EPRO FIXED COST GUIDE 


Log into PeopleSoft:  https://liufin.liu.edu
· Click on Main Menu – eProcurement – Requisition
· Click on Fixed Cost Service
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A. Enter Contract Details and Click Apply
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Fill in each corresponding field on the requisition. 
· Service Description: Enter a detailed description of the service being provided
· Value of Service: Enter the total dollar amount of the service
· Category: click on the magnifying glass – drop the word category to description and then enter the overall description of the service being provided. Then click “Find”. Locate the category code that comes closest to describing the service being provided.
· Supplier ID: This will automatically populate once you have attached the supplier’s name
· Supplier Name: Click on the magnifying glass – drop your cursor from the Supplier ID field to the Name field. Enter the beginning of the supplier’s name that is providing the service and then click “Find”. A list of all approved suppliers will pull up. Click on the blue hyperlinked Supplier ID # that is located next to the Suppliers Name to attach the Supplier to your requisition.
· Start Date: Enter the date that the service will begin.
· End Date: Enter the date that the service will complete on.
· Additional Information: Enter any additional detailed information that pertains to the service being provided that you want noted on your purchase order. Check off all three small boxes under the Additional Information Box (Send to Supplier, Show at Receipt and Show at Voucher). If you do not click these three boxes off, any information that you entered in this area will not print out on your purchase order.


B. Enter Contract Type on Checkout – Review and Submit Page
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· In the Requisition Name field:  Enter the corresponding Contract Category type (ex. Contract C1, Contract C2, etc). Include the Vendor Name or Performance Name with Dollar Amount.
	
	
	LIU CONTRACT CATEGORY MATRIX

	
	
	CONTRACT TYPE

	CLASSIFICATION
	C1
	Performances for Kumble Theater and Tilles Center                                                      
(For example C1 Kumble & C1 Tilles)

	
	C2
	Capital Projects, Construction, A&E for Facilities at Brooklyn Campus and Post Campus (For Example C2 Brooklyn & C2 Post)

	
	C3
	Agreements for Turnkey Services involving Goods, Delivery, Installation and Warranty

	
	C4
	Student Activities, Hospitality and Special Events

	
	C5
	Agreements for IT related services including IP, Software, Licenses and Web Development

	
	C6
	Agreements with all Consultants.

	
	C7
	Agreements for Marketing and Public Relations Services




C. Attach a W9 for all Vendors
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1. Click on the blue “Add” hyperlink located under the Comments column 
2. Click on Add Attachment to upload the Vendor W9
3. Click on Browse to search for the W9 that is saved in your files and then click Open to pull it in. Now click on Upload to attach the document.
4. Click on View to confirm correct attachment is uploaded
5. Click OK to save and move to next step.


D. W9 Attachments are properly uploaded and stored when you see a “Pencil” icon and the word “Edit” under the Comments column.
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E. Enter Requisition Comments 
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· In the Requisition Comment Area enter the end user’s full name, Department name, and full office phone number
· Must include “As per Agreement”. Notate if a deposit/full payment check is required.
· If a deposit or full payment check is required and needs to be mailed with the contract to the vendor; you must NOTE it as follows: 
 “Deposit Check Enclosed for $____________” or “Check Enclosed for full amount of $____________”

· Check off all three small boxes under the Requisition Comments Box (Send to Supplier, Show at Receipt and Show at Voucher). If you do not click these three boxes off, any information that you entered in this area will not print out on your purchase order.


F. Final Review
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· Review your requisition for accuracy and ensure all details are complete, making sure the W9 is properly attached.  Then SAVE & SUBMIT to get your Requisition ID #. 



G. Confirmation Page 
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[bookmark: _GoBack]Your Requisition ID # MUST be written on your CAP form before submitting your contract paperwork to Legal Counsel.
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