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Reference Guide

Policy / Procedures in Support of All Areas Frame  Procurement / Finance Tools Frame
Coding Coding

In support of the P2P process, the following tools / mechanisms are in place to work hand-in-hand or
alongside the area of Procurement, Finance and Salaries.

. I > Procurement Advisory Database (PAD) — I .

d df > http: t-and Raising /.
. I authorising / receipting a Purchase Order — I .
! Ordering.pdf

R — in
!

> Managing Your Purchase Order
W — Useful parzgilis Hints. & lips = Lt I.
= [ 1] andrevs.ac uk/medis/Paratills_hints snd tips o
! Guidancz for Managng Ordes and Requisidors — o =

Web-page ) S (o e e s s

.,I > Aptos Purch
[T T T =Training
I > Itroducn»on (Staff d ev)

it of services policy Fees .pdf

policy pdf.

ll > Buyer Network Training Programme — .

http:, e Programme_2010-11.pdf

P = Pol |CV > Reports List (new — currently being developed by Qlikview) I .
Document

Account Code Terminology
1-CFN1-RMT10X-6011

* Budget-unit

COSt Ce ale =)« school / Unit / Residence

e Can’t be too flexible

Ana IyS|S  Reporting groups

¢ Projects / Research Grants

COde * Flexible

* “Type” of income / spend

Deta | I Cod (&) * 0* and 1* are income 4*,5%,6* are spend codes

e Can’t be too flexible
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Policy / Procedures in Support of All Areas

are part of the Uriversity's Financil Operating Procedures:
Methods of Ordering
Procurement Financal Operating Procedure
Corporate Card Policy -
Expenses policy
Unit Income and Cash Handling Policy
Scheme of Delegation -
Authorised Signatory List—
Payment of Services Policy —

University Travel Policy

Afull suite of documents for the University's Financial Operating Procedures can be found at —

“The following documents can be found within the University's web page section titled “Policy & Governance” and

Ledger coding — how do | find ledger code: 4

Useful Information

e Guide for Finance, Procurement & Salaries

Frame  procurement / Finance Tools
Coding

area of Procurement, Finance and Salaries.

> Procurement Advisory Database (PAD) ~

In support of the P2P process, the following tools / mechanisms are in place to work hand-in-hand or alongside the

Raising / authorising /

receipting a Purchase Order —

urchase Ordering paf

> o isitions pdf
> Managing Your Purchase Order

< i v is_hints_and_tips pdt

+  Gudince for Managing Orders and Req - hitp/fuwst:

i for_managing_orders and. at
+ Departmental Mismatch Procedures = hitp/fwniwst-
E procedures. at
> Aptos Purchase Order Management (POM) Quick Guides
< Aptos Core Quick G Core_Guide.pdf
& Aptos Web Quick Gu Web_ Guidepaf
> Introduction to Aptos ~
to_Aptos it
> VAT Guidelines
> Buyer Network Training Programme —
Programme 2010-11.pf

> ReportsList (new — currenly being develope by Qlikview)

Expenses Pol

> hito://www st-andrews ac.uk/media/expenses.pdf

Frame
Coding

Buying Things

Lesley Duncan

03 February 2011
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Presentation Overview
Procurement and Buying

External environment * Procurement Advisory
Advanced Procurement ~ Database (PAD)

for Universities and e Aptos POM
Colleges (APUC) * Financial Operating
* Procurement Strategy Procedure (Procurement)

Roles of Procurement e Methods of Order

Buying tools & policies * Buyer Network
* Tendering
* Buyers Reference Guide

procurement@st-andrews.ac.uk

External Environment

e Unfavourable financial environment

e Reduced funding
— we need to buy collaboratively
— engage with rest of the sector
— cash savings where possible
— staff time focussing on “added value activities”

procurement@st-andrews.ac.uk
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Advanced Procurement for Universities and Colleges (APUC)

* Funding £11.5M

e Owned by 62 Universities & Colleges

* Key areas of responsibility:
— Collaborative Contracting
— ePS & others - electronic platform for P2P
— Best Practice

— Category B & C1 management
e Link to other Centres of Expertise

procurement@st-andrews.ac.uk

Extract - Procurement Strategy

* The Procurement Strategy is to efficiently support
Decentralised Buying throughout the Schools,
Units and Residences of the University

* Our responsibility and remit covers the
Procurement Process and Policies - ensuring
compliance and governance of non-pay spend
throughout the University

e Our main objective is to ensure the University is
obtaining Best Value for Money whilst
supporting the needs and requirements of our
internal customers

procurement@st-andrews.ac.uk
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The Key Roles of Procurement

Develop and implement strategy,
policy and procedures

Ensure compliance with legislation
and statutory requirements

Governance

Establish effective and efficient
means of procurement

Assist University staff in achieving
Best Value

Negotiate Corporate Purchasing
arrangements

Specialist sourcing
Procurement of Capital projects

Tendering (including management of
e-Tendering

Aptos POM & Punch-out
management

Buyer Network management and co-
ordination liaison with external
bodies

Representation and steering role with
APUC and Public Sector Bodies
Supplier Contract Management
Monitoring and reporting through
established KPI’s / BPI’s

Corporate Credit Card & High Value
order approvals

procurement@st-andrews.ac.uk

Buying — Tools and Policies

Increase understanding of:

Procurement Advisory Database (PAD)
Aptos POM (Core / Web) — P2P tools

In-Tend (eTendering tool)

Financial Operating Procedures

Methods of Ordering
Buyer Network
Tendering processes

Using collaborative contracts / User Intelligence

Group (UIG)

procurement@st-andrews.ac.uk

03 February 2011
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Procurement Advisory Database (PAD)

e PAD was developed as a result of numerous
requests from users / buyers to have a tool
which helped detail where to buy products
from and which method of order to use

e Additionally it assists Procurement / the
University in obtaining value for money using
compliant contracts and reducing varying
prices and excess suppliers

procurement@st-andrews.ac.uk

A | o Il
Procurement Advisory Database

XD To view rore detals o fha e

CEEEEEEEE

papeaeaenaaennRH

procurement@st-andrews.ac.uk
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Admn | e |
Procurement Advisory Database

Rem ]
Vendor
Susr )
Supplier
Commodity HODT | ttem Description. | Them Saarch List o Type
= SRETY Taties, Fibrics, Furnabiogs Lioan, Mitara, Badroom, Sthrocer, Cth, Towh Shest, Divets. Duve cov. Pioon. Pl
HOE J mmaed | £ | et Snge. Doubie. Taa towels, Shoner curtrs, Hattess pretectors, Curtank. Carpets. Bindk. Shatts. Pilw sips, Dowrer, Vb
s
Totis 8- Badrd Gmmy | TeteBeEdand | Lown, Hatwsl Budroon, Eaibroce, Goth, Tonw Shes, Duvets. Duvetcovn, B, Pl cases, Ve b, S
bethroeer bathvoces Shoomr Cutios, Mafias pocteior. Curtied, I, BEndh Sheths. Piow Sk, Dol VBURCHL. Bt el Hard ol
1-2
The salected item 15 avadable from.
0 o v more a2 tha sected oG Vander Racemmarded By procurarart, czeirat n pace (4 Vander Recommended by procuremart o ceetnct m pace
Vandor tame [Code] Mool Method | gratus  Telephons Numbor | Fax liumber | Email Add Address 1 Address 2 Address3 | Post Coda
Contracts  of Order | ik | | . |
Gatacc [PGATLAH] s = | g | @ sy Unk 5 MR HE Tnduntral Bentn | Forre Lane, MERE | London w7
it Fumabing (Ssstand) [PHiTRER] o = | g | assss sessisease 1t n amns s Vartnyr Tyt | R D
R 5 Shcw Curtains Linted [PRESHO0I] 0 =0 | pg | aarss oTRE 1 Barkhunt Wirehause SwihuntRssd | BashdOnSa | THDIDF
Lanfa L3 (PLANFIDN] = | g | esonn suseanzzes Heny wacks Cmstaisnet | Dae A7 08U
GedcutFumahes Contacu PGOlDCY] | 0 | EED | [ | oo ovssmn Crost Busness Cartre G TyaRass | String PO
1-5
Further Information
Guiaeds
Contract Link Notes jog
setie and fabve

‘You are kogged n m: APHLI

procurement@st-andrews.ac.uk

Supplier Statistics

Number of Suppliers used in each Financial year
(excludes Credit & Purchasing cards and Foreign Currency)

No. of suppliers (used) Under £1k spend Financial Year
3066 1630 (53%) 07/08
2653 1432 (54%) 08/09

2747 1561 (57%) 09/10

procurement@st-andrews.ac.uk
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Aptos POM (Core / Web) — P2P

SCHOOLUNIT
i Goods/ Receipt
Order raised Order Order sent ok ceipt
on Aptos | | approved | | tosupplier | 7| Service [-+|submittedin
received Aptos
ACCOUNTS PAYABLE
Mvoice Invoice Payment
received and |—» bad L > d
processed matche: made

procurement@st-andrews.ac.uk

Financial Operating Procedure

(Procurement)

e Authority & Scope

— This procedure provides guidance to University staff
ordering goods and services on behalf of the University,
and will ensure that Staff operate within Court Standing
Financial Instructions (8.3 Ordering of Goods and Services)

— This procedure applies to and is mandatory for all staff

— Failure to comply with this procedure may result in
disciplinary action
— This procedure applies to all orders for goods and services
on behalf of the University, regardless of funding source
* Roles & Responsibilities

e Thresholds

procurement@st-andrews.ac.uk

10
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Methods of Order

e Aptos POM — preferred method
— Aptos purchase orders must be raised in all of the following circumstances:

* Where goods or services have a future delivery date, or
* Where goods or services are of a value in overall terms that justifies the cost of the process, or
* Where the supplier requires such an order to facilitate delivery

* Manual Orders / Invoice Only
— where there is no requirement for a purchase order to be raised i.e.:

* Where the services are contracted and paid for periodically e.g.:
— Utilities
— Telephones
— Maintenance Contracts
—  Subscriptions
— Car hire / vehicle rental

e Credit Cards
e Purchasing Cards
* New Vendors

procurement@st-andrews.ac.uk

Buyers Network

e Contacts in place for all Schools / Units

e Procurement Buyer Network web page and
regular communication & training updates

e Please communicate within your School / Unit
— feedback to Procurement

procurement@st-andrews.ac.uk

11
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Example of Buyer Network — Notice board announcement

Dear Colleagues

* PLEASE CIRCULATE TO ALL COLLEAGUES WITH BUYING RESPONSIBILITIES *

Please see the Buyer Network Notice Board announcements for:

(1) Equanet — AccountBlocked:

https://www.st-
andrews.ac.uk/staff/money/procurement/BuyerNetwork/NoticeBoard/NoticeBoardextend ed/#d .en.62854

(2) Sella — Deliveries and Lead Times:
https://www.st-
andrews.ac.uk/staff/money/procurement/BuyerNetwork/NoticeBoard/NoticeBoardextend ed/#d.en.62911

For a directthe link to the Notice Board follow the link below, if you have any queries, then please
do not hesitate to give me a call.
https://www st-andrews.ac.uk/staff/money/procurement/BuyerNetwork/NoticeBoard/

Bestwishes... .....Sarah

Sarah Latto
Assi stant Procurement O ficer

procurement@st-andrews.ac.uk

Tendering

e Threshold —above £15K (per annum)

* Timeline: Non EU c.4-6 weeks
* Timeline: EU Tenders c.3-6 months

Tendering Procedures for Staff —

https://www.st-andrews.ac.uk/staff/money/procurement/Tendering/

procurement@st-andrews.ac.uk

03 February 2011
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OJEU NOTICE
Normal (Electronic)
OJEU NOTICE
PIN (Electronic)
OJEU NOTICE
Normal (Electronic)
OJEU NOTICE
PIN (Electronic)
OJEU NOTICE
Urgent (Electronic)

52 (45) Days

Open )

Restricted

2o >

(s19pp1q § J0

SO0 anss|

J5ureBe 1sipIoys 1531930
Jo suoIssa1dx3 pARILIGNS

[

= i PR

OJEU NOTICE BN L HE

Normel ENzaeM 882¢

Icompetitive 211385 LE 8
: 2138 3558
Dialogue 3|622|| 2822
||822|| 5258

OJEU NOTICE A 228 Szag

Electronic g %5 335

e

31 sa8e3s
anissavns ul)

151]140Ys 03 1 1] anss|
eyaL) premy
ay Suikidde Aq
J1apual 1534 Ayuap)
03 (Aessazau
31enosau pue
siapuay ARy

J5U1eBe ISIIOYS 152.193U] JO SUOISSAIAXT PIRANS

procurement@st-andrews.ac.uk

Reference Guide

This i where you stan and the suppllers / consracts that are availabie. > s
What if the supplles 7 ot on PAD of Apias? > T— o
oM monev/orocurem;
on demed i work deraen, tec o Faynens | [
What s the method for raising an order? > EE
. fwie!
- ime
Aptcs toal for the Parchase2Pay process. > T
NI
e Guice oot
s Wb Guiss oot
> 74 8 Purchase Crogr -
flmacia Purzrase Qrasring ot
>
How g know if1 am using a compliant on contract) supplier? > fiw]
>
>
‘What do 1 80 for warying values of demand (j¢ Tendering thresholdé)? > ims
>
How dol ensure that | am following intemal palicy when buying? » :
a1 Cpersing Praceoure oot o

nstruction / Web Lii

procurement@st-andrews.ac.uk

03 February 2011
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Payment Process
(not to individuals)

Introduction

e Payment of Invoices — General Information
* POM Invoices

* Manual Invoices

e Electronic Authorisation

* Foreign Payments

o VAT

e Cut Off Dates

* Questions

accpay@st-andrews.ac.uk

03 February 2011
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Payment of Invoices
General Information

* To make payment need an invoice

* Must be made out to ‘University of St Andrews’
* Main payment method is BACS

* Standard payment terms of 30 days

e Appear on budget reports when processed
— Does not mean they are paid

* All purchase invoices processed in Aptos are
scanned

accpay@st-andrews.ac.uk

POM Invoices

SCHOOL/UNIT
i Goods/ Receipt
Order raised Order Order sent 0c ceipt
on Aptos | | approved || to supplier | | Service |>{submitted in
received Aptos
ACCOUNTS PAYABLE
quoice Invoice Payment
received and | bad - p
processed matche made

accpay@st-andrews.ac.uk

15



Money Matter for Administrators / Buyers

POM Invoices

e Mismatches
- Receipting
- Price

e Schools / Units responsible for own mismatches

Training available with Procurement / Accounts
Payable

http://www.st-
andrews.ac.uk/staff/money/Makingpayments/POMInvoices/

accpay@st-andrews.ac.uk

Manual Invoices

SCHOOUUNIT
Order Goods/ Invoice sent Invoice Wvolca sent
placed with |-»| Service || to School/ |-» coded and
) : : : to AP

supplier received Unit authorised

ACCOUNTS PAYABLE

Invoice Payment
processed made

http://www.st-andrews.ac.uk/staff/money/Makingpayments/Manuallnvoices/

accpay@st-andrews.ac.uk

03 February 2011
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http:

Electronic Authorisation

SCHOOL/UNIT

Travel Invoice

ordered approved

ACCOUNTS PAYABLE

Invoice sent ;

: Invoice Workflow Payment

directly to
AP processed task created made

WWW.St-

andrews.ac.uk/staff/money/Makingpayments/ElectroniclnvoiceApproval/

accpay@st-andrews.ac.uk

No of Invoices

Invoice Statistics

Total Number of Invoices Processed

7000

6000

5000

4000

3000

2000

1000 -

Months

accpay@st-andrews.ac.uk

03 February 2011
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Percentage of Invoices Processed Against a Purchase Order
100%
90%
80%
70% -
% | N .
5 60%
E o I I I I I I
S 40% A
Z 20% | H e H "N
30%
20%
10%
0% -
g 8 38 3 3 3 % % g3 g 2 g S S S g 2
Months
[m POM Invoices O Manual Invoices
accpay@st-andrews.ac.uk
Total no of Mismatches
1400
1200
1000
E 800
) @No of lines
2 600 ““““‘J
400
200
0
Aug- Sep- Oct- Nov- Dec- Jan- Feb- Mar- Apr- May- Jun- Jul-10 Aug- Sep- Oct- Nov- Dec-
09 09 09 09 09 10 10 10 10 10 10 10 10 10 10 10
Date
accpay@st-andrews.ac.uk

03 February 2011

18



Money Matter for Administrators / Buyers

Mismatch Statistics

Mismatches

1400

1200 /
1000
800

600

400

200 \/W/

0
O @ @ @ @ 0 0 0 O O OO0 Q00

S RO LN RN X
&N o RO NN PANRY

‘?@ & ¢ F RPN V\zﬂ SN Y°Q' & ¢

accpay@st-andrews.ac.uk

e Over Unit Price

mm Not Receipted

same way as sterling invoices

payments (normally £10)

http://www.st-

Foreign Payments

* All other currency payments require a Foreign
Payment Request form to be completed

* Charges apply for most foreign currency

andrews.ac.uk/staff/money/Makingpayments/Foreignpayments/

accpay@st-andrews.ac.uk

e USD and Euro payments processed on invoice the

* Reverse Charge VAT / Acquisition Tax may apply

03 February 2011
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Buying Things - VAT

* New purchase VAT codes will be introduced in
the near future

— will link in with introduction of foreign currency
orders being raised in Aptos

e Training and guidance will be provided

vatenquiries@st-andrews.ac.uk

Cut off date

4 February 2011
4 March 2011

6 April 2011

5 May 2011

6 June 2011

6 July 2011

8 August 2011

6 October 2011

4 November 2011

AP Cut Off Dates

For invoices relating to month of
January 2011

February 2011

March 2011

April 2011

May 2011

June 2011

July 2011

August/September 2011
October 2011

accpay@st-andrews.ac.uk

03 February 2011
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Reference Guide

POM INVOICES: If a Purchase Order is raised. authorised and receipted correctly, payment > EE
will be made automatically by BACS [weekly run). Nete: Fayment temms are =
atherw Fayabie. Suppliers are slwayssetup as stancars 30-oavs— 11 |
s ith Procurement In savance
MANUAL INVOICES: (igperishable goods, taxis, utilities etc.) Cumently inveices go directly > m E
10 School / Unit for sign-off then o Accounts Payable for payment. .
3 ymenty/ManyslInygicas. wi

£:AUTHORISATION INVOICES: Invoices are sent from suppliers directly to Accounts Payable | > E i
and are authorised within Aptos (current process being used with the Travel Service). w
EQREIGN PAYMENTS: Payments to be made in currency other than GBP. » E
CORPORATE CARD: Applying for a University Corporate Card, Compliance and Travelling » ayabie: Univarsity Corpers i
Abroad. "

» oG
1f Corporate Card is used to purchase  please view the Corporate Card Policy. Note: same g
rule applies to purchases made sing the Comporate: Card and in line with the Expenses " Wi E
Policy. »  Expenses Folicy scuk/megia Wi

If in doubt, please contact the Accounts Payable Team on Ext 3094 or Email: accpay@st-andrews.ac.uk
or by popping in for a visit at the Old Burgh School, Abbey Walk

Instruction / Web Linl

accpay@st-andrews.ac.uk

Payments Process
(Individuals)

21
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What are the aims?

The aims of today is so that there is a clear understanding of

¢ What do Salaries deal with?

e Casual staff

¢ Why so many rules?

¢ Expenses

e Other payments made through Salaries

eil@st-andrews.ac.uk or wir@st-andrews.ac.uk

What do Salaries deal with?

* Processing members of staff their salaries every month
(permanent / fixed term / casual)

e Timesheets / Maternity / Paternity Leave / Staff Expenses

* Processing invoices / payments for individuals who are not
considered staff e.g. consultants / self employed

* Vacation scholarships

¢ External Examiners

eil@st-andrews.ac.uk or wfr@st-andrews.ac.uk

03 February 2011
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Casual Staff

e What is considered casual?

600

500

100

700 +

¢ The new process for casual staff can be found at
—  http://www.st-andrews.ac.uk/hr/SalariesandPensions/casualStaff/

e Casual contracts and expenses processed for 2010

400 -

300 -

200 +

o

paper cc
processed

email cc
processed

Contracts
returned

Expenses
processed

@Jan

mFeb
oMar
aApril
mMay
aJune
mJuly
OAugust
m Sept
mQOct
ONov
mDec

eil@st-andh

uk or wfr@st-and

Why do we need to abide by so many rules?

* The regulations and procedures for expenses
payments take account of the statutory policies
imposed on the University by external agencies such
as HMRC

e The rules that have been agreed for the University in
line with HMRC can be found at

http://www.st-andrews.ac.uk/media/expenses.pdf

eil@st-andrews.

ac.uk or wfr@st-andrews.ac.ul

k

03 February 2011
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Expenses

Q. Why do | have to justify what | am claiming?

A. Any monies that are being reimbursed through the University is classed as
University money and therefore must be accountable from the University and HMRC
point of view

Q. Why do | have to complete a staff expenses claim form when the money is coming
from a Grant?

A. All monies that are put in to the University account have to be accountable and this
is not classed as personal money

Q. How do | know what | can claim?
A. Rules and regulations can be found in the University Expenses Policy at
http://www.st-andrews.ac.uk/media/expenses.pdf

Q. Where do | find the form?
A. http://www.st-andrews.ac.uk/staff/money/

eil@st-andh uk or wir@st-and uk

Examples of what | can claim

This is not an exhaustive list

Expenses that are allowable in line with HMRC rules and
the University Expenses Policy

e Entertaining — this must only be for business contacts
* Working Lunches
* Travel — business travel only

e Subsistence — these are round sum amounts that can
be claimed for lunch / lunch & dinner / overnight

* Relocation expenses for new staff

eil@st-andrews.ac.uk or wfr@st-andrews.ac.uk

24
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What | can’t claim though Staff expenses

¢ Software for computers / laptops / PC’s — this must go through the University procurement process
or you have to contact IT Services

¢ Meals or drinks that are not associated with business — this means that you cannot go out for a
meal with university staff only and discuss business

*  Spouse travel

¢ Air Miles - HMRC have stated with regard to income tax on air miles: If an employee accrues, or is
given air miles by virtue of their employment, this should be declared to HMRC. Air miles are a
taxable benefit

e Staff are reminded that all UK citizens and residents are required by law to inform HMRC of any
additional income, such as air miles or other benefits in kind, that have not been taxed at source
under the PAYE scheme

* IPhones and Ipods

¢ Staff can only claim for expenses that they have directly incurred. Staff cannot claim for personal
payments that they have made to another individual to cover that individual's business expenses

eil@st-andrews.ac.uk or wir@st-andrews.ac.uk

University Corporate Cards

* University Corporate Cards available to members
of staff

* Card applications need to be authorised by Head
of School / Unit and Procurement
http://www.st-
andrews.ac.uk/staff/money/Corporatecards/

e For payment of travel, expenses and entertaining
whilst on University business

Corporate Card Policy

http://www.st-andrews.ac.uk/media/Corporate card Policy.pdf

accpay@st-andrews.ac.uk

25



Money Matter for Administrators / Buyers 03 February 2011

Payments to Students

* Payments to students registered at the
University made through Accounts Payable

* Expenses

http://www.st-
andrews.ac.uk/students/money/Paymentofstudentexpenses/

e Scholarships

accpay@st-andrews.ac.uk

Other payments to be made through Salaries

e Vacation Scholarships

* Royalties

* Honorariums

e Music Tuition / Music Concerts

* Consultancy payments

* External Examiners

e Visiting Academics

e Services provided by University employees
* Any other services provided by an individual

Full details and appropriate forms for all of the above can be found at
http://www.st-andrews.ac.uk/hr/SalariesandPensions/feesSelfEmployed/

eil@st-andrews.ac.uk or wfr@st-andrews.ac.uk

26
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Salary Cut off and Payment Dates

CUT OFF DATE
January 14th 2011
February 14th 2011
March 17th 2011
April 13th 2011

May 17th 2011

June 16th 2011

July 15th 2011
August 17th 2011
September 16th 2011
October 17th 2011
November 16th 2011
December 7th 2011

PAY DATE

January 28th 2011
February 25th 2011
March 30th 2011
April 27th 2011

May 27th 2011

June 29th 2011

July 28th 2011
August 30th 2011
September 29th 2011
October 28th 2011
November 29th 2011
December 29th 2011

eil@st-andrews.ac.uk or wir@st-andrews.ac.uk

Available forms

Staff expenses claim form
Consultancy payment form
Fees Payment

Royalties

Visiting Academics

Vacation Scholarship

External Examiners — Postgrad / Undergrad

Casual / Bank contract form

Monthly timesheet

c.uk or wfr@st-andrews.ac.uk

03 February 2011
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Reference Guide

9, procedures should be

Who decides how they are paid via the Supplier BACS.run or the Payroll run?

rtake work raeds 1o Faw

pem——— wiel
prm—— el
External expenses. m:
If Corporate Card isused 1o purchase ~ please view the Corparate Card Policy. Hote: same mn
rule Bpplcs 1o purchases moce using the Corporate Card and in line with the Expenses e ot elie

Pl > ExpensesPol

Payment of Servi . of the Universt i s ar 8 company wit m
Paperwork and clearane needs 1o g0 to Salaies, If work has been carried out for Uriversity. o W
Mew supplier “works” requirement frstinsince. Depeosng (TR

If in doubt, please contact Salaries on Ext 2568/2569 or Email: eil@st-andrews.ac.uk or wfr@st-andrews.ac.uk
or by popping in for a visit at the Old Burgh School, Abbey Walk

Instruction / Wel

eil@st-andh uk or wfr@st-and uk

Selling Things

03 February 2011
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Selling Things

e Some background information
e Important questions to ask

* VAT

* Online Shop

 Sales Invoices

e Cash / Cheque Sales

e Payments from students

Background

e The University is involved in very many diverse
activities

e The University has an international customer
base

e Schools / Units own the customer relationship
so need to be involved

29



Money Matter for Administrators / Buyers 03 February 2011

Important questions to ask

e What am | selling?
e Who am I selling it to?
e Where am | selling to? (UK / EC / other?)
e How should | sell this?
— Online Shop?
— Sales Invoice?
— Cash?

e What is the VAT code?

VAT on Sales

* Applies to ALL sales whether online shop / invoices / cash
— Travel reimbursement is one to watch!

e Guidance on the web (flow-chart)

—  http://www.st-andrews.ac.uk/staff/money/Bankingmoney/VATguidelines/VATCoding/VAT Guidance
Flow Chart

e VAT Codes
— S:Standard rated (default)
— O: Outwith scope
— E: Exempt
— Z:Zero rated
* One-hour general “VAT on sales” workshop

— More detailed training for specific schools / units such as estates,
research, catering, etc

vatenquiries@st-andrews.ac.uk

vatenquiries@st-andrews.ac.uk
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Online Shop

» Preferred option for all Schools / Units selling things

* An efficient way to
— sell standard products and services
— to collect cash for Academic conference bookings

* Full reporting facility on payments and all bookings made
* Wide variety goods / services set up at present
¢ Templates to simplify the set-up of standard products

* Conferences require a one to one meeting with the online
shop team

http://www.st-andrews.ac.uk/staff/money/E-commerce/

onlineshop@st-andrews.ac.uk

_Online Shop

University of St Andrews

Online shop FAQs Contact us

Donations Conferences & events Merchandising

Navigation
Help Hy Account Shopping Basket ~ Items: 0 £0.00
Home

Product Catalogue

Welcome to the Online Shop for the University of St Andrews
Conferences & Events  +
Purchases from the online store are by credit or debit card only. If you wish to buy from the
online store you will be asked register with us using your email address, you will also be asked
to create a password

Help & Information

Product Catalogue (280) Conferences & Events (10)

ngs (24 items)

onlineshop@st-andrews.ac.uk
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Advantages of Online Shop

e Customer friendly
 Money up front from customers
e Reduces administration time

e Cash-free offices within Schools /
Units

onlineshop@st-andrews.ac.uk

Online Shop

* Income from the online shop has more than
doubled from 2007/8 to 2009/10

e Online shop team are planning a roadshow in
2011 and will be coming to talk to all schools /
units

e Marketing tool

e 2.5% Monthly Bank Charge applied to the cost
centre receiving the income

— https://onlineshop.st-andrews.ac.uk/

onlineshop@st-andrews.ac.uk

03 February 2011

32



Money Matter for Administrators / Buyers

On line Shop Statistics

Value

Online Shop Transactions by Value

500000
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400000 &
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250000 2009110
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150000 \'ﬁ

100000 %

50000
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Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July
Month

onlineshop@st-andrews.ac.uk

Sales Invoices

For “non-standard” sales

Cost centre is credited with income WHEN
THE INVOICE IS RAISED (i.e. not when it is
paid!)

VAT treatment checked by Finance

Coding checked by Finance

Credit Control will chase any unpaid invoices

Income posting slips should not be used!

salesinvoicing@st-andrews.ac.uk

03 February 2011
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How to Raise a Sales Invoice (Option 1)

* Schools / Units should raise invoices directly
on Aptos where possible

— Procedure notes are available online

* https://www.st-
andrews.ac.uk/staff/money/Raisinginvoices/

— Full training can be provided on request by
contacting salesinvoicing@st-andrews.ac.uk

— Workshops will be set up on PDMS

salesinvoicing@st-andrews.ac.uk

How to Raise a Sales Invoice (Option 2)

* Where a School / Unit raises invoices on a
more ad hoc basis a request to sales invoice
form can be sent to Finance. Form is here:
— https://www.st-

andrews.ac.uk/staff/money/Raisinginvoices/Requesttolnvoice/

e All details must be completed for the sales
invoice to be processed

e Important that a detailed description is given
to ensure detail code and VAT treatment can
be checked

salesinvoicing@st-andrews.ac.uk
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Finding Customer Codes - Qlikview

* Addi Line 3  Addi Lina 4 * Poste

salesinvoicing@st-andrews.ac.uk

Correcting Sales Invoices

e If a sales invoice needs to be cancelled or there is
an error on the original sales invoice a request to
credit needs to be sent to Finance

e Complete the request to credit form on the web

— http://www.st-
andrews.ac.uk/staff/money/Raisinginvoices/RequesttoCredit/

* Finance will process the credit note on your
behalf

salesinvoicing@st-andrews.ac.uk

03 February 2011
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Sales Invoice Statistics
Number of Sales Invoices/Credit Notes Processed
350
300 -
250
200
2007/08
= 2008/09
150 2009/10
100
50 -+
0 : : : . :
Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul
salesinvoicing@st-andrews.ac.uk
Sales Invoice Statistics
Credit notes raised against sales invoices
3500
3000
2500
2000
Invoices
1500 m Credit Notes
1000
500
2007/08 2008/09 2009/10
salesinvoicing@st-andrews.ac.uk
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Sales Invoice Statistics

Income from Sales Invoices
3,000,000 -

2,500,000

2,000,000
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salesinvoicing@st-andrews.ac.uk

Cash / Cheque sales

* Least preferred method of collecting income as involves the
greatest risk for security

e Cash and cheques should be recorded on the income
posting slip online

— http://www.st-

andrews.ac.uk/media/income posting slip 4 1 11.pdf
* Form and full details how to complete
— http://www.st-andrews.ac.uk/staff/money/Bankingmoney/
e Unit Income and Cash Handling Policy must be followed

— http://www.st-

andrews.ac.uk/media/finance cash handling policy.pdf

cashoffice@st-andrews.ac.uk
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Cash / Cheque sales

* There should be no delay in banking cash and cheques
— Reduce cash in Schools / Units for security and personal
risk
* Income posting slip will calculate correct VAT
— Include Cost Centre, Analysis and Detail codes
— VAT guidance at

¢ http://www.st-andrews.ac.uk/staff/money/Bankingmoney/VATguidelines/VATCoding/

e Tillincome
— Follow Unit Income and Cash Handling Policy
— Send posting slip / excel template to Financial Accounts

— Complete your cash collection bags ready for Loomis
collections

cashoffice@st-andrews.ac.uk

Income Posting Slip

A ] [ D E F G H J 3 L 2] N o P |
, INCOME RECEIVED POSTING SLIP - INCOME TO BE SEPARATED INTO FOLLOWING BATCHES
Please Tick One | CASH ‘ - ‘ CHEQUES | - |PeymNumner

2T

Cost Analysis |Derail Ner. VAT Gross VAT
5 Centre Code Code Amount Amoumt Amount | Code” | Full Description (This must be the VAT code)
'
!
"
i
13
"
%

Total Currency UK€ Date

1 Name sig. School/Unit

almein AT Ot A Srnreml R Misms A Aumsie 3 Toee

cashoffice@st-andrews.ac.uk

03 February 2011
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How can Customers pay a Sales Invoice?

* Full details provided on the sales invoice

— Through the online shop

* https://onlinepayments.st-
andrews.ac.uk/invoices/login.asp

— Direct to our Bank Account
— By cheque / cash

cashoffice@st-andrews.ac.uk

How can Customers pay a Sales Invoice?

& Maps
‘E; University of St Andrews EE—

Current Staff | Current Students.

Invoice Payment Login
VERIFIED 4 4
byVISA &r a valid customer reference number (i.e 1-SKKXXX000
. ——
Mastercard. —
Secured, w =
ny:ij
Qs —
oo

cashoffice@st-andrews.ac.uk

03 February 2011
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Online Payments

Various online payment options available for students and staff:

* Epayments

— https://onlinepayments.st-andrews.ac.uk/epayments/
e Graduation

— https://onlinepayments.st-andrews.ac.uk/graduation/
e Library

— https://onlinepayments.st-andrews.ac.uk/libraryfines/
* Printing

— https://onlinepayments.st-andrews.ac.uk/printing/
* ResitFees

— https://onlinepayments.st-andrews.ac.uk/ResitFees/
e Restel

— https://onlinepayments.st-andrews.ac.uk/restel/
e Sports memberships

— https://onlinepayments.st-andrews.ac.uk/sports/

cashoffice@st-andrews.ac.uk

Payments from Students

* Students can pay their tuition and
accommodation fees online — either in full or
automatically by instalments

— https://onlinepayments.st-andrews.ac.uk/epayments/

— http://www.st-
andrews.ac.uk/students/money/Tuitionfees/Payingfees/

— http://www.st-
andrews.ac.uk/pgstudents/money/Payingfees/

* Student enquiries in person should be directed to
the ASC on 79 North Street

studentfinance@st-andrews.ac.uk
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Reference Guide

‘DHUNE SHOP

The Online Shop is an efficient way 1 sell standard products. such as course niotes of 19
collect cash for conference bookings.

SALES INVOICES.
Raising a sales invoice and.

it cancelled how to raise a credit note.

‘CASH OR CHEQUE SALES

For exampic, ivems that cannot be placed on the shop e halls food. vensing machines and
Wl Incame etc.

OHLINE PAYMENTS
Various payment options are set up for Graduation, Print Credits, ResTEL, Library, Sports

Certre, Resits.

PAYMENTS FROM STUDER

Tuition and accommodation fees refer tG online payment.

> e

Ifin doubt, please contact Cash Office on Ext 2585 / 2586 / 2587 or Email: cashoffice @st-andrews.ac.uk
AND /OR Tax & Treasury on Ext 2574 or Email salesinvoicing@st-andrews.ac.uk
or by popping in for a visit at the Old Burgh School, Abbey Walk

Policy / Procedures

All financial processes are subject to the “Standing Financial Instructions”
— Found within the Policy & Governance section of the University’s web site.

More detailed Financial Operating Procedures cover various areas

— Methods of Ordering

— Procurement Financial Operating Procedure

— Expenses Policy
— Corporate Card Policy

— Unit Income and Cash Handling Policy

— Scheme of Delegation

— Authorised Signatories List
— Payment of Services Policy
— University Travel Policy

03 February 2011
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Points of Contact

* Procurement Team — procurement@st-andrews.ac.uk

¢ Finance: Accounts Payable Team — accpay@st-andrews.ac.uk

* Finance: Accounts Receivable Team — accrec@st-andrews.ac.uk

¢ Finance: Tax and Treasury Team — salesinvoicing@st-andrews.ac.uk
* Finance: Cash Office — cashoffice@st-andrews.ac.uk

¢ Online Shop — onlineshop@st-andrews.ac.uk

e VAT Enquiries — vatenquiries@st-andrews.ac.uk

e Purchase Order Helpdesk — aptospom@st-andrews.ac.uk

e Corporate Card Enquiries — creditcards@st-andrews.ac.uk

e Casual and Bank Workers — salaries-cc@st-andrews.ac.uk

Summary, Close and Q&A

03 February 2011
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