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

Stephen Walczak
Strategic Sourcing Manager & Procurement SME

LSU Procurement

12/11/2024

LS



LS50

Process Changes

Contractor/Supplier-related

Form has been "shortened" with Contractor/Supplier-

related questions only.
« LSU-related questions shifted into Workaay.

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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PSC Contractor/Supplier Information (PUR-CR)

This form is used to gather information about the contractor/supplier such as their relationship to LSU and its employees. It is required
for all Professional, Specialty, and Consulting (PSC) requisitions not subject to competition.

Instructions for Completing the PUR-CR via Adobe Sign

Note: Upon receipt of the completed Adobe Sign document, the PSC Contractor/Supplier must forward the completed Adobe Sign
document to the LSU department point of contact to attach to the Workday Requisition.

Options v Next Required n

Please sign: FRM-U505.CD.01 - PUR-CR (Revised 11/19...

Lsu ’ Procurement

PSC CONTRACTOR/SUPPLIER INFORMATION

Complete this form to provide Contactor/Supplier information to be evaluated in the execution of a Professional, Specialty or Consulting Services (PSC)
purchase order/contract. Form is to be completed for all non-competitive PSC purchases regardless of the dollar amount.

This form must be the C
Upon receipt of the completed Adobe Sign document, forward it to the LSU Department point of contact.

Contractor/Supplier Name: k3

Address Line 1: | Contractor/Supplier Contact Name:

Address Line 2:

Contractor/Supplier Contact Email:

LSU Department contracting with | *

City, State, Zip Code: Contractor/Supplier for Services:

1. Isthe Contractor/Supplier a current LSU employee or does an LSU employee have an ownership interest in D YES D NO
the Contractor/Supplier?
If “Yes", must submit employee's approved PM-11 or PM-67 approval with this form.
2. Willthe Contractor/Supplier employ a current LSU employee in the execution of this contract? QI YES [:] NO
If “Yes™, must submit employee’s approved PM-11 or PM-67 approval with this form.
" ; [l NO

Powered by Adobe Acrobat Sign

UPDATE: Procurement launched the revised PUR-CR process in Workday on December 2nd
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LSU PROCUREMENT ONTRACTOR/SUPPLIER LSU PROCUREMENT CONTRACTOR/SUPPLIER

PSC CONTRACTOR/SUPPLIER INFORMATION (PUR-CR) VIA ADOBE SIGN

o

If the PSC Contractor/Supplier wants to “review” the PSC Contractor/Supplier Information (PUR-CR)

before starting to fill out the Adobe Sign web form, they can click the “Options” drop-down menu and -4 >
The PSC Contractor/Supplier Information (PUR-CR) form is located at: select “Download PDF” as shown below. 0 a I 0 I 0 n I a C 0 I u I e I
https://www.Isu.ed ini il i ‘pur-cr.php i

i. Note: a PUR-CR that was downloaded and manually filled out and/or submitted will not be
accepted. The Contractor/Supplier must use the Adobe Sign web form hosted on the

- - -
1. Navigate to the PSC Contractor/Supplier Information (PUR-CR) form by clicking on the direct link above or by Procurement website to complete the process. z n ’ 0 ’ m a t I 0 n P U R - CR VI a A d 0 b e 5 I n
visiting the LSU Procurement website.

a. If using the LSU website (http:, Isu.edu), under " on the right-hand R Please sign: FRM-U505.CD.01 - PUR-CR (R}
side, click “Forms”-> scroll down to “Professional, Specialty & Consulting Services Forms > click
“Contractor Information (PUR-CR).”

Read agreement
Clear document data ~ PrOCUrement

Professional, Specialty & Consulting Services Forms Dovnioad POF PSC CONTRACTOR/SUPPLI
Name  Form Number Purpose Legal Nofices ‘ovide Cortactor/Suppler infomation 1 bo avauated n th
|:> e Frm e s proLs T4 o st o compitd by
Information Us05.C8001  wel tems. Reay Upon et of the complted Adube Sgn document. fore
(FLED) D Contractor/Supplier Name: [
- Addross Line t: [ Contra|
CURSS) US05.08002  goals and objectives
‘Subaward N/A Outlines the process for establishing Subawards. b. If the PSC Contractor/Supplier starts filling out the PSC Contractor/Supplier Information (PUR-CR)
B fields and makes an incorrect selection and cannot “unselect” the incorrect field, they can click the I su I su
“Options” drop-down menu and select “Clear document data” as shown in the screen shot above. PROCUREMENT CONTRACTOR/SUPPLIER PROCUREMENT CONTRACTOR/SUPPLIER
2. The PSC 3. Upon ion of the PSC C ppli ion (PUR-CR) form, the Contractor/Supplier will
Contractor/Supplier LSU sign the form via Adobe Sign and enter their email address under their signature on the 2 page and then 6. After the Contractor/Supplier confirms their email address, they will receive a final email from Adobe Sign
Information (PUR-CR) will i “Cli ign” i ) ; ] L ) o
( ) Procurement click the “Click to Sign” button at the bottom of the Adobe Sign document as shown below. 4. Afterthe C ppl with the signed or “executed” Adobe PDF with the corresponding Adobe Sign audit trail.
be completed using an e L
Adobe Sign web form Comracton Suppter & e e e selects the “Click to Sign’
' Owne T button, they see the followin Just one more step
hosted on the LSU RESOURCES Mike VI y ; g
o message populate in the Adobe st emaled you  link to make sure it you. Il onlytake  few seconds, and
twebpage - e m "o [ p—— Sign frame. atureon "R 001 - PURCR (Revised 11972024
(an Adobe Sign license is o (e R O S - ATIOER ooy
Riabe
not required to fill out and LS | Procurement LSU ‘ femietien
Sign via Adobe Sign). Y — sgnatures L2 V]
T T :> Emait:  mikes scotconsult.com
e st e BT T T e e e A
FRM-US05.CD.01 - PUR.CR (Revised 11/19/2024)
5. The C: pplier will receive a confirmation email from Adobe Sign with LSU branding, asking the Open agreement
Contractor/Supplier to click the “Confirm my email address” link as verification/certification that they filled
By signing | agreetothis document, the and to utlze electronic Click to Sign outand itted the PSC Ce ppli ion (PUR-CR) form on their own behalf. e ey et
Foveriy e s = e D o
Reply
LOUISIANA STATE UNIVERSITY TRAINING 1 LOUISIANA STATE UNIVERSITY TRAINING 2
FOR ADDITIONAL SUPPORT PLEASE CONTACT: 12/4/2024 FOR ADDITIONAL SUPPORT PLEASE CONTACT: 12/4/2024 Powered by
PROCUREMENT | 225-578-2176 | purchase@Isu.edu PROCUREMENT | 225-578-2176 | purchase@lsu.edu ::r"o';; sign 7. Upon receipt of the Adobe Sign PSC Cq upplier must forward the completed
Adobe Sign document to the LSU department point of contact to attach to the Workday Requisition.
a. The “ex: ” PDF will hre :
Thank you for signing U U505.CD.01 - PURCR
(R 117192004 To comptee he proces,you i. Page 1 - PSC Contractor/Supplier Information (PUR-CR) filled out & signed
Ut nec o confrm your el adress using th ik
ooty ii. Page 2 - Adobe Sign signature & email address

i iil. Page 3 - Adobe Sign audit trail

participants have fulfled their roes, a z

FRM-US05.CD.01 - PURCR (Rovis
1111972024

o (Revised 11/19/2024

Deskat

Page 10f3 Page 20f3 Page3of3

LOUISIANA STATE UNIVERSITY TRAINING 3 LOUISIANA STATE UNIVERSITY TRAINING 4
FOR ADDITIONAL SUPPORT PLEASE CONTACT: 12/4/2024 FOR ADDITIONAL SUPPORT PLEASE CONTACT: 12/4/2024
PROCUREMENT | 225-578-2176 | purchase@Isu.edu

PROCUREMENT | 225-578-2176 | purchase@Isu.edu

12/11/2024
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Process Changes

Change from current PUR-CR process.

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.

12/11/2024 UPDATE: Procurement launched the revised PUR-CR process in Workday on December 2nd
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Lsu ‘ Procurement

PSC CONTRACTOR/SUPPLIER INFORMATION

Complete this form to provide Contactor/Supplier information to be evaluated in the execution of a Professional, Specialty or Consulting Services (PSC)
purchase order/contract. Form is to be for all n ive PSC purcha of the dollar amount.

This form must be by the C
Upon receipt of the completed Adobe Sign document, forward it to the LSU Department point of contact.

Contractor/Supplier Name: BYi" Tigers Consulting

Address Line 1: FPEN Tigers Dr. Contractor/Supplier Contact Name: [¥i* Tigers

Address Line 2: Contractor/Supplier Contact Email miketigers@gmail.com

o 5 LSU Department contracting with
City, State, Zip Code: F:NUNG IS FOILI] c pplier for Services: | VetMed
1. Isthe Contractor/Supplier a current LSU employee or does an LSU employee have an ownership interest in D YES . NO
the Contractor/Supplier?
If “Yes”, must submit employee’s approved PM-11 or PM-67 approval with this form.
2. Willthe Contractor/Supplier employ a current LSU employee in the execution of this contract? ID YES i NO
If “Yes”, must submit employee’s approved PM-11 or PM-67 approval with this form.
3. Hasthe Contractor/Supplier been an employee of LSU in the past two years? E YES ! NO
If “Yes”, what was the last day of employment:
4. Is the Contractor/Supplier a legal entity, a child, spouse, brother, spouse of brother, sister, spouse of sister, u YES D NO
parent, spouse of parent, or parent of spouse of an LSU employee who will take part, or share
responsibilit, for action of LSU through approval, disapproval, decision, recommendation, rendering
advice, investigation or failure to act or perform a service with respect to the proposed contract?
If “Yes”, please enter the following information:
Name of LSU employee(s): Mike Tigers Jr.
Job Title of LSU employee(s): Professor
Department name of LSU employee(s) English
5. s the Contractor/Supplier performing the services a current employee of a state agency, school system, D YES i NO
charter school, or another university in Louisiana?
If “Yes”, please enter the following information:
Name of person performing services:
State Agency, School System, or University Name where person is employed:
Job Title at State Agency, School System, or University:
6. Is the Contractor/Supplier an actively contributing or retired member of Teachers Retirement System of LA? n YES . NO

If “Yes”, contact LSU Payroll Office at payrolla/su.edu for authorization to proceed. Must submit approval to proceed with this form.
7. The Contractor/Supplier has established their business as: (Check the appropriate box — only one selection)

D Corporation Limited Liability Company n Other / Individual

7A. Are the quoted services by the Contractor/Supplier valued at $25,000 or above? 0 ves | LS
7B. Will the Contractor/Supplier perform work within the State of Louisiana for more than 30 days of the
contract term? D YES i NO

7C.  Is the Contractor/Supplier a Non-Resident Alien (Not a US Citizen)? D YES . NO

If Contractor/Supplier is a “Corporation” and 7A or 78 is marked “Yes”, the Contractor/Supplier is required to register with the Louisiana Secretary of State’s Office
and must submit proof of registration with this form.

If Contractor/Supplier is a “Limited Liability Company” and 7A is marked “Yes”, the Contractor/Supplier is required to register with the Louisiana Secretary of
State’s Office and must submit proof of registration with this form.

Link to Louisiana Secretary of State's Office: http://www.s0s.la. ices Documen s/default.aspx
If Contractor/Supplier marked "Ves" on 7C, compliance with LSU FASOP AS-04 Is required.
Link to LSU FASOP AS-04: https//ww pas04may2023.pdi
Affidavit: By signing this form, the Contractor/Supp/ler agrees, solemnly affirms, and attests that the information provided herein is accurate. Contractor/Supplier certifies
with all polici ; and agrees to provide LSU with supporting evidence of such at any time upon request.
Contractor/Supplier acknow/edges e wilful and !a/se claim of any information herein may result in contract and/or
Contractor/Supplier further accepts the responsibility to promptly report any company changes to LSU Procurement at su ersaisuods

Contractor/Supplier Contact i Signature

Mike Tigers Consultant 11/19/2024

FRM-U505.C&D.01 (Revised 11/19/2024)

Signature:

Emai

Mike Tigers (Nov 1454 CST)

aguillotl@lsu.edu

FRM-U505.CD.01 - PUR-CR (Revised
11/19/2024)

Final Audit Report 2024-11-19
Created: 2024-11-19 (Central Standard Time)
By: Stephen Walczak (swalczak@Isu.edu)
Status: Signed
Transaction ID: CBJCHBCAABAA(fffG4AYAwulmjaTojqrzThU40iZUvJbt

"FRM-U505.CD.01 - PUR-CR (Revised 11/19/2024)" History

‘™ Web Form created by Stephen Walczak (swalczak@lsu.edu)
2024-11-19 - 1:58:36 PM CST

‘™ Web Form filled in by Mike Tigers (aguillot1@Isu.edu)
2024-11-19 - 2:54:50 PM CST- IP address: 130.39.75.15

£ Email verification link emailed to Mike Tigers (aguillot1 @lsu.edu)
2024-11-19 - 2:54:52 PM CST

‘™ Email viewed by Mike Tigers (aguillot!@Isu.edu)
2024-11-19 - 2:55:00 PM CST- IP address: 130.39.75.15

% E-signature verified by Mike Tigers (aguillot1@Isu.edu)

2024-11-19 - 2:55:01 PM CST- IP address: 104.47.73.126

@

@ Agreement completed.
2024-11-19 - 2:55:01 PM CST

Powered by
Adobe
Acrobat Sign

LS

Page 1 of 3

12/11/2024

Page 2 of 3

Page 3 of 3

All 3 pages of Adobe Sign form must be displayed in Workday PUR-CR Attachment
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Lsu Process Changes

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

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 (A// subsequent Change Orders to a Purchase Order)
« Reimbursement of Travel Expenses
« Method of Payment to Contractor/Supplier

12/11/2024 UPDATE: Procurement launched the revised PUR-CR process in Workday on December 2nd
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Changes (Cont.)
Demo/Walkthrough of Workday functionality

All Items & nems y* T Created: 11118

Q1  Search: All ftems t, Complete PUR-CR Contractor Information Form

'PUR-CR Contractor Information Form (LSU Contract Manager Portion)' for Requisition: RQ-0000295529, Requester: Leah Wintz (00058053), Date: 11/18/2024, Amount: 2,000.00
$3%  Advanced Search uso

Complete PUR-CR Contractor 11/18/2024 <N
Information Form: RQ-0000295529

A
Ay

PUR-CR Contractor Information Form (LSU Contract Manager Portion)

Due: 11/20/2024

To gather information about the Contractor/Supplier such as their relationship to LSU, the LSU Contract Manager's family, as well as outline specific payment terms

Does the LSU Contract Manager or Decision Maker, or their child, spouse, brother, spouse of brother, sister, spouse of sister, parent, spouse of parent, ot parent of spouse have ow
selecte

d the Contractor/Supplier?

Is the Contractor/Supplier a Non-Resident Alien (Not a

US Citizen)?
Com,

pliance with FASOP: AS-04 is required. See http//www Isu edu/administration/ofa/fasops/FASOPASQ4 pdi. Contact Accounts Payable Office

at gptravel@/su edu for assistance
(Required)

Yes
No

Not Applicable (Contractor/Supplier is a company)

12/11/2024
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Changes (Cont.)
Demo/Walkthrough of Workday functionality (cont.)

All Items

Q Search: Al

§4%  Advanced Search

Complete PUR-CR Contractor
Information Form: RQ-0000295529

Due: 11/20/2024

11/18/2024

o

Will travel expenses be reimbursed to the Contractor/Supplier or paid to others on the Contractor/Supplier's behalf, such as Lod Cook?
(Required)

@ Yes
() No

What is the estimated amount?
Attach a copy of the spend authorization (SA) to the requisition with a line matching the total amount of travel identified on the SA.
(Required)

If the previous question was answered as "Yes", please attach a copy of the spend authorization here. Please verify the specified requisition line matches the total amount of travel identified on the
spend authorization.

Drop files here

or

Select files

12/11/2024
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Changes (Cont.)
Demo/Walkthrough of Workday functionality (cont.)

How will the Contractor/Supplier be paid for services?
The total of payment instaliments must equal the maximum amount entered on the requisition
(Required)

All Items 6 itema

) Total lump sum payment upon completion of services

Q Search: All Items "

Hourly
- Daily
747 Advanced Search
| Weekly
) Monthiy
Complete PUR-CR Contractor 11/18/2024 Yy @ Muttiple installments based on specific time frames

Information Form: RQ-0000295529 Multiple instaliments based on completion of tasks

Due: 11/20/2024

Specify date/amounts of payments
(Required)

Vs

If “multiple installments” were chosen in the previous question, please add your attachment of specifications here

Drop files here

or

4 Select files )

12/11/2024
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Changes (Cont.)
Demo/Walkthrough of Workday functionality (cont.)

Contract Manager Name

All items ES— (Required)

Q Search: All ltems ?‘ ‘

548 Advanced Search

Contract Manager Email
(Required)
Complete PUR-CR Contractor 11/18/2024 Yy

3
Information Form: RQ-0000295529 ‘

Due: 11/20/2024 A

Department Name
(Required)

‘ A

Department Mailing Address
(Required)

k Save for Later ) (" cancel \
N /

12/11/2024




Lsu Procurement PUR-CR Process Changes

Questions??



	Procurement Workday Updates: Contactor/Supplier Information (PUR-CR) Process Changes
	Contractor/Supplier-related
	Job aid for PSC Contractor/Supplier Information (PUR-CR) via Adobe Sign 
	Change from current PUR-CR process.
	Procurement Workday Updates | Contactor/Supplier Information (PUR-CR) Process Changes
	Change Order Questionnaire (All subsequent Change Orders to a Purchase Order)
Reimbursement of Travel Expenses
Method of Payment to Contractor/Supplier 
	Demo/Walkthrough of Workday functionality
	Demo/Walkthrough of Workday functionality (cont.)
	Demo/Walkthrough of Workday functionality (cont.)
	Demo/Walkthrough of Workday functionality (cont.)
	Questions??

