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Procurement Workday Updates | Contactor/Supplier Information (PUR-CR) 
Process Changes

Contractor/Supplier-related

UPDATE: Procurement launched the revised PUR-CR process in Workday on December 2nd

• Form has been "shortened" with Contractor/Supplier-
related questions only.

• LSU-related questions shifted into Workday.

• Instructions/Job aid has been created for 
Contractors/Suppliers to assist while navigating the 
new PUR-CR process.

• Procurement website through Adobe Sign confirmation.

• Contractor/Supplier Information (PUR-CR) must be 
filled out for all non-competitive Professional, 
Specialty, and Consulting (PSC) service 
engagements.

• Only exception: PSC agreements related to Subawards 
using the “Subrecipient Payments - Grants and 
Contracts (SC0084)” spend category.
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Procurement Workday Updates | Contactor/Supplier Information (PUR-CR) 
Process Changes

Job aid for PSC Contractor/ Supplier 
Information (PUR-CR) via Adobe Sign 
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Procurement Workday Updates | Contactor/Supplier Information (PUR-CR) 
Process Changes

UPDATE: Procurement launched the revised PUR-CR process in Workday on December 2nd

1. Contractor/Supplier affidavit added
• They must acknowledge & sign, certifying the information they filled in is correct/valid.

2. Contractor/Supplier portion will occur via Adobe Sign web form hosted on the LSU Procurement website
• Same iFrame format as the LSU Supplier Registration Form.

3. Contractor/Supplier must verify their email of submission via an email from Adobe Sign 
• The Contractor/Supplier will forward the “signed” PDF received from Adobe Sign in their email to the end user(s) in 

the LSU Department requesting Contractor/Supplier services.
• A downloaded copy without the Adobe Sign audit trail will not be accepted.

• The LSU Department end user will submit the Adobe Sign PUR-CR on the Workday Requisition to fulfill the PUR-CR 
attachment requirement.

Change from current PUR-CR process.
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All 3 pages of Adobe Sign form must be displayed in Workday PUR-CR Attachment

Procurement Workday Updates | Contactor/Supplier Information (PUR-CR) 
Process Changes
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Procurement Workday Updates | Contactor/Supplier Information (PUR-CR) 
Process Changes

LSU-related
• Department-related PUR-CR questions are shifting to Workday via Questionnaire(s)

UPDATE: Procurement launched the revised PUR-CR process in Workday on December 2nd

Requisition Questionnaire (Initial Requisition submission)
• Relationship/Ownership Disclosure
• Non-Resident Alien (Non-US Citizen)
• Reimbursement of Travel Expenses
• Method of Payment to Contractor/Supplier 
• Department Points of Contact

• Project Manager Name & Email
• LSU Department Name & Mailing Address

Change Order Questionnaire (All subsequent Change Orders to a Purchase Order)
• Reimbursement of Travel Expenses
• Method of Payment to Contractor/Supplier 



12/11/2024

Workday Updates & Reminders | Contactor Information (PUR-CR) Process 
Changes (Cont.)

Demo/Walkthrough of Workday functionality
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Workday Updates & Reminders | Contactor Information (PUR-CR) Process 
Changes (Cont.)

Demo/Walkthrough of Workday functionality (cont.)
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Workday Updates & Reminders | Contactor Information (PUR-CR) Process 
Changes (Cont.)

Demo/Walkthrough of Workday functionality (cont.)
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Workday Updates & Reminders | Contactor Information (PUR-CR) Process 
Changes (Cont.)

Demo/Walkthrough of Workday functionality (cont.)



Questions??

Procurement PUR-CR Process Changes
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