THE UNIVERSITY OF TEXAS AT EL PASO

Miner Mall

Shopper and Creator Training




Agenda

* Procure to Pay Process
* Purchasing Thresholds

* Purchasing Information
— VetHUB
— Procurement Card Program
— Contract Administration
— PeopleSoft

e Miner Mall live-site Demonstration



Purchase-to-Payment Processes

 Miner Mall is the university’s system of record for the procurement of goods and
services. The majority of purchase-to-payment processes will be conducted in
Miner Mall

Cart 1L Purchase Requisition 1L Purchase Order
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Purchasing
Shopping PR Creator Approval(s) « Review Non-Catalog Supplier
* Hosted Catalog * Enters accounts, *Dept S items * Receives PO
* Punchout Catalog : . ; o Ui .
« Forms & Spec, Request ch.art .fleld and Optional EH&S, IT, High Dollar Ackhowledges .
* Enabled Contracts shipping. Other * Contracts * Fulfills Goods / Services
| Receiving 1L Invoice Entry 1L Matching 1L Payment Status
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Central Rec. Delivery Invoice Approval 3-way Match Payment
* Unpacking * Desktop delivery * PO Invoice * Non-PO Invoice * PeopleSoft voucher payment
* Quality Checking to requestor *Non-PO Invoice Dept $ * Check or ACH to Supplier
* Direct Voucher approval




Spend Thresholds

Updated UT System Bidding Thresholds Effective November 1, 2026

Effective
11/1/2026

Tier Current Threshold

Open Market

Mo competitive procurement
required. The department only needs
one quote.

Under $15K Under $25K

Informal Bid

The department must obtain a

minimum of three quotes and when $15K — $50K $25K - $100K
possible, make a good faith effort to

solicit a VetHub.

Formal Bid

An official solicitation is required in

the event there is no established Over 350K Over $100K
contract or cooperative agreement in

place.



Presenter Notes
Presentation Notes
Provide examples: Total cost NOT per item cost.


Quotes

 Quotes are valid for 30 days from the date on the quote unless otherwise
specified.

 Quotes need to be attached to requisition documents.

 Request freight and shipping estimates up-front.

* Requisition must match the quote, itemize if it applies.

* Purchases equal to or greater than $25,000 that are not on contract
require three quotes.

* Quotes requiring a signature and/or review of Terms and Conditions must
go to our Contract Administration team for review.

* When attaching the contract to the requisition, the PO amount cannot be
greater than the total contract amount.

 Department has a responsibility to ensure that the requisition and fully
executed contract are in agreement with each other.
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Sign On — minermall.utep.edu

MINER MALL

VPBA

BEMEFITS = WHO IS MY BUYER? = FAQ'S » FLOW CHART » GLOS5ARY = RESOURCES -

Benefits Of Miner Mall

Contact your Buyer Welcome To Miner Mall

Miner Mall FAQ's

Purchase-to-Payment Processe
Miner Mall is an innovative web-based e-procurement systen

Glossary _ _
provides a one stop shop system for ordering goods and se

Resources

MINER MALL LOG-IN
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Miner Mall Overview

il UTEP MINER MALL A~ | Seach(Aiq) a ooouso W om Dy

Home

Goto: Mon-Catalog ltem | Favorites | Forms | Shop | Quick Order wse: Suppliers | Categories | Contracts

rs, forms, part number, etc “

Simple

. . . Hosted Suppliers TR
New Partnership Launch with Staples Business
We're excited to announce the official launch of the Staples Business
program for UTEP. | ETE——— o P UE’ ‘ﬂ

Follett Office Supply PENMCILELR
Users will see a new Staples Business tile under Punch-out Suppliers.
Benefits of this new partnership will include:
Punch-out Suppliers [ETE

* Easy access to approved products and contracted pricing.

* Consistent delivery and strong local support backed by Staples
Business’ dedicated Education & Public Sector team. & s m BURGOON @M,

* Consolidated purchasing for your everyday supplies and strategic Almas ' @ i ST TeehrOIGaIEE) GRAINGER: i Possible Missions)
category needs. eSS e TeEE

For questions about product categories, pricing, or support contacts, please
reach out to your Staples Business Account Team or visit the UT Supply

: : ; : z ® (o " Qftice papor
Chain Alliance Supplier Portal (linked here) for program details. GraghaR Evisg e S P“ BURORR - STAP&ES
via Todays Business Solutions Staples
e ke e e e ok o o o o e e e e o oo o e e e e i o o o o
Purchasing Assistance
ooz
For purchasing assistance, contact buyers@utep.edu or your designated i Wi
- Summus VW
Purchasing Buyer
For purchasing contracts assistance, contact ca@utep.edu
Purchasing Forms v
For vendor assistance, contact vendorinquiries@utep.edu
e ke e e sk e oo o o o o e e e e e o e ke e e o o oo -
: i<ition - Xeroxg) - ; i
Change Order Request Excicme Agg;nsttmn Sole L Moo SE}:‘;iuai;?t;zmputer Pepsi Product Order Form Alternate ship to

Supplier Registrations Campus Print Shop
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Please check the Miner Mall main page often as we update messages often


Set Up Profile

Search (Alt+Q) Q 0.00USD W P | A 2

Denise Rodriguez

View My Profile

Click on ‘logo’ then
on View My Profile

Dashboards

Manage Searches

Manage Search Exports

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Seftings

Click on Notification
Preferences then
Shopping,Carts & Reqgs.
Then Purchase Orders

Early Access Participation
Guided Tour Instructions
Default User Settings
User Roles and Access
Ordering and Approval Settings

Permission Settings

Motification Preferences
Administration & Integration

Shopping, Carts & Requisitions

Purchase Orders




E-mail Notification Preferences

Denise Rodriguez Notification Preferences: Shopping, Carts & Requisitions

User Name 88309970 The in-application netifications are not yet available for all Email Notifications.

Prepared By - Cart Assigned Notice Default @ Override Email
Default User Settings
User Roles and Access Prepared By - PR line item(s) rejected Default e Override Email & MNotification
Ordering and Approval Settings )
S Prepared By - PR rejected/returned Default @ Override Email & Notification
Permission Settings
Notification Preferences Cart Assigned Notice Default @ Override Email & Notification

Administration & Integration

Shopping, Carts & Requisitions Receive PR and PO notifications for Carts Default @ Override Email & Notification

Assigned to Me
Purchase Orders

Catalog Management Assigned Cart Processed Notification Default & Override Email & MNotification
Accounts Payable
fece Assigned Cart Deleted Notification Default @ Override Email & Notification
eceipts
Contracts PR submitted into Workflow Default @ Override Email & Notificatian
supplier Management
Form Requests PR pending Workflow approval Default @ Override Email & Notification
User History . ) ) ) i L
PR Workflow Notification available Default @ Override Email & Motification
Administrative Tasks
PR Workflow complete / PO created Default @ Override Email & Notification
PR line item(s) rejected Default @ Override Email & Notification

Cart/PR rejected/returned Default @ Override Email & Notification




Creating a Cart

Click on a displayed catalog,
or create a

Lo 10 on-Catalog [tem avories arms SNop uic raer rowWse: uppihers areqories Lontracts _
Go tof Non-Catalog | Favorites | F Shop | Quick Ord B Suppli Categories | Contract Non-Catalog order.

Hosted Suppliers

. i o

B Follett Office Supply T A

Punch-out Suppliers s A

Airoas 'f @ m BURGOON ® tatonne

(via Spectrum Technologies) (via Possible Missions)

Graybalt oy Diswiburions o S HI BAWPORE Aticepmer STAPLES

Fapeen Oce Fraucts . ; .
via Todays Business Solutions Staples

VWR

WTLRMATION A

Summus VWR




Hosted and Punch-out Suppliers

Hosted Supplier

W oy

F Pencil Cup

NTICE Prodlets,

PENCIL CUP OFFICE PRODUCTS INC @

5tap|er5| x n

Punch-Out
Supplier

ymput

[ Miner Mall Punchoutl

Order By Item | My Lists Help -~ Account 83938393  Hi, 88309970 Logout

. a ﬁo ® i= 9 Oltems
TODAY’S ‘ Search by Keyword or Item# (j\ ‘ My Account~ Orders+ CQuick Order~ My Lists~ Cart ~ $0

BUSINESS SOLUTIONS

aper Ink & Toner Breakroom Cleaning Technology Furniture School Supplies Print & Copy Services
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Non-catalog orders should always have a valid quote attached to the requisition. 


Non-Catalog Order

Supplier: | existing Supplier ¥ Suppller Sea rCh v

I Select Supplie l Q

Item P
Catalog No.
Description % * Quantity * Price Packaging
EA - Each v
o
Additional Details P

Product Flags
odity Code Q Manufacturer Name |:| & Controlled substance

[] & Recycled
Manufacturer Part No |:| # Hazardous material

[[] & Radioactive

[] & Rrad Minor

[] & select Agent

[] 4 Toxin

[] &5 Energy Star

* Required fields m Save And Add Another Close
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Presentation Notes
Non-catalog orders should always have a valid quote attached to the requisition. 


Non-Catalog Order (Cont.)

Supplier: | Existing Supplier ¥ ¥ o

NOVA SAFETY PRODUCTS B, Fulfillment Address > Distribution Methods 3

Wl

Item v
Catalog No.
Description % * Quantity * Price Packaging
Hand Sanitizers NSA 100 10.00 EA - Each v
o~

Commodity Code

Additional Details
Search

Code 53131626 Q J Manufacturer Name |:| € Controlled substance
[] ¥ Recycled
facturar Part Ne |:| # Hazardous material
[] & Radioactive
D 3% Rad Minor
[] # select Agent
[] 4 Toxin

"1 BE Eneray Star <

* Required fields m [ Save And Add Another] Close
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Non-catalog orders should always have a valid quote attached to the requisition. 


Freight/Shipping/Delivery and/ or Handling Charges

Iltem v

Catalog No.
Description % * Quantity % Price Packaging
Freight N/A 1 25.00 EA - Each v
4
Additional Details “
Product Flags
Commodity Code 78121603 Q Manufacturer Mame I:l & Controlled substance

[] #%Recycled

[ii]

|:| #: Hazardous material

[[] & Radioactive

m Save And Add Another

* Required fields

If the vendor has not
provided you an
amount, please enter

an estimated line
item charge.
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Presentation Notes
Freight charges should be included when requesting a quote from a vendor. If not, then include an estimate. Unless the vendor has indicated there will be no charges for shipping or freight, do not assume it will be free. 


Non Catalog Checkout

After Saving, you will be Returned to
your Home Page and your Cart will be
Displayed in the Upper Right Corner

\\ _

All = Search (Alt+Q) Q 1,025.00USD W

My Cart (2021-04-01 88309970 01)

cunnt __Vewwy Cart__
Quantity: 1 View My Cart

Price: 25.00 USD
Checkout
Hand Sanitizers
Quantity: 100
Price: 1,000.00 USD

1,025.00 USD
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Presentation Notes
Shopper view my cart? Creator checkout? 


Shopping Cart

Shopping Cart + 166451569

Simple Advanced
Search for products, suppliers, forms, part number, etc
1 ltem

TODAY'S BUSINESS SOLUTIONS LLC - 1 ltem - 151.89 USD

SUPPLIER DETAILS T, V0 1T, Jii&

Need to make changes? MODIFY ITEMS
= Dixie(R) Ultra Pathways Heavyweight Paper Bowls, 20 Oz, Burgundy/Green, Carton Of 500 Bowls

VIEW ITEMS  Item(s) was retrieved on: 1/6/2023 9:36:50 AM

Assign Cart: User Search

no value
SELECT = or SEARCH

Proceed to
Checkout or Assign

Cart

Details

For

Denise Rodriguez

Mame

2023-01-02 88309970 01

Total (151.89 USD)

Assign Cart

Proceed To Checkout




Check-Out

|r-

Search (Alt+Q) Q 1,025.00USD W VL2

® &

Incomplete

Draft .
Items

€) Correct these issues.
You are unable to proceed until addressed.

Required: Shipping address
Required: Speed Chart
Required: Fund

Required: Department
Required: Function

Required: Account

Total (1,025.00 USD) V
Subtotal 1,025.00
Shipping 0.00
Handling 0.00

1,025.00




Complete all required fields

Always choose Centra

Ship To

Receiving

®) No address assigned

C) CENTRAL REC - Denise Rodriguez, PURCHASING, Central Receiving, 3120 Sun Bowl Drive, El Paso, TX 79902-0537, United States

search additiona Q Results PerPage 10 w
Ship To
O No address assigned
(®) CENTRAL REC o M
Attn * Denise Rodriguez x5314 Nickname CENTRAL REC
*  PURCHASING Kelly Hall Miake defaut n
Contact Line 3 Central Receiving You can add your extension
Address Line 3120 Sun Bowl Dri . -
e number and building name
El Paso
T
Zip Code 79902-0537

United States

Search additiona Q Results Per Page 10 ¥

Save Changes Close




Update Accounting Codes

Identify the Speed Chart (Cost
Acoounting Codes Center or Project number)

Speed Chart Cost Center Project ID Fund Department Function Activity PC Business Unit Account

Click “Select from Values” link and choose from the account
values provided.



Split an Accounting Code

Accounting Codes
Speed Chart * Cost Center == Project D = Fund * & Department - Function * & Activit
h9608600 ¢ | 1960860C 5 301300 No
Click the Add Split option
Account # Profile ID Program Code Amount of Price arrow. Enter the desired
percentages or the dollar
64033 Q= No Value Q, % 1,524.42 amount to be distributed.
654033 Q No Value

1,524.42 [ ]

Document subtotal: 3,048.84 USD
Split Total 3,048.84 USD

Line Ievel‘splits




Asset Profile IDs

* Assets that become university property must be properly identified via an asset
profile ID. These assets must be tagged and documented by inventory.

* |f the item purchased meets certain conditions, then the item will require an Asset
Profile ID. End-users must select a correct ID when submitting a purchase
requisition.

* Requisitions missing a profile ID will be returned to the end user.

* For areview and instructions on how to add an Asset Profile ID on a Miner Mall
purchase requisition please review the Asset Profile ID training video. Additional
training resources can be found here.
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Presentation Notes
VetHUB

https://utep.yuja.com/V/Video?v=4954642&node=16244407&a=179991033&autoplay=1
https://www.utep.edu/vpba/peoplesoft/training/Training%20Highlights/asset.html

Attachment and Notes

Add

Attachment

Add a Note

Internal Notes and Attachme

test

Internal Mote
Internal Attachments

Add Attachments Size Date

CKS PO 2020170. 176.0 KB 4/8/2020 Rermove

& ps

Internal Notes can be used to reference anything that may be of significance to you
such as a project name or location. These are only visible to UTEP end-users.
External notes are used to send a short text to the vendor. This may be a quote
number, instructions, or a reference. These notes are sent to the Supplier.

External Notes and Attachments

Mote to all Suppliers quote 123456
Send to Bid Mo

Airgas Account Number
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Returned Carts

Shop (Alt+P)

Open My Active Shopping Cart
Shopping View Carts

View My Orders (Last 90 Days)
My Carts and Orders b

Admin

Shopping Settings
Cart Management

Draft Carts Assigned Carts

> Filter Draft Cart

Type & Shopping Cart Name = Cart Description

Normal - Returned 2021-04-07 88309970 01

Requisition ¥ : 142671661

ary laxes/S&H PO Preview Comm

Foul i ¥

Line: 0, Split: 0 - Budget Check Exception:
OPESpeedlype = 29274100, Account =

63001 Available funds exceeded. Current Available
Balance = 9552.64 and Requisition amount for this
Budget is: 21295

Date Created & Total = Action

4/7/2021 1.00 USD

View ¥

History

If a requisition is returned, check the requisition history for the error message.


Presenter Notes
Presentation Notes
Explain different reasons for return. Users can also access their returned carts via the link provided on the return email notifications (if notifications are set up).


Environmental Health and Safety Review

Line Field
No a  Date/Time @) User 4  Step(s) Action = Name 4  From To Note
4/7/2021 2:51 System Requisition returned empty Denise You must provide a
PM Rodriguez building and room if you

order EHS items.

Internal Notes and Attachments PR
Internal Note no value

Internal Attachments Add

Event Title no value

Event Name no value

Event Close Date no value

Event Issue Date no value
Add Room

Event Award Date no value

-~
Owner Email no value ¢’
Owner Telephone no value
Owner Fax no value Ad d B u | I d | N g
Room # NA /
Building NA

* Items flagged in the catalogs as hazardous will require building and room numbers for
storage purposes.
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Presentation Notes

EHS will reach out to the department on non-catalog orders that require room and building numbers based on commodity codes.


Final Step

Total (1.00 USD) v
Subtotal 1.00
Shipping 0.00
Handling 0.00

1.00

Place Order

Assign Cart

® Requisition 142671661 Submitted

Summary Options
Requisition Number 142671661 @ print
Requisition status Pending
Recent orders
Cart name 2021-04-07 88309970 01
Return to your home page
Requisition date 4/7/2021

Requisition total 1.00 USD




Forms

Purchasing Forms

Exclusive Acquisition - Sole KEFGX') Non- Standard Computer

Sou... - & Requisition
Campus Print Shop

Change Order Request Pepsi Product Order Form Alternate ship to



Presenter Notes
Presentation Notes
Explain each form.


PO Change Instructions ?

Change Order Policy/Procedure

The Change Order form is used to request specific changes to a
purchase arder for the reasons listed below. The form will be
— routed fo the Procurement Office for processing.

*Canceling a
purchase order
'Cance“ng aline -To cancel a purchase order

Change orders should only be used for the following: \

. h -To cancel a line item
item on purchase -To modify a line item
order -To change the funding source
Closi h -To close a purchase order to relieve an open encumbrance
C 0sIng a purchase -To encumber additional funding due to unforeseen
order to relieve an circumstances -/
open encumbrance If applicable, please attach any supporting documentation.

. .
Correctlng an error Line item descriptions and pricing can not be modified on

catalog purchase orders.

Process a Change Order/Cancel or Close an Order

Change Order Request Form ?
Directions:

All fields in bold caps are required and should be filled in to
the best of your ability in order to process this request.

Purchase Order Information ?

Supplier Information
Manual
Supplier Name UTEP PURCHASING CO
Fulfillment Address UTEP-1-PURCHASING OFFICE:

PURCHASING OFFICE

EL PASO, TX 79912 US
PO Number
Requestors Name:

Phone Number:
Enter College or Department

Type of change: Please select... M

Revised PO Amount

If your change order request is to change an account number, indicate the total PO amount above. Upon checkout be
sure the new account number is referenced in the accounting codes section of your cart.

If your change order request is to add additional funds to the purchase order, indicate only the additional amount in
the Revised PO Amount section ahove. Upon checkout be sure the original account number is referenced in the
accounting codes section of your cart.

For all other changes, enter a 0 dollar amount in the Revised PO Amount section above.
Mo — DO NOT send updated PO to supplier.

Yes — send updated PO to supplier.

Specific Reason for Change(s)

“
1000 characters remaining expand | clear

Internal Attachments

Add Attachments




Alternate Ship-to Address

Alternate ship to Available Actions: | Add and go to Cart v m Close| B
Alternate Ship-To Form ? Supplier Information ?
All fields in beld caps, with the exception of the Supplier Manual
Information, are required in order to process this request. Supplier Name UTEP PURCHASING ST
Fulfillment Address UTEP-1-PURCHASING OFFICE:

PURCHASING OFFICE
EL PASO, TX 79812

Form Instructions ? Requesting Department Information ?

The Alternate Ship-to Request form is required for any orders Requestors Name
that will not ship to Central Receiving. College or Department
In the following situstions the ship-to address can be modified | E-mail:
via the Procurement office.

Additional Information ?
Live animal and Cadaver orders
Hazardous Chemical orders
Off-Campus Research Sites Add Attachments
Construction Job Sites
Large Furniture Orders Please provide the complete address to your

desired ship-to location.

Internal Attachments

MNOTE: This form must be part of the cart which includes only
those items that will nesd to ship to the alternate address being
requested on this form. All items in the cart will ship to this
designated location once approved.

500 characters remaining expand | clear

Alternate Ship-To Form @ Indicate the reason an Alternate Ship-to address is
required for this order.

All fields, with the exception of the Supplier Information, are reguired in
order to process this request.

Fdik | EW s

Capital and controlled asset purchases must be recorded and/or tagged
by the Inventory department. Please Send Email to
inventorydept@utep.edu once your purchase has arrived to make them
aware.

A copy of the packing slip and comment confirming receipt of items 500 characters remaining expand | clear
should also be uploaded to your Miner Mall PO via the comments. |
Total 0.00

See configuration for this form



Presenter Notes
Presentation Notes
Only Purchasing has the authority to modify ship-to locations.  Never call a vendor to request an item ship to an alternate address without Purchasing office approval and a modification to the PO. 
Form has to be a part of the requisition.
New Process
At the start of the new fiscal year, September 1, 2024, a receiving document will be required to issue payment for all items ordered via Miner Mall that were not shipped to the UTEP Central Receiving office. This does not apply to orders for services only.




Receiving

* Upon receipt of delivery, departments should confirm that all
items have been received and undamaged.

* Any discrepancies should be brought to the attention of
central receiving within three business days.

* Please note that vendors have a a set time frame to accept
returns or process replacements.

* Please reach out to Central Receiving at receiving@utep.edu
or at Ext. 7149



mailto:receiving@utep.edu

Desktop Receiving

* Front office users will create receipts for orders that are not shipped to Central Receiving:

* Pick-up orders
* Desktop receiving orders

* Services
* Software, subscriptions, rentals, memberships, etc
* Prepayments (Receipts need to be created upon receipt or completion of goods and services)

* Front office users will NOT create receipts for the following orders:

* |tems received by Central Receiving

e Services on POs with contracts and recurring monthly charges
* Copiers: Ricoh/Spectrum

* El Paso Disposal

e ABM Texas General Services

e DTS will ask departments to confirm that everything is correct and on the first
invoice/receipt. Once confirmed, all monthly charges matching the PO will be paid
without a receipt required. Departments must inform DTS if the vendor discontinues
service or if there is a dispute which requires us to hold payment on invoices.

* For any questions, contact Disbursement Services at billing@utep.edu




Purchase Order Invoices

* |Invoices should always be forwarded to the Accounts Payable
office as indicated in the address on the PO.

* |nvoices received at the departments should be forwarded to
the Accounts Payable department immediately.

* Upload invoices to your Miner Mall PO via a comment and
address it to billing@utep.edu.

* Vendors may also submit invoices directly to Accounts
Payable. You may receive a comment from Accounts Payable
asking if an invoice is ok to pay.


mailto:billing@utep.edu

Upload an InVOlce Click on Comments

sSummary

Add Comments

ADD COMMENT

okay to pay This will add a comment to the document, If you select a user they will receive an email indicating
that a comment has been added to the document.
Email notification(s) Search for the Accounts
Daniel Garcia (Approved) <dagarcia72@utep.edu> Paya ble user
O — —" CIE;' Denise Rodriguez (Approved) <ddelacruz4@utep.edu>

Martha Velez <mvvelez@utep.edu=

Michael Lau <mmlau@utep.edu>
Veronica Clift (Prepared by) <vnclift@utep.edu= WhO the comment WI”
B be addressed to.

COO00O0On0

Billing Accounts Payable <billing@utep.edu=

Attach file (optional)

AttachmentType (@) File (O Link/URL
File Name

File
Choose File Upload your file



Presenter Notes
Presentation Notes
Invoices should be loaded to your PO document but must be saved to your desktop as a PDF.  It is important that when adding a comment with an invoice. that the comment is addressed to Accounts Payable otherwise, they will be unaware that you have uploaded an invoice for payment. 



UTEP VetHUB Program

The goal of the VetHUB Program is to promote participation of
VetHUB businesses in procurement and contracting
opportunities with UTEP.

VetHUBs are Service-Disabled Veteran owned businesses.
Veteran Heroes United in Business.

Departments should make a sincere, good-faith effort to
purchase from VetHUB vendors whenever possible.

Contact your Purchasing office Buyer or the VetHUB Program
Administrator for any VetHUB related questions or inquiries.
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VetHUB


Procurement Card Program

 The Pro Card Program is designed to give departments a

quick and efficient way in which to make small dollar
purchases.

 The Pro Card is a U.S. Bank and is issued to an individual
employee for UTEP business purchases only.

* For more information regarding the Pro Card, please
visit the Purchasing and General Services website
purchasing.utep.edu



http://purchasing.utep.edu/

Contract Administration and Compliance

The Purchasing office includes a team of Contract
Administrators who can assist with university contracts.

The contract administration team reviews, negotiates, and
executes contract documents. They also monitor contracts and
performance.

The team is available to assist in any resolution of contract
disputes and to advise departments of their contractual rights
and obligations.

For any questions regarding contracts please contact
ca@utep.edu



mailto:ca@utep.edu

Signature Authority

 Department Chairs, Deans, Directors, Professors or

administrative staff may not sigh contracts on behalf of the

University.

* Any purchasing contracts requiring an official University
signature should be forwarded to the Purchasing office for

review.
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Presentation Notes
The university President has signature authority for all contracts.  This approval has also been delegated to the VPBA and Purchasing Office.



Payment Works

* Vendor onboarding tool that requires vendors to register to
do business with the university and maintaining their
vendor profiles.

* Payment Works will help verify tax ID’s, addresses, banking
information, and run the vendor through the government
sanctions lists (Visual Compliance).

* Vendor information will route through an internal workflow
and be final approved by Purchasing.

* For more information regarding PaymentWorks, visit the
Purchasing website.


Presenter Notes
Presentation Notes
Erika


For More Information

Miner Mall website minermall.utep.edu

Purchasing and General Services website purchasing.utep.edu

HR webpage for registration for Miner Mall and Pro Card Training: minetracker.utep.edu — must
login with single sign on credentials.

Purchasing Office main line 915-747-5601.

For Purchasing assistance, please contact buyers@utep.edu or your designated buyer.

Disbursement Services website https://www.utep.edu/vpba/disbursement-services/

Expense Account Listing



http://www.minermall.utep.edu/
https://purchasing.utep.edu/
https://purchasing.utep.edu/
https://minetracker.utep.edu/
mailto:buyers@utep.edu
https://www.utep.edu/vpba/disbursement-services/
https://www.utep.edu/vpba/disbursement-services/
https://www.utep.edu/vpba/disbursement-services/
https://www.utep.edu/purchasing-and-general-services/_files/docs/miner-mall-account-codes-10_2025.pdf
https://www.utep.edu/purchasing-and-general-services/_files/docs/miner-mall-account-codes-10_2025.pdf

Questions
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