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Why is my vendor taking so long to be added to the vendor database? 
 
Procurement and Accounts Payable share the vendor database and work closely together when adding new vendors and making changes 
to existing ones.  It is important for users to know when to contact Procurement and when to contact Accounts Payable regarding vendors.   
 
Accounts Payable handles the payment side of vendors.  So, when a check request needs to be done immediately, new vendor forms 
should be sent to Accounts Payable at vendor@uga.edu.  The vendor will be entered faster when you have a pending check request and 
you send the completed form to Accounts Payable for processing.   
 
Procurement handles the purchase order side of vendors.  So, when a purchase requisitions needs to be done immediately, new vendor 
forms should be sent to Procurement.  The vendor will be entered faster when you have a pending purchase requisition and you send 
the completed form to Procurement for processing.  Vendor Profile Forms should be emailed directly to Christy Bailey at 
christym@uga.edu, or a member of the Procurement staff.    
 
Helpful Hint:  Check Requests = Accounts Payable 
       Purchase Requisitions/Orders = Procurement  
   
We appreciate that some purchase requisitions are emergencies and/or simply that you would rather not wait for a vendor to be entered 
before initiating your purchase requisition.  When this is the case, please use Vendor TBD via Bid as your vendor for your non-catalog 
items.  You’ll find this “vendor” using the same search method you would for other vendors:    
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Why isn’t my vendor showing up in UGAmart? 
 
A vendor will only be added to UGAmart when a UGA Vendor Profile Form has been completed by the vendor that includes a purchase 
order address, and either a fax number or email address where a vendor would like a purchase order sent.  Further, the vendor MUST 
accept purchase orders in order to be added to UGAmart.  This is indicated on the form by checking “Yes” to the question: 
 

 
 
Some companies only provide copy of a W-9 tax form - this alone is not sufficient for UGAmart.  If only a W-9 can be provided, and a 
Vendor Profile Form cannot be filled out, the company must also submit, in writing: 1) confirmation that they will accept a purchase order; 
2) a fax number or email address where a purchase order can be sent; and 3) the purchase order mailing address so Procurement may 
correctly address the electronic copy of the purchase order. 
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Why can’t I view a particular document (requisition, purchase order, receipt, invoice) in UGAmart? 
 
Most likely, you do not have access to the initiating department’s documents within UGAmart.  Check the name of the person who initiated 
the cart/requisition.  This person is listed in the General section of the purchase requisition, and is typically the listed Shopper.  If you do 
not share the same home department with this person, or if you have not been granted access to this department, you will not be able to 
view the order.  If there is no Shopper on the order, only a Requisitioner, the Requisitioner is the cart initiator.   
 
  

Helpful Hint: 
Even if an account number belonging to your department was used on the 
cart, you cannot view the cart unless you have access to the cart initiator’s 
home department. 
 
 
Cart approvals always route to the corresponding department from each 
account number used on a cart, but visibility of that cart after approval is 
limited. 
 
If you need to view an order that you do not have access to you must contact 
the Responsible Person for the department you are trying to access.  The 
Responsible Person must grant you access to their UGAmart documents 
by contacting Procurement.  Procurement keeps the updated list of 
Responsible Persons for UGAmart – please contact the UGAmart Site 
Administrator for questions regarding this list. 
 
When a user is granted viewing permission to additional departments’ 
documents in UGAmart, the permission cannot be applied to individual 
requisitions or purchase orders.  Once a user has been granted access to 
a department in UGAmart, that user has access to view all of that 
department’s UGAmart history.  Access cannot be granted by document 
number. 
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What activities may I perform in UGAmart with the role(s) I am assigned? 
 
Here is a chart with some of the basic functions in UGAmart.  If additional roles are needed, please contact the Responsible Person for 
your department, who may approve additional roles by emailing the UGAmart Site Administrator.  
 
 

 Shopper 
(Default Role) Receiver Requisitioner Approver 

Shop for items in catalog 
and punchout Yes 

 
Yes Yes 

Create non-catalog items Yes 
 

Yes Yes 

Assign a shopping cart Yes 
 

Yes Yes 

Add account number and 
object code to requisition  

 
Yes Yes 

Submit requisitions for 
approval  

 
Yes Yes 

Create receipts  Yes Yes  

Approve requisitions    Yes 

 
 
The Receiver role is not recommended to be used by itself.  The Receiver role is intended to be assigned to a user who already has the 
Shopper role.  The combination of Shopper + Receiver roles allows a user to create a cart and also verify receipt of the items or 
services when they arrive or have been performed. 
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Why won’t the system let me approve this order? (for those with the Approver role) 
 
Most likely, you “touched” the order before it routed to the Department Approval step.  If you acted in the Shopper or Requisitioner capacity 
before the requisition was submitted for approval, you cannot also approve the order.   
 
The most common cause for this issue: a Requisitioner pressed the “Assign Cart” button instead of the “Submit for Approval” button.  
“Assign Cart” means you want to assign the cart to a Requisitioner to further review the order.  “Submit for Approval” means you want 
the department approvers to approve the order so it may continue on in the approvals process. 
 
In the below example, if your name is on the left-hand side of the PR Approvals workflow (e.g., UGA Approver and UGA Shopper), you 
cannot act as an Approver for this requisition. 
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I need to redo a requisition, but I don’t want to type out all those line items again – HELP! 
 
First, make sure that you have an empty cart. 
This can be done in several ways. 
One way is to go to:  
Shop > My Carts and Orders > View Draft Shopping Carts,  
and then select “Create Cart”. 
 
 
Now, once you have an empty cart, search as you normally would for the requisition you would like to copy.  Select all the line items 
you would like to copy to a new requisition by selecting the check boxes to the right of each line item.  Pull the drop-down box and 
select “Add to Active Cart”.  Click Go.  The Items will be copied over into your shopping cart.          
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How do I cancel/reject a requisition that has been sent to me for approval? 
 
First, make sure the requisition is assigned to you.  Pull down the drop-down list in the top right-hand corner of the requisition; select 
“Reject Requisition” and click Go. A smaller window will open.  Here you may enter the reason for rejection, although this field is not 
mandatory.  Click “Reject Requisition.”  The requisition is rejected.  Only those with the Approver role have this functionality.  Also, 
remember that once a requisition is rejected, it cannot be un-rejected.   
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What is the status of my requisition? 
 
At any time during the procurement process, you may open up a pending requisition to check the status by clicking the PR Approvals tab 
on the requisition.  The workflow steps shown must each be taken before the purchase order can be issued.  Keep in mind that every PR 
approval workflow may be different depending on many factors.  For example, if the account being used is a grant account, the PR must 
also travel through Contracts & Grants for approval.  The example shown below is a simple and very basic workflow process.   
 

 
 
 
 
When your requisition reaches Procurement, you may check the status by first looking 
in the “Cart Name” field of the PR.  Procurement staff utilizes the “Cart Name” field as 
a way to communicate where the PR is in the procurement step approval process.  In 
this example, the buyer has indicated the most recent activity on the PR.  The 
immigration and security form has been requested from the vendor. 
    
 
 
If the “Cart Name” field is blank or if you have further questions regarding the status, 
you may always leave a comment for the buyer assigned to the requisition.  The 
Procurement staff member can be found in the “Buyer” field on the requisition. 
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The final invoice has been paid.  How do I unencumber funds from the PO and return them to my account? 
 
Open the purchase order and add a comment for a representative of Accounts Payable.  Indicate the amount to be unencumbered.  
 

 
 
 
I left a comment in UGAmart. Why hasn’t anyone responded? 

Ensure that when leaving a comment, you have selected the 
check box next to each person’s name who you want to 
receive an email notification that the comment was added.  If 
you do not select anyone to receive the email notification, then 
no one will be notified.  Although the comment will be still be 
added, no one will see it until they pull up the document in 
UGAmart. 
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When a comment is sent to a user who is away, is there any way to have UGAmart send an auto out-of-office reply? 
 
Currently, there is not an auto-reply feature in UGAmart.  We are hopeful that this may be something SciQuest implements in a future 
upgrade.  In the meantime users can set up a rule within their email system to Forward emails to someone else while they are away from 
the office. 
 
 
The screenshots below are from Microsoft Outlook. 
 

 
 
 
Do not use the Reply option because that will send your email to the procure@uga.edu email address. 
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Is payment information (check number and check date) viewable in UGAmart? 
 
Yes.  Check number and check date are displayed in the “Payment Information” box on each invoice within UGAmart. 
 

 



UGAmart FAQs   page 13 

Could you create a “reference guide” with step-by-step instructions on how to do a quantity receipt? 
 
Log into UGAmart. 
 
In the top right hand corner, make sure the Quick Search field is defaulted to Purchase Order Number.  In the box to the right of that field, 
enter the applicable PO number.  Click the search icon. 
 
Your search will redirect you to the PO status screen for your purchase order. 
 
From the available actions drop down (far right under the Action Items and Notifications area) select “Create Quantity Receipt.”  Click 
“Go.”  Your selection will redirect you to the New Quantity Receipt page. 
 
Under Header Information, enter the receipt date (click on the calendar).  Packing slip no. is not a required field, but entering the 
information is a best practice.  Other delivery information can be added as well, such as carrier, etc.  Attachments can also be uploaded 
in the Header section in the event that you wanted to attach the packing slip, etc. 
 
The receipt lines section will return the items on your PO.  Scroll over to the right and update the quantity field to the quantity that you 
received.  Leave the line status defaulted to received.  If a line item is appearing that was not included on the shipment, you can select 
remove line here and it will remove the line from this receipt only.  Removing an item from a receipt does not cancel the item from the 
order.   
 
When you have updated the quantities, review the receipt and make sure everything is correct.  When you are ready to submit, click the 
“Complete” button.   
 

Click here to view the UGAmart receiving demo     or     Click here to see a list of all the UGAmart training demos 
 
 
 
 
 
 
 
 



UGAmart FAQs   page 14 

Could you create a “reference guide” with step-by-step instructions on how to return an item?  (Last Updated on 11/28/2016) 
 
Log into UGAmart. 
 
In the top right hand corner, make sure the Quick Search field is defaulted to Purchase Order Number.  In the box to the right of that field, 
enter the applicable PO number.  Click the search icon. 
 
From the available actions drop down (far right under the Action Items and Notifications area) select “Create Quantity Receipt.”  Click on 
“Go.”  Your selection will redirect you to the New Quantity Receipt page. 
 
Under Header Information, enter the date that you are returning the items (click on the calendar.)  You can also enter carrier information 
under the Delivery section for tracking the return of the item. 
 
Next scroll down to the Receipt Lines section.  
 
Remember, the draft receipt will automatically populate with all outstanding line items and quantities on the purchase order.  Users will 
need to update the quantities accordingly for all PO line items.   
 
Go to your line item that you are returning.  Update the quantity to the quantity being returned.  Under line status, click on the drop down 
menu and select “Returned.” Utilizing the “Returned For” drop down menu, select why you are returning the item.  Enter the applicable 
RMA No. information.  Each line item also provides you with the opportunity to add attachments if you have documents that are associated 
with the return.  Remove any other PO items that are not applicable to the return.  This can be done by clicking on the “Remove Line” 
button on that particular line item. 
 
When you have updated all the applicable information and reviewed the document, click on the “Complete” button.   
**If you are returning an item and expecting replacements, be sure to add comments to the purchase order so Procurement, Accounts 
Payable, and Mail & Receiving Services are aware.  Comments should be sent to Dwayne Weaver in Mail & Receiving Services and to 
Procurement (by either selecting the buyer who processed the PO or searching for the buyer who is responsible for that commodity via 
Procurement Commodity Assignments.)   
 

Click here to view the UGAmart receiving demo     or     Click here to see a list of all the UGAmart training demos 
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How should I notify Accounts Payable that I have received an invoice? 
 
If a departmental user receives an invoice directly, they should scan the invoice into their computer and save the image.  The user should 
log into UGAmart, and scroll down to the “Important Information” section on the bottom left of the home page.  Users should open the 
Accounts Payable Contact Information document to see what payment processor to assign the invoice to.  Users should search for the 
applicable PO and click on the “Comments” tab.  The invoice image can be uploaded as a comment.  Users should search for the 
appropriate AP processor to add as the recipient of the comment/image. 
 
 
Who should I call to follow up on an unpaid invoice? 
 
Users should log into UGAmart, and scroll down to the “Important Information” section on the bottom left of the home page.  Users should 
open the Accounts Payable Contact Information document to see which payment processor would handle the particular vendor in 
question.  The Accounts Payable website also contains a list of responsibilities for each employee and can be viewed at:  
http://www.busfin.uga.edu/accounts_payable/apstaff.htm 
 
  
How do I know when to do a quantity receipt and when to do a cost receipt? 

Cost receipts are generally used when services are being rendered; for example, if you have a consulting agreement that is encumbered.  
You have a certain amount that is encumbered for fees for services rendered and another amount for reimbursable expenses.  When you 
process receipts for this order, you will want to do cost receipts since you will be authorizing Accounts Payable a specific amount to pay 
and there are no true quantities associated with the line items. 
 
 
If a purchase order is set up for delivery to Mail & Receiving Services, but it gets directly delivered to our department, what 
should we do?  (Last Updated on 11/28/2016) 
 
Please email Dwayne Weaver at ldweaver@uga.edu  in Mail & Receiving Services.  A representative of Mail & Receiving Services will 
create the receipt for the purchase order. 
 
 
 
 
 



UGAmart FAQs   page 16 

If I have an issue with a vendor, what should I do? 
 
Contact Procurement and speak with the staff member who is responsible for the contract or commodity.  You will find the list of 
commodities and contracts assignments here: http://www.busfin.uga.edu/procurement/pdf/CommoditiesandContracts.htm. 
 
Procurement will document the concerns and take the appropriate actions necessary.  If the vendor in question is a statewide contract 
vendor, Procurement will file a vendor performance report through DOAS State Purchasing Division to update the State regarding the 
vendor’s performance. 


