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Approvers

review the PR 

and approve or 

deny*.

Purchase 

Orders (POs) 

are automatically 

generated after 

PR is fully 

approved.

Supplier

receives, 

acknowledge, 

and fulfills the 

PO and invoices 

Boston 

University.

*PRs will go through a series of approvals based on the dollar amount and commodity code.

**Invoices <$5,000: Requisitioners are notified as a watcher and invoices can be viewed under Your 

Approvals  To watch. Payment will release within three days. 

Invoices ≥$5,000 will be routed to Requisitioners’ Your Approvals  To approve for review and approval.

Requisitioner

reviews and 

approves 

invoice.** 

Suppliers are 

paid based on 

their payment 

terms.

Purchase 

Requisition (PR)

created and 

submitted for 

approval.

Procure-to-Pay Process in Guided BUying

Guided BUying allows requisitioners at Boston University to purchase products and 

services from a variety of suppliers. The procure-to-pay process includes the following 

steps: PR, Approval, PO, Invoicing, and Fulfillment. 
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*Payment methods in Ordering Method Matrix is subject to change on a case-by-case basis.

Ordering Methods Summary of Usage

Purchase Requisition and 

Purchase Order

• Products or services from registered suppliers and to-be 

registered suppliers

• Purchases involving contracts

PCard • Low-risk product purchases not available in Guided 

BUying

Travel Card • Travel, entertainment, and event expenses

Disbursement • Direct payment of purchases deemed allowable for non-

registration

Internal Service Requests (ISR) • Service orders from other BU departments 

Facilities Service Requests (FSR) • Facilities service orders 

Ordering Policy

Sourcing & Procurement

Download the Ordering Method Matrix* for ordering methods by commodity code. Click the link below to 

be taken to the policy page. http://www.bu.edu/policies/finance/ordering-and-contracting/

http://www.bu.edu/policies/finance/ordering-and-contracting/
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Approval Thresholds

Purchase Requisitions and Invoices in Guided BUying will go through a series of 

approvals based on the dollar amount and commodity code.

Purchase Requisition Approval Threshold

Dollar Amount Required Approvers

Any Dollar Amount • Functional Approver*, if applicable

≥$500 • Departmental Financial Approver 

≥$5,000 • Property Management

≥$10,000 • Sourcing & Procurement

*Functional approvers include Property Management, Environmental Health & Safety (EH&S), Animal 

Science Center (ASC), and Payroll.

Invoice Approval Threshold

Dollar Amount Required Approvers

<$5,000 No approval required. Requisitioner notified 

as a watcher

≥$5,000 Requisitioner
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Canceling vs. Closing a PO

In Guided BUying, it is possible for all Requisitioners to cancel their own PRs.

*Sourcing & Procurement can ONLY close POs when all items have been shipped and all invoices have 

been paid.

Guidelines for Canceling vs. Closing a PO

Canceling PO Submitting the PO Closeout Request*

• Only cancel a PO after you have 

confirmed with the supplier they have 

neither shipped nor invoiced the items 

you ordered. 

• A PO has been partially invoiced, and no 

further invoices are expected for the PO. 

• Click “Cancel request” in the PR. Once 

you cancel the PR, it will automatically 

cancel and close the PO and send a PO 

cancellation confirmation to the supplier.

• Submit the PO Closeout Request via the 

Financial Affairs Customer Service 

Portal.

https://bu.service-now.com/fa
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Viewing PRs and POs

PRs and POs can be viewed in Guided BUying under the Your Requests tab. Navigate 

to the Your Requests tab to view detailed information on your PRs including status, 

approval workflow, history, and to add any additional comments or attachments. If a PO 

has been generated, it will display under the PR name.

Filter requests
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Setting Accounting

Accounting information can be set at the header or line level of a PR. Cost Centers set at 

the Personal Profile level will flow to the accounting section at checkout for every PR you 

create. Internal Order Numbers and WBS Elements must be set at checkout.

Split Accounting: PRs can be split between the same Cost Object Type (e.g., Cost 

Center to Cost Center) by percentage, quantity, or amount. If charging a cost center and 

a Sponsored IO#, 100% of the cost must be charged to the Cost Center, then do a 

Journal Entry to charge the Sponsored IO#.
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Forms in Guided BUying

• Sourcing Request Form

• A Sourcing team member will reach out about next steps based on 
your request.

Request for Assistance on a 
Sourcing Project

• Contract Request Form

• A buyer will receive the completed form. Once a contract is 
negotiated and signed, the buyer will instruct the Requisitioner to 
create a PR.

Request for Contract Signature

• Supplier Request Form

• Complete the form before engaging the supplier.

• Once supplier is registered, the buyer will instruct the Requisitioner to 
create a Non-Catalog Request and select the new supplier.

Request to Register a New 
Supplier
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Process to Register a New Supplier

Submit 
Supplier 
Request 

Form

Request 
Received by 

S&P

Supplier 
Invited to 

Register with 
BU

Supplier 
Registers on the 
Ariba Network & 

with BU

Requisitioner 
Submits PR with 

new supplier

*Best Total Value is defined in the Competition and Supplier Selection for Products and 

Services Policy.

Supplier Registration Process

BU offers a variety of diverse registered suppliers to provide the products and 

services at the Best Total Value* to you and your department. We work with our top 

suppliers to negotiate discounted prices and reduced risk of liability. 

Always look to our registered and contracted suppliers for products and services 

before considering unregistered suppliers. If a Requisitioner needs to engage a new 

supplier, submit the Supplier Request Form in Guided BUying before setting up a 

PR. 

Sourcing & Procurement

https://www.bu.edu/policies/competition-and-supplier-selection-for-products-and-services-policy/#definitions
https://www.bu.edu/policies/competition-and-supplier-selection-for-products-and-services-policy/#definitions
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Process to Route a Contract

Submit 
Contract 
Request 

Form

Request 
Received by 

S&P

S&P works 
with Supplier 
and Business 

Unit 

Signed Contract 
Sent to 

Requisitioner

Requisitioner 
Submits PR with 

Contract 
Attached

Contract Request Process

Requisitioners should submit the Contract Request Form in Guided BUying. Please 

engage Sourcing & Procurement as early as possible—ideally, as early as the 

planning stages—as the process takes some time and is largely dependent on the 

suppliers’ responsiveness. Expectations should be set at a minimum of two weeks.

Sourcing & Procurement



12

11/25/2020

Criteria for Submitting the Contract Request Form

Sourcing & Procurement

*Sourcing & Procurement and University Council will decide whether to use the supplier’s 

agreement or Boston University’s Terms & Conditions.

Please use the grid below as a guide for when to submit the Contract Request Form. 

Note: The list below includes some of the special risks that may require Sourcing & 

Procurement review. If you are unsure, please submit the Contract Request Form.

Criteria Submit Contract Request Form

Long-Term Engagement of Services with Supplier √

Engaging a new Supplier for Services √

Fabrication of Materials or Development of Software √

Supplier Provides Their Own Agreement* √

Student Information √

Teaching √

HIPAA Covered Entity √

Involves Minors √

Speaker or Performer √

Student Travel √

Legal Council and Auditors √

Construction √
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Financial Affairs Customer Service Portal

<1 business day
6,395
96.2%

1-2 business days
174

2.6%

2-3 business days
42

0.6%

3-5 business days
21

0.3%

>5 business days
14

0.2%

Cases Resolved by S&P thru 11/23/20 by Business Elapsed Time 
(n=6,646)

Business days are 9am-5pm and exclude weekends and holidays.  For example, a case opened at 12pm on a Friday would be <1 
business day if resolved before 12pm on Monday
Elapsed time is paused when S&P is awaiting a reply to a follow-up question and when a solution is proposed
Outliers frequently start as cases for another group, and reassignment to S&P may take one or more days



Training Sessions
 Training sessions will be held on a 

monthly basis. Stay up-to-date on 

training information by subscribing

to the Sourcing & Procurement 

Newsletter.
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Resources

Contact Us
 Ordering Information: Submit a ticket to Sourcing & 

Procurement via the Financial Affairs Customer Service 

Portal.

 Invoice & Payment Information: Submit a ticket to 

Accounts Payable via the Financial Affairs Customer 

Service Portal.

Guides & FAQs
 How to Place Orders

 Step-by-Step Guides

 Video Tutorials

 FAQs

https://www.bu.edu/sourcing/newsletter-signup/
https://bu.service-now.com/fa
https://bu.service-now.com/fa
https://www.bu.edu/sourcing/h2po/
https://www.bu.edu/sourcing/faqs/

