / Research Office Subawards <$25K - to be used on Internal Note/Business no value uncheck POTO on every funded line to proceed.
Subaward form only, not to be used with any Goods or Services Justification
purchase. Be aware of these issues. w
Internal Attachments Add You may review and proceed.
Account Code 153200 i )
C&G SUBCONTRACT-AMT UP TO 525K External Note no value Empty: Internal Note/Business Justification
Total (35,000.00 USD, v
Attachments for supplier Add ( )

Shipping, Handling, and Tax charges are calculated and charged by
PO Type Override e each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.

2 Subaward Details - Line 2 10,000.00 1 10,000.00 - Subtotal 35000.00
35,000.00
-~ ITEM DETAILS ra
What's next for my order? v
Commeodity Code RO-SUB2 / Research Office Subawards >$25K - to be used on Internal Note/Business no value my
Subaward form only, not to be used with any Goods or Services Justification Next Step COA Approver
purchase. ,
Internal Attachments Add Approver Procurement Help
Account Code 153300
C & G SUBCONTRACTS-AMT>525K External Note no value

Workflow

Attachments for supplier Add

Draft
Q PO Type Override Ve Active

Robert Requester

Powered by JAGGAER | Privacy Policy




Fixing Errors: Subaward POTO box

e

£ B 0

In this instance, there is a $0 line on the second line as a placeholder, but the

POTO box is NOT checked. This requisition will automatically error and cannot
be submitted until the submitter checks the POTO box.

= E %

-~ ITEM DETAILS

Commuodity Code

Account Code

2 Subaward Details - Line 2

#  ITEM DETAILS

Commodity Code

Account Code

RO-SUB / Research Office Subawards <§25K - to be used on
Subaward form only, not to be used with any Goods or Services
purchase.

153200

C&G SUBCONTRACT-AMT UP TO $25K

RO-SUB2 / Research Office Subawards »$25K - to be used on
Subaward form only, not to be used with any Goods or Services
purchase.

153300

C & G SUBCONTRACTS-AMT=>525K

Internal Note/Business
Justification

Internal Attachments

External Note

Attachments for supplier

PO Type Override

Internal Note/Business
Justification

Internal Attachments

External Note

Attachments for supplier

no value

Add

no value

Add

X

[ 0.00

no value

Add

no value

[ PO Type Override

Summary £

° Correct these issues. ~
You are unable to proceed until addressed.

This subaward requisition has been correctly set up with the
Multi-Inveice/Payment Box selected, however there is one or
more $0 placeholder line. The PO Type Override (POTO) box
must be checked on these lines until funds are added to those
lines. Please check the POTO box on all $0 lines before
proceeding.

Be aware of these issues. ~
‘You may review and proceed.

Empty: Internal Note/Business Justification

Total (25,000.00 USD) “

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.

Subtotal 25,000.00
25,000.00

What's next for my order? v

Next Step COA Approver

Approver Procurement Help

Workflow

Draft
Active

Powered by JAGGAER | Privacy Palicy




Fixing Errors: Subaward POTO box

‘Summary PO Preview External Communication Comments Attachments History
“ T TV L Suwawaru eyt |
g Contract: no value
i 1 NIMBL patch test - line 1 25,000.00 1 25,000.00 B © comectthese issues.

‘You are unable to proceed until addressed.

This change request has one or more funded lines with the PO
Type Override (POTO) box selected. Please keep the POTO box
«checked for only $0 lines and uncheck POTO on every funded
line to proceed.

Total (40,000.00 USD) v

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.

Subtotal 40,000.00
40,000.00
2 placehalder | 15,000.00 1 15,000.00 B Related Documents v
Purchase Order: UDRTO00067 [
~  ITEM DETAILS ra
Requisition: 3939172 [
Commodity Code RO-SUB2 / Research Office Subawards >$25K - to be used on Internal Note/Business no valve
Subaward form only, not to be used with any Geods or Services Justification Wha's next for my order? -
purchase.
Internal Attachments Add Next Step Misc Department Approval
Account Code 153300
Approver Procurement Help
€ & G SUBCONTRACTS-AMT>§25K External Note no value
Attachments for supplier Add Workflow

PO Type Override v




Fixing Errors: Old/Restricted Forms

 An error message will also show if you attempt to create a cart with an
old/restricted form. This most likely happens if you copy a previous
requisition to a new cart.

e Asof April 2023, the Waiver of Bid form that was sunset on July 1, 2022 will
display an error message and the requisition cannot be submitted.

* There are other forms for administrator use only which will prevent
submission if submitted by a user without that role.
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as@uﬁpnn.

Fixing Errors: Non-Campus Add

Requisit

Summary

General

Cart Name
Description
Priority
Prepared by
Prepared for
Department
Ad-Hoc Approver

Multi-invoice/
Payment

PO Preview Comments

npop

no value

Normal

Robert Requester

Robert Requester

SCHOOL OF NURSING (03717)

Select

X

Attachments History

(Shipping

Ship To

Shipping address ~ *1-TIME
code

UNIVERSITY OF DELAWARE
Attn: Robert Requester
Room: front porch

123 Home Road

Milltown, DE 19808

United States

2

Billing

Bill To

Accounts Payable
accountspayable@udel.edu
222 South Chapel Street
Newark, DE 19716

United States

Billing Options

Purchasing uobo1
. : UNIVERSITY OF DELAWARE
Business Unit

ress on NPOP

@ e Assign Cart
PR Summary =
° Correct these issues. v

You are unable to proceed until addressed.

The non-campus ship to address should only be used
when goods are being sent and should not be used on
NPOPs, which are not dispatched. Please change your
ship to address to a campus address before submitting.

Total (150.00 USD) v

Shipping, Handling, and Tax charges are calculated and
charged by each supplier. The values shown here are for
estimation purposes, budget checking, and workflow
approvals

Subtotal 150.00

150.00




Fixing Errors: Blanket Catalog Orders

Requisition * 4036020

A Assign Cart
‘Summary PO Preview Comments Attachments History
Multi-Invoice/ v
Payment Summary =]
Internal Fields P € comect these issues. v
You are unable to proceed until addressed.
Buyer Information > Please remember that catalog orders are always invaiced by

quantity, not by amount. Please uncheck the multi-inveice box
before proceeding with your order. If your order includes a line
for shipping, you may check the PO Type Override (POTOQ) box
so that that line enly can be inveiced multiple times if your
products are sent separately. Thank you.

Total (2.34 USD) ~

as@tama.

Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.

Subtotal 234
2.34
Contract no value PO Number To Be Assigned
What's next for my order? v
Quote number no value
Mext Step COA Approver
Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 6/3/2024 1:30:17 PM Approver Procurement Help
« 2" White China Flat Sash Rock River[REG] Wood Handle Chip and Qil Brush
« 1" White China Flat Sash Rock River|[REG] Wood Handle Chip and 0il Brush
Workflow
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Draft
1 2"white China Flat Sash Rock River[REG] Wood Handle Chip and il Brush 0602097 EA 1.58 Qty: 1EA 1.58 | Active
Robert Requester

~ ITEMDETALS €~ Id PR Validation




Fixing Errors: Internal Use Supplier

estimation purposes, budget checking, and workflow
approvals

A tiar. EXCHANGE TEST SITE Al v Search (Alt+Q) 1,500.00USD W @ K 'S
. Requisition + 4035926 ® @ @ - | assigncan
“ Summary PO Preview Comments Attachments History
g [University of Delaware (Internal Use - DO NOT MODIFY)} 1 Item - 1,500.00 USD - Summary 3|
e . SUPPLIER DETAILS ra
AL o Correct these issues. ~
Contract no value PO Number To Be Assigned You are unable to proceed until addressed.
‘ Quote number no value This supplier record is for internal use only and cannot be
used on requisitions.
@ Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Total (1,500.00 USD) v
» - e
.|III. [ Non-PO Payment Request D Shipping, Handling, and Tax charges are calculated and
charged by each supplier. The values shown here are for
Contract no value

Subtotal 1,500.00

1,500.00




Fixing Errors: Grants

 The values associated with a chartfield string, including the project end

date, are stored in PeopleSoft and update in UD Exchange hourly during
business hours.

* They are static, not dynamic, which means once they are in your requisition,
if associated values update, you will not see it.

* You must re-enter the SpeedType for the associated values such as project
end date to repopulate with the refreshed “VALID” code.
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Fixing Errors: Grants

Requisition Date within 45 days after the Project End Date and Account NOT Publications (148300), Printing Services (144300) or Subawards (153200, 153300)

If Project_Type NOT IN ('DA','SVCTR','VPFED',"VPGIF','"VPOTH",'VPSTA','FACIL') and

System Date = 'POST_45'
'Account NOT IN LIST ('148300','144300','153200','153300')

If Project_Type NOT IN ('DA','SVCTR','VPFED','VPGIF','VPOTH','VPSTA','FACIL') and
|System Date = 'POST_46_60"'
|Account NOT IN LIST ('153200','153300')

Requisition Date greater than 60 days after the Project End Date
|If Project_Type NOT IN ('DA','SVCTR','VPFED','VPGIF','VPOTH','VPSTA','FACIL') and
System Date = 'POST_61"

Requisition Date between 46 and 60 days after the Project End Date and Account NOT Subawards (153200, 153300)

If the Research Office adjusts the end date
of the grant, you will need to re-enter the
SpeedType/project ID on the requisition to
pick up the new dates before resubmitting!




Requisition modified Account Code empty

Requisition modified Project End Date empty

Flag 2

Requisition modified Project Type 2 empty

Requisition modified Project End Date empty

Flag 1

requsiid Codes are always shown in the
same order in every field. This

requisitiq \Wwould be the fourth code
listed on the requisition.

Requisition modified User Ref  empty

Requisition modified Project ID empty

Requisition modified Source empty

141214

116.67%, :16.67%, :16.67%, :16.67%, :16.67%,
116.67%

116.67%, 116.67%, :16.67%, :16.67%, 116.67%,
116.67%

VALID:16.67%, VALID:16.67%, VALID:16.67%,

POST_46_60:16.67%| VALID:16.67%,

VALID:16.67%

FEDRL:16.67%, FEDRL:16.67%, FEDRL:16.67%,
OTHER:16.67%, FEDRL:16.67%, FEDRL:16.67%

116.67%,:16.67%, :16.67%, :16.67%, :16.67%,
116.67%

116.67%,:16.67%, :16.67%, :16.67%, :16.67%,
116.67%

CHEG32224723000:16.67%,
CHEG31231221000:16.67%,
CHEG33211723000:16.67%,
CHEG43226522000:16.67%, C...

Show more

3300000000:16.67%, 3300000000:16.67%,
3300000000:16.67%, 8900000000:16.67%,
3300000000:16.67%, 33...

Show more




Fixing Error: Blocked Supplier

A K EXCHANGE All = Search (AIt+Q) 2500000USD W @ | L2
Requisition * 4 1 1 (] ces Assign Cart Place Order
. 9 If a Supplier has been tagged as the Supplier Class “INVALID SUPPLIER — DO
5 ”» H .
w7 | NOT USE (See Notes)”, the error will appear under the summary section and
2 ... .| you will not be able to submit the requisition.
PO Clauses 1 u View details
m Additional Notes to print on PO no value ﬂ Correct these issues.
You are unable to proceed until addressed.
* h lier i lid for sh . Pl h
1 ftem - O Intrnal Notes on he suppie revord or detasand use the
new supplier record for your order if indicated.
@ DELAWARE UNIVERSITY OF - 1 ltem - 25,000.00 USD - Total (25,000.00 USD) N
_Hl_ ~ SUPPLIER DETAILS I : DINING SERVICES, 152 PERKINS STUDENT CEN P shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
# Contract no value PO Number To Be Assigned budget checking, and workflow approvals.
Quote number no value Subtotd 25000.00
25,000.00
Item St supp"er Classes ts Unit Price Quantity Ext. Price
Non-PO Payment 25,000.00 1 EA 0 25,000.00 . I:‘ What's next for my order? v
® INVALID SUPPLIER - DO NOT Next Step Supplier Review
3,000.0
~ ITEMDETAILS ¢ USE (See notes) & Approvers Craven, Wendy
Gonzalez, William
Contract: /Business no value
» SUPPLIER DETAILS ® 154 D TOWNSEND HALL : DINING
Commodity Code Workflow
hments Add




Fixing Errors: NPOP Agency Codes

If you are attempting to use the NP-Agency commodity code on a Non-PO Payment form,
it MUST be used with a SpeedType that includes Fund Type AGNCY..

Work Order Cost Share oy
Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Project
9 1,500.00
N/A AGCY912155  AGCY912155 | AGNCY 02501 no value no value no value no value no value
N/A INSTIT ARTS & INSTIT ARTS & AGENCY ARTS & SCIENCES
m EDUC EDUC What's next for my order? ¥
Next Stej i idati
‘ Internal Notes and Attachments Y X% External Notes and Attachments & i Waitfor validationResponse
Approvers  There are no approvers
& 1 ltem a -~
Workflow 0=
o DELAWARE STATE OF - 1 ltem - 1,500.00 USD
V' SUPPLIERDETAILS  MAIN : 820 NORTH FRENCH ST, WILMINGTON, Delawar... ¥ f e
Item Catalog No. Size/Packagin Unit Price Quantity Ext. Price
9 Start - Parallel Steps
[ Non-PO Payment Request ces D
PR Validation
Contract: no value Future
1 moving funds 1,500.00 1 1,500.00 oo Wait for Validation Response
Future
A ITEM DETAILS &
Payment Commodity NP-AGENCY / N-POP ONLY: For Internal no value End-BardlelStepa
Q Notes/Instructions Code payments from AGCY codes where Note/Business
1IN is the fiseal anent for finds lustification P i




Invalid Commodity Code Errors

* |nvalid Commodity Code errors are solely related to the commodity code
used in various types of requisitions.

* An error message will appear in the summary section if this is triggered

* This error exists because users can overwrite the commodity code
even when it is incorrect for that type of purchase.

SITY or
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Why Invalid Commodity Code Errors Happen

 These types of errors happen most often when users “shop around” for their
traditional or preferred account code and try to make the system use it.

e Remember! The NPOP form is NOT a replacement for the legacy Payment to Vendor
form. When purchasing goods or services, you must have a purchase order in place

prior to receiving an invoice. Only certain types of invoices can be paid without a PO
via the NPOP form.

* Please refer to the “Guided Buying and Procurement Policy” and “Commodity and

Account Codes” videos in the ConnectingU Requester training module for more
information.

NING: O o
[ﬂ EIAWARE l .
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Fixing Invalid Commodity Code Errors

 The form type you use will guide you into use of the correct commodity
codes available and therefore the correct account codes.

* NP commodity codes are only available for use on the NPOP form.

e (Catalog, non-catalog and legacy bid waiver forms all use numeric commodity
codes

* Subawards are the only forms to use RO-SUB codes and 153200/153300.
* Fix NPOPs or Subawards by undoing any manual overrides.

e Fix catalog and non-catalog requisitions and legacy bid waiver change

requests by replacing an incorrect NP commodity code with a numeric code
from the crosswalk.

[ﬁgﬁwwm l O
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Fixing Errors: Invalid Commodity Code

The user is attempting to use the Non-PO Payment form with a numeric
commodity code used for the purchase of goods and services. The errorin TeE T e
the summary section instructs that only codes beginning with NP can be used on
this type of requisition and the Place Order button is not available until fixed. - summary N

KAESER & BLAIR INC - 1 Item - 150.00 USD -

aF@mea.

© Corect these issues. ~
You are unable to proceed until addressed.
» SUPPLIER DETAILS  MAIN : 4236 GRISSOM DRIVE, BATAVIA, Ohio 45103- ra
N . . Only commodity codes beginning with NP can be used on
Contract no value PO Number To Be Assigned NPOPs. Please either select an appropriate commadity code if
an NPOP should be used, or delete your NPOP form and
Quote number no value proceed with a non-catalog request and a numeric commodity
code.
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Total (150.00 USD) v
[ Non-PO Payment Request ] - [ shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
Contract no value budget checking, and workflow approvals.
Subtotal 150.00
human subject payment test 150.00 1 150.00
150.00
~ ITEM DETAILS ra
Payee Invoice Number [Ccm‘noclii}' Code 811XXXXX / Research Based Services ] Internal Note/ ne value What's next for my order? e
Business Next Step COA Approver
Invoice Date Account Code 151210 Justification
ENG AND RESEARCH AND TECH SRV Approver Procurement Help
Interna Add
Payment Notes/Instructions
B Attachments
Workflow
mere info...

Frfernal Note no value




Fixing Errors: Invalid Commodity Code

u u o . b Assign Cart
. The user is attempting to create a catalog purchase order with an NPOP code. It will not
% | be able to be submitted until the corrections are made.
9 Summary el
1 ltem e [
m ° Correct these issues. ™
FASTENAL COMPANY - 1 ltem - 0.76 USD ree D You are unable to proceed until addressed.
* ~ SUPPLIERDETAILS 4 o Catoog o o catalog urchaoe orders. Ploaes slect the
& ro v T o o e e e o
is allowable on an NPOP.
Quote number no value
.H.I. Beaware of these issues. ~
You may review and proceed.
Need to make changes? MODIFY ITEMS | VIEWITEMS Item(s) was retrieved on: 6/3/2024 10:42:30 AM
# [ = 1" White China Flat Sash Rock River[REG] Wood Handle Chip and Oil Brush ] ) X
Empty: Internal Note/Business Justification

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Total (0.76 USD) v
1" White China Flat Sash Rock River|[REG] Wood Handle Chip and 0il Brush 0602095 EA 0.76 Qty: 1EA 0.76 I:‘ Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.
# ITEM DETAIL: ra
Manufacturer Tame  Fastenal Approved Vendor Contract no value Internal Note/ no value Subtota 0.78
Business 0.76
Supplier Part Auxiliary 1D [Ccmﬂocli:y Code NP-AWARD / N-POP ONLY: Cash award or ] Justification }
prize
Interna Add
more info
Account Code 149200 - - Attachments What's next for my order? v
MONETARY AWARDS & PRIZES
Next Step
External Note no value : COA Approver
Attachments for Add Approver Procurement Help

supplier




PR Validation Errors

* PR Validation steps occur when UD Exchange communicates with PeopleSoft and
area not duplicated by rules built in UD Exchange.

PR Validation errors are not previewed in the workflow sidebar since they are not
known until UD Exchange communicates with PeopleSoft.

PR Validation happens at the beginning and the end of every requisition workflow.

* These errors always have text that is prefixed with “Line: 1, Split: 0” (the numbers
may vary), which indicates the error code came from PeopleSoft.

NING: O o
[ﬂ EIAWARE l .
£



Note

Line: 1, Split: 0 - Supplier
number: 0000013244 may not
exist, may be inactive or is not
open for ordering.

Show less

Note

Line: 1, Split: 0 - Supplier number: may not
exist, may be inactive or is not open for
ordering. Line: 1, Split: 0 - Supplier number: ,
Location: Not found. Supplier Location may
not exist or may be inactive.

Supplier Return Issues

These errors occur when the supplier record in PeopleSoft is
not in sync with the supplier record in UD Exchange.

Most likely, the record is being edited in UD Exchange (as a
result of a recent W9 submission).

You may also have started your requisition before the supplier
record went inactive (occurs 15 months after no payment) or
before the Supplier Team completed approval of the supplier.




Fixing Supplier Return Issues

Wi EXCHANGE

Shop * Shopping Home Page

Organization Message

Welcome to the University of Delaware Exchange

Here you'll find the goods and services you need. The greatly expanded University of Delaware Exchange provic

familiar online shopping experience and negotiated pricing from UD's preferred suppliers. You can search for ite Copy an d Paste either th e Supplier
keyword or |tem number When you ﬂnd the |tem you need Just put itin your shopplng cart, and assign or submit ) .
ki Qi 25519n or submit. number or supplier name in the

H Curry, Rachel .
Suppliers gh noon on Sunday, Novem Supplier Search area on the menu.
: ng this time, please use a p-
Manage Suppliers » Supplier Management Home updated guides on our webs

Parforance Search for a Supplier

howcase now offers shopg
Purchase, which will providi
ology purchase. Visit the

View Saved Searches
Procurement website for more details.

UD Exchange now has a new feature - the PO Type Override (POTO) Box. If you're not sure whether to click the

Nl e S S A g e A A S 0 e o e e o W g S 2 O S A A A e S




Fixing Supplier Return Issues

s EXCHANGE Al Search (Alt+Q) Q 4265USD W <M 4 L2 o

Suppliers b Manage Suppliers b Search for a Supplier

o
= Search Suppliers K saveas =  APinFilters
G
Quick Filters Relationship: In Network ~  Status: All = | Curry, Rachel ¥ Q O | AddFilter v  Clear All Filters ?
1-1 of 1 Results Q 20 Per Page + +
Approved By v
Gonzalez, william o Company Name =~ Supplier Classes Last Modified ~  Supplier Number ~  Registration Status Registration Type Registration Date ~  Supplier Type Duns Number ~  Diversity Classification
Brand ~ e o [-Dul Rachel (Writings of Rachel) ] 6/18/2024 9:47:03 AM 0000041463 Approved Full Supplier Registration 9/30/2021 MNon-Catalog None (None)
Mo Brand o
commodity Code v
No Commodity cods © Click the name of the supplier that is returned in your search.
Contract Party Type v
supplier o
Country of Origin W
United States (1]
Customer Commodity Code ~
No Commaodity Code o
Diversity Classification Y

None (None) [1]




l{’ji‘ﬂ{‘\\':\}u‘ EXCHANGE All Search (Alt+Q) Q 0.00USD W (VAT S

Suppliers » Manage Suppliers » Search for a Supplier » Supplier Profile - Curry, Rachel

< Back to Results Tof TResults v | € | >

Curry, Rachel 4 History ?
Doing Business As : Writings of Rachel
» Filter History Export CSV
Registration Status Approved
Registration Type  Full Supplier Registration —— —
7 Results Per Page |20 v Records found: 34 | Page 1 vjof2[a] 2
Date v User = Action o Context & Section = Field a Vgllge New Value Note
About 11/4/2021 System  Successfully exported  Supplier Registration
11:24:28 to ERP (via System) Workflow
Contacts and Locations AM
Workflow and Review 11/4/2021 System  Supplier Registration Supplier Registration
11:24:18 Approval Complete (via Workflow
Internal Notes AM Workflow)
Supplier Registration Workflow 11/4/2021 System  Modified (via Workflow) Enable Sync with ERP  Off On

112418

Supplier Review

Information about the supplier’'s updates and review process can be found in View History.
This supplier was approved on November 4 and should be active.

TT:2ZZ2T5  Gonzalez Assigned (via Workflow:

AM Workflow) Registration Review

11/4/2021 Bil Modified General Active for Shopping false true
11:24:04  Gonzalez

AM

11/4/2021 Bil Viewed Payment Account Number ACH Payment
11:23:36  Gonzalez Information

AM

9/30/2021 System  Modified (via Workflow) General OFAC SDN Information empty  9/30/2021
2:19:59 | Status Last Updated 219 PM
PM

Drwarad hu INGRAED | Drivams Dafir




l}ﬁi‘{{\“\”\i\w EXCHANGE All Search (Alt+Q) Q 0.00USD W QO |w TS §

Suppliers » Manage Suppliers » Search for a Supplier » Supplier Profile - Curry, Rachel
< Back to Results Tof TResults v | € | >
Curry, Rachel 4 History ?
Doing Business As : Writings of Rachel
» Filter History Export CSV
Registration Status Approved
Registration Type  Full Supplier Registration — —
» Results Per Page |20 v Records found: 34 </ Page 1 v |of2/»| 2
Date v User = Action o Context & Section = Field a Vgllge New Value Note
About 11/4/2021 System Successfully exported  Supplier Registration
11:24:28 to ERP (via System) Workflow
Contacts and Locations AM
Workflow and Review 11/4/2021 System  Supplier Registration Supplier Registration

e HOWEVER, there is no PeopleSoft number listed for the supplier. This indicates there

Supplier Registration Workflow

SupplierReview Workfow was an error in communication between systems.

e These are rare and are normally manually resolved, but please email
procurement@udel.edu if the supplier status says, "Approved" with no supplier

T1/747202T Bil Modified General Active for Shopping false frue

11:24:04  Gonzalez

AM

11/4/2021 Bil Viewed Payment Account Number ACH Payment
11:23:36  Gonzalez Information

AM

9/30/2021 System  Modified (via Workflow) General OFAC SDN Information empty  9/30/2021

2:19:59 | Status Last Updated 219 PM

PM

Drwarad hu INGRAED | Drivams Dafir



mailto:procurement@udel.edu

N EXCHANGE All ¥ Search (Alt+Q) Q 0.00USD W Q |w »~ 2

Suppliers » Manage Suppliers » Search for a Supplier » Supplier Profile - Curry, Rachel

« Back to Results Tof TResults v (€ | &

Curry, Rachel 4 History ?
Doing Business As : Writings of Rachel
 Filter History Export CSV
l Supplier Number 0000041463 l
Registration Type _Full Supplier Registration Results Per Page |20 v Records found: 40 «|Page 1 v|of2[r| 2
X4 Date w User o Action a Context & Section o Field a Old Value New Value Note
11/12/2021 System  Modified (via Fulfillment Center:  General Address ID empty inherited UD
12:18:18 import) Fulfillment Center
ot PM 1
bou
11/12/2021 System  Modified (via Address: 35 Addresses  Remittance Updated
Contacts and Locations R : A o s R
Workflaw and Beiew After the error message was reloaded, the supplier number was imported
View H 1 1
i from PeopleSoft and the supplier record was updated in UDX.

The requisition can now be submitted because it will know to look for
supplier ID 0000041463 in PeopleSoft when the requisition is sent.

PM

11/12/2021 System  Modified (via General Supplier Number empty 0000041463
121817 import)

PM

11/4/2021 System  Successfully Supplier

11:24:28 exported to ERP Registration

AM (via System) Workflow

11/4/2021 System  Supplier Supplier

11:24:18 Registration Registration

AM Approval Complete Workflow

(via Workflow)

Powered hv JAGGAFR | Privacy Policy




NI EXCHANGE a- s Note

Suppliers » Manage Suppliers » Search for a Supplier » Supplier Profile - CareerLeader LLC

Line: 1, Split: 0 - Supplier

< Back to Results 1of1Results v < | & number: 0000013244 may not
exist, may be inactive or is not
CareerLeader LLC 4 Supplier Registration Workflow open for ordering.
Supplier Number 0000013244 Show less
- OFAC Supplier Check Duplicate Robot Registration Review Syl -
Registration Type  Full Supplier Registration Submitted Completed v Completedv” Active Future™* ﬁ;"
’4 10/14/2021 7:45 Finish

AM View approvers

About
Cdiinnaiice il ] If a supplier has a number, but your requisition was returned with this error,
TemaTNoTes they may have become inactive or needed/submitted a new W9.
You can check the History as well as the Supplier Registration Workflow
in the Workflow and Review section to see if they are being updated.
Once fully reviewed and approved, resubmit the requisition.




Chartfield Return Issues: General

Line: 1, Split: 1 -

Different Source

giz{j“‘;”:n‘_"”"“ for * These errors occur when the SpeedType information on

'RNOV853539' the requisition is out of sync with what is in PeopleSoft.

2900000000 \

2700000000 Line: 2, * Most likely, the SpeedType was entered on the
requisition before an update was made in PeopleSoft.

Note

. * You may also be attempting to submit a change request

mne: 1, apit: 1 - . . .

Different Department without updating SpeedType values that are in a now-

value found for . .

Spoed Chart outdated chartfield string.

‘TEST123456". 05825 . .

\ 05804 * These errors can also occur when you have an invalid

purpose code/account code combination.

[ﬁwmsmm O ()
HARARE " U



Fixing Chartfield Return Issues

Note
Line: 1, Split: 1 -
Different Department
value found for
Speed Chart:
[ 'TEST123456'". 05825 ]
a—— \ 05804 x
Accounting Codes Organization Values
Work Order Number SpeedType* & Piftposs B e ACIL #CAMPUS ARCHITECT S e Project ID 5
N/A 74 TEST123456 Q TEST123456 74 OPBAL "4 OPMNT "4 No Value No Value
+ v
< >
Save Close

* Required fields




Chartfield Return Issues: Combo Edit Rules

Note

e  These errors occur when an invalid or improper purpose code
crattres and account code combination is attempted.

acouNT e Historically, these rules cause UD webforms to reject as well.
PuRENoBS * You may need to consult with your business office or General
— Accounting regarding proper use of purpose codes and account
Line: 1, Split: 1 - COdeS

Invalid ChartField
combination
CHARTFIELD1/
ACCOUNT in combo
group BSPURACT

SITYor O O
P 10
£



Fixing Chartfield Return Issues: Combo Edit Rules

Note

Line: 1, Split: 1 -
Invalid ChartField

combination
CHARTFIELD1/
ACCOUNT in combo
pedType
group BSPURACT
IGAA3
N/A NON STUDENT

BILLING REFUNDS

-\ ITEM DETAILS

Payee Invoice Number
Invoice Date

Payment
Notes/Instructions

more info.

Purpose

refund fees paid

NONSTUD
BILLING REFUNDS

Dept

04630
COLLECTION
SERVICES

Commodity Code

Account Code

Program Source

no value no value

NP-FINANCE / N-POP VPFN USE
ONLY: Payments related to
codes required by VP Finance
units to transact routine non-PO
business, including Cashier's
Office, Auxiliary Services,
Procurement Services.

A2GAA3
NON STUDENT BILLING REFUNDS

Project ID User Ref

no value no value

Internal Note/Business
Justification

Internal Attachments

External Note

Attachments for supplier

PO Type Override

Cost Share Project

no value

no value

no value




Fixing Chartfield Return Issues: Combo Edit Rules

This chart shows what each combo edit rule means and what area needs to be remedied to work.

Rule Name Rule Purpose Rule Logic
SPEEDCHART Ensure only Valid ChartStrings as defined in SpeedTypes are used Rule enforces thgt a ChartString with the exception of Account, must
correlate to a valid SpeedType
EXCLACCNT \E/glsngee:gat certain Accounts, such as transfers, are not used on AP Rule specifies which Accounts cannot be used with all Purposes
EXCLPRGM Ensure that certain Programs, such as reserves (RSRVS), are not used on Rule specifies which Programs cannot be used with all Accounts
AP Vouchers
Ensures that Non-Revenue Purposes do not have Revenue activi Rule precludes the use of Revenue Accounts with non-Revenue Purposes
SPDCHTACTR (Expense Purpose = Expense AF::tjvit ) Y as identified in the SpeedType Description - not containing REV or R/E for
P pose = Exp Y Funds OPBAS or OPSS
. Rule preclude the use of Expense Accounts on Revenue Purposes as
SPDCHTACTE Ensures that Revenue Purposes do not have Expense activity identified in the SpeedType Description - containing REV
SPDCHTCD Ensure certain SpgeldTypes are not used based upon Status Code in the Exclude Speedtypes that have a description starting with (D), (P), or (C)
SpeedType Description
For balance sheet related SpeedTypes the Account and Purpose listed on If the SpeedType starts with A1-A9 or L1-L9, only the Account on the
BSPURACT . S
the SpeedType must correspond. SpeedType is valid with the Purpose.
For SpeedTypes that have a Project listed, this rule enforces that the If a SpeedType contains Project this rule ensures the Project and Purpose
PURPPROJ )
Purpose and Project correspond. match the SpeedType.
Ensure a balance sheet Account is not used with a non-balance sheet For Purposes/SpeedTypes that do not begin with A1-9 and L1-L9 balance
PURPNOBS O "
Purpose sheet accounts are not allowed (Asset, Liability, Equity).
PURPSRC Ensure Sources are populated in as specified in the SpeedChart with the For SpeedTypes with a Source specified this rule will enforce that the
exception of Fund NOPLT or INOPL. transaction Source match with the exception of Fund NOPLT.
NOSRC Ensure Source is not used on transactions where it is not specified on the For SpeedTypes without a Source specified, this rule will enforce that the
SpeedType, except Fund NOPLT or INOPL. transaction Source be blank.
SRCREQ Require Source be populated when Fund NOPLT or INOPL. Source is required with Fund NOPLT and 1NOPL




Questions:

e procurement@udel.edu

Resources:
*  Procurement Services Website

e UDX Troubleshooting Tips



mailto:procurement@udel.edu
https://www.udel.edu/faculty-staff/procurement/
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/tip/troubleshooting-tips.pdf
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