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Course Objectives

• At the end of this class, users will
• Understand the purpose of eProcurement Blanket 

Purchase Orders (BPOs)

• Understand BPO Supplier Requirements

• Know how to create a BPO in eProcurement

• Know how to view and understand the approval flow of 
a BPO

• Be familiar with BPO best practices

• Be familiar with campus resources for BPOs
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Topics Covered 

• Definition of a BPO

• Where BPOs fit in eProcurement

• Supplier Requirements

• How to create a BPO
• Under the Direct Buy Limit

• Over the Direct Buy Limit

• Viewing and understanding BPO approval flow

• Best Practices
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What is a Blanket Purchase Order?

• A Blanket Purchase Order (BPO) is an agreement to 
spend a specific amount of money with a supplier 
over a period of time

• These are orders placed in eProcurement within 
the Ariba platform and may or may not specify the 
items or services you are going to purchase

• These orders will be represented by the order 
prefix of BPO
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What are some benefits of using a BPO?

Real-time monitoring of spend

Email notification prior to order Final Invoice Date

Email notification when a pre-set low balance threshold is met

Ability to review budget commitments in MyFD using the Encumbrances and Open Balances 
Report

Ability to change budgets

Ability to change spend allocation on budgets

Ability to add or remove a budget

Ability to add or increase funds on order

Ability to review all invoices before allowing them to be paid (requires receiving)

Credits are automatically added back to order balance

Packing lists can be scanned and attached to the receipt in eProcurement

Ongoing support
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BPO Examples

Order Type Examples
Blanket Dollar Amount

• Ability to set up a blanket maximum dollar limit 
without needing to provide detailed item 
descriptions

• Allows the supplier to invoice at various amounts 
over time up to the maximum

• Service Contracts
• Orders for complex, configurable 

systems

Recurring Item Order
• Ability to set up a recurring order by specifying 

maximum line item quantities with detailed item 
descriptions

• Allows supplier to periodically ship items and  send 
partial invoices for the quantity shipped

• Line item total quantity of 20 to 
be delivered once each quarter in 
4 shipments of 5 each
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BPO Versus Non-Catalog Order

Procurement Services Ariba Overview 7

Feature BPO Non-Catalog Order

Order placed more than once for the same good 
or service over a period of time

YES NO
One-time purchase

Supports order and invoice flexibility. YES NO. Invoicing matches 
quantity and the dollar 
amount on the PO and the 
PO cannot be changed.

Has term dates (Effective/Final Invoice Date) YES NO

Initiated by creation of a Contract Request (CR) 
that becomes a BPO once it’s fully approved

YES NO

Initiated by creation of an Requisition (S) that 
becomes and EI order once it’s fully approved 

NO YES

Supplier must be on the Ariba Network YES NO
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eProcurement Quick Reference Guide
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http://f2.washington.edu/fm/ps/how-to-buy/compare

http://f2.washington.edu/fm/ps/how-to-buy/compare


BPO Process Flow
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BPO Procure-to-Pay Process Flow

10

Department 
creates Contract 

Request (CR)

CR gets reviewed 
by all necessary 
groups to move 

through the 
Approval Flow

Blanket PO (BPO) 
created and sent 

to supplier through 
Ariba Network

Invoice paid
Department 
receives in 

eProcurement

The supplier 
invoices through 
Ariba Network

Repeat invoicing, receiving 
and payment until balance is 

zero on the BPO
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BPO Preparer and Contact

• Preparer
• User who logs into and initiates a Create Contract 

Request

• Contact
• User specified as the Contact when the BPO is created

• System default is that the Contact is the Preparer

• The Preparer can specify another user as the BPO 
Contact
• The BPO Contact can be changed

• The BPO Preparer cannot be changed
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What is the Direct Buy Limit?
• The Direct Buy Limit is the dollar limitation set by 

state law under which purchases may be made 
without securing competitive pricing

• Departments may place orders within the Direct 
Buy Limit without prior approval of Procurement 
Services

• Orders above the Direct Buy Limit will have 
involvement and review from a Procurement 
Services buyer
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BPO Under the Direct Buy Limit
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Preparer Creates and Submits Contract 
Request 

Full Approval of Contract Request Creates BPO

Budget/Org approver approves Contract Request

CR356

CR356

BPO356
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BPO Over the Direct Buy Limit
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Preparer Creates and Submits Contract 
Request 

Full Approval of Contract Request Creates BPO

CR894

CR894

BPO894
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CR894

Budget/Org approver approves
Central Office Buyer approves

NOTE: Requests over the 
Direct Buy Limit will prompt
and require the preparer to
enter Sole Source Justification  



BPO for an OSP Subaward
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Preparer Creates and Submits 
Contract Request 

Full Approval of Contract Request Creates Blanket 
Purchase Order

CR498

CR498

BPO498
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SubBudget/SubOrg approver approves OSP approver approves



Supplier Requirements
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• Suppliers must be registered with the University of 
Washington

• Suppliers must be available in eProcurement

• For BPOs, suppliers must also be on the Ariba Network

Supplier Requirements
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IMPORTANT
Use the Supplier Search Procurement Desktop Report (PDR) to determine 
the supplier status. To access the report, visit the Procurement Desktop Reports 
web page: http://f2.washington.edu/fm/ps/tools-for-reconciling/pdr
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Supplier Search PDR – Supplier Registration 

• Suppliers are registered and fully onboarded with 
the UW if they are:
• Available to Order AND

• Available to Pay

+Available to 
Order = Y 

Available to 
Pay = Y =

Supplier is 
registered 
and fully 

onboarded
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Supplier Search PDR - Non-Catalog Orders
• Suppliers are available for Non-Catalog Orders if 

they are: 
• Available to Order AND

• Available to Pay AND

• In eProcurement

+Available to 
Order = Y 

Available to 
Pay = Y 

eProcurement = Y+ =
Supplier is available 

for 
Non-Catalog Orders
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Supplier Search PDR - BPOs
• Suppliers are available for BPOs if they are:

• Available to Order AND

• Available to Pay AND

• In eProcurement AND

• On the Ariba Network

+Available to 
Order = Y 

Available to 
Pay = Y 

eProcurement 
= Y+ =

Supplier is 
available for 

BPOs

Ariba Network 
= Y +
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Creating a BPO
Under the

Direct Buy Limit
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Demonstration

• BPO under the direct buy limit

• We will be using the following information:
• Maximum BPO Dollar Amount: $8,000.00

• Commodity: Office Supplies (44120000)

• Account code: Office Supplies (05-64)

• Budgets: 14-3750 and 67-0074

• Taxes and shipping will be charged
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Create Contract Request …

1. Click Create

2. Select Contract Request
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The process of creating a BPO is started by selecting Contract 
Request from the Create drop-down menu. A Contract Request 

(CR) starts the process of creating a BPO
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Step 1: Definitions

Each step of the entry 
process is on the left side 
of the screen. The first 

step is called Definitions.

In Step 1 of creating the Contract 
Request, there are multiple fields 

that need to be completed. 

You will be on the 
Contracts tab

The system automatically 
generates a CR number

Indicates step not used



Creating a Blanket Purchase Order in eProcurement 2525

Step 1: Definitions 

Give the CR a meaningful title

Enter a description of the order

The Related Contract ID can be 
used to reference a prior, related 
order, i.e., an old PAS PO number

The Contact defaults to the 
Preparer. Use the drop-down to 
change this if you are preparing 
this request for someone elseSelect Dates:

Effective (Start)
Expiration (End)

Final Invoice

Indicates step not used



Field Name Description

Effective Date • The BPO Start Date.
• Can be prior to the date the CR is being created.
• Valid invoice dates must be on or after this date.

Expiration Date • The date the BPO will expire.
• For user information only to record when the BPO ends.

Final Invoice Date • If expiration email notifications if are specified in the EXPIRATION 
NOTIFICATIONS area of the BPO Limits section, this is the date that is 
used to trigger the notification.

• Used to communicate to the supplier the final date for sending invoices
• The system will change the BPO status to Inactive after this date.
• The supplier can send invoices after this date if funds are still available 

for invoice reconciliation. However, a Contract Date Variance exception 
will need to be resolved by Accounts Payable (AP) before allowing the 
invoice to be paid.
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Step 1: Definitions – Date Fields 
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Step 1: Definitions – Search for the Supplier 

To select the supplier click 
on the drop-down arrow

Select Search for more…

Reminder: The Supplier Search Procurement Desktop Report 
(PDR) can be used to view the supplier status. For more information 

visit the PDR page of the Procurement Services website:
https://f2.washington.edu/fm/ps/tools-for-reconciling/pdr
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Step 1: Definitions – Select the Supplier 

Enter the Supplier Name 
and click Search

Locate the supplier in the 
search results and click Select

If you know the vendor number, 
you can change the search field to 

search for Supplier Number
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Step 1: Definitions – Select Supplier Location 

Click the select link

Locate the correct supplier 
order address and click Select
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Step 1: Definitions – Specify Shipping and Delivery

The Ship To and Deliver To are 
required and will default to the 
profile settings for the Contact 

but can be changed
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Step 1: Definitions – Exceptions, Subawards and Internal 
comments

The system will automatically 
determine Funding Sources based 
on budgets selected for line items.

You can use the Add Comment 
button to include Internal comments 

that are not sent to the supplier.

Click Next to continue to Step 2: Limits

Click Yes only if this is for an OSP Subaward.

Click Yes only if the item on the BPO is on the 
Exceptions List. For more information click on the

Definition of Exceptions link.
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You can specify email notification when the Amount 
Available is at or below a percentage.
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Step 2: Limits – Maximum Limit

Enter the Maximum Limit for the order you are creating. 
This is the total amount of money that can be spent.

Step 2 Limits is where you will establish the total amount of the order and the parameters of 
the order you are creating. 

Indicates step not used

The Tolerance is the percentage by 
which the order can exceed the 

maximum amount. This can be used 
for factoring in sales tax and freight 

into the cost of the contract.



Use the Notification List section to add 
additional users to receive the notifications. 
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Step 2: Limits – Notifications

Click Next to continue to Step 3: Pricing Terms

If you would like email notification that 
the order FINAL INVOICE DATE is 
approaching sent to the Preparer and 

Contact, indicate when you would like to 
receive that notification here.
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Step 3: Pricing Terms
Step 3: Pricing Terms is where you will add the line items for the BPO. 

Click Add Items

Click non-catalog
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Step 3: Pricing Terms – Add Item Details

Enter a meaningful item description

Select the Commodity Code

Enter the Supplier Part Number*

* If there is no part 
number, enter N/A or a 

meaningful value.

* If there is more than one item on 
the BPO, each part number must 

be unique.

Select Unit of Measure (i.e., lot, each)

Enter the Negotiated Price (the price you 
expect to pay for the item)

Click OK
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Step 3: Pricing Terms – Set Item Limit by Amount

You can set limits by Quantity or Amount. In this 
example, we are using Amount so we will use the 

drop-down to change this from the default of Quantity.

Change Set Item Limits by 
from Quantity to Amount

Enter Line Item Maximum 
Dollar Amount

The information in the 
DESCRIPTION section is what you 
entered on the previous screen.
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Setting Line Item Limits by Amount versus 
Quantity
• For each line item you specify either 

• The Maximum Amount that can be spent for the item or

• The Maximum Quantity that can be ordered for the item

• This is specified using the item Set Limits by field

• Determines if Receiving for the line item is by dollar 
amount or quantity

• Ensure that the overall amount of a BPO's line items 
equal the contract's Maximum Limit
• For example, if a BPO's Maximum Limit is 1000 dollars, the 

line items' overall amount must also equal 1000 dollars
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Setting Line Item Limits by Dollar Amount 
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If Set Item Limits by is set 

to Amount…

Then….Maximum Amount is the 

maximum dollar amount that can 

be ordered for the item

Setting Line Item Limits by Dollar Amount on a BPO 

Receiving will also be by Dollar Amount

The Maximum Dollar Amount that 

can be received for the item (specified 

when the BPO was created).

Enter the dollar amount that is 
on the invoice for the line item. 

Do not include any header 
charges such as tax or shipping.

The system indicates Amount Receiving Needed.
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Setting Line Item Limit by Quantity
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How to Receive by Quantity

If Set Item Limits by is 

set to Quantity…

Then….Maximum Quantity 

is the maximum number of 

items that can be ordered

The Maximum Quantity that can 

be received for the item (specified 

when the BPO was created).

The system indicates Quantity Receiving Needed

Setting Line Item Limits by Quantity on a BPO 

Enter the quantity that is on the invoice for the 
line item. Dollar amount received equals the value 
of Accepted multiplied by the Negotiated Price.
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Click Done

Use the drop-down to 
specify the Account Code

In this example, we used 
the Split Accounting 
button to split the cost 
50-50 between budgets 
14-3750 and 67-0074

Step 3: Pricing Terms – Select Account Code and Budgets
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Indicates step not used

Click Next Twice to go to Step 5: Access Control

41

Step 4: Milestones is not 
used. Click Next twice to go 

to Access Control

Creating a Blanket Purchase Order in eProcurement



42

Step 5: Access Control (Who can edit?)

Step 5: Access Control is where you can specify other users who can make changes to the BPO. 
(Note: Step 4: Milestones is not used so from Step 3, click Next twice to get here.)

Click select to search for 
and select the user(s) who 

can edit this BPO

Once the CR if fully approved, 
Debra will be able to edit the 

BPO in addition to the 
Preparer and the Contact. Campus is will not be entering 

Payment Terms, so click Next twice to 
advance the Step 7: Appendixes, 
where you can add attachments.

Indicates step not used
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Step 7: Appendixes (Attachments)
Step 7: Appendixes is where you can attach any documents that are relevant to this BPO.

Click Add Appendix

Click Choose File to 
select the file to attach

Enter a meaningful description 
of the document

Check the Visible to Supplier 
box if you want to send the 
attachment to the supplier

Click OK
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Step 7: Appendixes (Attachments)

You can see the 
attachment was added

Click Next

IMPORTANT: Carefully review attachments to 
ensure accuracy and redact any sensitive 

information such as social security numbers, 
bank account numbers, or credit card numbers.

44

Indicates step not used
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Step 8: Summary
Step 8: Summary is where you can review your BPO and Submit for approval.

The system determined the 
funding sources based upon 

budgets

You can review your line item 
information by clicking on the 

Pricing Terms tab

Scroll down to view 
internal comments 
limits, notification 

info, etc.
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Step 8: Internal Comments, Limits, Notifications

Scroll down for edit 
access, external 
comments and 
attachments 
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Step 8: Edit Access, Supplier Comments, and Attachments
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Submit and View Status

Click Submit. 

Click View to view 
the Approval Flow.

Click on approver 
link to view who 

approves.

Note the Contact is a Watcher. The Contact does not 
approve but receives email notifications. This request will 

appear in Jeff’s To Do list in eProcurement .
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Fully Approved CR Summary Page

Click BPO1627 link to view order

Note: A link to the Original Contract Request (CR) will be visible to anyone who 
can edit the CR. This includes, the Preparer, the Contact, and anyone specified in 

Step 5: Access Control. 
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Creating a BPO
Over the

Direct Buy Limit
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What you need to know

• The steps to create a BPO over the Direct Buy Limit 
are the same

• On the Summary page, you will be prompted to 
provide Sole Source Justification information
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Example

• BPO over the Direct Buy Limit

• We will be using the following information:
• Amount: $200,000.00

• Commodity: Human resources consulting service (80101511)

• Account code: Marketing Services (02-31)

• Budgets: 14-3750

• No tax
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Definitions
This example is for consulting services

Indicates step not used
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Enter maximum 
dollar amount for the 

BPO

Set tolerance to 0 if 
no tax or shipping

Step 2: Limits – Maximum Limit

You can specify email notification when the Amount 
Available is at or below a percentage.

Step 2 Limits is where you will establish the total amount of the order and the parameters of 
the order you are creating. 

Indicates step not used
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Step 2: Limits – Notifications

Use the Notification List section to specify 
additional users (other than the Preparer 
and Contact) to receive the notifications. 

Click Next to 
continue to Step 3: 

Pricing Terms

If you would like notification that 
the order Final Invoice Date is 
approaching, indicate when you 

would like to receive that 
notification here. 

In this example, the first 
notification will be sent 60 days 
before the Final Invoice Date 

and then every 10 days.
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Pricing Terms

Click Add Items

Click non-catalog
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Pricing Terms – Enter Item Information

Click OK to specify 
additional item 
information.

Enter the item 
information.
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Pricing Terms – Set Item Limit by Amount

Enter maximum 
dollar amount for the 

BPO

Set tolerance to 0 if 
no tax or shipping

Change Set Item Limits by 
from Quantity to Amount Enter Line Item Maximum 

Dollar Amount

The information in the 
DESCRIPTION section is what you 
entered on the previous screen.
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Pricing Terms – Select Account Code and Budget

Select appropriate 
Account Code

Select
Budget Number

Click Done
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Click Next Twice to go to Step 5: Access Control
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Indicates step not used

Step 4: Milestones is not 
used. Click Next twice to go 

to Access Control
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Step 5: Access Control (Who can edit?)

Step 5: Access Control is where you can specify other users who can make changes to the BPO. 
(Note: Step 4: Milestones is not used so from Step 3, click Next twice to get here.)

Click select to search for 
and select the user(s) who 

can edit this BPO

Debra can edit the BPO in 
addition to the Preparer and 

the Contact
Campus is will not be entering 

Payment Terms, so click Next twice to 
advance the Step 7: Appendixes, 
where you can add attachments.

Indicates step not used
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Appendixes– Attach Quote

Indicates step not used

Click Next
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Step 8: Summary – Sole Source Information
IMPORTANT: For BPOs over the Direct Buy Limit, you must answer the question What is this 

order for? You must also enter the additional justification comment.

Select all that apply

Select the Services 
from the drop-down

Enter the required Sole Source Justification. 
If you know this is under and existing UW 

contract, enter the contract number here and in 
the Comments to the supplier.
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Approval Flow for Over Direct Buy Service BPO

ServicesApproval was 
added because Services

was selected in response to 
“What is this order for?”
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Services Approvers

IMPORTANT: Choose Services if the order is for 
Personal Services. Choose Goods and Services if 

the order is for a Maintenance Contract.
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Goods and Services Approvers

IMPORTANT: Choose Goods and Services if the 
order is for a Maintenance Contract. Choose 

Services if the order is for Personal Services.
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Submit CR for Approval

Click Submit

You can click the View
link to view the Approval 

Flow and status
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Approval Flow After Submit
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Note the Contact is a Watcher. The Contact does not 
approve but receives email notifications. This request will 

appear in Jeff’s To Do list in eProcurement .
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ImportantReminders for BPOsOvertheDirectBuyLimit

• A BPO over the Direct Buy Limit is routed to a 
Procurement Services buyer 

• Ensure accuracy of the information before you 
submit
• If the buyer needs to make any changes to the 

information entered, the BPO will need to be approved 
again by all approvers

• If you're purchasing goods or services through a 
UW-contracted supplier
• Note the contract number in the Additional Sole Source 

Justification text box
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Additional Considerations
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BPO Receiving

• Receiving is the process of marking dollar amounts 
or quantities as “received” for services or goods 
line items on BPOs

• Receiving is used to verify that services have been 
performed to satisfaction or that items shipped 
have arrived in good condition and are correct

• When you Receive, you are approving an amount of 
money to be released for payment of invoices

71

Receiving must be done to allow payment of 
the invoices for the BPO 
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BPO Balance Information – Summary Page

Updates at 12:00AM 
daily

Updates immediately

IMPORTANT: If there is tax, shipping, or other header charges on the invoices, the 
Reconciled Amount will be greater than the Received Amount

(after the daily process runs)
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• Receiving Web Page
http://f2.washington.edu/fm/ps/how-to-buy/receiving

• Receiving Training
http://f2.washington.edu/fm/ps/sites/default/files/training-and-
events/classroom-training/ReceivingBPO.pdf
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Receiving Resources
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• If you find an invoice that should not be paid:
• DO NOT receive against an incorrect invoice or any other invoice on 

the same BPO.

• As illustrated previously during the receiving demonstration DO 
NOT use the Amt. Rejected field to reject the invoice.

• Use the BPO Invoice Reject Request form on the 
Procurement Services website to reject the invoice before 
doing any other receiving for the BPO:
• Submit a BPO Invoice Reject Request using this link:  

http://f2.washington.edu/fm/ps/bpo-rejects

Incorrect Invoices – Reject Process

IMPORTANT: Contact the supplier and request a corrected invoice.
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BPO Invoice Reject Request Form
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• Upon receipt of the BPO Invoice Reject Request:
• Procurement Services will take the necessary steps to reject the 

invoice in eProcurement.

• Procurement Services contact you let you know when it is OK to 
start receiving again for the BPO – you can resume receiving at that 
time.

• You can receive against other BPOs as long as the invoices 
are correct.

BPO Invoice Reject Request Process
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BPO Guidelines and Best 
Practices
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Supported Browsers
• Always check the Supported Browser link before you start: 

https://f2.washington.edu/fm/ps/browsers
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Best Practices and Guidelines

• Ensure that you have chosen the correct supplier, 
before submitting a BPO for approval – use the new 
supplier PDR report to verify order address and 
other supplier information.

• Ensure accuracy of contract periods, budgets, 
account codes, dollar amounts, part numbers, etc.

• Redact sensitive information from attachments, 
such as Social Security Numbers, bank account 
information, etc.
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Best Practices for Comments

• Internal Comments
• Internal Comments are not sent to the supplier

• Use Internal Comments for communication between 
departments and buyers 

• Comments field with Visible to Supplier alert
• Comments entered into any Comment that has the red 

Visible to Supplier alert are sent to the supplier

• Use these comments only if you want the supplier to see 
them
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Best Practices for Attachments

• Size Limitations
• 4 MB per document

• 10MB total per CR or BPO

• Recommendations on how to minimize 
• When scanning in documents be mindful of the 

resolution
• Records management requires 300 dpi minimum

• For more information on attachment policies visit
http://f2.washington.edu/fm/ps/tools-for-reconciling/scanning/ariba

• Compress files before attaching
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BPO Resources for Campus
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Procurement Services Webpages

• Ariba BPO
http://f2.washington.edu/fm/ps/how-to-buy/AribaBlanketPurchaseOrders

• Ariba Buying Portal
https://f2.washington.edu/fm/ps/buying-portal

• Creating a BPO eLearning
http://f2.washington.edu/fm/ps/training-events/independent-study#Buying

• eProcurement Roles and Authorizations
https://f2.washington.edu/fm/ps/resources/roles

• Direct Buy Limit
http://f2.washington.edu/fm/ps/how-to-buy/purchase-order/direct-buy-limit

• eProcurement Quick Reference Guide
http://f2.washington.edu/fm/ps/how-to-buy/compare

• Sole Source Purchases
http://f2.washington.edu/fm/ps/how-to-buy/sole-source
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Changes to the Procurement Services Home Page
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New Ariba Buying Portal 
provides guidance in helping 

you choose how to buy

New Blanket Purchase Order 
page provides details on how to 

use the BPO functionality
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Ariba Buying Portal
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Scroll down for more help

Click to create a Contract Request

Click to view BPO 
web page
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Ariba Buying Portal Helpful Links
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If you have questions, click on 
the email link that most closely 

matches your request

The email address and subject 
are automatically filled in
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Thank you!

• You will receive a post-course survey from the 
Procurement Customer Services team

• We ask kindly for your feedback to help enhance 
future trainings
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• BPO for a Foreign Supplier

• Using a BPO to Initiate a Subaward in 
eProcurement

89

Appendices
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BPO for a Foreign Supplier
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What you need to know

• The steps to create a BPO for a foreign supplier are 
the same as previously demonstrated

• On the Summary page, you will be prompted to 
provide
• Where the service is taking place (within U.S. or not)

• If there’s a tax treaty

• Payment type (if wire is needed)
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Step 1: Definitions – Foreign Supplier Selected 
When NO services are performed within the US

Select No if no services will 
be performed in the U.S.

Visible and required when No is selected for 
answer to Are any of the services 

performed within the US?

Visible and required when 
foreign supplier is selected.
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Step 8: Summary – Sole Source and Foreign Supplier 
Questions 

If the BPO is over the Direct Buy Limit, you will answer the 
question “What is this order for?” and enter the Sole Source 

Justification information

Scroll down to 
view or revise 

required 
information 

questions about 
the Foreign 

Supplier
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Step 8: Summary – Foreign Supplier  
When services are performed within the US

Is there a tax treaty? question is visible 
and required when Yes is selected for 

answer to Are any of the services 
performed within the US?

A link to the
Overview of Payments to Foreign Nationals

web page appears

Select Yes if services 
will be performed in the 

U.S.
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Step 8: Summary – Foreign Supplier  
Wire Transfer

A link to the
Wire Payments web page

Select Yes if payment is 
by wire transfer

Select Currency
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Using a BPO to Initiate a 
Subaward in eProcurement
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What is a Subaward?

• A Subaward is a formal legal agreement between the 
UW and another organization. 

• It may be referred to as an Outgoing Subaward. 
• Used when a substantive portion of the programmatic 

work outlined in a UW proposal is conducted at 
another organization. 

• Commonly, the other organization is another education 
or research institution, but can be any organization 
outside the University. 

• The Office of Sponsored Programs (OSP) supports and 
advises the entire academic community in Subaward 
processes.
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What you need to know

• You initiate a Subaward in eProcurement by creating a 
BPO

• The steps to create a Subaward BPO are very similar to 
a BPO under the direct buy limit

• Check the Yes for the question: Is this an outgoing 
Sponsored Program Subaward? and you will be 
prompted to enter additional information

• Regardless of the BPO Maximum Limit you will NOT be 
prompted for Sole Source Justification information

• The account code is automatically set to 036200 
(OUTSIDE SVC-SUBCONTRACT) and cannot be changed
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Initiating a Subaward Definition Example

Select Yes

Enter additional 
Subaward 

information

These fields are visible only 
when the answer to Is this 

an outgoing Sponsored 
Program Subaward? is Yes.
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Subaward Approval Flow Example
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OSP BPO Support

• Basic eProcurement system questions:
• email: pcshelp@uw.edu

• Subaward-specific process questions
• Subaward webpage:

https://www.washington.edu/research/index.php?page=subawards

• Transition webpage:
https://www.washington.edu/research/?page=pasToAriba

• Further questions regarding Subawards
• email: aribasub@uw.edu
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