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(p-card)

For quick payments of
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Purchase Orders
(POs)

For large orders
Over $5,000
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Getting access to ePro

e For access to ePro, send these forms to Laura Yurco
(laura_yurco@unc.edu).

* ConnectCarolina and Related Applications Access Request Form:
https://ccinfo.unc.edu/files/2016/01/ConnectCarolina and Related Applicati
ons Access Request Form FINANCE.pdf

* P-Card Account Maintenance Form:
https://unc.policystat.com/policy/6264693/latest/
* How do | setup my amazon account?

* See reference here: https://finance.unc.edu/files/2019/01/UNC-Chapel-Hill-
Amazon-Business-FAQ-Guide.pdf
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Admin WorkCenter Finance WorkCenter
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psirving
Finance WorkCenter Finance WorkCenter

¥ uNC Favorites v

1 Accounts Payable oz

1 ePrO/PO ~ _

Requisition

Manage Requisitions
Add/Update Receipts by PO
PO Budget Exceptions
Supplier Inquiry

Requisition Budget Exceptions

Requester Setup m

Receive Items

¥ General Ledger W

] General Finance w

1 Budgeting W

¥ cash Management v

] Research Resources v
,_[ﬁ‘ Infoporte

dll, RAM Reports



£ Admin WorkCenter Finance WorkCenter
psirving — PAPRD
New Window | Help
Finance WorkCenter

Requester Setup
1 UNC Favorites b Enter any information you have and click Search. Leave fields blank for a list of all values.
J Accounts Payable v Find an Existing Value | Add a New Value

AL e enter your

Requester i !“ AT,
Requisition 9 begins with ~ | | psinvingl

Description | begins with
Manage Requisiticns

Case Sensitive
Add/Update Receipts by PO

e -
PO Budget Exceptions Search Clear Basic Search & Save Search Criteria

Supplier Inquiry

Find an Existif@value Add a New Value

Requisition Budget Exceptions

Requester Setup

" .
Click Search

¥ General Ledger W
] General Finance w
1 Budgeting W
¥ cash Management v
] Research Resources v
,:[ﬁJ Infoporte

dll, RAM Reports



£ Admin WorkCenter

.:ZE Finance WorkCenter
1 UNC Favorites
1 Accounts Payable
1 eprO/PO
Requisition
Manage Requisitions
Add/Update Receipts by PO
PO Budget Exceptions
Supplier Inquiry
Requisition Budget Exceptions
Requester Setup
Receive Items
¥ General Ledger
] General Finance
1 Budgeting
¥ cash Management
] Research Resources
,jﬁ‘ Infoporte

dll, RAM Reports

Requester Setup
~
Requester psirving
i T
Requisition Defaults
-~ ShipTo SetiD |UNCCH Q
“Location SetlD |UNCCH Q
PO Origin SetlD |UNCCH Q
Currency USD Dollar
Phone | 919/962-4485 [
Fax
ChartFields
5 Q
m Chartfields 113
GL Unit Fund Source Account Dept
> UNCCH Q 25210 Q 49000 Q 537210 Q 318300 Q
M Catalog Information
. 5 Q
- Default “SetlD *Catalog ID Description
| Save | Return to Search Notify

PC Bus Unit

Finance WorkCenter

psirving — PAPRD

Mr Patrick Irving

Ship To 676_3244 Q

*Location 676_3244 Q

Origin ONL
Override Auto Item Substitute

Use Only Assigned Catalogs

Consolidate with other Reqs

Project Activity Program

1-1off » | View Al

*Status = Active Y

Requisition Status

Open
Pending Approval

#| Price Can Be Changed on Order

Defaults Inventory BU

1-1of1 » View All

Cost Code 1 Cost Code 2 Cost Code 3

Add Update/Display



Chartfields

* GL Unit: UNCCH

* Fund: 25210 (Organized Research)

* Source: 49000 (Government Funding)

e Account: 537210 (Research and Educational Supplies)

* Department: 318300 (Chemistry)

e PC Business Unit: CHOSR (Office of Sponsored Research)
* Project ID: 5104190 (Example grant number)

* Activity: 1
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WorkCenter

Finance WorkCenter

UNC Favorites

Accounts Payable

ePRO/PO

Requisition

Manage Requisiticns

Add/Update Receipts by PO

PO Budget Exceptions

Supplier Inquiry

Requisition Budget Exceptions

Requester Setup

Receive Items

General Ledger

General Finance

Budgeting

Cash Management

Research Resources

Infoporte

RAM Reports

Special Requests

Recently Ordered

*
@ Home A My Preferences

amazonbusiness
T

Amazon Business

Office Supplies

Staples Business Advantage

Storr Office

a'_-- Shipping
FedEx (For existing accounts)
Ex (New accounts)

Finance WorkCenter
PAPRD

‘ Lab and Scientific Supplies

Bio-Rad Life Science*

Fisher Scientific On Campus*

Genesee Scientific*

Applied Industrial Tech®
Eastenal®

Grainger*

I}

Sraybar”

MSC Industrial Supply®

IMayer Electric*

Requisition Settings I Olines

Maintenance Supplies

Checkout

. Lab and Scientific Supplies

Life Technologies*

Perkin Eimer

Giagen*

Roche*

Sigma-Aldrich™
WR*

| Computer Hardware/Software

Appie Computers*
COW

Dell*

ITS Software Acq
Lenovo-CCI*

ions*

* Annotated suppliers have been approved for E-Pro
purchases up to $25K per transaction.

ndow

Help



Fisher Scientific  Fisher Healthcare  Fisher Science Education @

Welcome, UNCON Admin! Sign-up for Email =

# fisher scientific S

part of Thermo Fisher Sclentific
Chemical Structure Safety Data Sheets Certificates Order Status Special Offers Order By Catalog Number

Shop Products v Search All ¥ | Search by keyword, Catalog Number, CAS Number Q ’b“’dﬁi‘:’;’: vy o

Antibodies & Protein Biology
Balances, Scales & Weighing Welcome Researchers of The University of North Carolina at Chapel Hill

Cell Culture & Analysis

=Y IHE UNIVERSITY Welcome Tar Heels!
Centrifuges & Microcentrifuges [l—ﬂ ORI CAROLINA
i | CHAPEL HILI . N L )
Chromatography ' Thank you for visiting the Fisher Scientific punchout site in EPro. We lock forward to supporting your
research and safety needs.
Chemicals

Through the Fisher Scientific channel, our UNC campus scientific storeroom stocks over 400 products
from the Invitrogen™, Corning, Kimberly-Clark™, and MilliporeSigma™ brands and more. Depending on
Forceps, Spatulas & Utensils when you place your order, we deliver your products the same day or next day.

Equipment & Instruments

Hiniture. Stofage. Cark=f Hoods For more information. contact your dedicated UNC customer service staff or reach out to a member
Glassware & Plasticware of your Fisher Scientific sales team.

Heating & Cooling

PCR & Molecular Biology

pH and Electrochemistry Contact Information

Pipets, Pipettes, Syringes & Needles UNC Customer Service

Safety. Gloves, Glasses & Cleaning +1919-843-5604
Teaching Supplies CSO.UNC@EThermofisher.com
Testing & Filtration Fisher Scientific Sales Representatives

Tubes & Vials Contact UNC Sales Representatives for product information. quotes and promotions:

RNAi, Oligos, Assays. Gene Editing &
Gene Synthesis Tools

See All Categories

Aaron Baxter Dana Bruce Reggie Singleton
Sales Representative Sales Representative Sales Associate
+1919-673-6801 +1919-210-5057 +1919-904-0778

aaron.baxter@thermofisher.com dana.brucef@thermofisher.com reggie singleton(dthermofisher.com



) fisher scientific

part of Thermo Fisher Scientific
Welcome, UNCON Admint Customer Service +1 800-766-7000 =

Your Account

UNCON

Shopping Cart Bprint  ®Share

Active Account

Account Name: 597670003 UNCON

Shipment Setting: Multi Ship@

X Add allitems to a List

Items in Your Cart Price Quantity Availa Item Subtotal
. | BP231-1 ® $26.16/ Each 1 In Stock (1) 526.16
o—y | DMSO 1L () $156.98/Case of 6 EA | Estimated Delivery 04/22/2020
LY Available in RALEIGH, NC
1 Switch and Save Preferred Product
(Regulated)

X Remove ltem X Add to List

Order Subtotal $26.16

X Add all items to a List O Empty Cart
Promo Code? *

Cart Total $26.16

Returning your cart to your purchasing application will log
you out of the Fisher Scientific website.

« Keep Shopping
Return Cart to Purchasing Application »

=All promotions are based off of list price unless otherwise
specifisd



Checkout - Review and Submit

psirving — FSPRD

New Window | Help -
Checkout - Review and Submit

Review the item information and submit the req for approval. P

Wy Preferences Requisition Settings Attachments and Comments (0)
Requisition Summary
Business Unit UNCCH Q@ UNC at Chapel Hill Requisition Name
“Requester | psirving Q| wr Patrick Irving Priority | Medium v
“Currency  USD
Cart Summary: Total Amount 26.16 USD
Expand lines to review shipping and accounting details |5 Add More Items
Requisition Lines @
Line Description ltem ID Supplier Quantity UoM Price Total Details Comments Delete
1 @ DMSOIL FISHER SCIENTIFIC 10000 Each 26.1600 26.16 B ¢ Add ]
COMPANY LLC
Select All / Deselect All Select lines to: [ Add to Favorites P Add to Template(s) I Delete Selected i& Mass Change
Total Amount 26.16 USD
Shipping Summary
& Edit for All Lines
Ship To Location 676_3244
Address 250 Bell Tower Dr
Genome Sciences Building-3244
Chapel Hill, NC 27514
Attention To Mr Patrick Irving
Comments
Requisition Comments and Attachments
Enter requisition comments
izl

Send to Supplier Show at Receipt Shown at Voucher



*Currency | YSD

Cart Summary: Total Amount 26.16 USD

Expand lines to review shipping and accounting details

Requisition Lines @

Line Description Item ID

l1 @D
Shipping Line 1 *Ship To
Address
Attention To
Due Date

w Accounting Lines

Supplier

FISHER SCIENTIFIC
COMPANY LLC

676 3244 Q
250 Bell Tower Dr

Genome Sciences Building-3244
Chapel Hill, NC 27514

Mr Patrick Irving

*Distribute By Qty v SpeedChart
Accounting Lines
5 Q
Chartfields1 Chartfields2 Details Details 2
Fund Source Accoup Dept
25210 Q 49000 Q 318300 Q

Select All / Deselect All Select lines to:

Shipping Summary

# Edit for Al Lines

Shin Tn | nratinn RTA 2944

[l= Add io Favorites

PC Bus Unit

B8 Add to Template(s)

Checkout - Review and Submit

psirving — FSPRD

oP
Quantity UOM
10000 Each
Add Shipto Comments

Asset Information

Project

Q

Add More Items

Quantity

Price

Asset Information 2

Activity

il Delete Selected

Price Total Details  Comments Delete
26.1600 26.16 B & Add o
1.0000
Price Adjustment
26.1600 Pegging Inquiry
Pegging Workbench
*Liquidate By Qty v
Budget Information 113
Program 1Cost Code gost Code gost Code Affiliate
Q Q Q Q Q
i2, Mass Change
Total Amount 26.16 USD

1-1 of

Fund /



*Currency | YSD

Cart Summary: Total Amount 26.16 USD

Expand lines to review shipping and accounting details

Requisition Lines @

Line Description Item ID
l1 @D
Shipping Line 1 *Ship To
Address
Attention To
Due Date

w Accounting Lines

Supplier

FISHER SCIENTIFIC
COMPANY LLC

676 3244 Q
250 Bell Tower Dr

Genome Sciences Building-3244
Chapel Hill, NC 27514

Mr Patrick Irving

*Distribute By Qty v SpeedCh
Accounting Lines
5 Q
Chartfields1 Chartfields2 Details Details 2
Fund Source Account Dept

25210 Q 49000

Select All / Deselect All Select lines to:

Shipping Summary

# Edit for Al Lines

Shin Tn | nratinn RTA 2944

Q 537210 Q

[l= Add io Favorites

318300 Q

B8 Add to Template(s)

Checkout - Review and Submit

psirving — FSPRD

oF Add More Items
Quantity UOM Price Total Details  Comments Delete
10000 Each 26.1600 26.16 B QO Add o
Add Shipto Comments Quantity 10000
Price Adjustment
Price

|5104190] Q|

SpeedChart Key Description

5104190

PC Bus Unit Project Activity

CHOSR Q 5104190 Q 1

il Delete Selected

26.1600 Pegging Inquiry

Pegging Workbench

Structure of the HIV-1 Genome

“Liquidate By Gty ¥
dget Information 113
Program 1Cost Code gost Code gost Code Affiliate
Q Q Q Q Q
i2, Mass Change
Total Amount 26.16 USD

1-1 of

Fund /



*Currency | YSD

Cart Summary: Total Amount 26.16 USD

Checkout - Review and Submit

psirvi ng

— FSPRD

Expand lines to review shipping and accounting details i Add More Items
Requisition Lines @
Line Description Item ID Supplier Quantity UOM Price Total Details
11 @D FISHER SCIENTIFIC 1.0000 Each 26.1800 26.16 B
COMPANY LLGC
Shipping Line 1 *ShipTo 676 3244 Q Add Shipto Comments Quantity 1.0000
o <
Address o5 Bl Tower Dr e r\cerAdJusImem
Genome Sciences Building-3244 261600 Pegging Inquiry
Chapel Hill, NC 27514 Pegging Workbench
Attention To Mr Patrick Irving
Due Date
w Accounting Lines
*Distribute By Qty v SpeedChart Q *Liquidate By Qty
Accounting Lines
5 Q
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information 113
Fund Source Account Dept PC Bus Unit Project Activity Program
25210 Q 49000 Q| |537210 Q| 318300 Q Q Q Q Q

Select lines to:

Select All / Deselect All

Shipping Summary

# Edit for Al Lines

Shin Tn | nratinn RTA 2944

[k Add to Favorites B8 Add to Template(s)

il Delete Selected

i2, Mass Change

Total Amount 26.16 USD

Comments Delete
& Add o
1Cost Code gost Code gost Code Affiliate
Q Q Q

1-1 of

Fund /



<Pro Req Review and Submit Checkout - Review and Submit

psirving — FSPRD

25210 Q 48000 Q 537210 Q 318300 Q CHOSR Q 5104180 Q 1 Q Q Q Q Q Q

& Select All / Deselect All Select lines to: [ Add lo Favorites @ Add to Template(s) Wi S s i S C ro | |

Total Amount 173.58 USD
Shipping Summary

Down

Ship To Location B76_3244

Address 250 Bell Tower Dr
Genome Sciences Building-3244
Chapel Hill, NC 27514

Attention To Mr Patrick Irving

Comments

Requisition Comments and Attachments
Enter requisition comments

Show at Receipt '] Shown at Voucher

BStification for this requisition 1

g Check Budget & Pre-Check Budget Notify

Save & submit | Save for Later Add More Items |83 Preview Approvals



Approvals

* In about 1 or 2 business days, you’ll receive an email with the subject
line:
* Denied: eProcurement Order: UNCCH ###H##HH##

* You’ll need to revisit ePro and fix any issues with your requisition.
* Most likely an issue with the chartfield string or justification.

* Approved: eProcurement Order: UNCCH HH####HHHH#

* This should be followed closely by an order confirmation from the company you ordered
from.



£ Admin WorkCenter

Finance WorkCenter
PAPRD

E Finance WorkCenter
1 UNC Favorites
J Accounts Payable
1 epro/PO
Requisition
Manage Requisitions
Add/Update Receipts by PO
PO Budget Exceptions
Supplier Inquiry
Requisition Budget Exceptions
Requester Setup
Receive Items
¥ General Ledger
T General Finance
1 Budgeting
¥ cash Management
] Research Resources
,:[m Infoporte

dll, RAM Reports

psirving —-
New Window | Help

Manage Requisitions

~
w Search Requisitions
v To locate requisitions, edit the criteria below and click the Search button
Business Unit | UNCCH @ Requisition Name Q
~
Requisition ID Q Request State | All but Complete v Budget Status v
Date From | 04/14/2020 Date To | 04/21/2020
Requester |psirving Q Entered By Q POID Q
Search Clear Show Advanced Search
Requisitions @
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a reguisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
m 1000563608 1000563608 UNCCH 04/17/2020 PO(s) Dispatched  Valid 9368 USD | [Sel Go
v Receive
Create New Requisition Review Change Request Review Change Tracking Manage Receipty g
View Print
W i
[Select Action]
b
v
w

Connect Carolina -> Admin Workcenter -> Finance Workcenter -> ePRO/PO -> Manage Requisitions



£ Admin WorkCenter Finance WorkCenter
RD

psirving —— PAPI
New Window | Help

E Finance WorkCenter

Approval Status

¥ UNC Favarites i Business Unit UNCCH
Requisition ID 1000563608
] Accounts Payable b I
Requisition Name
B cveo /v " Requester
Entered on  (4/17/2020
Requisition Status  Approved Total Amount 9368 USD
Priority  Medium
Manage Requisitions Budget Status  Vialid

Requester's Justification
< . Na justification entered by requester.
Add/Update Receipts by PO

View printable version

PO Budget Exceptions b Line Information (&
* Review/Edit Approvers
Supplier Inquiry Department Level Stage
Requisition 1000563608: Approved
Requisiticn Budget Exceptions Department Path |

Approved
m D'Angelo Best

o R Dept Path | Step |
04/17/20 - 12:48 PM

Requester Setup

Receive Items

¥ General Ledger W

] General Finance w

1 Budgeting W

¥ cash Management v

] Research Resources v
,_{ﬁ‘ Infoporte

dll, RAM Reports



£ Admin WorkCenter Finance WorkCenter
psirving — PAPRD
New Window | Help
Finance WorkCenter

Manage Requisitions

1 UNC Favorites v
w Search Requisitions
] Accounts Payable v To locate requisitions, edit the criteria below and click the Search button
Business Unit | UNCCH @ Requisition Name Q
PRO/PO ~
Ie / Requisition ID Q Request State | All but Complete v Budget Status v
Requisition Date From | 04/14/2020 Date To | 04/21/2020
R t sirvin Q Entered B Q Q
Manage Requisitions equester | pSINVIng ntered By POID
Search Clear Show Advanced Search

Add/Update Receipts by PO

PO Budget Exceptions

Supplier Inquiry Requisitions (@
To view the lifespan and line items for a requisition, click the Expand triangle icon.
Requisition Budget Exceptions To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
NONER" i i
Requester Setup m 1000563608 1000563608 UNCCH 04/17/2020 PO(s) Dispatched  Valid 93.68 USD | [Select Action] X Go
Approvals |
¥ General Ledger W : ) : Receive
Create New Requisition Review Change Request Review Change Tracking Manage Receipty g
View Print
] General Finance w [Select Action]
1 Budgeting W
¥ cash Management v
] Research Resources e
,:[ﬁJ Infoporte

dll, RAM Reports



Checkout - Review and Submit

Checkout - Review and Submit
Review the item information and submit the req for approval.

Requisition Summary

Business Unit UNCCH Q@

"Requester | psirving

“Currency  USD

Cart Summary: Total Amount 26.16 USD

Expand lines to review shipping and accounting details
Requisition Lines @

Line Description ltem ID

1SO 1L

1@ !

Select All / Deselect All

Shipping Summary
# Edit for All Lines

Ship To Location 676_3244
Address 250 Bell Tower Dr

Genome Sciences Building-3244

Chapel Hill, NC 27514
Attention To Mr Patrick Irving

Comments

Requisition Comments and Attachments
Enter requisition comments

Send to Supplier Show at Receipt

Select lines to:

UNC at Chapel Hil

Q Mr Patrick Irving

Supplier
FISHER SCIENTIFIC
COMPANY LLC

[l Add to Favorites

Shown at Voucher

P Add to Template(s)

psirving — FSPRD

P

Wy Preferences Requisition Settings

Requisition Name

Priority | Medium v

[ Add More ltems
Quantity UoM Price Total
10000 Each 26.1600 26.16

T Delete Selected i& Mass Change

Total Amount 26.16 USD

Attachments and Comments (0)

Details

=

Comments

> Add

Delete

i}

New Window |

Help «



summary

e connectcarolina.unc.edu > signin > Finance WorkCenter
» Setting default chartfields:
* ePro/PO > Requester Setup

* Placing orders:
* ePro/PO > Requisition
* ePro/PO > Manage Requisition
* Justify any abnormal purchases, such as everyday items, that use research
funds.

* Approvals take 1-2 business days, then the order is placed.



Contacts for further help

* Access and other issues: * Approval, procedure,
* Laura Yurco (laura Yurco@unc.edu) and chartfield issues:
* Kathy Allen

* Technical and navigation issues:

* Business Systems Help Desk

* Help.unc.edu
* 919-962-HELP (option 2)

* ktharris@email.unc.edu
* 919-962-4285

* Karen Holmes
* klholmes@email.unc.edu
* 919-962-1189

* D'Angelo Best
* ddbest@email.unc.edu
* 919-537-3367

* John Gorman

* jgorman@email.unc.edu
* 919-966-1566




Useful links

e Useful Tips for ePro
* https://ccinfo.unc.edu/featured-resources/epro-tips/

e ePro 1-pager, FAQ, and much more...
e https://intranet.chem.unc.edu/finance/




Questions?
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