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Mustang Market – Reminders and Updates  

 Invoice Attached Forms: Do not use an Invoice Attached form if a purchase order (PO) has already 

been created. An Invoice Attached form creates a PO number so if one already exists, then there will 

be two POs in the system for the same invoice. If you receive an invoice for an existing PO, write the 

PO number on the invoice and email it to apinvoice@uwo.ca.  

 Attaching Files: PDF is the best format for attaching files to requisitions, POs, or invoices. When at-

taching an email, convert it to a PDF file prior to attaching it to the document. 

 Notes to Vendor: Use the “External Notes to Vendors” section to add a note or instruction for the 

vendor. If a requisition includes multiple vendors, add your note at the line-level for the specific ven-

dor. The Comments tab is for internal-use only.  

Enhanced Document Access and Visibility—New to Mustang Market 

Procurement Services understands the need for financial officers and researchers to have immediate ac-

cess to spend information under their purview. Effective February 2017, Mustang Market Approvers have 

access to view all documents for the departments and/or projects included in their approval author-

ity, regardless of the value of the order. 

Key points of this process include: 

 To access documents, you will require signing authority on the department (for operating accounts) or 

project (for research accounts) associated with the requisition. Signing authority is where you have 

delegated approval authority on a department ID or project code in Mustang Market. To view your 

authority, refer to the “View Assigned Approval Folders” section on your Mustang Market profile.  

 Within your authority, you will be able to access Requisitions, Purchase Orders, and Invoices. 

 Order value does not impact access. For example, an administrator who has signing authority for up to 

$50k for department X will be able to see an order or invoice for $100k for department X. 

 The changes will be retroactive, meaning you will gain access to documents created prior to when this 

new feature was in effect. 

 Changes in signing authority will impact visibility of existing documents. For example, if you had 

signing authority for department X but your authority was removed then you will no longer have ac-

cess to view documents in department X except for the ones where you were the Shopper, Requisi-

tioner, and/or Approver.  If you are a new approver for department X then you will have access to 

view all existing documents for department X. 

 

Please contact procurement@uwo.ca with any inquires pertaining to this new feature.  
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Speedcode Authorization required for Western Internal Operations 

Western's accountability framework is committed to increased financial transparency.  Financial Services 

has developed system resources, in support of this commitment, that provide options for processing speed-

code payments by Western’s internal operations.  These options will authenticate purchasing amounts, to 

ensure individuals have the necessary authorities for the speedcodes they are using.   

 

Many of Western’s Internal Operations are utilizing Mustang Market to bill for the services and supplies 

they provide.  This allows the customer to access the details of the billing amount in addition to having the 

ability to approve the expenses prior to their accounts being charged.  This is an improvement from the 

standard billing journals being created with little detail provided and no advanced notification, oversight or 

ensuring purchasing authority is in place. 

 

Some internal operations, such as the bookstore and campus computer store, are also validating purchases at 

point of sale.  In these situations, an individual must provide a valid employee or student ID card.  The 

amount of the purchase is then authenticated with the speedcode provided and the individual wanting to 

make the purchase.   

 

Regardless of the method used, individuals must have spending authority in place.  There are several ways to 

obtain this authority as per the table below: 

 

 
** Please note that Researchers automatically obtain the necessary spending authorities on their own re-

search projects where they are listed as the account holder. 

Process Required Access Form 
Mustang Market 

Internal Billings 
  

Mustang Mar-

ket Approval 

Authority 

This allows purchases from 

both outside vendors and from 

Western internal business oper-

ations 
(i.e.; Graphic Services, 

Bookstore, ChemBioStores, 

Engineering Store, …) 

For all Funds except Research Accounts: 
Mustang Market eProcurement System  Ac-

cess and Authorization Form: http://

www.uwo.ca/finance/forms/docs/

procurement/

mustang_market_authorization.pdf 

For Research Accounts only: 
Research Finance Delegation of Signing Au-

thority Form: http://www.uwo.ca/finance/

forms/docs/research/

research_delegation_authority.pdf 
Validation at point 

of sale 
  

Internal Opera-

tions Approval 

Authority 

This allows purchases from 

only Western internal business 

operations up to a maximum of 

$500 limit 
(i.e.; BookStore, Engineering 

Stores, …) 

For Funds except Research Accounts: 
Western’s Internal Services Authorization 

Form: http://www.uwo.ca/finance/forms/

docs/procurement/

Internal_Services_authorization.pdf 

For Research Accounts only: 
Research Finance Delegation of Signing Au-

thority Form: http://www.uwo.ca/finance/

forms/docs/research/

research_delegation_authority.pdf 
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The Book Store and Campus Computer Store Orders 

Orders for the Book Store and Campus Computer Store can be placed through Mustang Market. 

The Book Store has a catalogue available, however special orders can also be placed using the regu-

lar non-catalogue Order Form. This form should also be used for Campus Computer Store orders. 

A PO will not be created for these vendors. Instead, the requisition will be sent to the store to pro-

cess the order. To check if the order has been completed and approved, you can either: 

1. Check the “PR Approvals” tab on the requisition. The “Order Fulfillment” workflow step will 

show as complete, with a green checkmark, when your order has been processed: 

 
2. Change the “PR Workflow complete” notification setting to Email. This is available under your 

“Shopping Carts & Requisitions” notification preferences and is defaulted to “None”. Changing 

this to email will send you an email every time your requisition completes requisition workflow. 

Please note that this will apply to all requisitions and so you will receive this notification as well 

as a notification that a PO has been sent to the vendor for your regular orders. 

 

Billing for Internal Charges 

Mustang Market is now being used by several stores and facilities on campus to process charges 

to internal speed code clients, rather than processing regular journals.  Each store or facility de-

signs its own custom form on which they enter their billing information.  This process allows them 

to attach any documentation they may have as detail 

and once the form is submitted and approved it is 

then sent to PeopleSoft where a journal entry is au-

tomatically processed.  

Key points of this process include: 

 Eliminates the need to do journal entries in Peo-

pleSoft 

 Automatically creates a journal in PeopleSoft, once 

a form is submitted and approved in Mustang Mar-

ket 

 Allows for greater control and authorization of charges with Mustang Market’s automated work-

flow process for approvals 



 Via Rail – Guest Travel 

VIA Rail requires passengers to carry employee or member identification when using 

a corporate travel rate. If a reservation is made for a guest speaker or consultant, they 

will be required to present a letter from Western University, upon request, which iden-

tifies them as a guest traveler. Please visit our website to obtain a template of this let-

ter: http://www.uwo.ca/finance/procurement/preparing_to_travel/index.html  

Please ensure the guest brings a copy of this letter on the train. 

Withholding Tax 

Canada Revenue Agency requires that all businesses collect withholding tax from foreign vendors 

that perform work in Canada. Withholding tax is a form of income tax that the Canadian Government 

withholds from foreign vendors working in Canada.   

Western must comply with this requirement, therefore, Financial  Services is now reviewing all orders 

from foreign vendors.  When an orders is identified as requiring withholding tax, Procurement Ser-

vices will contact the Department and request that a withholding tax from be completed. 

The withholding tax form allows Finance to gather the information required to remit the necessary 

withholding tax to the government.  The type of information required includes: 

 Vendor name 

 Social insurance or tax ID # 

 Where the work was performed 

 How many days the vendor was in Canada 

 Total of travel expenses 

 

Canada Revenue does offer an opportunity for foreign vendors to avoid withholding tax by complet-

ing a Regulation 105 Waiver Application prior to coming to Canada.  Please note this waiver is per 

instance of work and does not provide a blanket exemption for foreign vendors—http://www.cra-

arc.gc.ca/E/pbg/tf/r105/r105-12e.pdf 

If the foreign vendor  provides a Regulation 105 Waiver, please attach it to the PO when submitting to 

Procurement.  This will notify Finance to not collect withholding tax. 

 

Coming in February  to Mustang Market - Affymetrix™ and 

eBioscience™ will be available through the ThermoFisher/

Life Tech punch-out. Click here for more information.  
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Invoice Requirements 

If you’ve received a request from Procurement or Accounts Payable to obtain a revised invoice, this is 

why! 

The Canada Revenue Agency requires certain information to be displayed on an invoice so that West-

ern is entitled to claim a rebate on HST paid. What this means to you is that only 3.14% of the 13% 

HST will be charged to your budget. CRA may deny rebate claims where the invoices did not include 

Canada Revenue Agency Requirements 

Supplier’s business or trading name This is who we are paying, and corresponds to the business 

number included on the invoice 

Invoice date and terms of payment This determines when the amount becomes payable by West-

ern and due to the vendor 

Total amount paid or payable Obviously, we need to know how much to pay! 

  

Total GST/HST paid or payable on 

taxable goods and/or services 

The distinction between GST and HST determines the rebate 

we are able to take 

Supplier's business number/GST/HST 

account number 

This is used to confirm that we are paying GST/HST to a reg-

istered supplier, and are therefore eligible to take a rebate on 

HST/GST paid 

Buyer's business name or trading name To be eligible for us to take a rebate on GST/HST paid (and  

therefore only charge you 3.14% of the 13% HST paid), in-

voices must be billed to either “The University of Western 

Ontario” or  “Western University”. 

Brief description of goods and/or ser-

vices 

What are we buying? 

  

Other Requirements 

Vendor's address (and remit-to-

address, if different) 

Where are we sending the payment? For some suppliers, pay-

ments must be sent to a different location than where you pur-

chased the goods/services. 

Invoice number This unique number will help to avoid duplicate payments 

where multiple invoices are submitted to Accounts Payable 

for processing. It also provides the supplier with the infor-

mation they need to match the payment to the correct invoice. 

Purchase Order (“PO”) Only invoices with a valid Western PO will be processed as 

this information tells Accounts Payable that the purchase of 

goods/services was approved by the budget owner. The PO 

also includes the accounting information where the invoice 

will be charged. 



 

Fisher Scientific Non-Catalogue Ordering 

Due to some recent changes in order and invoice handling with Fisher, all orders should be placed us-

ing the Punch-Out site whenever possible. Orders with special pricing should be placed through the 

Punch-Out using the “My Quote” feature. Enter your quote number in the field provided on the 

homepage: 

 

The only exceptions should be CFI (Canadian Foundation for Innovation) orders and where your 

quote is not available on the Punch-Out quote tool.  

Please note that Fisher will not see a quote number entered on a non-catalogue Order Form unless it is 

entered in the External Notes to Vendor field. If you cannot find your quote on the Punch-Out and 

need to use a non-catalogue Order Form, please ensure your quote number is in this field AND ensure 

the Catalogue No. field is populated. The best method to ensure your quote is honored is to use the 

Punch-Out’s “My Quote” tool.  

 

 

Grand & Toy and Staples Orders – $50 Order Minimum 

When ordering from Grand & Toy and Staples, please try to keep each order over $50. This helps to 

maintain delivery efficiencies for the vendors which will reduce their delivery costs and will help 

Western avoid delivery fees. Here are some tips to keep orders over $50: 

 Consolidate your department’s orders into a single order 

 Plan ahead and order less frequently, perhaps by creating a weekly or bi-weekly ordering schedule 

Add regularly used items (i.e. paper or toner)  

 

apinvoice@uwo.ca – this email is to be used to submit invoices for 

processing. Please ensure that the PO is referenced on the invoice as 

emails are not reviewed for these details. 

accountspayable@uwo.ca – this email is to be used to contact Ac-

counts Payable with a question regarding the status of an invoice or 

special request. 
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Standing Orders 

 

We are approaching year end and this means that it is a good time to check the remaining balance on your exist-

ing standing orders. Will the amount on the standing order carry you through to April 30th?  If you discover that 

the standing order needs to be increased, please complete a Change Order Request form in Mustang Market.   

Please do not contact Procurement directly since we will not make the increase without a change order request. 

Please note that when increasing POs the “New PO Total” box on the change order form should contain the 

total of the PO after the increase is applied and not the amount of the change.  

 

For Standing orders that may be required in the new fiscal year of 2018, Procurement will be providing a stand-

ing order report in March.  This report will be a listing of the standing orders from fiscal 2017 and should be 

used to assist departments in determining if new standing orders are required for Fiscal 2018. 

 

When determining if a standing order is required please keep in mind that standing orders are used only when 

the usage required is unknown.  For example if maintenance services are required but how much of the service 

required is unknown then a standing order is the proper method to  facilitate payment.  

 

However if the situation simply requires multiple payments then a regular PO is the proper method to facilitate 

payments.  For example, monthly rental payments are required this would be a regular PO of 12 payments (Qty 

= 12) to cover the fiscal year. 

 

Should you have questions regarding standing orders or when to use them please contact Procurement 

Services at procurement@uwo.ca  

 

Using the correct vendor # for Lawson Health Research Orders 

If the client # on your invoice starts with LHR please use vendor 170346 

If the client # on your invoice starts with UWO please use vendor 144465. 
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