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[bookmark: _Toc109033686]Vanderbilt University Email Addresses for the P&PS department:
· invoices@vanderbilt.edu is only for invoice submission (no inquiries, statements, purchase orders, etc.), emails sent here are rarely read, we only forward attachments to a scanning system
· PaymentServices@vanderbilt.edu is for all invoice and payment inquiries
· SupplierRecords@vanderbilt.edu is for any changes/updates/additions to a supplier record that the supplier cannot complete in the vendor self-service portal
· PurchasingServices@vanderbilt.edu is for inquiries related to requisitions and purchase orders the requester does not know the Buyer assigned to the order
· PaymentCardsExp@vanderbilt.edu is for questions regarding OneCard purchasing and policies, as well as expense reports and reimbursements
· Travel@vanderbilt.edu is for travel booking and policy questions, as well as the Concur online booking tool
[bookmark: _Toc109033687]Supplier Records FAQs
· Diversity Classification Definitions
· Step-by-step guide for the supplier self-registration portal
· New Supplier Registration Guide for Vanderbilt University Requesters 
· Locating a supplier record in Oracle
· Basic search, advanced search, searching using the wildcard function and searching by diversity classification
· How to view a status of an external registration request
· Accessing your transaction worklist in Oracle 
· This is a guide to help you easily view assignments in Oracle such as supplier registration RFIs, invoice approvals, etc.
[bookmark: _Toc109033688]Purchasing Services FAQs
· Requisition and Purchase Order Statuses in Oracle Cloud Procurement
· Quick Reference Guide: Smart Form Request Types
· General Purchasing Policy
· Supplier Justification Form
· Supplier Justification Forms are required for all orders totaling $25,000 individually or in aggregate. Please refer to the General Purchasing Policy for additional information.


· Requester Training 
· If my requisition has already been approved, can I make changes to it?
· Yes. The original requester of a purchase requisition will be able to initiate changes to a requisition by selecting the requisition from the “Manage Requisitions” panel of Oracle’s Procurement module and initiating the edit order function from the Actions menu. Changes to an existing PO line can also be made after requisition approval and after the issuance of a purchase order by selecting “Manage Order.” Common change orders that can be initiated by the department include but are not limited to funding source revisions, quantity revisions, price revisions, etc. The most comprehensive resource available to you relating to this system is the procurement requester training. Even if you have already completed the training, you can go back and watch any individual video. Most of them are less than 5 minutes long and about a very specific topic: 
· When a department member transfers laboratories or is no longer working at Vanderbilt University, what is the process of transferring their activity for confirmation and approvals?
· The appropriate course of action to complete a reassignment of Oracle activity from one requester to another is to notify PurchasingServices@Vanderbilt.edu that the requester is leaving and who their replacement is.
· Identifying your area’s Financial Unit Manager (FUM)
      
[bookmark: _Toc109033689]Payment Services FAQs
· Policies for Payment Services – Includes the following:
· Accounts Payable Corrections Policy
· Independent Contractor Policy
· Invoice Processing Policy
· NPO Payment Policy
· List of payment methods and definitions 
· Tax forms and Certificates
· International Tax FAQs
· Determining Invoice status
[bookmark: _Toc109033690]Cards and Expense FAQs
· Payment Cards & Expense 
· Policies 
· One Card Policy 
· Travel & Expense Policy 
· Subject Participation Policy (gift cards/cash advances) 
· Procedures & Forms 
· Cash Advance & Gift Card Request Form 
· Cash Advance & Gift Card Tax Tracking 
· Fuel Card Application 
· Fuel Card Checkout Log 
· Human Subject Participation Procedure 
· One Card Application 
· Student Checkout Card Application 
· Student Checkout Card Log 
· US Bank 24-hour customer service: 1.800.344.5696 


[bookmark: _Toc109033691]Travel FAQs
· Travel booking Frequently Asked Questions 
· Concur online booking tool Quick Guides:
· Assign a Travel Assistant 
· Global Entry & TSA Pre-Check 
· Guest Travel Reservations 
· Updating Profile 




