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Please …

• Turn off cell phones.

• Avoid side conversations.

• Sign the attendance roster.

• Complete the evaluation at the end of the 
workshop.

3

2014 BRINGING ADMINISTRATORS TOGETHER CONFERENCE



Workshop Objectives
• Identify the proper procurement method to be used when purchasing your unit’s 

goods and services

• This workshop will review the best methods for purchasing various items, including 
when to use the P-Card versus an iBuy requisition or iBuy catalog.  You will hear 
how  Business Managers make these decisions.  We will cover purchasing methods 
for generally small and non-formal bid purchases.  Types of purchases will include 
the following:

 Small purchases-less than $20,000 (P&A), and FY15 limits of $55,400 (Commodities and 
General Services)

 iBuy Requisitions and Catalogs

 P-Card and T-Card

 P&A Under $5,000

 P&A Over $5,000 - $19,999 

 Sole Source Purchases

 Exempt Purchases

 Joint and Cooperative Purchasing

 Contracts Search Tool 4
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• Small purchase limits - $19,999 
(P&A), $55,400 (Commodities and 
General Services); State Disclosure Forms 

required at $25,000 and over – Vendor Portal in Process

• Requisitions - iBuy
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iBuy Requisitions and Catalogs

Creating Requisitions in iBuy

1. Use the Punch-out Catalog

2. Use the Hosted Catalog 

3. Create a Requisition with University Forms
Non-Catalog Form
Route to Purchasing Form
Controlled Substance Form
New Standing Order Form 
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Non-Catalog Form Route to Purchasing Form
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Controlled Substance Form
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NEW! Standing Order From



• Procurement Contract Search 
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Medical



P-Card and T-Card
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P-Card and T-Card
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P-Card Decision Tree
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Is the vendor an iBuy hosted or 

punch-out vendor?

Is the item on the restricted list?

Is the item on the prohibited list?

Are you purchasing food/beverage for 

a specific University event? 

Is the purchase over your single 

transaction limit? (Univ Max $4999)

Is it a contract, rental or 

onsite labor involved?

In order to gain maximum benefit to the entire 

University, use iBuy.

You are able to use a P-Card, if other 

requirements are met

(See BFPP Section 7.6)

You may NOT use a P-Card.

Use iBuy (See BFPP Sec 7.6)

Is it a business meal 

for University 

employees and/or 

University guests?

You may not use a P-

Card; Use a T-Card or 

personal funds 

reimbursement 

You may NOT use a P-Card.

Use iBuy

You may NOT use a P-Card.

Use iBuy

You may use a P-Card.

NO

Maybe

Maybe

NO

YES

NO

NO

YES

YES

YES

YES

NO

NO

NO

NO

NO

NO

YES

YES

YES

YES

NO
For food supplies, you 

may use a P-Card 



What’s New With P-Card

• Card 2014 expiration/training recertification completed 
2/28/14

• Instructor-led P-Card training discontinued in 2013

• Auth/Agree/App form will include birthdate, country of origin 
and home address-OFAC-(Office Foreign Assets Commission) 

• OBFS Card Programs website: P-Card and T-Card information

• Revision of BFPP Section 7.6 The University P-Card, in process

• Notification quarterly of aged P-Card transactions

– August, November, February, May
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What’s New With T-Card

• Upgrade of TEM completed March 3, 2014

– New process to attach receipts to ER 

– Recall ERs in Manager Review

– Pop-up message to warn against accidentally paying self 

• T-Card Applications can now be electronically processed in T-
Card Solution (TCS) by DCMs/DCM delegates

• Auth/Agree/App Form includes birthdate, country of origin 
and home address-OFAC-Office Foreign Assets Commission 

• Notification quarterly of aged T-Card transactions 

– August, November, February, May
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T-Card vs P-Card Quick Reference

1. Use University contracted  travel agencies 
or any travel provider BFPP Section 15.

2. See BFPP Section 8: Payments and 
Reimbursements Determine the       
Allowability of Serving Alcohol. 

3. See BFPP Section 8: Payments and 
Reimbursements Determine the Allowability 
of Business Meals and Refreshments.

4. Only Drop-off food or University 
contracted caterer is allowed.  Any catering 
requiring set-up/service must be purchased 
with Purchase Order.

5. See Department Business Office for 
assistance; special IRS rules apply. 

6. See BFPP Section 15: Travel Determine the 
Allowability of Travel Expenses.

7. Only the actual toll; Not Prepaid (iPass).

8. Only for foreign travel which must be pre-
approved on T-Card Exception Request. 

9. Rental can only be paid by the employee 
responsible for picking up and driving the 
vehicle, see Car Rental under OBFS Business 

Travel. 16



Contract Approval Routing Form 
(CARF)

• New form is used to route expenditure and revenue generating 
contracts to Chicago Purchasing or OBDS. Use drop-down menu 
to make selection

• New unit approvals for amount limits:
– Unit Head is required for dollar limits up to $50,000

– Dean/Director for $50,000 or more and OBDS-No Funds

– VP/Chanc/V Chanc $150,000 or more

• Attach one original contract/agreement (UIC or other party)

• Expenditure contracts will now be accepted by email to : 
uicpurchasing@uillinois.edu.  No need to mail or drop off.

• Forms available at obfs.uillinois.edu/forms/contracts/; Under 
Contract Approval/Routing Form (CARF) Chicago
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Small Purchase Contracts

Professional & Artistic Services Over $5,000 -
$19,999 
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 Contract for P&A is based on one-year, with no 
renewals.

 Contract is executed in iCS with vendor in advance 
of the delivery of services.

 Department executes an iBuy requisition/purchase 
order to settle invoice for the services.



Small Purchase Contracts

General Services - Over $5,000 - $55,400
 Contract for General Services is based on multiple 

years, including renewals to the limit 

 Contracts $55,400 will be competively bid.

 Contract is executed in iCS with vendor in advance of 
the delivery of services.

 Department executes an iBuy requisition/purchase 
order to settle invoice for the services.

http://www.obfs.uillinois.edu/common/pages/Displ
ayFile.aspx?itemId=921491

19

http://www.obfs.uillinois.edu/common/pages/DisplayFile.aspx?itemId=921491


Small Purchase Contracts

P&A Under $5,000
 Departmental Contract directly with Vendor.

 Department Execute (signs) with Vendor in advance of 
the services being delivered.

 Unit Head signs “Walter K. Knorr” (Comptroller) then 
signs as themselves as Unit Head.

 Department settles the bill payment in TEM.

 One Payment Contract

http://www.obfs.uillinois.edu/common/pages/DisplayFile
.aspx?itemId=

921476
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Other Non-Bid Purchasing

Sole Source Purchases
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Exempt Purchases
Public Act 97-643 (30 ILCS 500/1-13)

Applicability to Public Institutions of Higher Education
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Waivers
Public Act 97-643 (30 ILCS 500/1-13)

Applicability to Public Institutions of Higher Education
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 (1) Contracts with a foreign entity    

     

necessary for research or educational 

activities, provided that the foreign 

entity either does not maintain an 

office in the United States or is the 

sole source of the service or 

product. 
 

 (2) Procurements of FDA-regulated goods,  

     

products and services necessary for 

the delivery of care and treatment at 

medical, dental, or veterinary 

teaching facilities utilized by the 

University of Illinois or Southern 

Illinois University. 
 

 (3) Contracts for programming and broadcast  

     
License rights for university-

operated radio and television 

stations. 
 

 (4) Procurements required for fulfillment  
of a grant 



Joint Cooperative Purchasing

 Group Purchase Organizations

 UHC Novation – Healthcare  

 Committee on Institutional Cooperation – Big Ten (Car Rental, 
Employment background checks, Lab Supplies)

 Illinois Central Management Services – Master Contracts

 Midwestern Higher Education Compact – Dell, HP 

 Illinois Public Higher Education Consortium (IPHEC)

25



UPAY & Purchasing Contact Info
• Card Services:  questions regarding P-Card/    T-Card 217-244-9300 or 800-

260-9113 217-239-6735 fax; or via email at cco@uillinois.edu

• Customer Service:  questions regarding University Payables or TEM 
217/333-6583 or via email at TEMhelp@uillinois.edu

• http://www.obfs.uillinois.edu (select P-Card; for T-Card info - TEM 
Resource Page)

• Purchasing: questions regarding Professional & Artistic contracts, Ruth 
Rios 312/996-7074 or via email at riosr@uillinois.edu.

• Purchasing: questions regarding iBuy, Julia Kilgore, iBuy Trainer, 312/996-
2808 or via email at kilgorej@uic.edu.
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Questions ?
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