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Boston University Procure to Pay (P2P)

Keith Haran, 
MBA 
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Sourcing

Heather 
Gillis, CCWP
Assistant Vice President, 
Procurement, Contracting 
and Shared Services 

Sourcing Procurement

Randall 
Moore
Associate Vice President,
Chief Procurement Officer

Denise
Greene
Senior Director, 
Payment Services

Payment Services

• Manage large strategic 
supplier relationships

• Run competitive events 
(RFPs, RFQs, and RFIs)

• Approve Purchase 
Requisitions in Ariba

• Negotiate supplier contracts
• Train Ariba users
• Answer portal tickets
• Onboard suppliers

• Pay suppliers and recipients
• Approve and pay Concur 

expense reports
• Manage Procurement and 

Travel Card programs

Procure to Pay

What We Do

Source Buy Pay

Who We Are

+ 8 team members + 17 team members + 11 team members 
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Questions from the DA Team
Procure to Pay questions:
1. Hiring temp consultants - Running to difference in definitions - Honorarium vs Consultants
2. Mixed communication with paying consultants from AP and Sourcing.  Are there documents required 

to determine how they should be paid? See Ordering Method Matrix reference in appendix
3. Is it possible to hire a person/pay for work on a one-time basis without having to get a contract etc?
4. How to pay Vendor thru Ariba: How to find an invoice in SAP? How to pay participants thru Concur?
5. Create vendor contracts and Consulting agreements - including foreign. What forms are 

needed? What approvals? SSJ?
6. Having supplier to submit invoice and BU AP to follow up has been quite a challenge.

General Research Admin Questions:
1. Specific benefits for using BU Travel (cancel/change fees). (NIH) Sponsored Travel Policy - do's and 

dont's flyer – See Fly America Act reference in appendix
2. Not specifically, but it could be helpful to hear where the line is drawn between department and 

central administration.
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• Christopherson Business Travel selected after year-long 
RFP process with input from travel-heavy departments

• Improved service levels and reduced fees
• Better travel spend insight and duty of care
• New Concur UI displays Air and Rail for same logical 

routes
• Combined Travel, Expense, and Cards team ready to 

help

Nicholas
El-Dahr
Sourcing 
Specialist

Chase
Milanese
Assistant
Director,
Travel

Shirley
Hood
Card
Services
Specialist

Improvements to the BU Travel Program
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The BU Travel Program offers competitive worldwide air, ground and hotel discounts through the TBC travel program on 
the OneWorld network, JetBlue, Emirates, Cathay Pacific, Porter, Amtrak and Enterprise.   In addition to discounts, BU 
travelers enjoy other value-added benefits and services.

• Worldwide 3% to 40% discounts on American Airlines, 
British Airways, IBERIA, Japan Airlines, Qantas and other 
OneWorld members; dedicated TBC airline reps

• British Airways – discounts off most published fares; 
access to priority seating in all cabins, priority boarding

• JAL – status match; VIP meet and greet
• Cathay Pacific - HK and inter China discounts 5% to 25% 

• JetBlue – “last seat” shuttle fares with 60% to 70% discounts
• United Airlines – up to 20% discount on Business Class in 

certain hub markets 
• Emirates - UAE and beyond, discounts 5% to 14%; BOS/DXB 

9% to 11%
• Porter – 10% to 20% discounts
• Amtrak and Northeast Corridor – 15% to 20% NEC discounts

• Ticketing flexibility - waivers/favors, name changes, 
time of ticketing corrections, access to expired fares, 
and status matches for additional savings

• Online and agent bookings are fully-integrated with 
Concur Expense reporting

• No service fee for online bookings; fee for agent-
assisted; 24/7 customer service

• Membership in National Car Rental Executive Elite 
Status Program – Emerald Aisle

• Access to BCD Travel Global Hotel Program, Virtuoso, 
and the THOR Hotel Program at 86,100 properties 
spanning 189 countries and 6 continents.

Price Competitive Contracts, a sampling: Value-Added Benefits and Services

BU Travel Program and TBC Contracts



JetBlue LGA Shuttle round trip $188 vs. $659
BU Travel Program in Concur Jetblue.com

Fares pulled on 10/5/23 at 10am

Class of Service = M / fully refundable



AA to Tokyo round trip $3,055 vs. $3,334
BU Travel Program in Concur aa.com

Fares pulled on 10/5/23 at 10am



Acela to DC round trip $536 vs. $706
BU Travel Program in Concur amtrak.com

Fares pulled on 10/5/23 at 10am
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Export Controls – Case Study
• BU postdoc working with collaborators at a university in 

China on an industry-sponsored research project
• A piece of equipment built by Chinese collaborators 

malfunctions and postdoc needs to send it back to 
collaborators for repair (very basic circuit board – nothing 
fancy or of particular concern).

• BU postdoc takes equipment to FedEx, and ships to a 
mutual friend of collaborator. (Collaborator’s area of 
China shut down for COVID at the time and FedEx won’t 
deliver.)

• Unbeknownst to BU postdoc, mutual friend works at 
Chinese organization on the Entity List.

• BU Months later, FBI agent approached postdoc as they 
were leaving work and questioned them about the 
shipment. After months-long investigation, and OGC 
involvement, everything likely is ok.

https://www.bis.doc.gov/index.php/policy-guidance/lists-of-parties-of-concern/entity-list


Export Controls – Case Study
• Bottom line: International 

shipments can raise all types of 
issues, and it isn’t always 
obvious what they will be. For 
any international shipment 
related to a BU research 
project use official BU 
channels. Ship using BU 
contracts with FedEx and UPS, 
and use BU’s customs brokers. 
If you’re shipping materials 
outside of the US be sure to 
check in with the Office of 
Research’s page on BU Export 
Controls.

https://www.bu.edu/sourcing/import-export-orders/#mylocation

https://www.bu.edu/research/ethics-compliance/research-
security/export-control/

https://www.bu.edu/sourcing/import-export-orders/#mylocation
https://www.bu.edu/research/ethics-compliance/research-security/export-control/about-export-control/
https://www.bu.edu/research/ethics-compliance/research-security/export-control/about-export-control/


Appendix Slides

15



Resource Guide for Ariba
Resource Guide to Assist Suppliers and End Users on Ariba

1) Suppliers responding with refusal to use Ariba Supplier Ticket to AP
2) Invoice Submission Video Tutorial https://support.ariba.com/item/view/189528
3) Credit Memo Submission Video Tutorial https://support.ariba.com/item/view/189529
4) Supplier Password, Account, or System Questions and Issues Contact Ariba
5) Supplier Information Portal Link Supplier Information Portal

Resources to send to Requisitioners for Invoice assistance
1) End users responding with push back regarding Ariba Financial Affairs Customer Service Portal
2) Staff Training for Invoice Approvals and Exceptions: https://www.bu.edu/ap/ariba-guided-buying/
3) Group Q/A Sessions for Staff https://www.bu.edu/ap/ariba-guided-buying/
4) Internal Staff Invoice & Payment Questions: Submit a ticket to Accounts Payable via the Financial Affairs 

Customer Service Portal
5) Quick Reference Guides to complete Invoice Actions in Ariba Guided Buying

a) Invoice Approval QRG https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-
Training_Approval1.pptx

b) Invoice Exception QRG https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-
Training_Exception.pptx

c) Adding an Approver or Watcher to Invoice Approval Flow 
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Add-Watcher-or-
Approver.pptx

d) Placing Invoice on Hold https://www.bu.edu/ap/files/2020/07/QRG_Ariba-Guided-BUying-
Shopper-Training_Hold-Process.pptx

e) Editing Cost Center or Internal Order on an invoice 
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Manage_Split-
Accounting.pptx

f) Invoice Email Notifications https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-
Training_Notifications.pptx

Resources to send to Requisitioners for Purchase Requisition (PR) or PO 
assistance - Sourcing and Procurement Website

1. Create a Purchase 
Requisition (PR/Cart)
https://www.bu.edu/sourcin
g/h2po/#guidedbuyingprs

2. Editing a Purchase 
Requisition/PO
https://www.bu.edu/
sourcing/h2po/#editi
ngapr

3. Viewing a PR, PO, Invoices, and 
Payments applied to the PO
https://www.bu.edu/sourcing/h2
po/#viewingprsandpos

4. Close a PO
https://www.bu.edu/sourci
ng/h2po/#cancelvsclosepo

5. Staff Training for Purchase 
Requisition/ Purchase Order Training
https://www.bu.edu/sourcing/guided
-buying-training/

6. Delegation for staff members on leave or 
vacation
https://www.bu.edu/sourcing/files/2020/07/
Delegate-Authority-1.pdf

7. Internal Staff Sourcing and Procurement Questions and Issues

• Purchase Requisition (PR/Cart) or Purchase Ordering (PO) Questions: Submit a 
ticket to Sourcing & Procurement via the Financial Affairs Customer Service Portal.

https://bu.service-now.com/com.glideapp.servicecatalog_cat_item_view.do?v=1&sysparm_id=a0f13233db3ebb400dd825894b961952
https://support.ariba.com/item/view/189528
https://support.ariba.com/item/view/189529
https://connectsupport.ariba.com/sites/Company?ANID=AN01000816573NAM&h=iiKebl7oRgdM7Z7bm1u1g&Enablement-Inquiry
https://support.ariba.com/item/view/188786
https://bu.service-now.com/fa
https://www.bu.edu/ap/ariba-guided-buying/
https://www.bu.edu/ap/ariba-guided-buying/
https://bu.service-now.com/fa
https://bu.service-now.com/fa
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Approval1.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Approval1.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Exception.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Exception.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Add-Watcher-or-Approver.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Add-Watcher-or-Approver.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-Guided-BUying-Shopper-Training_Hold-Process.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-Guided-BUying-Shopper-Training_Hold-Process.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Manage_Split-Accounting.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Manage_Split-Accounting.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Notifications.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Notifications.pptx
https://www.bu.edu/sourcing/h2po/#guidedbuyingprs
https://www.bu.edu/sourcing/h2po/#guidedbuyingprs
https://www.bu.edu/sourcing/h2po/#editingapr
https://www.bu.edu/sourcing/h2po/#editingapr
https://www.bu.edu/sourcing/h2po/#editingapr
http://www.bu.edu/sourcing/h2po/#viewingprsandpos
http://www.bu.edu/sourcing/h2po/#viewingprsandpos
https://www.bu.edu/sourcing/h2po/#cancelvsclosepo
https://www.bu.edu/sourcing/h2po/#cancelvsclosepo
https://www.bu.edu/sourcing/files/2020/07/Delegate-Authority-1.pdf
https://www.bu.edu/sourcing/files/2020/07/Delegate-Authority-1.pdf
https://bu.service-now.com/fa


Guided BUying Reference Sheet



Ordering Method Matrix



Engaging a Consultant at BU



Registration and Contract for Individual Consulting on 
Research (RCICR)



Special Risks



Determine the Status of a Check with the Invoice Number 
(Disbursement via SAP only)



New Concur User Interface



Is your flight compliant with the Fly America Act?



Commerce Department Entity List
https://www.bis.doc.gov/index.php
/policy-guidance/lists-of-parties-of-
concern/entity-list

https://www.bis.doc.gov/index.php/policy-guidance/lists-of-parties-of-concern/entity-list
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