Outgoing Subaward Standing
Order Step by Step
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1. Select Supplier

2. Product Description

3. Item No.

4. Quantity

5. Price Estimate

6. Packaging

7. Commodity Code

8. Save

| Fews | Desorpion

Enter the name of the Subawardee. May need to complete a new
supplier request for new vendors. Reach out to Tamrick Mull
(tmull@wcu.edu) for guidance.

“Subawardee Name” Outgoing Subaward — “Subaward Number”
(Budget Year Start Date — Budget Year End Date)

Example:
UNCA Outgoing Subaward - P24-076-SUB-01 (7/1/2024-6/30/2025)

“Standing PO”
“1 »

Total awarded amount for one
budget year of the subaward

“LO-Lot”

“1 »

Click the purple “Save” button at
the bottom


mailto:tmull@wcu.edu

Step 2: Add a new, “Non-Catalog Item” cart

EXAMPLE
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Add Non-Catalog ltem

Existing Supplier

University of Morth Carolina Asheville X Q University of Morth Carolina Asheville #
Fulfillment Address Distribution Methods

PO Purchase Order 1 Q - 1 University Hts, Asheville, North Carolina 28804-3251 United States

O PO Purchase Order 2 - Accounts Payable, Cpo 1423, 119 Phillips Hall, Asheville, North Carelina 28804 United States

Item

Product Description * ftemn No. * Quantity * Price Estimate Packaging

UNCA Outgoing Subaward - Standing PO 1 30595.00 LO - Lot
P24-076-SUB-01
(7/1/2024-6/30/2025)

.

194 characters remaining

Additional Details

Commedity Code Manufacturer Name Product Flags
D & Controlled substance

Manufacturer Part No I:‘ % Recycled
I:‘ # Hazardous material
I:‘ & Radioactive
D & Rad Minor
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w Required fields Save And Add Another

~ -

@ 0 O

@ WCU-ITHelp Adobe Sign




Step 3: View your cart
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Step 4: Review and name cart
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1. Review Cart Review the cart for accuracy
Shopping Cart * 19527811 B o s
3 4

Simpe  Advarces 1 v Summary 3 “Fund Number” Outgoing Subaward — “Subaward Number” (Budget
- _— Year Start Date — Budget Year End Date)

e ot appers s, art e n 2. Name the cart

. Example:
1 ttem = Cameron Logez 123456 Outgoing Subaward - P24-076-SUB-01 (7/1/2024-6/30/2025)

University of North Carolina Asheville - 1 tem - 30,595.00USD
D 123455 Outgaing Subawrd - P24075.SUBI1 (77112024673

SUPPLIER DETAILS PO Purchase (rie

ftem Catalog No. Size/Packaging Unit Price Quartity Ext. Price Total (30,595.00 USD)

Only do this if you do not have requester
access for the fund number associated with
the subaward. Assignto Tamrick Mull or Sara
Leopard in Accounts Payable.

Standing PO 10 3059500 10 3059500

w == 3, Assign Cart (Optional)

~ ITEMDETAILS &

Click “Proceed to Checkout” to begin
4. Proceed to Checkout assigning fund number, account codes, and
attaching internal documents
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Handling Instructions

123456
qQ 123456

Edit Accounting Codes

Accounting Codes

123456

123456

% Required fields

Fund % 2 Organization *E

outgoing

.............

3059
5 o
Whats nex: for my order?
Agproes
FundAO 5
................
Fhee
o ot
’
Authoria
1 ’
Mo Frogm Amout f B
210023
X
Account % 3 Program ﬁ‘i Activity VCE 4 Amount of Price v
219924 Q Q 25,000.00 [}
i
Document subtotal: 30,595.00 USD
Split Total 30,595.00 USD
+ v

subaward

Step 5: Assign fund number and account code(s) associated with your

" Feds | esoription

1. Accounting Codes

2. Enter the Fund Number
associated with your
subaward

3. Apply the appropriate split
for account codes

4. Select “Amount of Price”

5. Save

Scroll down to the “Accounting Codes” section and click the
“Pencil” icon on the right. This will open the “Edit Accounting
Codes” box

Enter the fund number associated with your subaward

Use 219924 for the 15t $25,000 of the subaward.

If the subaward is for more than $25,000, use 219925 for the
remaining balance over $25,000

Be sure to select “Amount of Price” from drop down instead of
“% of Quantity”

Click purple “Save” button.

Make sure Approver on the “Summary” pane on the right side of
the screen is the Pl of the fund.

Make sure Subtotal on the “Summary” pane on the right side of
the screen matches the subaward amount for the current
budget year.



: Assign fund number and account code(s) associated with your outgoing subaward

EXAMPLE

- 195278181 L - 2 - Asmign Cart

Summary 1 e
General P Shipping - ing - Summary -l
. 122456 e Db ardl - 24,076 5UE.81 — — = 1]
(7/1/2024-6,30,2025) Be aware of these issues. -

Contact Line 1 Cameron Lopez Western Carclina University ¥ou may review and procesd

D tion no valus Phone: +1 828-227-7203 Accounts Payable
Email: clopez@emailweou.edu 65 Weat University Way Splitting by ‘Amount of Prica’ at the header prevents changes to Accounting

P Mormal Western Carolina University 301 HER Admin Bldg Codes at the line. If you need to make changes at the line, choose a differem:

=plit method at the header.

69 East University Way Cullowhee. NG 28723
Camercon Lopez Cordelia Camp 110 United States
= g Total (30,595.00 USD) -
Cullowhee, NC 28723
Cameron Lopez United States

no clsuss
Delivery Options

= 30,595.00
= _ ,
= > Subtotal — ">,
no v
Whats next for my order? -
Best Carrier-Best Way
Mext 5 Approver
. e Fund PI
Buyer information kAo .-
Buyer Phone Email
Cameron Lopez
Handling Instructions P ~
Handling Instructions nail to Payes Banner Budget Authorization -
no value
Approver -
Accounting Codes s Grants e
Fund QOrganization Account wC Amount of Price
Banner Budget Authorization 2 B
123456 230355 no value 25.000.00 USD .
123456 230355 142 no value no value 5.595.00 USD
Edit Accounting Codes >
Accounting Codes
Fund Organization * 2= Account Program #* 5= ve B= Amount of Price -
> a2 -
. . ;

Document subtotal: 30,595.00 USD
split Total 30,595.00 USD

s m Close




Step 6: Add internal notes and attach subaward agreement

dews | beempon

Scroll down to the “Internal Notes and Attachments” section and click the “Pencil” icon on the right. This will open the “Edit Internal
Notes and Attachments” box

1. Internal Notes and Attachments

Standing PO for an outgoing subaward to “Subawardee” in the amount of “ Current Budget Year Total” for the period between
“Budget Year Start Date” to “Budget Year End Date”.

2. Add note Click purple “Save” button

Example
Standing PO for an outgoing subaward to UNCA in the amount of $30,595 for the period between 7/1/2024 to 6/30/2025.

Add the fully executed subaward agreement for this subaward.

3. Add Internal Attachment
Click purple “Save Changes” button

Internal Notes and Attachments 1 #F External Notes and Attachments #F

nternal Mote Standing PO for an outgoing subaward to UNCA in the amount of Mote to all Suppliers no value
$30,595 for the period between 7/1/2024 to 6/30/2025.
Attachments for all suppliers Add

Internal Attachments 3 Date Add

- Fully Executed Subaward.pdf 11/13/2024 wee



Step 7: Review and submit cart

Description

1 . Review cart Review cart to make sure all relevant information is entered accurately

Click the “Assign Cart” button at the top right of the CataMart page. This option is available if
you are not a requestor for this fund. Please assign the cart to Sara Leopard or Tamrick Mull.

2. Assign or Submit Cart

Click the purple “Place Order” button to submit the cart and send to grant fund Pl for approval.

3. Record requisition number
(optional)

Record the requisition number for quick look-up and reference.



Questions?

Please reach out to the Post Award team in the ORA

Post Award Manager Post Award Grant Specialist

Ben Peters Cameron Lopez
Ext: 2498 Ext: 2576

Email: bpeters@wcu.edu Email: clopez@wcu.edu
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