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Good morning Cardholders and Approvers,
I have my usual end of cycle reminder today, but I also have some additional information to share, so
please read all the way through this email – I apologize for the length – there are graphics. [There
are 8 items in this list]
 

1. End of Cycle/Beat the Sweep
The August billing cycle ends today, August 13th. All transactions posted to your Works
account between July 16 – August 13 must be allocated, reviewed, and signed off on by end

of day on Monday, August 23rd.  If you have any questions or issues while allocating, please
let us know so we can help.

 

2. Updated Small Purchase Procedures & Exemption Tables
Procurement has updated the small purchase procedures document and has broken out the
exemption tables from the procedures to be its own, more easily accessible, document for
users. To find the small purchase procedures and exemption tables, hover over Laws,
Policies and Procedures on the Procurement website and click on Small Purchase
Procedures. The first clickable icon on the left will take you to the full procedures document.
The second icon on the right will take you to just the exemption tables.
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3. Selecting the Right Contract Numbers in eVA
When entering an eVA order to a vendor on contract, please select the appropriate contract
number reference to include. Procurement is looking into ways to get this information easier
for users, but to find the contract number to use in eVA, go to the UMW Public Contract
Portal, search for the vendor you need and hit Search. When the information comes up, do
not use the “Contract Number (#)” listed on that view. Continue by selecting View on the left
of that record, and use the “UMW Reference or Other Agency COOP” number listed for your
eVA order in the contract number field. If you need assistance, please contact anyone in
procurement to help.
 
Example:

 

https://umw.cobblestonesystems.com/public/
https://umw.cobblestonesystems.com/public/


4. eVA “NextGen” Prep Sessions
In preparation for the new eVA changeover at the end of this year, TESS has created a series

of new NextGen Bug Bite sessions to get us all ready. The first kickoff session is August 18th

starting at 1:00pm. More info to come from TESS, so be on the lookout in your emails. And if
you haven’t already signed up for the eVA Blog updates, please do so by going here and
subscribing to stay informed.
 

5. Availability of Technology Items
Due to the global microchip shortage, and add to that it’s everyone’s “back to school” time,
the availability of a bunch of technology items is scarce. Printers, computers, and accessories
may have a long wait time before shipping or may be out of stock and/or backordered.
While we may be able to help find a supplier with some of these items in stock and ready to
ship, that chance is getting slimmer. Please be mindful of this shortage as you are getting
requests from your departments to purchase items. The reality is you may not be able to get
what you want (you may need a substitute if you need it right away), or you may not be able
to get what you need on time. If you need to purchase a printer in particular for your office
and it’s backordered or won’t arrive in time for when you need it, please use the available
MFPs “Multi-Function Printers” (the big University-supplied printer/scanners) that are
strategically placed in each building around campus. If you need help connecting to the
MFPs or training on how to use it, check out this guide or contact the Copy Center.
 

6. Funds 8910/8911 No Longer Available
Fund codes 8910 and 8911 should no longer be used for Eagle Landing/Apts expenses. If the
goods/services were received AFTER June 30, 2021, please use the following FOAP
combination instead: 3111-306070-XXXXX-80930.
 

7. Purchase/Payment Approval Request Process – Still Ongoing
The purchase/payment approval (cabinet approvals) request process is still going on into
FY22 and the fall semester. Please continue to fill out the purchase/payment approval
request form to get approval PRIOR to making any purchases or payments regardless of
funding source. Assume that this process is still in place unless myself or Lindsay tell you
otherwise. If you are needing to purchase PPE items for your department, please contact the
Central Storeroom to see if they have available what you need instead.

 

8. Upcoming Out of Office (Michelle)
I will be on vacation from August 27 – September 7. In the meantime, please contact Lindsay
for any SPCC or Works questions/concerns.

 
Hopefully you made it to the end of this email. Stay cool and have a great weekend!
 

Michelle Pickham  ’12, CPPB, VCO, CUPO
Sr. Contract Officer & SPCC Program Admin
Procurement Services
(E) mmiller8@umw.edu

https://adminfinance.umw.edu/tess/training-and-system-support/bug-information/
https://adminfinance.umw.edu/tess/bug/eva-updates/
https://adminfinance.umw.edu/copies/web-print-with-papercut/
https://adminfinance.umw.edu/procurement/forms/purchase-payment-approval-form2/
https://adminfinance.umw.edu/procurement/forms/purchase-payment-approval-form2/
mailto:mmiller8@umw.edu


(P) 540-654-2260
adminfinance.umw.edu/procurement
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