
PURCHASING 
HIGHLIGHTS

May 20, 2020



AGENDA 
• COVID-19 PPE Supplies
• Amazon Business
• Closing FY19-20 PO’s
• Fiscal Year Cutover
• Blanket PO’s for FY20-21
• Purchase Order Roll to FY20-21
• Budget Checking Change Requests 
• Future Webinars / Training



COVID-19 PPE SUPPLIES
https://sc.edu/about/offices_and_divisions/purchasing/covid19_supplies/index.php

https://sc.edu/about/offices_and_divisions/purchasing/covid19_supplies/index.php


AMAZON BUSINESS
• Program went live with initial wave of account invitations 

issued March 3, 2020
• Eligible users are full-time employees with a valid 

procurement card issued by Bank of America and authorized 
by Purchasing

• New users must complete the Terms of Use agreement to be 
invited to activate an account

• All policies and restrictions related to the p-card apply to the 
use of Amazon Business. 



AMAZON BUSINESS
https://sc.edu/about/offices_and_divisions/purchasing/toolbox/index.php

https://sc.edu/about/offices_and_divisions/purchasing/toolbox/index.php


CLOSING FY19-20 PO’S
• Continue sending close requests to purchasing@sc.edu.
• If a PO is fully matched and has a $0 encumbrance, it will 

automatically be closed, so there is no need to request it.
• Only send requests to close a PO if you are 100% sure that all 

invoices have been paid and you do not need the PO to 
remain active.

• Any funds that are remaining on a PO will be rolled into the 
new fiscal year if you do not request it be closed. 

• Use PO Inquiry to review PO information: Purchasing > 
Purchase Orders > Review PO Information > Purchase Orders

mailto:purchasing@sc.edu


FISCAL YEAR CUTOVER
• The planned fiscal year cutover period begins Monday, June 

22, 2020.
• The last day for requisitions to be entered for FY19-20 will be 

Friday, June 19.
• At close of business on June 19th, no more requisitions or 

PO’s will be created in FY19-20.
• All requisitions and PO’s created after June 19th should be for 

supplies and services that do not require payment until after 
July 1st.



BLANKET PO’S FOR FY20-21
• An early period for blanket order requisitions will begin Monday, June 8, 2020.

• This means ONLY blanket orders intended for FY20-21 can be created and submitted 
on June 8th forward. 

• These requisitions will be placed on hold prior to being sourced to purchase orders, 
and they will all be dispatched on July 1, 2020.

• It is imperative that a requisition intended to be a FY20-21 blanket order PO must 
have an explicit description and comments identifying the requisition as a FY20-21 
blanket order.

• Purchasing’s staff will be required to stage these requisitions separately from all 
other FY19-20 requisitions so that they do not get released in or encumber funds in 
FY19-20. 



PURCHASE ORDER ROLL TO FY20-21
All Purchase Orders from FY19-20 will be rolled into FY20-21 
on Wednesday, July 8, 2020. This means:
• All remaining PO encumbrances for FY19-20 will be 

liquidated and carried forward into FY20-21.
• All requisition lines that were created in FY19-20 will no 

longer be linked to their corresponding PO lines. The 
consequences of this is that change requests for these line 
items will not be possible. At that point only new requisition 
lines can be created and manually added to existing PO’s.



BUDGET CHECKING CHANGE REQUESTS
• Change requests are defined as changes to an existing requisition 

line that has previously been sourced to a purchase order.
• Change requests require the requisitioner to budget check their 

edited requisition, just as a new requisition would need to be 
budget checked.

• To ensure that a changed requisition is routed to the Buyer’s 
worklist for the associated purchase order, the requisition must 
be Budget Checked after the requisition is submitted for approval.

• Failure to budget check a change request can delay the processing 
of the PO change order.



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



BUDGET CHECKING CHANGE REQUESTS



FUTURE WEBINARS / TRAINING
https://sc.edu/about/offices_and_divisions/peoplesoft_finance/internal/training/

https://sc.edu/about/offices_and_divisions/peoplesoft_finance/internal/training/


THANK YOU!
WASH YOUR HANDS!! 

Mac Stiles
Business Analyst 

Amazon Business Administrator
PeopleSoft Purchasing Support
mac.stiles@sc.edu

mailto:mac.stiles@sc.edu
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