
               

Mustang Market - Open for Business 
 

Mustang Market, Western's new procurement system, is now open for business.  This e-Procurement tool provides a 
positive and simple online shopping experience and showcases Western vendors' products and pricing.  Mustang Market 
replaces PeopleSoft Requisitioning with advanced workflow features for all your requisitioning needs.  It is an easy way 
to source and purchase products from Western contracted vendors who showcase their products and pricing 
electronically through the online marketplace.  Even if your products are not from a contracted Western vendor, you can 
still easily purchase your required products through the use of several order forms. 

Over 40 vendors are showcased in Mustang Market including the following: 
 

Computer and Business Products 

• Office Max (Grand & Toy) 
•  Stronghold Services 
• Compudata 
• Dell  
• Apple 
• Data Group 
• OE Canada Inc. 
• Bell 
• Via Rail 
• Posno Flower 

Services 
• Gammage Flowers 

Scientific/Medical/Dental 

• Fisher Scientific 
• Life Technologies 
• New England Bio Labs 
• Caledon Laboratories 
• Cedarlane 
• Santa Cruz 
• Bio Rad 
• VWR 

International 
• Bio Shop 
• Agilent  
• BD Bioscience 

 Building Maintenance 

• Acklands Grainger 
• Fastenal 
• Electrozad 
• Marks Supply 
• McMaster Carr 
• Holland 
• Bunzel 
• Swish 
• Hardware Agencies 
• JPW 
• Jo-van Distributors 
• Knolls 
• Dulux 

Bio Bars 

• Qiagen Inc 
• Roche Diagnostics 
• Agilent Technologies 
• FroggaBio 
• Wisent Inc. 
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o Almost 2,500 staff and faculty have been 

invited to attend some form of Mustang 
Market training 

o Over 1,800 purchase orders have gone 
through Mustang Market, with 75% of 
requisitions being submitted and sent to 
vendors within the same day 

o Approvers can setup a PIN to approve orders 
via email (instructions available in the 
Approver User Guide – pg. 12) 

o Requisitioners can create shared carts to 
reduce shipping charges (instructions 
available in the (Requisitioner User Guide – 
pg. 36) 

o Procurement Services will NOT see all 
requisitioning placed through Mustang 
Market. If you need Procurement Services to 
see the requisition, please select “Send to 
Procurement for Review” and add Internal 
Comments to indicate the reason why you 
require their review 

 
New User Setup Form 
 
Procurement Services recently received lists from 
Deans and Department Heads of users to setup in 
Mustang Market. If you were not on this list or are 
in a new role which requires you to have access to 
the market, you will need to complete the Mustang 
Market Sign up and Authorization Form found on 
the Financial Services Forms site 
(http://www.uwo.ca/finance/forms/index.html). 
Once completed, send this form to 
procurement@uwo.ca.  
 
Invoice Attached Forms 
 
This form should be used under exceptional 
circumstances where an invoice is generated before 
a purchase order is to be issued. These 
circumstances include:  

o Registration or Membership Fees 
o Reimbursement to Company or 

Affiliates 
o Urgent Request to a Vendor 
o Deposit or Advance Payment Required 
 
 

Training and Reference Material 
 
Training and reference guides, along with FAQs, 
can be found on the Financial Services website 
(www.uwo.ca/finance). Links to popular resources 
can also be found directly on the Mustang Market 
homepage. Some of these include:  

o Requisitioner User Guide: includes 
detailed instructions on how to use the 
various purchasing tools and features. 

o When to Use Forms: a quick reference 
guide on when each form should be used 
and any additional considerations or 
requirements. 

o Supplier Quick Reference Guide: 
Includes punch-out website functionality 
and unique ordering requirements for the 
catalogue vendors. 

 
Additional Considerations 
 
Tax Exceptions: If there are different tax rates 
being applied in the invoice, separate forms/line 
must be created for each tax application. For 
example, if non-taxable gratuities are included in 
the invoice then the gratuities must be entered on a 
separate form/line from the rest of the invoice. This 
will allow Procurement and Accounts Payable to 
apply the correct tax amounts. Please note that the 
default tax rate is always 13% and if there are 
exceptions, this must be indicated in Internal Notes 
(further instructions for tax exceptions are available 
in the Requisitioner User Guide). 
 
Invoice Copies: Please do not send a copy of the 
invoice to Accounts Payable. A/P will receive the 
invoice that is attached to this form. For any questions 
regarding the invoice or payment status, please contact 
accountspayable@uwo.ca. 
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Accessibility in Procurement 

 
As Ontarians, we have the right to dignity, independence, integration, and equal opportunities.  The 
Accessibility for Ontarians with Disabilities Act (AODA) came into effect on January 1st, 2013.  It’s important 
to remember that accessibility is not new – it is included in the Ontario Human Rights Code, enacted in 1962. 
 

The Act requires that “designated public sector organizations shall incorporate 
accessibility criteria and features when procuring or acquiring goods, services, or 
facilities, except where it is not practicable to do so”.    
 
As a result, Procurement Services has undertaken a number of steps to ensure we 
are compliant under the Act.  On our website:  
http://uwo.ca/finance/purchasing/Accessibility.html  you will find  information 
about the Act and how it has impacted our procurement processes, along with links 
to other resources, and frequently asked questions. 
 

We also have a statement on Mustang Market order forms that reminds end users to consider accessibility 
criteria in their purchases:  
  

“Have you considered accessibility criteria and features in this purchase?”   
 

 Please be sure to refer to your Mustang Market training guide or our website for more information. 
If you have any questions, please contact Procurement Services at procurement@uwo.ca. 
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