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Today’s Topics Include:Today’s Topics Include:

Fiscal Year 2012 Announcements

Kuali Financial System

P-Cards for Cell Phones and Data Plans

Form 136 Refresher
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Fiscal Year 2012Fiscal Year 2012Fiscal Year 2012Fiscal Year 2012
Announcements Announcements 

3

8/9/2011



Accounts PayableAccounts Payable
Pursuant to HRS Chapter 103‐10  the vendor is entitled to Pursuant to HRS Chapter 103‐10, the vendor is entitled to 
interest commencing on the 30th day following the receipt 
of the invoice or satisfactory delivery of goods/services, 
whichever is later. Therefore, departments should instruct c e e s a e e e o e, depa e s s ou d s uc
vendors to send invoices directly to the Business Services 
Office for processing. This will assist us in avoiding interest 
on late vendor payments.

The “requisitioner’s copy” (R/C) of purchase orders should 
be submitted to the Business Services Office as soon as the 
goods or services are received. Departments should not 
wait until the University receives an invoice before 
submitting the R/C.
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PurchasingPurchasing

As a follow up to the Chancellor’s FY 2011 message on 
spending (email dated May 16, 2011), for FY 2012 the 
Business Services Office does not require additional Business Services Office does not require additional 
approvals by the Vice Chancellor or Chancellor. 

Please check with your appropriate Vice Chancellor on their Please check with your appropriate Vice Chancellor on their 
approval requirements.
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Reminders for completing a requisition:
Include the deliver on/before date in the corresponding 
box. This should be the date the goods are to be received, 
or if for services (i.e. cell phone), the last date of the 

i  i dservice period.

In the “Deliver To” and “Vendor Address” sections, the 
“USA”  d  i  l  i d if   h i  “USA” country code is only required if you are purchasing 
an item from a foreign vendor or shipping your goods to a 
foreign destination. Please leave the field blank for all other 
transactionstransactions.

In the “Deliver To” box, include the University’s name, the 
department name and University’s address (double check department name and University’s address (double check 
this when creating a requisition from SuperQuote; the 
information may not always transfer over correctly).
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Reminders for completing a requisition (cont.):

The General Excise tax rate is 4.166% for the Island of 
Hawai‘i. Purchases delivered to the Island of Oahu are 
subject to the higher 4.71% tax rate. 

For example, if goods are delivered to the UH Hilo Campus, 
the 4.166% rate will apply. But, if goods/services are 
delivered to an Oahu address the 4.71% rate will apply. 

Please ensure that all quotes and requisitions reflect the 
appropriate tax rate.
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Required Information and Required Information and Required Information and Required Information and 
Supporting Documents for a Supporting Documents for a 
NonNon Employee Reimbursement:Employee Reimbursement:NonNon Employee Reimbursement:Employee Reimbursement:

Requisition (include details of the reimbursable expense in 
the “description” field)
Letter of Invitation (include scope of work, dates of the 
visit and the amounts UHH will be paying)
Flyer/advertisement/correspondence of event
Non‐Employee invoice
WH‐1 (if not a US citizen)
Original receiptsg p
For mileage reimbursements, submit a Google or MapQuest 
type map showing the mileage traveled
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TravelTravel
Effective July 1  2011  the Federal Allowable Rates for the Effective July 1, 2011, the Federal Allowable Rates for the 
State of Hawai‘i have been updated. Attached for your 
information is both a worksheet listing the individual FAR 
rates for the State of Hawai‘i, and a simplified spreadsheet a es o e S a e o a a , a d a s p ed sp eads ee
listing only the lodging and M&IE rates.

8/9/2011

9



8/9/2011

10



8/9/2011

11



Kuali Financial SystemKuali Financial System
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PP--Cards for Cell Phone and Cards for Cell Phone and 
Data PlansData PlansData PlansData Plans
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STEP 1 – UNBLOCK THE PCARD

The Pcard must be unblocked to make payment for cell 
phone and data plan charges.  

Pcard users should first discuss the unblocking of the Pcard 
with their supervisor and then email Teri Kubo 
(terilynk@hawaii.edu) the request, along with their 
supervisor’s approval.  

Teri will coordinate the requests and email back when the 
block has been removed.
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STEP 2 – DO NOT SIGN UP FOR THE AUTOMATIC 
PAYMENT FEATURE

Do not use this feature, because it will be problematic for 
fiscal year end closing.
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STEP 3 – ENSURE THE INVOICE IS CORRECT

Pcard users should review the invoice to ensure the 
charges are correct.  Pcard holders are responsible to 
contact the cell phone or data plan provider to correct the 
invoice.   

Do not pay the past due charges on the current invoice, 
instead obtain a copy of the past due invoice to make 
payment.  When paying late fees, use sub code 6204 on 
th  t ti  l  l t  f  h ld b  id d  h  the transaction log, late fees should be avoided as much as 
possible.
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STEP 4 – PAY THE INVOICE

The cell phone or data plan invoice should be paid prior to 
the payment deadline.  Vendors offer a number of methods 
to make payment using a credit card, including using their 
website, in person, or an in-store kiosk.  

Whichever method is selected, Pcard users should not pay 
an additional fee to make a payment and must obtain an 
original paid receipt.   
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STEP 5 – THE ORIGINAL PAID RECEIPT

The original paid receipt should include proof of payment 
using the Pcard, amount paid, and a confirmation number.  
The receipt and the invoice amount should match.
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STEP 6 – SUBMIT THE PCARD DOCUMENTS TO THE 
BUSINESS OFFICE

Both the cell phone / data plan invoice and original paid 
receipt should be submitted with the Pcard transaction log 
by the deadline.  

For cell phone invoices, the following certifying statement 
should be written or typed on the invoice and signed by the 
user. “I certify the phone charges are correct”.  

On the transaction log, sub code 3800 should be used for 
cell phone and data charges. 
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FISCAL YEAR END “DOWNTIME”

During the fiscal year end “downtime”, please review the 
year end deadlines and plan accordingly to avoid late fees.
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Form 136 RefresherForm 136 Refresher
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Contact InformationContact Information

UH Hilo Business Office
Phone: 974-7404

Website: http://hilo.hawaii.edu/uhh/bo/

Staff
Marie Honda hondam@hawaii.edu

b l k@h dTeri Kubo terilynk@hawaii.edu
Jeff Dansdill jdansdil@hawaii.edu
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