Quick Reference Guide: CFl Orders

CFI (Canadian Foundation for Innovation) funded purchases require additional information to be included
on Purchase Orders for tracking and reporting purposes. This guide contains instructions on how to place
an order funded by a CFl grant.

Pre-spending:

Procurement of goods begins once the CFl contract is executed and a project account activated. Only
under exceptional circumstances can advance spending begin prior to receiving a contract. All risks
associated with s
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f. Attaching a Quote:

Using the External Attachments field available on the Order Form, attach the successful
vendor’s quote (the vendor quote must be in the correct CFl format, including Educational Price
and In Kind Amounts). Please note that the quote only needs to be attached once per
requisition.

External attachments are for any documents to be sent to the vendor. Please include your CFI quote for the successful vendaor.

External Attachments

Add Attachments

g. Complete a form for each line item in the quote where possible. Once one form has been

completed, you may select the “Add to Cart and Return” action to add another line item.
_ . -

h. Once you have completed all lines for the order, select “Add and go to Cart” to close the
form and go to your shopping cart.

Available Actions: Add and go to Cart - m

3. Complete and submit your order:
a. In the top right corner of the shopping cart screen, select Proceed to Checkout. If you have
the Shopper role, you will need to select the Assign Cart button instead.
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b. On the Requisition Summary screen, you will need to add your shipping and accounting
information.
i. Shipping address: To edit your shipping address, click the edit button under the
Shipping/Billing header.

1. Click on the hyperlink in this box. You will see either “To choose a different
address, click here” or “select from org addresses”.

2. Search for your department in the Nickname/Address field and select the
most appropriate address from the search results.






http://www.uwo.ca/finance/mustangmarket/training%20material.html

