RUTGERS

Non-PO Upload Request Form Instructions

This RU Marketplace form has been configured to provide departments/units a way to track non-PO upload requests, including non-qualifying scholarships, TA/GA
awards, patient refunds, non-employee refunds, petty cash, and human subject payments/direct disbursements

that requests are submitted and the process is followed correctly
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Open the site in RU Marketplace, and go to Shop, then View Forms:

MARKETPLACE

Shopping

Go To

My Carts and Orders i ) .
Shopping Home  Advanced Search = View Favoriie

Browse By

Suppliers  Contracts

Reporting

Shortcuts 7 Browse

Favorites | Forms Suppliers | Contracts

Organization Message 5]
Welcome to the Rutgers University MarketPlace

Quartzy Products

To all RU Marketplace users: Quartzy products and services will no longer be able to be
procured through the quick order form. Any end user desiring to order from Quartzy must use
either the goods request form or service request form.

Performance Agreement Announcement
University Procurement Services is pleased to announce the roll out of the Performance
Agreement to provide University end users a more efficient procurement process to engage
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2. Go to Supplemental Forms, then Non-PO Upload Request.

SO e

Check Request

Goods Requests

Internal Purchase Orders
Quick Orders

Service Requests

Sub Awards

Supplemental Forms

Domestic Wire Transfer Form

International Wire Transfer Form

Non-PO Upload Request from

Pre-Payment Request

3. Be familiarized with the definitions of each upload type and the documentation needed.
Payable of the University Procurement Services website for detail.

It is the unit’s responsibility to know:

o if recipients are employees (student employees, faculty, staff)
the recipients’ residency status: U.S. Citizen, resident, non-resident alien
the address of recipients (an IRS requirement)
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Please refer to the Non-PO Transaction Matrix within Accounts

the Social Security number of recipients (an IRS requirement, only for taxable income)
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4. Each submission request should be of the same definition classification. For example, one submission is the royalty non-resident alien list, another submission

is the royalty employee submission, etc.

5. For all non-resident aliens, units must complete the Payment to Foreign National Form and contact Anelia Dolan (Tax Department) at

andolan@finance.rutgers.edu for review and additional information first before submitting the Non-PO Upload Request RU Marketplace form. This formis

also available in the Non-PO Direct Upload Recipient Data File packet on the Forms page of the University Procurement Services website.

@& Mon-PO Upload Request - Mogzilla Firefox a k4
@ & https//solutions. sciquest.com/apps/Router Edlit?&F Prod t ORI FavPageCont nstmpe1525367914748203 110% e % =
Non-PO Upload Request Available Actions: | Add and go to Cart | B cese| &

Instructions ?
I y R Pleace fill sut this form to submit a request for the upload of non-PO payments. These types of payments should include Non-Qualifying Scholarship,
] I J royalties ([employees), TA/GA awards, patient refunds, non-emplayee refunds, petty cash and human subject payments/direct disbursements,
UNIVERSITY

Please complete the University Procurement Services Non-PO Direct Upload Recipient Data File (hi
2ry) and send to the designated University Procurement Services Sharepaint si
ages/l 'nl loadForm.aspe), using the requisition number as the file name. Any back-up documentation and receipts should also be mcluded in the
submlsslon to Sharepoint. If you do not have access. please email payables@finance rutgers.edu. All requests must be submitted by the first of the
maonth in order to guarantee completion by the end of the month.

FUtgers. e iuﬂnl i
int.cc i

forms/forms-re

For all Non-Qualifyi holarshi ualifying scholarship will be processed via Check Request. This upload submission will initiate supplier set-up.

Onee the set-up is complete, units will be able to complete a Check Request at any time,

?
Sn-Qualifyi and TA/GA award payments to non-resident aliens (NRAs): please complete ent to Foreign
National Form (hittpy/ucoitgers.edu/tax-services)and contact Anelia Dolan in Tax Services at andolan@finance.ningers.edu for review amadditional
infarmation first before submitting this RU Marketplace form. submissian
?

Upload Information

Please select...

Type of Upload

Mumber of Payees in Upload Request
Total Dollar Amount of All Payments

Description of Payment Type

n O Type here to search

6. Finish completing the form, including Type of Upload, Total Dollar Amount of All Payments, and Description of Payment.
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FOT STIpen 3 3 3 3
Payment to Foreign National Form (http://uco.rutgers.edu/tax-servicesjand contact Anelia Dolan in Tax
Services at andolan@finance.rutgers.edu for review and additional information first before submitting this
form with the upload submission.

Upload Information

be of U | Please select... ‘ @

mber of Payees in Upload Request |:|
bl Dollar Amount of All Payments I:l

iption of Payment Type |

255 characters remaining expand | clear

Tracking Information

versity Procurement Services Status Tracking v|
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7. All accompanying documentation must be submitted to Sharepoint only. Submissions must include a completed Non-PO Direct Upload Recipient Data File
found within the Forms section of the University Procurement Services website and sent to the designated University Procurement Services Sharepoint site,
using the Non-PO Upload requisition number as the file name. Any back-up documentation, including the Payment to Foreign National form (if applicable)
and receipts should also be included here. All files should be submitted to Sharepoint (not the form or the requisition), due to the sensitive nature of the files.

Units should contact Procurement Help Desk at procure@finance.rutgers.edu for first-time Sharepoint access.

@& Non-PO Upload Request - Mozilla Firefox (m ] >
@ & https://solutions.sciquest.com/apps/Router/FavoritesFormEdit? &FavoriteProductid =43 13291 S&swantReload OnClose =true & FavPageContext =2 &tmstmp=1525367914748203 110% e @2 & =
MNon-PO Upload Request Awvailable Actions: | Add and go to Cart - | Il close| &5

Thstructions

l I" I '( ; I : RS mit a request for the upload of non-PO payments. These types of payments should include Non-Quali
es), TA/GA awards, patient refunds, non-employee refunds, petty cash and human subject payments/direct disbursements.
L

INIVERSITY

?

Drms/forms-repository) and send to the designated University Procurement Services Sharepoint site (https:y/rutgersconnect.sharepoint.com/sites/finance
/sitePages/UploadForm.aspx), using the requisition number as the file name. Any back-up documentation and receipts should alse be included in the
submission to Sharepoint. If you do not have access, please email payables@finance.rutgers.edu. All requests must be submitted by the first of the
onth in order to guarantee completion by the end of the month.

n-Qualifying Scholarship: non-qualifying scholarship will be processed via Check Request. This upload submission will initiate supplier set-up,
Once the se is complete, units will be able to complete a Check Request at any time.

?
For Non-Qualifying Scholarship, royalties, and TA/GA award payments to non-resident aliens (NRAs): please complete the Payment to Foreign
MNational Ferm (hitp://ucorutgers.edu/tax-services)and contact Anelia Dolan in Tax Services at andolan@finance.rutgers.edu for review and additional
information first before submitting this RU Marketplace form. submission.
Upload Information 7

Type of Upload | Please select... ~|
MNumber of Payees in Upload Request

Total Dollar Amount of All Payments

Description of Payment Type

n O Type here to search £
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8. Once logged into Sharepoint, click on Upload.

8a) Click on the New option to create a folder. The folder should have the requisition number in the name.

COI'nel'Stone il j&a 2.3.20
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8b) Once the folder is created, choose a file to upload by browsing the location where files are stored on the computer, selecting the needed file, and clicking Open.

F ™
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File name:

9. Track the status periodically.

University Procurement Services’ goal is to complete supplier set-up and payment issuance within 20 business days after

submission by the unit, provided that the documentation submitted is accurate.

In the case of non-qualifying scholarships, these are processed as Check Requests.

thereafter.
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After supplier set-up is complete, units can then issue a Check Request at any time
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9a) To track status, go to Documents within RU Marketplace, then Search Documents, inputting the requisition number. Click on the requisition number.
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9b) Once in the requisition, scroll to the bottom of the page, under Product Description. Click on the Non-PO Upload Request Form.
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9c) See the latest tracking information at the bottom of the page within the form, under Tracking Information.
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changes, if RU Marketplace accounts have been set up to receive emails.
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