Correct procedure for obtaining services and payment through Cruz Buy

Step One:

Create the Cruz Buy Requisition using a service form and attach the pre-hire worksheet using the attach button. The newly created Requisition goes first to me for Research FOAPAL approval, I confirm you have funds in the account, and that your hire is applicable to the approved grant. Once I approve the Requisition it goes to Kathryn Caruso kcaruso@ucsc.edu x4577 in purchasing she may also ask you for a scope of work.

Once Kathryn reviews the Requisition, pre-hire worksheet, and scope of work she then approves the Requisition. Once the Requisition is approved it turns into a PO Purchase Order and is assigned a PO #.

You can check the workflow button option to read notes about your requisition and who is working on it and the PO # once assigned.

Step Two:

Once you know that the Requisition is approved and has now become a PO# you can submit the Invoice to David Silva-Espinoza dazon@ucsc.edu x3623 down in FAST for payment, including the PO# on the Invoice is always a good idea. David cannot pay an Invoice until it has been approved in Cruz Buy and assigned a PO #. 

It is UC policy that you as a UC faculty member cannot engage in a contract or have an individual work for you unless these steps are already in play.

Once I receive the 204 I will send it down to accounting for payee set up. 

