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1 About This Document

These Roadmaps provide a summarized document that can serve as a guiding document for Agency System Usage Analysis tasks, with the System Usage Analysis and Implementation Strategy documents serving as backup documentation when needed.  Ten Roadmap documents are available, one for each business area outlined in a System Usage Analysis document.

The MARS Project Business Analysis and Design team produced numerous documents available to agencies during their implementation efforts.  These documents consist of two basic types:  System Usage Analysis documents and Setup and Usage documents.  The Business Analysis and Design team produced ten System Usage Analysis documents (available on the internet), one for each business area:

· Revenue and Receivables

· Internal Orders and Billings

· Purchasing and Payables

· Grants and Cost Allocation

· Project Billing and Job Costing

· General Accounting

· Inventory 

· Fixed Assets

· Budget Preparation

· Disbursements

Six Setup and Usage documents (also available on the internet) were produced:

· Materials Management Setup and Usage Strategy

· Accounts Payable/Accounts Receivable Redesigned Process Implementation Strategy

· Budget Setup and Implementation Analysis

· Chart of Accounts Plan

· Cost Classification and Reporting Plan

· Source Document & Transaction Mapping Analysis

Generally, these documents contain detailed information about the key business processes and system component setup, and most are fairly large documents.  Recognizing that these materials can be overwhelming for agencies to digest, the MARS Implementation Team has taken these materials and condensed both the System Usage Analysis business process information and the Setup and Usage information into Roadmap documents.  

Each Roadmap consists of two major sections:

1. Functional Area Processes.  This section provides an introduction, and information regarding key business process.  An overview is given for each process, and diagram is provided where applicable.
2. Agency Setup Requirements.  Where applicable, this section summarizes key agency setup requirements and data elements.  In addition, some Roadmaps provide data structure diagram for applicable components of the system.  These setup requirements work in conjunction with the Data Prep and Setup section (section 6.8) of the Agency Implementation Notebook.

Purchasing & Payables Functional Area Processes

Twenty-two processes were identified within the Purchasing & Payables function:

1. Register Vendor.

2. Vendor Communication via the Web.

3. Update Vendor Database.

4. Purge Vendors.

5. 1099 Reporting.

6. Identify Need.

7. Develop Solicitation.

8. Manage Solicitation.

9. Receive Solicitation Responses.

10. Evaluate Responses.

11. Vendor Response Through the Web.

12. Create Master Agreement.

13. Create Contract.

14. Create Master Agreement Delivery Order.

15. Contract Administration.

16. Receiving.

17. Shipments.

18. Two-way Match (Contract and Receiver).

19. Two-way Match (Contract and Invoice).

20. Three-way Match.

21. Straight Disbursements.

22. End of Fiscal Year Processing.
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Figure 1. Register Vendor

Requests to register new vendors will initiate from both internal and external sources; Commonwealth agencies and vendors, respectively.  In order to register a new vendor with the Commonwealth, certain information such as addresses, contacts, commodities provided, banking information, and discount terms will need to be specified.  The vendor will remain in “potential status” until the data is reviewed and approved by the CRC.  While in this status the vendor may submit a bid but can not be awarded a contract or receive payments. This information will be reviewed by the Customer Resource Center before a vendor is activated within the database.  MARS provides a vendor database that has the following characteristics and functionality:

· Central ownership of all vendor files.

· Activation and maintenance of vendor profiles by a central agency  (Customer Resource Center).

· Route new and updated vendor records through workflow to a central approval authority.

· The ability to store potential and active vendors and have the system filter their availability based on status.

· The ability to debar and hold payments to vendors.

· The ability for vendors to register and update their records through the Internet, with appropriate security.

· Restrict access to the Social Security Number of employees, and all vendors banking information save for users with specific authority.

1.2 Vendor Communication via the Web
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Figure 2. Vendor Communication via the Web

The Commonwealth’s communications with vendors will be through the state’s home page on the Web.  Kentucky hopes to provide various information and functionality on the Internet including:

· The ability to inquire and obtain information on invoices.

· The ability to view training opportunities provided by the Commonwealth.

· The ability for vendors to submit feedback to the Commonwealth regarding the level of customer service they have received.

1.3 Update Vendor Database

Figure 3

. Update Vendor Database

Vendor information may change at any time.  Data such as an address, banking information, or payment terms can change or be renegotiated.  In order to insure the most accurate information is reflected within the vendor database, the Commonwealth would like to extend the ability to modify vendor information to vendors through the Web as well as to central administrators using PD.  This objective will be reached by having vendors retrieve and update their own information from the Commonwealth’s Internet site and having CRC update files on an ad hoc basis using Procurement Desktop’s Vendor Maintenance module.  Additionally, the Commonwealth will:

· Allow the CRC to identify when a vendor has modified its vendor record on the Web.

· Change the status of a Vendor record if the information has changed.

· Ensure the security of the vendor’s changes made through the Web.  Individual vendor records will be password protected.

1.4 Purge Vendors
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Figure 4. Purge Vendors (Deferred)

Kentucky hopes to keep its vendor database as up-to-date as possible with the most accurate information.  The Commonwealth would also like to keep the size of the database at an optimal level and delete those vendors that no longer conduct business with the Commonwealth.  To do this, vendors should be purged at regular intervals depending on various variables and thresholds.  The Commonwealth will purge vendors using the following steps:

· Define purge criteria which will include certain time limits for being paid, submitting bids, or having active contracts.

· At regular intervals, mark vendors that meet specific criteria as purged.

· Provide a report of the vendors marked as purged.

· Automatically remove purged vendors from the database.

· Create a file of all purged vendors.

1.5 1099 Reporting

This process was determined to be within the Disbursement function and not analyzed within PPD.

1.6 Identify Need

[image: image4.wmf]Vendor or Agency

enters

modifications to

the existing profile.

The record is sent

into workflow.

Request from

Agency or

Vendor to

Update a

Vendor Profile

CRC receives

updated profiles

through worklfow

CRC reviews updated

information

Do modified

fields have to

be reviewed

Is Profile

acceptable?

Contact vendor or

initiator for

clarification or

modification

Approve vendor

Update Vendor

Database

Yes

No

No

Yes


Figure 5. Identify Need

Identifying the need is the process by which the Commonwealth determines its purchasing requirements and initiates a request or order to purchase these goods and services. The first step in initiating a request is determining the different sources from which an item is available.  If an item is part of an active Master Agreement, in inventory, or in a vendor catalog, the user should be able to process an order for the item.  If the item is not on an existing agreement, the user may create a requisition form or purchase the item from an outside vendor him or herself (pro-card, or small purchase).  The steps needed to fulfill this process include:
· Access to a search engine that will query existing supply sources in order of priority—inventory, internal providers, Master Agreements, catalogs, and the NIGP commodity code structure.  Once the source has been identified, the system will automatically generate an order with information defaulting from the supply source.

· Where no source of supply exists for the commodity in question, or, the user elects to ignore recommended  sources of supply, PD will automatically generate a Purchase Request document.  This Purchase Request will have information defaulted from the user’s profile as well as the matching commodity code and description.

· The system will validate the funds availability for the Purchase Request and pre-encumber the funds.  Where a Delivery Order was created the funds will be Encumbered in Advantage.

· New Purchase Requests and orders will be automatically routed to the appropriate approval authority.

1.7 Develop Solicitation
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Figure 6. Develop Solicitation

The Commonwealth solicits several types of bids from vendors for active requisitions and for potential contracts.  Functionality includes the following features:

· The ability to create solicitations from one or more requisitions, with all defined information carrying forward.

· The ability to create and incorporate templates for different solicitation types (RFI, RFQ, RFP, IFB) and terms and conditions.

· The ability to browse libraries for pre-defined specifications to be included with the document.

· Specification information to default from an existing requisition document, if applicable.

· Automatic posting of the solicitation to the WEB for vendors to download.

· Create Bidders List for Vendors that have registered for an identified commodity.

1.8 Manage Solicitation
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Figure 7. Manage Solicitation

Sometimes it is necessary for the Commonwealth to amend active solicitations that have been distributed to vendors due to a change in scope or closing date, unintentional errors, clarifications, etc.  Once a solicitation is issued to vendors, the Commonwealth would like an efficient process for creating and issuing modifications to the document.  The modification process consists of:

· The ability for users to create and track modification documents within MARS.

· The ability to update and track additions or changes to the list of vendors to whom the solicitation is distributed.

· The downloadable copy will display only the difference between the last modification or original should no prior modifications exist.

· Automatic posting of an addendum document to the Commonwealth’s Web site.  The addendum document should contain only additions or changes to the original document.

· Group Addendum and Original together in order that Vendors can obtain a complete picture of the opportunity from one place.

1.9 Receive Solicitation Responses
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Figure 8. Receive Solicitation Responses

After solicitations are posted to the Web, the Commonwealth would like to allow vendors the ability to enter and submit responses online within the Internet.  These responses must then be secured and integrated into a MARS document accessible by a purchasing officer.  These processes will:

· Guide the vendor through the process of submitting all required information.

· Allow groupings of line items within the bid based on various criteria.

· Allow the vendor to respond to Best Value Criteria as opposed to just quoting on line item pricing.

· Secure vendors’ submissions during transmission from the Web and while stored in the PD database until the closing date is reached.

· Automatically load responses directly into Procurement Desktop’s bid evaluation document.

· Allow purchasing officers the ability to update bid information and add manual bids into the evaluation document.

· Allow the vendor to attach electronic files to their bids.    

· Allow responses to addenda to update previous bids to the same opportunity.

Evaluate Responses

Figure 9

. Evaluate Responses

Once responses to solicitations are received, they must be opened and evaluated.  The evaluation criteria and final determination must be documented.  Once the user ranks the vendors and selects the most appropriate, contract negotiations and award justification must be documented as well.  Tasks include:

· Tabulate and organize all vendors’ responses to a solicitation.

· Provide views by line items, line groupings, and aggregate.  Allow the buyers to award from any of these views.

· Integrate Best Value Criteria into a Bid Evaluation.  Allow the buyer to score Best Value Criteria.

· Evaluate line items individually, as groups or in total.

· Route a Bid Evaluation document to the appropriate approval authority, or to individual members of the selection committee.

· Approve and Release Bid Evaluation documents.

Vendor Response Through the Web
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Figure 10. Vendor Response through the Web

A vendor must be registered in the Commonwealth’s system to have received a password to bid on-line.  Instruction will be posted as standard text on the Web page.  After a vendor downloads a Commonwealth solicitation from the Web, the vendor will then enter its response on the Web.  The response information will be secured and held until the bid opening date.  Vendors should have the ability to include attachments with their bids.  Vendors should also be able to change specifications, quantities or note exceptions to any part of the solicitation on the Web.  Vendors should be able to brand and model number.    To satisfy these requirements, MARS provides the following functionality on the Web:

· Allow vendors to register to do business with the Commonwealth.

· Ability to search for opportunities and download a solicitation.

· Ability to submit responses to RFPs, RFIs, and RFQs. Information entered for responses includes: price, payment terms, delivery date of order, brand name, model, exceptions, discounts, mark-ups, catalog name and number.

· The ability to withdraw bids.

· Ability to attach additional information which might detail additional line items or exceptions that require detailed explanation.

· The ability to submit responses to bid addenda.

Create Master Agreement
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Figure 11. Create Master Agreement

After different levels of requisitioning and soliciting have been completed, Kentucky will create Master Agreements for a variety of goods and services.  Master Agreements are used to document an agreement between the Commonwealth and a vendor who will provide goods and services at pre-defined terms and conditions and unit prices.  Personal service contracts that operate as Master Agreements are included in this process.  Master Agreements need to allow for price ceilings on both the entire contract value and individual line items.  The Commonwealth user must cite an authority to create the MA and select a vendor to whom the contract will be awarded.  Commonwealth employees who need to obtain goods and services will be able to order off of an active Master Agreement.  This saves time as all terms, conditions, and specifications will be defined on the Master Agreement and do not need to be renegotiated.  Kentucky envisions the procedures for the Master Agreements to include the following features:

· The ability to select the awarded vendor and default its associated payment terms and relevant information.  If necessary, change terms to whatever vendor quoted in their bid response.

· The ability to create line items and establish prices for commodities.

· The ability to track consumption of goods and services with vendors on a contract by contract basis.

· The ability to associate catalogs with Master Agreements.

· The ability to establish effective dates and extension periods for the contract.

· The ability to associate authorities with Master Agreements to indicate which users can buy off of them.

· The ability to establish contract milestones.

· Define payment matching requirements for downstream orders.

1.10 Create Contract

Figure 12

. Create Contract

The Commonwealth will create contracts from existing requisitions, solicitations, or from scratch.  If a contract is created from an existing document, the pre-defined information will carry forward to the new contract document.  The Commonwealth user must then cite the authority to create the contract and select a vendor to whom the contract will be awarded.  Information such as effective dates, tolerances, payment terms, specifications, and terms and conditions should be entered within the contract.  This process includes:

· Default information from the associated requisition or solicitation.

· Notify agency and receiver of contract.

· Allow the user to justify the creation of the contract.

· Allow users the ability to select the type of contract and have the system process it accordingly.

· Automatically route contracts for proper approval.

· Validate funds availability and encumber the contracted amounts.

· Select payment  matching requirements (evaluated receipt, three way match).

Create Master Agreement Delivery Order
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Figure 13. Create Master Agreement Delivery Order

The Commonwealth defines numerous Master Agreements with vendors to provide particular goods and services at defined prices for specific terms and conditions.  Once these Master Agreements are established, it is beneficial to allow Commonwealth employees to order goods or services using the defined specifications.  To obtain a commodity from a Master Agreement, users must create a delivery order from the document.  User does search of available sources and locates the correct Master Agreement.  The user will see a view of all lines associated with the Master Agreement with their respective prices and delivery date.  The user will select line items that matches their requirements the closest.  Delivery orders must specify the quantities needed, delivery dates, and deliver to addresses. MARS provides the ability to:

· Associate authorities with Master Agreements.

· Limit users’ privileges to create orders from Master Agreements based on authorities.

· Search for and locate commodities within existing Master Agreements. 

· Select items from a Master Agreement to include on an order.

· Update information carried from the Master Agreement into the order.

· Limit users from creating orders that exceed Master Agreement quantity and price ceilings.

· Validate funds availability and encumber the contract amount.

· Prevent users from entering a price greater then the unit price on the Master Agreement if it originated from a fixed price contract.

1.11 Contract Administration
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. Contract Administration

The process of contract administration consists of managing contracts after they have been awarded.  Administration of contracts includes the monitoring of milestone plans, tracking modifications to contracts, and managing protests and vendor complaints.  MARS provides the ability to:

· Create and track modifications to released contracts.

· Attach document to contract modifications.

· Cancel or terminate active contracts.

· Validate and readjust accounting impacts due to contract modifications.

· Create and track delivery dates, contract milestone due dates and completion dates.

· Create and manage vendor complaints.

· Track and resolve vendor protests.

· Generate notices to vendors of missed delivery dates and milestones.

Receiving
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Figure 15. Receiving

The receiving process consists of accounting for goods and services provided to the Commonwealth, matching them back to existing orders (where applicable), and entering corresponding information into the system.  To achieve this, the receiving process contains the following features:

· The ability for employees who will be processing receipts to be able to view a listing off all pending receipts for an identified time period.

· The ability to match a receipt to its corresponding award or shipping document.

· The ability to enter information pertaining to the receipt such as quantities, exceptions, comments, etc.

· Automatically verify tolerances and disallow entries that exceed tolerances.

· Update the vendor performance record regarding the receipt (deferred).

· Initializing the payment process for items defined as two-way match payments.

1.12 Shipments
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Figure 16. Shipments

The shipping process consists of returning goods shipped to the Commonwealth in error due to incorrect ordering or false shipments.  It also includes the return of goods that were damaged or rejected at the time of receipt.  To achieve this, the shipping process includes the ability to:

· Enter and track return shipments to vendors.

· Update the vendor history file to indicate a return was necessary.

· Track insurance for the shipment.

· Alert fiscal shop to stop payment.

1.13 Two-Way Match (Contract and Receiver)
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Figure 17. Two-Way Match (Contract and Receiver)

The two-way match process concerning contracts and receivers entails automatic payment processing for commodities once they are linked back to an order and formally received at the Commonwealth.  Payment processing includes verifying information within the contract and receiver documents and validating funds availability when the contract is released and the receiver is processed.  To satisfy these processing requirements, MARS provides the ability to:

· Check the originating order document for valid payment information.

· Validate funds availability at time of receipt.

· Route errors to the fiscal shop for resolution.

· Liquidate encumbrance.

· Establish payable.

Two-Way Match (Contract and Invoice)
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Figure 18. Two-Way Match (Contract and Invoice )

Often, the Commonwealth orders services that are not shipped and processed within receiving reports.  In these cases, users will only process a contract document and corresponding invoice.  The Commonwealth will create and process an invoice for services rendered.  The invoice will be linked back to the originating contract document and pertinent information will carry from the contract to the invoice.  The user will then update and add additional information to the invoice as necessary.  Payments will then be triggered off of the release of an invoice that contains matching quantities and values as the associated order.  In order to accomplish this process, the MARS application provides the ability to:

· Match invoices to existing contracts and carry the information from the contract to the invoice.

· Allow users to enter and modify information on the invoice such as the accounting distribution, addresses, specifications, etc.

· Automatically define the payment date based on various criteria such as Return on Investment, discount terms, payment lags, etc.

· Allow users to override payment dates if necessary.

· Create attachments to the invoice.

· Approve and release the invoice that triggers liquidation of encumbrances and initiation of the payment.

Three-Way Match
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Figure 19. Three-Way Match

Often, the Commonwealth will procure items that will be ordered, received, and invoiced. These requirements for payment processing can be thought of as 3 way matching.  In these scenarios, the buyer will indicate on the contract document what the requirements will be in order to process payment.  Once these requirements have been met, the system will proceed with the payment process for the particular goods and/or services.  In order to allow 3 way matching, the application provides the ability to:

· Process receiving reports that match to an existing contract.

· Match invoices to existing contracts and carry the information from the contract to the invoice.  

· Let user create an Invoice prior to receipt and alert the user once the Order is matched

· Upon receipt, automatically create an invoice in a designated user account for the user to enter a Vendor invoice number and process for payment.

· Allow users to enter and modify information on the invoice such as the accounting distribution, addresses, specifications, etc.

· Automatically define the payment date based on various criteria such as ROI, discount terms, payment lags, etc.

· Allow users to override payment dates if necessary.

· Create attachments to the invoice.

· Reference contract, receipt, and acceptance information on the invoice.

· Enter acceptance information within the system.

· Approve and release the invoice that triggers liquidation of encumbrances and initiation of the payment.

1.14 Straight Disbursements
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Figure 20. Straight Disbursements

The Commonwealth is often required to pay vendors or other entities for goods or services for which no corresponding documents have been previously recorded.  When no contract, receipt, or invoice exists, the Commonwealth must process a straight disbursement in order to release the payment.  The Commonwealth will track information for the vendor, payments, and accounting within the straight disbursement document.  In order to allow users to process straight disbursement, MARS provides the ability to:

· Enter one-time vendors within the disbursement form.

· Enter appropriate accounting distributions for straight disbursements.

· Track consumption for certain commodities paid for by straight disbursements.

· Automatically or manually enter payment dates for straight disbursement payments.

· Attach documents to straight disbursement forms.

· Establish payments for straight disbursements.

· Cite authority.

1.15 End of Fiscal Year Processing

This process was determined to be within the General Accounting function and not analyzed within PPD.

2 Agency Setup Requirements

Data
Table Responsibility
Data Entry Responsibility
Priority
Comments

User Information
Agency
Central
High
Security

Commonwealth Organizations
Agency
Central
High
Should be maintained at agency level.  Initial setup should occur centrally

Procurement Card
Agency
Central
High


Reference Library
Agency
Central
Med


Fixed Asset Exceptions
Agency
Agency
High


Attachments
Agency
Agency
Med
At agency convenience

Evaluation Criteria
Agency
Agency
Med
At agency convenience

Clause Templates
Agency
Agency
Med
At agency convenience

Accounting
Agency
Agency
Low
At agency convenience

Checklist
Agency
Agency
Low
At agency convenience

Milestone
Agency
Agency
Low
At agency convenience

Route
Agency
Agency
Low
At agency convenience

Team
Agency
Agency
Low
At agency convenience

2.1 User Information

The PD application controls many aspects related to system access and workgroup authorities through the user profile.  The Commonwealth must define certain characteristics pertaining to PD users.  Each agency will be required to collect the information on each PD user such as:

· The basic attributes pertaining to the user’s profile;

· The user’s approval authority;

· The user’s authority to buy a particular commodity;

· The user’s authority to perform organization maintenance or approve registered vendors (CRC personnel);

· The user’s status as a procurement card administrator;

· The user’s access to System Administration tasks;

· The user’s default addresses for PR Requesting Office and Solicitation Issuing Office.

2.2 Organization

Throughout the PD application users must access information on internal Commonwealth organizations to determine offices, contacts and addresses when creating most documents within the system.  These documents require users to enter the appropriate organizations that will act as agents within the procurement process including contract administration offices, delivery addresses, payment addresses, requesting offices, etc.  The Commonwealth must determine which organizations need to be entered into PD for the MARS system.

2.3 Procurement Card

The Commonwealth will be required to provide specific information to facilitate the processing of procurement card transactions.  This information will include:

· Users who will act as procurement card administrators.

· Procurement card users who will be assigned to each administrator.

· Accounting information that will be associated with each procurement user.

Each administrator will be responsible for maintaining their list of procurement card users and the procurement card account and funding information that will be associated with each user.

2.4 Reference Library

The Commonwealth will require many documents to be added to the Reference Library.  Each Agency should review the documents that their professionals use in daily activities to potentially include in this reference instrument.  In order to convert these documents into a Web-enabled format, they must be provided to the Reference Library Administrator as either a Word document or in Rich Text Format (RTF).  This will enable the Administrator to convert the documents into HTML format in order to publish them on the Web server.

2.5 Fixed Asset Exceptions

In order to setup the Fixed Asset Exceptions, the Commonwealth will need to determine the following:

· The commodity code of the item to which the exception applies.

· The Buying Entity to which this exception applies.

· The dollar range for which this exception applies.

Since exceptions will generally differ by Agency, collection and maintenance of this information should be conducted at the Agency level.

2.6 Attachments

The PD application enables users to designate commonly used word processing, spreadsheet and other files as templates to be used in procurement activities.  These files can be attached directly to procurement documents in PD.

2.7 Evaluation Criteria

The PD application provides the ability for a user to collect vendor responses to a bid solicitation and compare each bid using a Bid Evaluation document. To best support the needs of the Commonwealth, PD users will be able to evaluate bids according to cost based criteria or best value criteria.  Users will be able to select from a pre-defined list of best value criteria, select a best value template, or customize criteria based upon the specific solicitation.  The Commonwealth must define the best value criteria that will populate this function.

2.8 Clause Templates

There are sets of terms and conditions that will be standard across all Agencies for specific contract types, commodity types and document types.  These standard clause templates should be identified and maintained by central administration.  However, each Agency will have standard terms and conditions that will apply solely to their purchases.

2.9 Accounting

The Procurement Desktop application will provide the Commonwealth with the ability to automatically split a single transaction into multiple fund/account distributions based on user defined criteria.  For example, a single $100 transaction can be split into two fund distributions: $80 to fund A and $20 to fund B.  This will be accomplished by providing users with the ability to select accounting templates to apply this pre-defined funding information to the appropriate document.  The Commonwealth must provide the information needed to create these accounting templates.

2.10 Checklist

The PD application provides the ability to create a checklist, or a listing of tasks that need to be completed for a particular procurement document.  These checklists are attached to procurement documents to guide the user, who can check-off each task as it is completed.   The system will date and time stamp the completion of each task.

2.11 Milestone

The PD application provides the ability to assign a Milestone plan to a procurement action that tracks the progress of each task based upon the expected completion dates of each milestone.

2.12 Route

The PD application provides the ability to create lists of users to set as routing templates in the system.  Routing templates are created and maintained in the Route task within PD system administration.  Routing templates will be customized based upon the needs of each user therefore this information should be collected and maintained at the Agency level.

2.13 Team

In order to facilitate the Workload function of the system, PD allows users to be grouped into Teams who can share desktop cabinets.  Documents placed in these cabinets can be accessed from the desktop of any member of the team.  Administrators can create teams, assign team leaders and create shared cabinets and assign them to the team.  Since Team information will be specific to each Workgroup, this information should be gathered and maintained at the Agency level.
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