Office of Contracts and Grants HOW TO CREATE REQUISITIONS WITH
UNVERSITY OF COLORADO BOULDER F&A SPLIT USING THE SPO SUBCONTRACT FORM

Overview:

For Subcontract SPOs that are greater than $25,000 and need to account for F&A, the requisition needs
to be set up with 2 PO lines, with account code 492600 pointing to line 1 and 492601 pointing to line 2.
Note: this is not to be confused with 2 distribution lines on one PO line. The following is a quick guide
that shows how to create a 2 line requisition.

1. Open the form and create the first line. This line will be for account code 492600.
SPO - Sponsored Project Subcontract Available Actions: Add and go to Cart - E Close | =
Standing Order Request Instructions ?

Use this form to request a Sponsored Project Subcontract Standing Purchase Order SPQ).

The amount entered in the field titled “Standing Order Amount” will be the encumbrances in the financial system for the current period of the subcontract.
the subcontract SPO will be encumbered over multiple years, the total amount over the life of the subcontract should be entered in the field titled
“Subcontract Grand Total™,

Instructions ?
Supplier University of Denver more info
select different supplier
Fulfillment Address 000001: (preferred)

2130 South High Street
Denver, CO 80210 US

select different fuffilment center
Supplier Phone +1 (303) 871-3215
Distribution
he system will distiibute purchase orders using the method(s) indicated below
Check this box to customize order distribution mfurmationl:l
Email HTML Body) tara.nicklay@du edu
Standing Order Details B

Please provide a brief description (100 characters or less] of this blanket order request.

SPO Description Unit Price SPO Encumbrance
1.00 25000

sining expand | clear

Commodity Code 17 - Subcontracts / Sponsored Pr.. ¥

Standing Order Term

Begin Date o2mzor |
/Y

End Date 02280017 |
mm/ddfyyyy

Additional SPO Details
Subcontract Grand Total (Multi-Year Only) 100000

Standing Order PO # being replaced

Total 0.00

2. Change the ‘Available Actions’ (on the top right hand corner) to “Add to Cart and Return”, click “Go”.

fvailable Actions: Add to Cart and Return M & K
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3. This will bring up a blank form. Enter the information for line 2 — this will be for 492601. The SPO
Description, Commodity Code, Beginning and End Date and Subcontract Grand Total should all be the
same as line 1.

Form added to cart successfully
Each Add to cart action adds the item to the cart. Use the Save option to update the item in the cart.

SPO - Sponsored Project Subcontract Available Actions: Add and go to Cart - ﬂ o | B
Standing Order Request Instructions &

Use this form to request a Sponsored Project Subcontract Standing Purchase Order (SPO).

The amount entered in the field titled "Standing Order Amount” will be the encumbrances in the financial system for the current period of the subcontract. If
the subcontract SPO will be encumbered over multiple years, the total amount over the life of the subcontract should be entered in the field titled
“Subcontract Grand Total".

Instructions B
Supplier University of Denver more info
select different supplier

Fulfillment Address 000001: (preferred)
2130 South High Street
Denver, CO 80210 Us
select different fulfilment center

Supplier Phone +1 303)871-3215

Distri

Check this box to customize order distribution informatio
Email (HTML Body) tara.nicklay@du.edu

Standing Order Details &

Please provide a brief description (L00 characters or less) of this blanket order request.
SPO Description Unit Price SPO Encumbrance

training documentation L.oo 75000

3

expand | clear

‘Commodity Code 17 - Subcontracts / Sponsored Pr.. ¥

Standing Order Term

Begin Date ozw1/2007 |

End Date 022872017 |
™

Additional SPO Details

Subcontract Grand Total (Multi-Year Only) 100000

Standing Order PO # being replaced

Total 0.00

4. Leave ‘Available Actions:’ as “Add and go to Cart” then click Go:

inthe cart.

Available Actions: Add and go to Cart * BEY co | &
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5. Now you should see two lines for this requisition. Click the “Add SpeedType/Shipping/etc.” button.

Wer Myt Oete  Coe

& Continue Shapping 100,000 Bemit) for atotsl of 109,000.00

¥ Shopping Cart i sem secamen

Mame tha car JOLA0 o HITUDOOCH 01 " -
g -]

Firen you madde changes? | pms weip | | impryaan DI ——
Univarsity of Donvar i
000008 | pax
570 South High Stseet, Darwer, G5 08218 U5
e
Froatoct Descripeon Prce sty Totnl
9 B0 - Spensered Proiest Subsenirast s 2500000
} BaginDuay 2150017
[T
] Sanding Ordel Flst Rem 0 !0 1000
Begn Date mam?
Ena Dute T
Commonty (386 1T - Tubesstats [ ponisetd . ¥
7 &0 Spansored Prejest Subcontract o 5,000.00
WoginDue 2072017
et R
S Irning secumentitien 10 W00 THOOOGO
Bepn Date wnamr
Ena Dute P

Commosty S Q7 Gubeestas penierea .

00,000 Eemit] for atotad ot 169,000.00

e -

Fret you mase thanges? | updese

6. Click on the ‘Accounting Codes’ tab:

Requisition PR Approvals PO Preview  Comments  Attachments  History

Summary Shipping Billing Accounting Codes Supplier Info Shipping and Handling

7. On the header line add the SpeedType and account code 492600, then on line 2 click the ‘edit’ button
(on the right of the line) and change the account code to 492601.

University of Denver s -
000001

2130 South High Street, Denwer, (0 50210 LS
Froduct Descipbion Latalog Mo Si2e / Fackaging unit Prce Quantity
$PU - Spoasored Progect Subcontract | o v
1 Standing Oeder Mat them 100 25000
Arcounting Cooes frame 3¢ header)
Euringss Unit ipedhpe tond Org Program Frgect cod Subdasy Aerount
Loin SI0RTTIS n 52005 4n? KCa
SPO - Spoesored Project Subcondract [ roe o
2 SPO Desription - training documentation Log 75,000
Accounbng Codes
¥ values have Deen ovemiaden tor thet iing
Business Unit Spredhpe Fund Oy Program Preject cade Subdass Accounk
uLow 31087195 w 32005 ol L4%) Loy
aty of Loionse Upseancns PoRTEeCS Lot Lipt wmact Yarnca Lantee rocuman Dpstcas A Ybeootat D I
Suppiler subtotal
shipping
Handling
Suppller total
pping g tharg ged &t appruprate by each supgher, here are for astmation purposes, buaget chedang, and workdiow pprovals Subtotal
Shipping
Handling
Total

8. Submit the requisition.

100,000.00

000
100,000.00U50

ana
o
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