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Welcome to Minerva, a user-friendly web interface to McGill's central information system, available to applicants, students, faculty, staff and designated guests.
Please select one of the login methods below.

(Current students, faculty and staff can log in with their McGill Usemame. All others, use McGill ID and PIN)

McGill ID Numl:ler|9 digit ID number | Forgot ID? McGill Username |ﬂrst last@mcgill.ca |
Minerva PIN |E character PIN | Forgot PIN? OR McGill Password |B-1?3 character password | Forgot Password?
Lagin Login

This iz a private informaticn system for use by authorized personnel only. Unauthorized access may lead to legal prosecution. All Minerva users agree to comply with the Policy on the Besponsible Use of McGill T Resources
Problems logging in? Click HELP in the top right corner. When finished using Minerva, please click EXIT and close your browser to protect your privacy.
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http://www.mcgill.ca/minerva

Minerva Main Menu
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MAIMMENU  ICS  Security Admin -~ HR Admin ~ Finance  Reports  Personal  Student  Employee  Applicant  Financial Aid/Awards

Search | | co | FRANCAIS SITEMAP HELP EXIT

Main Menu

Welcome, Nadia Orsini, to Minerva - McGill's Administrative Systems! Last web access on May 25, 2018 at 02:05 PM

ICS Training Administration Menu
ICS Staff and Security Officers only - view employee training records and administer ICS courses/sections and registration.

Security Administration Menu
Display Usenid, Class and Object information.

Human Resources Administration Menu
Appointment processing; Position processing; Citizenship and Immigration Form; Salary palicy merit forms.

Finance (Fund) Administration Menu
Query Budget Status or Encumbrances; View Financial Statements; View Budget & Control Reports; Access the McGill MarketPlace (MMP) to place arders for goods and senvices (request a purchase order);
Sponsor Requestors and set-up Delegates to approve MMP orders; Reconcile PCards; View Documents and invoice images; Request Advances and other Personal Reimbursements.



Finance (Fund) Administration Menu
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Finance (Fund) Administration Menu

Beware of fraud targeting employees with access to financial information
Recent scams have targeted personnel at McGill who have access to financial accounts and data. Please use caution w
Fraudulent requests may be submitted by email, text, phone or other communication channels.

Budget Query for Fund Holders
A fund code is all yvou need - An ideal format for researchers.

Budget Query
Create yvour own guery format.

Financial Statements
View Financial Statement Reports.

Public FOAPAL Hierarchy Reports
View a complete listing of fund, organization, account, program, activity, and location codes (reports are in PDF format).

McGill MarketPlace Entrance

Go shopping at the McGill MarketPlace: manage your personal shopping profile(s). place orders for goods and services (
browsers to access the page; Google Chrome is not supported.



McGill Marketplace Entrance

Before you Shop......update My First Profile

Select the Edit icon Ig? to update your Profile Information, Shipping Address and Foapal Favorites

McGill MarketPlace Entrance

T Oick ot Shop with s profile it acces the Ml MarkePlac.Fthe Tk des no appea, et & anexsing prfle or et new profle. A vl profle incudes  phone rumber, eml, and o
least ane shipping adress. A prafle may have mltiple shipping addresses a5 wellas FOAPAL favourtes assaciated o it Click on the HELP fink abave for more detals

My Shopping Profiles

Profile Name Actions Warnings
My Fit Pl @ 0 Shopuittispole

Ui @ 0 Shopuittispoe

Create New Profle




My First Profile

To request a New Shipping Address go to: https://www.mcgill.ca/financialservices/forms/location-code

Editing Profile My First Profile belonging to Nadia Orsini.

Profile data Shipping Addresses
To change your email and/or phone fill in the Override field or select from the dropdown list; press Press the Add button to add a new shipping address for the MarketPlace: or click on Edit & or
Save.

Delete @ for existing addresses. If you have more than 1 address listed below. click on the i
to make it your default [13?} selection.

Email Address | nadia.orsini@mcgill.ca v|

-~ Actions Ship To Alias Location

Or Override: | |
7 & @ Dr. Smith reception Rm 1002 Leacock Buildin
©r & @ Madia Orsini Rm 108b Durocher 3465

Phone Number [ +1 (514) 398-7112 |
Or Override: d M | extn | |

Add

Save

FOAPAL Favorites
Use the fields below to add favorite FOAPAL codes to your MarketPlace dropdown lists.

To add favorites, choose a FOAPAL element, then add a code or select a group; click on Add Favorite. If you have more than 1 favorite in your list, click on the T to make it the default (¥¥) selection. Click
on the [ to delete a favorite from the list.

FoAPAL Element individual Code [ ] Group [ -] |aga ravorns

Favorite Funds
<7 m 159381 Financial Services
L m 155395 Procurement Services

Favorite Accounts

@ TO0001 Materials & Supplies

m F00011 Postage

m TOOoo1T Publications - Books

@ TO00sT Contract Services Catering
m 700505 Stationery

@ 7oossa Cell Phones

Shop with this profile Back to profile list



https://www.mcgill.ca/financialservices/forms/location-code

McGill Marketplace Home Page

» Go to Forms and Select the Security Agent Request Form

NadiaOrsmi™ s M A% W5i000caD EENaprLes)

B ?

W Shop  Shopping © Shapping Home= > Home/Shop ) Logout

Shop | Everything v m |

Goto: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categonies | contracts | chemicals

[Manage Showeases]

v Forms B ?
" il ! = E
Directives for Santa Cruz order ll}riﬂt J @ <
uPrint Paper Order Academic Laptop || Secunity Agent Request
PO Change Request Form Form Program Form




McGill Security Agent Request Form Available Actions: | Add and go to Cart V|E Close | &

McGill

o Bl

Ordering Instructions ?

Book a Security Agent by completing this MMP form and going to the top of the form and clicking "Add to cart".
The Security Agent will be given all the necessary keys and will escort the requestor for the access required.

ALL BOOKINGS AND CANCELLATIONS must be received at least 12 full business hours prior to the start of your event (excludes Saturdays, Sundays, Summer Fridays and Statutory Holidays). Bookings and
cancellations received within 12 business hours of the event are subject to a $100 administration fee. McGill Campus Public Safety reserves the right to cancel any request that does not meet the 12 business hour
requirement.

A minimum 4-hour charge is applicable to ALL agent bookings, even if your event is shorter.
We CANMOT provide the final costs, as the charges are labour-related. To evaluate your potential costs, simply multiply the number of hoursfagents you booked by the applicable rates below.
Labour costs will only be charged to your FOAPAL a minimum of 30 days after the end of your event/project. This ensures that all hours worked have been properly verified.

The current rates for agent labour are:

* $30.60 (non-taxable) per hour/agent for internal McGill departments
* $£38.60 per hourfagent for non McGill Events.

These rates are DOUBLE on all statutory holidays.

For a more detailed overview of these and other policies, please read the following document: 4gent Booking Policy

Any questions regarding billing for agent labour can be forwarded to billing.security@mecgill.ca

Requestor Information ?
Full Name
Email
Office phone
Cell phone/Other
Department
Building

Project # / Event name



Nadia Orsini W ™37 A% W3p600CAD ELRARIe) qQ

'™ Shop * My Carts and Orders » Open My Active Shopping Cart + Cart - 103398521 - Draft Requisition
S h'DDDl ng Cart for Nadia Orsini WiContinue Shopping 1 Item(s) for a total of 306.00 c:o
subtotst 306,00 CAD
estimated tax, shipping 8 handling 00D CAD

Mame this cart; |Blnnmberg Event

Proceed to Checkout ar m

Have you made changes? & | 3 Help | Add Non-Catalog Item | | Empty Cart | | Create New Cart Perform an action on (0 items 5e|er:tec|]...|v Select all []
McGill Campus Public Safety-Downtown Campus “*" [#] moreinfo.. |_Add Non-Catalog Item |
Product Description Unit Price Quantity Total ]
McGill Security Agent Request Form open form... 306.00 1 306.00 U
= I Updat
* C D t P G5T 0.00
ampus Downtown [ More Actions | ~| QST 0.00
Shipping 0.00
Handling 0.00

Supplier subtotal 306.00



Before placing your order ensure all the headers are checked

e Rl

» Ensure the Foapal information is duly filled

Requisition PR Status Comments Attachments History

Summary  General  FOAPAL Information  ltem Detalls  Subtotal & &2

Hide descriptions

The FOAPAL and/or PERMIT number below will apply to all items, To specify different FOAPAL and/or PERMIT numbers for an item, click on the edit button for that item,

FOAPAL Infermation
Fund Organization Account Program Activity Location
1593595 00356 700425 4106 000000 000000

Procurement Services Procurement Services Security Services Support Serv, Procurement Unassigned Activity Unassigned Lecation



What Happens Next

» MMP Requisition # is assigned (ie. 12345678).
» Passes through the Campus Security Workflow

» Passes through Banner BAVL check, “R” Requisition # is assigned
(R0O123456)

» Approvals recorded, purchase order (PO) number is assigned
(P0123456), e-mail notifications are sent to requestor and to supplier

=) Campus Security Workflow Budget Availability Checking Transfer to Banner Transfer to MMP Banner Approval
Approved v Completed v Completed v Completed v Approved v Completed

v Kevin Byers v’ System 25/05/2018
10:38 AM



Processing Change Orders

For
Security Agent Request Forms




Why is a Change Order Necessary...

» Security Service Requests are processed using an estimated amount
according to need

» Change orders are usually required to increase the final amount of
the purchase order so they reflect actual hours worked by the
agents. (including travel time)



Increasing a Purchase Order Amount

» Go to the McGill Marketplace and enter the purchase order number in the search engine

mn W owlll SWLILIT U e TP ST L L HIIL I el ed 1thn r -
W W :F ,'f' FOMo.  POSEOMIS Rewision 0 Huelble Aciens | Add Commer ’ﬂ

Suppter Mefill Campas Public Safefy-Downtown Campus

N a d|a Or:”"” ¥ n‘tl‘||| L PDBEM 15 Summary Geils Revisors 0Ss Sipments Recets Invices Comments Aachments Hiory

8
General Information ! Document Status !
FO Me. POSS0415 Distributon The sysem ditibused e purchase order usng the methadls) indicaed below the asttime twas
Revcon Mo, 1 istrbuted
Emad {Pain Texd: oderssecurty@megl.ca
Supplier Name b copy B M ¢
ﬁ el Carpus ol ey Dovntom Camps 49 6% ] et S S
'-_.l lo o] Wt HODe 160 Sugpier Sert o endor
Totdl 3673
hone B |
& I
CartfRequestion Number TIT00532 view | vt
tem Status B
Protluct Description Catalog No Size f Packaging Unit Price ~ Quantity B, Price Supplier Receiving Invoicing Matching
A‘f I3|| ab|E Admns )Ijidd Cumment iy 1 el Searity Agert Reuet Fom st Campus 2 e " 75 18 TEHOD il e e Mo
Vendor Matdhes
In adciion to ST and Q5T, you may be charged acdibonl ees relaing to shipping and brakerage (intemationa purchase), Your authorzzton ofthis order confins your acceptance af these adiional fees, Subtotal b
6T ]
iy ]
Shipging bl
Hindlng bl

Total BT CAD



Increasing a Purchase Order Amount

» Scroll down to Vendor Information
section and enter a reason for the
change order, then SAVE.

> Go to Details tab

PO Mo. POB50415 Revision 0
Supplier McGill Campus Public Safety-Downtown Campus

Add Mon-Catalog ltem

r
Yendor Information

Summary | Details | Revisions PO Status | Shipments | Receipts | Invoices  Comments | Attachments
Summary | General Infermation FOAPAL Infermation | PO Total Mote to Vendor Change order to increase amount to
Hide header reflect actual hours worked by
security agents per ernail from
General Information ? Security. Madia Qrsini
PO Mo, POBGO415 880 characters remaining  expand | clear
Revision No. 0 Internal Nate
Priority MNormal
Supplier Mame MeGill Campus Public Safety-Downtown Campus
b'?a FE?: I*I rmore info..,
Address 805 Sherbrooke St \West 1000 characters remaining expand | clear
Room #1135 Currency
Montreal, QC H34 OB9 CA
&) Codes
Phone +1514-398-5186
PO Date 16/01/2020
Total 37673
Cart/Requisition Mumber 127970532 wiew | print M

Buyer Autornated Buyer
Permit Mumber
Do Mot Send to Banner x




Increasing a Purchase Order Amount

» Enter the Description,

> Select Add non-catalog item > Enter the Quantity,
> Enter Amount before taxes
» SAVE and CLOSE

ltem Details Add Non-Catalog ltam

Hide itern details a

Add non-catalog item... M(Gi" Campus PUbli( Safetu-DOWIItOWII Campll_s Hw ﬁ“l

Product Description
815 Sherbraoke St West Room 115, Mortresl, 7 H3A 089 CA

1 McGill Security Agent Request Form-Downtown Campus 5] more infa..,
B seneral Information values have heen averridden for this line  wiew/edit Product DESCfiPiiﬂn (50 charactrs Cdoglo.  Quen Unit Price (hefore Quanfityand Uit of e
& FoAPAL Information values have been overridden for this line  wview/edit max): i y favee) J
Service End Date 1182020
- W
Service Start Date /1772020 Increase Purchase Orcer per atia hour 1 n CAD | EA- Each
e info. Worked by agents,

9 candtsrmaning— eqpand | cexr

a0 Saveand fdd Another M



Increasing a Purchase Order Amoun

» Go to FOAPAL Information Tab

> Enter in the FOAPAL in the Item Details section

> click Edit

PONo.  POBGMIS Revision 0
Suoplier  Mefill Carnpus Public Safety-Downtorwn Campus
Summary Detals Revisons PO Status Shipments Recepts Invoices Comments Atiachnents History

Summmary  Generd Information  FOAPAL Information PO Total
The FORPAL andor PERMIT raurner below wil apghy to all terns, To specfy diferent FOARRL andor PERMIT nurabers For an e, click on the edit button for that item

FOAPAL Information™ valugs vary by itern

Fnd Organizatien Account Prograrm Adiviy

B FapaL nfomation values vary by tem

Item Details
Produgt Description Catalog No Sizz | Packaging

1 Mcbill Security Agent Request Form-Downtown Campus |- ore 2 1/EA

FORPAL Information

el hare been overridden for i ne

Fund Organiztion Aecourt Brogram Aty
[z ] s [ 3

2 Increase Purchase Order per actual hours worked by agents, 5 riors o, EA

FOMRAL kformation (s:me as header)

» Enter in the FOAPAL
» Ensure to update Org/Prog

> SAVE

Huailzble Adtions | Add Comment v

FOAPAL Information
— Fund Organization
B B
Cozaoa]
Hids descrigtions My Fartes
A Codes
Location | it |
e,
2

For seledted tems | Cancel Seledet PO Lings E

UnitPrice  Quantity Ba.Pie [
B 1B wrap O
Lacation el

HB 1Bk uxep O

— | il

Editsection "FORPAL Informal

700425

Account

My Favatites
Al Codes

Pragram

Adity

Wy Favorites
Al Codes

Location

My Favorites
Al Codes

Updte Org/Program

SpltyFOARAL



Increasing a Purchase Order Amount

] ] > Indicate a reason for the Revision
> Go to Available Actions

» PO must be distributed to the supplier
» Check Distribute PO box

> Select Finalize Revision

» select GO
» SAVE and Close
@ Finalize Revision - Mozilla Firefox — O *
O &2 https:ffzolutions.sdguest.com fapps/Router/POFinalizeRevision?p += ﬂ‘ E'E. é)
Available Acions | Add Comment v =
Route PO to worlkflow B2
Add Comment —

NOTE: Finalizing a revision will not automatically save changes.
Save changes in the po document prior to performing this action.

Add Motes to History

PO Mo, PO3E0415

Specify a reason for revision

Cancel PO =?

ST PR .
Finalize Revision ions

expand | clear
Distribute PO




Increasing a Purchase Order Amount

» The change order will move through various workflows
» A Procurement Administrator will review the change order once in the CO Procurement Review box

» Once approved, the PO will then move onto Revise PO, PO Export and then PO change Response where
it will remain pending until approved in Minerva by the FFM/delegates, PI, and FA.

» Once approved, the change order will then post to Banner and complete the final step by distributing a
Revised Purchase Order to the supplier.

» A notification is sent to both the requestor and supplier to advise then of the revision.

» The change order is then complete.

>
L4 CO Procurement Review Revise PO PO Export PO Change Response PO Distribution ﬁ.}'
Submitted
Approved v Completed v Completed v Active & Future =+ Finish
11/01/2018
view approvers Expedite o

10/01/2018 4:30 12:52 PM

Pt Expedite



Viewing a Pending Change Order

» It is the responsibility of the requestor to ensure the change order has been completed and posted to
Banner

» To view the approval history of a particular purchase order (either issued by you or someone else in
your unit), please do the following:

» Log into Minerva

» Go the “Finance” menu

» Click “View Document”

» Select “Purchase Order" in "Choose Type",

» Enter the Purchase Order number # in “Document Number”

» Select “Change Seq#t”

» Click the "Approval History" button to view the approval/disapproval details of the document.

» Approvals required as well as Approvals recorded will be displayed



Viewing a Pending Change Order

Orders

Approvals » Purchase Orders t

¢ Back to Approvals

*. You are viewing a purchase order th:

PO Mo,

P0857817 Revision 1

View Document

“J To display the details of a document enter parameters then select View doct
feature. This enables you to perform a query and obtain a list of document n
You can now view invoice document images. Click on the HELP link at the t

Choose type: |Purchase Order V| |Document Number| [P0857817]  x

Submission#: Change Seq# 1
Display Accounting Information Enter Change Order
_ Sequencs as
{é:. Yez D Mo msplﬂyp?:v?;nrﬂmp PO
Display Document/Line Item Text Display Commeodity Text
. All () Printable () None () All @) Printable () None

View document| |Approval history




What Happens if the Change Order is Denied

» Follow steps shown in “Viewing a Pending Change Order”

» In the “Approvals Recorded”, the document Queue will display DENY alongside the person’s name

» You must contact the user that disapproved the change order to inquire on the reason and required

changes

» You must also email feedback.purchasing@mcgill.ca in order to cancel the initial change order and cc

orders@security.mcgill.ca so they are aware of the status.

» You will receive an email from the Procurement helpdesk
to advise when the change order has been cancelled.

> YOU may then re process the Change Order in MMP Document Identification

View Document

Document Mumber

P0799097[Type

Purchase Order

Originator:

NORSINT |MNadia Orsini

» For inquiries, please contact feedback.purchasing@mcgill.ca

. ~" There are no approvals required at this time
or at extension 2840.

Approvals recorded

Queue|Level

Date

| User

DENY |0 Apr 26, 2019
ANEA 10 Jun 05, 2019
4NEA |1 Apr 26, 2019 |Auto Approved
AMEA |1 May 17, 2019[Auto Approved
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