To mitigate delays in the next fiscal year, please:
· Check all open orders on state-funded contracts in SIRI (see instructions below).
· Request suppliers submit outstanding current fiscal year invoices to apinvoice@business.buffalo.edu no later than June 30th. 
· Request suppliers send you an email when final current fiscal year invoice payment has been received. 
· Forward supplier’s email containing confirmation of payment to Purchasing. 
Purchasing and Accounts Payable will:
· Liquidate current fiscal year funding on contracts 
·  Encumber new fiscal year funding on contracts, once funding is made available, approximately second week of July and Purchasing has received a PO for new fiscal year funding.
How to check your contract balances in SIRI* 
· Log into SIRI https://www.buffalo.edu/administrative-services/siri.html 
· Select the Procurement Dashboard
· Click on the Contracts tab
· Select the current Fiscal Year 2023-2024
[image: Screenshot of SIRI]
· Select other applicable field options and select apply 
· If your area has multiple contracts you can select the specific contract # from the contract number dropdown box to view detailed payment information
[image: Screenshot of Contract Number box in SIRI]
· You can use the export feature to export all your contracts
Contract information such as Contract amount, amount paid and contract $ balances are all available information at your fingertips!

SIRI instructions & videos for additional assistance
https://www.buffalo.edu/administrative-services/siri/instructions-and-videos.html 

*Users that have financial dashboard (Money) receive the Procurement dashboard by virtue of their role. Users in a Department Procurement role, as well as OTPS-only role, receive access as well.  Users must have account/entity data access to view their accounts/organization data.
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