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In Progress for Workday Go-Live:

Under Current Consideration

Stage Key Messages

Implementation Workday catalogue is live

Implementation Workday catalogue is live.

Implementation Workday catalogue is live.

Implementation Workday catalogue is live.

Implementation Workday catalogue is live. 

Contract Signing 
& Initial Setup 

Waiting on Test Environment

Contract Revisions 
& Initial Setup

Waiting on Test Environment

WORKDAY : CATALOGUE UPDATE

• Workday has 5 operating catalogues , 2 in the works 
• More information about the introduction of catalogues is available on the UBC Finance website.
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WORKDAY – CATALOGUE SETUP PROCESS  

• Assess and ensure the spend is of significant value

• Assess and confirm there is spend with high number of low dollar 

transactions

• Define major stakeholders to be involved

• Assess whether the catalogue would be used in the future

• Negotiate contract or amendment with clear T&Cs regarding 

catalogue development

Setting up a catalogue involves detailed tasks that need to be completed before it can go live
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FOM VWR TOTAL SPEND Q4

Faculty's Punch-out Catalog Usage Report Q4 FY21 
Please Select Your Faculty Faculty of Medicine CCH4

1. Faculty's MoM Catalog Usage (by 
Spend $)

Jan Feb Mar

Catalog 
Invoices

Non-Catalog 
Invoices

Credit Card 
Spend*

Jan Usage %
Catalog 
Invoices

Non-Catalog 
Invoices

Credit Card 
Spend*

Feb Usage %
Catalog 
Invoices

Non-Catalog 
Invoices

Credit Card 
Spend*

Mar Usage %

VWR International Company $       10,299 $         1,240 $       72,594 12% $       35,937 $       42,614 $       82,611 22% $       29,923 $         2,193 $       93,390 24%

2. Faculty's MoM Catalog Usage (by # 
Transactions)

Jan Feb Mar

Catalog 
Invoices

Non-Catalog 
Invoices

Credit Card 
Spend*

Jan Usage %
Catalog 
Invoices

Non-Catalog 
Invoices

Credit Card 
Spend*

Feb Usage %
Catalog 
Invoices

Non-Catalog 
Invoices

Credit Card 
Spend*

Mar Usage %

VWR International Company 36 3 262 12% 28 16 291 8% 47 5 368 11%

Credit Card Spend* This is a separate set of data feeding from Centersuite data to capture Credit Card spend which is outside of Workday's Supplier Invoice module

Spend Q4
12%

22% 24%

0%
20%
40%

VWR International Company

MoM Catalog Usage % by Suppliers (Spend Amount)
Jan Usage %
Feb Usage %
Mar Usage %
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INVOICE PROCESS 
OVERVIEW 
AN N A G REWAL  PRO CU REM EN T PARTN ER 
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Invoice Process

Question Process

Have Invoice no PO
If you have an invoice and no PO :
-Ensure the coder/requestor full contact info is on the invoice
-Submit the invoice to ubc.invoices@ubc.ca   

Have no invoice or no PO Create a supplier Invoice Request https://ubc.service-
now.com/selfservice?sys_kb_id=77f59bf91b8930505edd43b4bd4bcbd9&id=kb_article_view&sysparm_rank=1&sysp
arm_tsqueryId=a7f9213d1bddb41045ad766f034bcbff

Have an invoice and there is a PO
If you have an invoice and there is a PO# :
-Ensure the coder/requestor full contact info is on the invoice
-Submit the invoice to ubc.invoices@ubc.ca   

UBC procurement process for orders above $3500 is to submit a requisition for a PO , unless it falls under PO 
exemption
**Appendix**
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**Please note the 
process map shows 
the workflow for a 
submitted invoice
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1) Invoices have be billed 
to UBC w/ the name of 
the UBC contact on the 
invoice and sent to 
ubc.invoices@ubc.ca

2) Supplier has to be set 
up in workday.

3) Most suppliers are set 
up for 30-day payment 
terms. To avoid delays, 
you can request to get it 
updated to ‘immediate’ 
through ISC.
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MEMO FIELD – REMITTANCE- EFT PAYMENT FIX

• Issue – the Workday memo field was not correctly populating on remittance advice that 
was emailed to suppliers.
• As of July 9,2021 the Workday memo filed has been corrected. Suppliers should receive, as part of their 

email notification on payment, anything included in this field :
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MATERIALS
&
LINKS:

1. EFT/ACH requests: refer to the Vendor Information Changes page on the Finance 
website for the required forms that have to be completed and signed and the required 
documents that have to be attached to the request.

2. Address update requests: refer to Knowledge Base Article KB0016754 for how to 
request address update requests.

3. GDS requests: refer to Global Disbursement Service (GDS) page on the Finance 
website for the required form that has to be completed and signed and the required 
information that has to be provided.

4. PST: If a supplier is PST registered, please provide the PST number.

5. External supplier requests: refer to Knowledge Base Article KB017107. This article 
has to be made available on a webpage that is not CWL protected so external suppliers can 
access it.

SUPPLIER SET-UP: COMMON CONCERNS FOR RECYCLESUPPLIER SET-UP: COMMON CONCERNS FOR RECYCLE:
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QUESTIONS ?

CONTACT INFO :

ANNA GREWAL, PROCUREMENT PARTNER, FINANCIAL OPERATION   CELL : 778 317-2646

ANNA.GREWAL@UBC.CA
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INVOICE ADDITIONAL INFO

Payments above $3,500
For all purchases above $3,500 a purchase order (PO) or a PO exemption is required.

Once a purchase order has been issued a vendor may begin sending invoices for the goods or services as they are provided. Please keep the following items in mind when billing to 
UBC:

 Review the list of all invoicing standards

 Please email all invoices to ubc.invoices@ubc.ca. Sending copies to the requestor, even in duplicate by cc, will result in delays in payment.

 The invoice must match to the PO on a line item basis. If we are unable to determine a match, payment will be delayed, or the invoice may be returned to the supplier with a request to rebill 

accordingly, before payment can be processed.

 All PO-based transactions are authorized in Workday. Then the system will do a three-way match analysis (comparing the Purchase Order, Invoice, and Receipt). If the three items match on a 

quantity and price basis (within tolerances) the invoice will then be sent for payment based on the payment terms.
A list of PO exemptions may be found here. For more questions on PO exemptions please contact your buyer.

Paying a company outside of North America?
Review information on the Global Disbursement Service used by UBC to make international payments.

If an invoice has been submitted and it has been recycled due to PO Exemption # and approval , then please do the following :

• For purchases under $75,000 , a buyer can assist . However it’s important to note when requesting :
• Advise of the exemption # (info in the link)
• Advise the reason for the exemption 
• If there is additional supporting info , do include the info.
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VWR Punchout in Workday

Third virtual training session will be held in the near future
Things to keep in mind:

• Instructions provided herein are intended for use in the VWR portal on Workday only.

• The VWR supplier portal on Workday is separate from the traditional VWR website; therefore, quotes, orders and 

invoices obtained through Workday may not be accessible through the VWR website/online account and vise 

versa.

• For orders using credit cards, please use your original VWR online profile on https://ca.vwr.com/store/login.jsp, 

send your PO to email Canada_orders@vwr.com, or call into UBC customer service (855) 745-2681.

How to request quotes and submit PO through VWR punchout on Workday:
For punchout quotes and orders, please log into your Workday account and follow the steps below:

1. Log into Workday using your UBC log-in 

2. In the top left-hand-side search bar, type in "Connect to Supplier Website" 

3. Select "Connect" on the right-hand side of VWR option (although the VWR punchout portal looks the same 

as the VWR website, account information are different)

4. Select “Request for a quote” or Go to “My quote” 

5. Search for the quote number you received

6. Convert quote to shopping cart; adjust quantity if needed and/or remove lines you do not want

7. Proceed to check-out 

Note: after this step, quoted discount pricing will be loaded automatically; there’s no need to attach PDF 

quote

8. Submit punchout PO request for approval (if applicable)

9. Once PO is approved on Workday as punchout order, it will be sent to VWR system directly

Note: do not re-send your PO through email as it will duplicate the order

For support on Workday-specific issues, please visit https://isc.ubc.ca/ or contact your department buyers for 

assistance.

PREFERRED SCIENTIFIC SUPPLIER 
AGREEMENT
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VWR Punchout in Workday

Third virtual training session will be held in the near future
How to track orders and retrieve invoices on punchout

PREFERRED SCIENTIFIC SUPPLIER 
AGREEMENT

1) Log into Workday
2) Navigate to VWR supplier punchout
3) Go to “My Orders”
4) Click on the order # that has been either completely shipped or partially shipped
5) Click on Billing Documents. A link with the invoice # will appear. A PDF file can be downloaded when you 

click on the Invoice # 
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Proprietary & confidential

July 12th Monda y 20 21

Shangmei Hou, PhD
Shangmei.hou@avantorsciences.com

VWR Products Update & 
Catalog on Workday
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Proprietary & confidential 2

Agenda

10:05 a m Avantor Presentation 
Avantor
• Compa ny Highlights
• The  Power of Choice -CFI gra nt 

Preferred Scientific Supplier Agreement
• Specia l p ricing
• 7%  reba te  for new la b  sta rt-up  (CFI gra nt)

Ava ntor Tea m

10:10  a m Discussion

Product update
• New products a nd  p romotions
• COVID-impa cted  PPE a nd  p la sticwa re  supp lie s

VWR punchout catalog
• How to do quote  request a nd  quote  conve rsion
• Wha t a re  your cha llenges a nd  how ca n we  he lp

Everyone
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‒ Special core list items (Green color coded)
‒ Dedica ted customer service tea m
‒ Ema il: supportubc@vwr.com
‒ Phone: 855-745-2681

‒ Specialists
‒ Life sciences (La ura  Ma i)
‒ Chemistry (AlwinThura ina ya ga m)
‒ Chroma togra phy ((AlwinThura ina ya ga m)
‒ Furniture (Steve Coe)

‒ Price ma tch & quick quote turna round time

‒ New lab start -up 7% rebate

How we support you

VWR: your p referred  scientific supp lier
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Power of choice
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Current p romotions

5

$315/ bottle
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Current p romotions

BUY2 
GET1

PROMO
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PPEs such as coveralls remain challenging

Gloves have improved (depending on brands)

Pipette tips (esp. filtered tips)

Other plasticware in high demand

Key lab supplies update

Manufacturing backorder

VWR nitrile 200 series

Brands & stock fluctuation in non -filtered tips
Try switching to racked tips
Persistently high demand of filtered tips
Robotic tips backorder to remain

Recovery in serological pipettes
Brands & stock fluctuation in cell culture flasks
Manufacturing backorder in 384 -well plates & deep -
well plates

Forecast your inventory a few months ahead
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Agenda

10:05 a m Avantor Presentation 
Avantor
• Compa ny Highlights
• The  Power of Choice -CFI gra nt 

Preferred Scientific Supplier Agreement
• Specia l p ricing
• 7%  reba te  for new la b  sta rt-up  (CFI gra nt)

Ava ntor Tea m

10:10  a m Discussion

Product update
• New products a nd  p romotions
• COVID-impa cted  PPEs & p la sticwa re  supp lie s

VWR punchout catalog
• How to do quote  request a nd  quote  conve rsion
• Wha t a re  your cha llenges a nd  how ca n we  he lp

Everyone
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‒ B2B integration between UBC & VWR

‒ To repla ce ma nua l ema il PO

‒ Minimize huma n entry errors

‒ Automa ted invoice reconcilia tion

‒ Centra lize quotes, orders, invoices, etc.

‒ Anything you ca n find on VWR website  or 

a ny products VWR ca n source for you

‒ Color-coded items ha ve specia l discounts in 

pla ce (blue, green or brown/red )

VWR catalog (punchout) on Workday
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‒ The account info linked to Workday different from the legacy VWR web account

‒ Punchout orders for a ny VWR products through quote conversion

‒ Current excep tion: CFI quote-re la ted  orders or la rge furniture  set-up

‒ Quote must be coded to the correct pla tform 

‒ Ca nnot see quote:

‒ Quote on VWR web profile  ra ther tha n Workda y

‒ Quote ha s expired

‒ Access blocked

‒ Conta ct Sha ngmei 

VWR ca ta log (punchout) on Workda y
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Converting quote  on VWR ca ta log (punchout)
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Tra cking orders & invoices

1) Log into Workda y

2) Na viga te  to  VWR supp lie r punchout porta l

3) Go to  “My Orders”

4)Click on the  order #  tha t ha s been e ithe r 

comple te ly shipped  or pa rtia lly shipped

5)Click on Billing Documents. A link with the  invoice  #  

will a ppea r. A PDF file  ca n be  downloa ded  when 

you click on the  Invoice  #  
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Tra cking orders & invoices
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Tra cking orders & invoices
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VWR ca ta log (punchout): equipment orders

• For a ny equipment orde rs on punchout, p lea se  ente r ve rb ia ge  

“equipment ” in the Memo To Supplier box 

• Any products with electrical components need to go through 

proper review process

• To ensure CSA approved 

• Products from outside of Canada
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‒ • How to submit VWR punchout orders using quotes?

‒ • How do I find  VWR punchout invoices?

‒ • Ca n I order VWR items tha t don’t ha ve pa rt numbers through punchout?

‒ • How do I know if punchout orders ha ve been successfully p rocessed?

‒ • Why is p ricing on invoice not ma tching d iscounts on my origina l PO?

‒ • How a nd  when is invoice issued  for punchout orders?

Frequently a sked  questions
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Q&A

Your local sales representative

Shangmei Hou, PhD

Shangmei.hou@avantorsciences.com

One-on-one training: contact Shangmei or Anna Grewal
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