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July 23 2026 Office Hours 
Office Hours Summary Notes
Procurement
Amazon Business
Amazon Business will be migrated to BobcatBuy+
Temporarily unavailable July 28-August 4th
P-Card holders can continue to make purchases
Catalog/Oracle users should download their account history, as once the migration is completed you will not have access to ‘legacy’ account history.
Accounts Payable
Fiscal Year Transition
· Annual POs for the previous fiscal year began the closure process on July 17.
· Invoices related to the prior fiscal year that have not yet been submitted will be applied to the new fiscal year.
· Invoices submitted against old POs are failing and must be resubmitted using current fiscal year POs.
· Suppliers have been provided updated PO lists for the new fiscal year.
Invoice Processing
Rejected Invoices
· Increase in invoice rejections without notes.
· Rejection reason notes should be included when rejecting invoices.
· AP is not aware of actions taken outside the invoice workflow.
Invoice Holds
· System hold issues are primarily project related.
· AP cannot make Chart of Accounts (COA) changes when holds are present.
· Holds are most often related to closed projects.
· Resolution requires either: 
· An alternate funding source, or
· A change order request.
· These are the only methods of clearing the holds without canceling the invoice.
Forms & Approvals
· Correct signatures and a complete COA are required on forms.
· AP verifies payment request approver history.
· Approval matrices identifying codes, approvers, and required signers are used for verification.
· Requests to designate a different approver must be submitted through an access request ticket.
Reminders & Housekeeping
· Invoice approvals are routed based on: 
· Purchases of $5,000+
· Project-related transactions.
· AP cannot change invoice approvers.
· The requisition requestor is the invoice approver.
· To assign a different approver on a PO, Procurement must update the requestor.
· Departments should delegate approval responsibilities during vacations or leave periods.
· COA changes cannot be made directly on invoices or Pos
· Funding changes require a Procurement change order.
· Supplier payment terms are established during supplier onboarding and populate automatically on POs.
· Changes to payment terms require a change order or Procurement ticket.
Service Requests & Resources
· User access changes should be submitted through the DFA Service Portal.
· General request tickets are available through the DFA Service Portal.
· Fiscal approvers for non-PO payment requests are verified using reporting tools.
· If the listed approver does not match reporting records, supporting documentation is required or the request will be halted.
· Change order requests may be submitted through a DFA General Inquiry ticket and routed to DFA - Procurement - Campus Purchasing Team.

Travel Updates
· The Travel Audit Team added three members: 
· Megan Potts
· Veronica
· Yureni
Q&A Discussion
Payment Tracking
· Departments experiencing difficulty tracking check payments should contact AP.
· Payment status can also be reviewed in Oracle: 
· Open Invoice → Payments tab.
· Displays check/ACH number, date, and account information.
· Cleared = deposited.
· Negotiated = pending.
Approver Reporting
· Jory McKune was noted as not being listed correctly as CAO.
· Follow-up to be sent to Gerry with Kristi copied.
PCard & Expense Reconciliation
· Schools recently met regarding PCard and expense reconciliation training.
· Discussion focused on: 
· Appropriate purchasing guidelines.
· Expense reconciliation challenges.
· Improving data entry processes.
· Kristi offered individual and group training sessions and is willing to work with departments to improve processes and policy compliance.
Shared Resources
· Amazon Business 
· Procurement/AP Reference Documents: 
· https://ucmerced.app.box.com/s/mu8mfu2f0konylu94bc2qt9er00xo9dr
· https://ucmerced.app.box.com/s/wljfu8709opo10hz28oiwbq8nltymwqi
· Non-Catalog Purchasing Request 
· Change Order / General Inquiry Request 
· Additional DFA Service Portal Resource
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