
EPIC
BEYOND THE BASICS



Topics of Discussion

 Overview of routing
 Finding the status of a document
 The different meanings of document statuses (in process, pending 

amendment, etc.)
 How to close a PO
 How to set up delegates and secondary delegates
 Commonly overlooked fields
 Description
 Org Doc Number
 IU Department Contact
 Reference 1, 2, and 3
 Notes
 Object Codes: what they are, why they are important, how to 

use them
 How to place furniture orders
 How to deal with large furniture orders
 The company I’m ordering from requires a deposit or payment 

with order, how do I handle these (how to handle check 
enclosed/wire transfers).

 How to handle conference/hospitality payments
 How to handle advertising insertion orders and contracts
 What do I do when a vendor is not in the vendor list?



Overview of routing

 Understanding how a 
requisition/document routes 
through EPIC.

◦ APO (Automatic Purchase 
Order) 
 In most cases anything under 

$1000.00
 Route directly to vendor.
 Requisitions that fall under APO 

must be restricted in order to route 
to purchasing for special handling.



Dept

• Requisition is Initiated (supporting 
documents with requisition 
number on it should be sent to 
purchasing

• Fiscal Officer Approves Requisition

Purch

• Purchasing processes/sends to vendor 
or:

• Sends PO and documentation to A/P 
for payment of check enclosed (pre-
payment)

A/P
• Accounts Payable Receives/Processes
• Fiscal Officer Approves Payment



Finding the Status of a 
Document
 In process
 Awaiting Fiscal Officer
 Awaiting Org Review
 Awaiting C&G Approval
 Pending Amendment
 Awaiting Contract Manager 

Assignment
 Waiting for Dept/Waiting for 

Vendor



How to Close a PO

 A purchase order can be 
closed by a department if 
there has been action taken 
on the PO: ie partial payment 
has been made.
A PO that is closed can be 
amended/reopened.

 A purchase order that has not 
had any action taken on it 
must be closed by purchasing. 
This action will void the PO 
and it can not be reopened.



How to set up delegates 
and secondary delegates
 Please contact Rozzie

Gerstman
(812) 855-1123
◦ The importance of delegates is 

the approval process of the 
documents and the speed at 
which this can be done.



Commonly Overlooked Fields
 Description

 Org Doc Number



 IU Department Contact

 Reference 1,2, and 3



Object Codes: what are they, why they are 
important, how to use them.

 DEFINITIONS: Object Codes are the university 
Chart of Account codes for income, expenses and 
balance sheet items. Indirect Cost Recovery is an 
analysis performed identifying expenditures made by 
the university in support of sponsored programs. The 
study results in reimbursement rates for use by 
agencies supporting contracts and grants at the 
university.

 PROCEDURE REFERENCE: Utilization of these 
codes must be made on all financial transactions, i.e. 
requisitions and disbursement vouchers. Copies of the 
object codes are available through the Financial 
Management Support department.

 RESPONSIBLE ORGANIZATION: Financial 
Management Support



Object Codes
Where to Find Them
 There are actually more than 9,000 different 

object codes.

You can run a search in the IUIE and narrow the 
parameters to find exactly what you’re looking 
for. 
Here is how to get to the report:

Log into the 
IUIE https://www.indiana.edu/~iuie/prod/IuieWelcome
.html
Go to the Master Catalog
In the list of folders, drill down to Financial>Chart of 
Accounts>Datagroups>Object Codes
You can narrow your search results by choosing from 
the Valid Values. In particular, you might find it helpful 
to sort by Chart and then again by limiting the results 
to either Income or Expense object codes. 
In the “Select Columns to Include” section, mark “All 
Columns”
Click “Run” at the bottom of the page.

https://www.indiana.edu/~iuie/prod/IuieWelcome.html�
https://www.indiana.edu/~iuie/prod/IuieWelcome.html�


Furniture Orders
 Furniture Purchases
 Request Design Services:
 Complete the Request for Design Service.
 Once the form is submitted, it is automatically forwarded to Karin 

Coopersmith, Assistant Director of Procurement and Christine Gordy, 
UAO Interiors. 

 Karin and Christine determine the appropriate vendor based on existing 
building, department standards or specific needs (within a day or two). 

 The request for design service is forwarded to the appropriate vendor. 
 The vendor contacts the departmental contact within two days to set up a 

mutually agreeable meeting time. 
 Meeting and Specifying:
 The vendor interviews the parties in need of furniture and takes the 

needed field measurements. 
 The vendor sends a brief description of the the project scope to Christine 

Gordy. 
 Christine reviews the scope for appropriateness based on projected budget, 

etc (within 24 hours). 
 The vendor prepares a preliminary drawing. 
 The drawing is sent to Christine Gordy for review — does the drawing 

meet OSHA, fire, electrical and ADA codes? 
 If approved, the vendor then reviews the drawing with the departmental 

contact. 
 If the drawing meets your approval, the vendor prepares a quotation. 
 If the drawing needs adjustments the vendor will make up to two adjusted 

drawings at no charge to your department. 

http://www.indiana.edu/~blpur/forms/design.shtml�
mailto:kcoopers@indiana.edu�
mailto:kcoopers@indiana.edu�
mailto:cgordy@indiana.edu�


 Placing the Order:
 Once the drawings have been approved by the department requesting the design services and the 

final quotations have been received, the department will need to prepare a requisition. 

 Please forward the final quotation to purchasing. 

 The department contact , Christine and the vendor will receive a final checklist for this project. 

 Be sure to initial and return the checklist as soon as possible as purchasing will NOT complete 
the purchase order without this document in hand. 

 Completing Your Order:
 The vendor will contact the department to determine delivery date(s). 

 The department is responsible for having the existing furniture and contents moved prior to 
delivery of new furniture. 

 Upon installation, the department is responsible for checking all product for any damage or 
defects. 

 If any damage or defects are noticed by the department indicate the damage on the delivery 
document and sign for the project. 

 These punch list items should be rectified in a reasonable time — 2-4 weeks unless a custom item 
has to be remanufactured. 

 Upon completion of the project the department should sign off on the project for payment. 

 top↑
 Items to Keep in Mind:
 Do not be afraid to ask the vendor questions about the drawings since they represent the 

product that will be received. 

 The vendor will provide approximate delivery dates for the furniture — these are based on the 
date the order is in their hands—remember all steps must be followed before the order is sent to 
the vendor. 

 Do not be afraid to ask purchasing questions about the process — we are here to assist in any 
way possible. 

 Remember that once the order has been placed, furniture is NOT returnable. It is imperative 
that these steps are followed to assure accuracy and prompt service. 

 Contacts:
 Karin Coopersmith, Assistant Director of Purchasing, (812) 855-5813 

 Erin Endris, Institutional Purchasing Representative, (812) 855-3198 

 For Request for Design Services, please fill out our on-line form Request for Furniture Design 
Services. 

 For Request for Markerboards/Corkboards, please fill out our on-line form Request for 
Markerboard/Corkboard Products

 For assistance with your total remodel needs, please contact Christine Gordy at UAO, (812) 856-
5898 

The site for requesting design services:

http://www.indiana.edu/~blpur/forms/design.shtml

http://www.indiana.edu/~blpur/procedure/furniture.shtml�
http://www.indiana.edu/~blpur/procedure/furniture.shtml�
mailto:kcoopers@indiana.edu�
mailto:kcoopers@indiana.edu�
http://www.indiana.edu/~blpur/forms/design.shtml�
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http://www.indiana.edu/~blpur/forms/boards.shtml�
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Hospitality

 Contact venue, receive contract, obtain a hospitality 
code, create requisition, send contract with 
requisition number attached to purchasing for review, 
signature, and payment if necessary.
◦ Hospitality (Rozzie Gerstman  (812) 855-1123)
 Request site:
 https://apps4.indiana.edu/VPGA_Hospitality_V2/h

ospitality
 Policies/Procedures Site:
 http://www.indiana.edu/~vpcfo/policies/accountin

g/i-50.html

Signatory Authority:
http://www.indiana.edu/~vpcfo/policies/treasurer/vi-

100.html

https://apps4.indiana.edu/VPGA_Hospitality_V2/hospitality�
https://apps4.indiana.edu/VPGA_Hospitality_V2/hospitality�
http://www.indiana.edu/~vpcfo/policies/accounting/i-50.html�
http://www.indiana.edu/~vpcfo/policies/accounting/i-50.html�
http://www.indiana.edu/~vpcfo/policies/treasurer/vi-100.html�
http://www.indiana.edu/~vpcfo/policies/treasurer/vi-100.html�


Advertising
 Follow these steps: 
 Before a requisition is processed contact the 

advertiser to determine pricing. The advertiser will 
provide a rate card (pricing), a terms document 
(examples of terms are how the advertising copy must 
be submitted, the deadlines, proofing requirements), an 
insertion order (a form that describes how the 
advertisement needs to be submitted) and possibly a 
quote. 

 Next prepare the advertising copy (the terms will 
describe how the copy must be prepared). 

 Prepare and route the requisition. 
 Forward the rate card, the terms, insertion order, 

quote (if submitted by advertiser) and the advertising 
copy (if ready for submission) to the Purchasing 
Department, Attn: Karin Coopersmith. If the 
advertising copy is not ready at this time it can be 
forwarded to purchasing at a later date. 

 A purchase order will be processed after the 
requisition has been fully approved and the items listed 
in #4 above are received. The Purchasing Department 
will sign the insertion order and forward all materials 
to the advertiser. 

mailto:kcoopers@indiana.edu�


When the Vendor is Not Listed

 Search for vendor: if vendor is not listed then add it manually to the 
requisition.

 Type the vendor’s information in as completely as possible.

 Send VIP (Vendor Information Packet) to the vendor to be completed 
or request purchasing send packet to the vendor.



Resources/Documents



NOTES:
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