Purchasing System Tutorial

What’s different from the old system?

o All purchases should be recorded, not only reimbursements

e Direct integration with funding sources, budgets, cycles, fiscal
years, purchase methods, file types, bank accounts, and more

e Action histories (including notes)

e Automatic validation for common issues
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Purchasing System Tutorial
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Purchasing System Tutorial

My Purchases

e Record purchases, submit reimbursement requests
e View status of purchases and actions taken
e Modify purchases if needed

Action Center

e \iew purchases that are pending your action
e Approve or deny purchases, provide notes to next person
e Modify purchases if needed

> All Purchases
Aﬁ = e Search all recorded purchases


https://sidpac.mit.edu/secure/finance/transactions/purchases.php?myPurchases=1
https://sidpac.mit.edu/secure/finance/transactions/purchases.php?myPurchases=1
https://sidpac.mit.edu/secure/finance/transactions/purchases.php?actionCenter=1
https://sidpac.mit.edu/secure/finance/transactions/purchases.php?actionCenter=1
https://sidpac.mit.edu/secure/finance/transactions/purchases.php
https://sidpac.mit.edu/secure/finance/transactions/purchases.php

Submitting a Purchase

Use the My Purchases page

Select Add Entry
Fill out all relevant information

Upload all relevant documents

Review and address any warnings or errors

Review pending changes and click Proceed

w Transactions

& All Purchases

4 My Purchases (View / Submit)

& Purchase Action Center (Approve / Deny)

Add Entry (Ctrl+Shift+Enter)

Error: Purchase has 3 pericnal payment method, buk no reimbirsement amousl
Digrsipsible Error Purchoase does no have a m
Bigeipl (temaned) uploaded

Warmlng: Purchase w 5 §66.46 to G5HC-FB, wh has (.24 that the ewent must

all MIT graduate students

Y

Warning: You are about to perform a potentially dangerous action. Make sure you
want to edit the database to reflect all modifications before proceeding.

Changes being committed:

¢ 0 deletio
nnnnnnnnnnn
0 modifications
The below table shows the affected row:
If you ¢ 1, you will ret the ed h h.



https://sidpac.mit.edu/secure/finance/transactions/purchases.php?myPurchases=1

Submitting a Purchase

Online Submission

v Transactions

# All Purchases

& My Purchases (View / Submit)

& Purchase Action Center (Approve / Deny)

Add Entry (Ctrl+Shift+Enter)

Becsipt (inemined) upleaded

warning: Pirchase will Fssign $66.66 to GEC.F
all MIT graduate students

Physical Submission

Gather physical copies of all
documents, including receipt and
proof of payment

Print the emailed cover sheet

Staple cover sheet to documents

Drop off in HGO mail slot (room 156)




Purchase Requirements

What to look for when submitting or C
approving a purchase

No tax
o Tax exemption forms available online: vpf.mit.edu/forms/4/all
ltemized receipt and proof of payment
o Itemized receipt: in english, in USD, with list of items purchased and
whether any tax was included
o Proof of purchase: last 4 digits of credit card, bank account snippet,
or says “paid by cash”
o If using Amazon, must be “Final Details for Order...”
Alcohol approval forms required if purchase includes alcohol

The correct allocation and budget cycle are assigned
o The allocation is not overdrawn

Any manually specified funding sources are correct

Title and details are descriptive and informative



http://vpf.mit.edu/forms/4/all

