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1  Business Process: Register Vendor 

1.1. Register Vendor: Description

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  payment terms will need to be specified.  The vendor will remain in “ review status” until the data is reviewed and approved by the Customer Resource Center (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 CRC before a vendor is activated within the database.  Kentucky ‘s objective is a vendor database that has the following characteristics and functionality:

· Central ownership of all vendor files. (CRC)

· Activation and maintenance of vendor profiles by a central agency  (CRC).

· Route new and updated vendor records to a central approval authority (CRC).

· 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.

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

· Minimize duplication of records.

1.2. Register Vendor- Process Flowchart
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Figure 1. Register Vendor Flowchart

1.3. Key Actors

· Commonwealth Agencies & Vendors may request the initiation and update of vendor files.  By delegating routine maintenance to the supplier, this process recognizes vendors as stakeholders in the state procurement system. 

· The Customer Resource Center (CRC) will activate and maintain the vendor database.

· Vendor registration procedures will depend on who the initiator is:

1) CRC creates record

2) Agency requests record

3) Vendor requests record

1.4. Procedures for Vendor Registration (Agency Request)

1. Select Utilities from the PD screen toolbar. Then select Organization Maintenance from the dropdown and select Vendor Maintenance, click on New Vendor and the Create New Vendor form will open. 

2. Enter Vendor Description and Click OK.

3. When the Vendor Request (VR) Form opens, enter the new Vendor Name, Vendor Code (FEIN or SSN), applicable Tax Information, and any appropriate Preference Program (minority type) using the dropdown list.

4. Enter any applicable Vendor Category data,( type of business, incorporated, partnership, sole proprietorship) by clicking on the Add button. When the Vendor Category Selection window opens, highlight a category and use the arrow buttons to select. When a category has been selected, click the close button to return to the Vendor Request Form.

5.  In the Parent information area, click on Add if there is already a registered Parent Vendor.

6. Go to the Address information tab. Enter vendor address including city, state, zip code and country.

7.  In the Commodity/Service Code area, use the Add button to select the Commodity /Service Code Information that applies to this vendor.(Optional) Select the applicable codes by highlighting and clicking the arrow button. 

8.  In the Contact Information field enter the contact name. Using the tab key, complete the remaining contact information. An e-mail address is very important to obtain, as it will be used for communications to the vendor. 

9. In the Bank Information area, enter all available banking information. 

10. Close the window, approve and route to the CRC. 

11. The user will receive a message that this vendor should be activated by close of business that day.

12. The vendor request will appear in a pending vendor report that is accessible to CRC. Both agency requests and vendor requests via the web will appear on the pending vendor report.  The CRC employee will double click on the entry and open the record.  The CRC will verify banking information, update current data and add a Deliver (Bank) Address from Source Bank for payments with this vendor,  enter in ABA Code, Account Type, and Account Number with the Address.  Add additional entries for Target Bank entries.

13. CRC will verify certifications for minority vendors as well as other pertinent information When satisfied that the vendor is not a duplicate vendor (it does not already exist on the vendor file).and that all of the information is complete and accurate, the employee of the CRC will click OK on the vendor maintenance screen.  This initiates the link to Advantage so the record is added there.  The vendor’s record is activated automatically, if it passes all edits.

Required fields in the Vendor Maintenance screen to be completed are: 

1. Vendor name 

2. Vendor Suffix (CRC will enter)

3. Tax ID/ Social Security Number /international number (CRC will enter)

4. Tax exemption code (if tax ID is used) 

5. Preference program from dropdown list (if applicable) (minority type) 

6. Vendor category using the ADD/DELETE buttons.(ownership type)

Required Fields in the address tab are:

1. Vendor Address

2. Vendor Suffix (CRC will enter)

3. Phone number

4. Contact name

5. Contact title

6. Contact phone number

7. Request vendor e-mail address be entered as well, if available

1.5. Procedures for FAC receiving a written or verbal request from a vendor to initiate a new vendor record

1. CRC receives request from vendor.

2. CRC goes to menu options: Utilities,>Organization>Maintenance>Vendor Maintenance> Vendor Information

3. CRC clicks on New. Vendor Maintenance is launched

4. CRC fills in vendor Name, Vendor Code (FEIN or SSN), Size of Business, Tax Information, Vendor Category, Preference Program (minority type), Parent Information (if applicable).

5. Click on address Tab

6. Under address list, click on New. Fill in address, city, state, zip code, country, phone number, fax number, e-mail address, any applicable NIGP commodity codes.

7. Click on New for contact list. Fill in name, title, phone number, fax number, type, whether primary contact, click OK.

8. Click on Terms tab. Add payment discount terms, base payment days, and remit to address.

9. Click on Disbursements tab. Choose type of disbursement.  IF EFT, choose EFT type.  Enter applicable back account/EFT information.

10. Click on the Funding tab only if this vendor is an internal vendor., e.g. Ky. Correctional Industries.  Add funding, information click close.

11. Click OK, get message – “do you want to transmit this vendor’s record to Advantage Financial”

12. Click YES – vendor activated as long as all edits are passed.

2  Business Process:  Vendor Communications via the WEB

 Vendor Communications via the WEB: Description

The Commonwealth’s communications with vendors will be through the state’s electronic commerce page on the WEB. Kentucky will  provide various information and functionality on the Internet including:

· The ability to inquire and obtain information on invoices.(Not by July 1, 1999)
· The ability to view training opportunities provided by the Commonwealth. .(Not by July 1, 1999)

· The ability for vendors to submit feedback to the Commonwealth regarding the level of customer service they have received. .(Not by July 1, 1999)
2.1.1 Vendor Communication via the Web Process
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Figure 2. Vendor Communication via the Web Flowchart
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1.7. Procedures for Vendor Communications via the WEB

Procedures for vendor WEB Communications will begin the ability to access the World Wide Web and a logon at the Commonwealth of Kentucky Home Page at http://www.state.ky.us/. The links from the Commonwealth’s Home page and WEB screens are a design in progress and will be finalized at a later date.  

1. At the Division of Procurement and Material Services’ Home Page, vendors will click on either the “New Vendor Tutorial” or the “ Vendor Information & Registration” links. A direct link to the state procurement home page will be  linked from the Division of Procurement and Material Services home page 
2. The WEB page will have a public viewing area where users can obtain information without having a password or authentication code.  This area includes browse business opportunities, viewing award results, links to general terms and conditions and to Ky. Revised Statutes.
3. If the vendor needs to change their vendor record (address information, contact information, banking information) or wishes to submit a solicitation response, the system will require a Vendor ID and authentication code.
A. Vendor ID to be entered is the vendor’s federal tax identification number  (TIN)or Social Security number. (Foreign vendors will be identified by a code that the system will assign to them upon finalizing their registration)

B. The vendor will type in  an authentication code.For security reasons the authentication code will display “****” on the screen.

C. Vendor will now click on the login button. The login button validates the vendor ID and authentication code. An invalid Logon screen will appear if vendor ID and/or  authentication code

are not valid. 

D. The New Vendor Registration button will open the Main Vendor Registration page. Vendors will complete all fields and click on Finding Registration button to validate the information entered or on the “Reset Form” button to clear the screen.

E. If the entered information does not validate, an error message screen will appear.

F. Vendor changes can be made after initial registration by going to Update Vendor Information and entering new or modifying information fields. This area does require a vendor ID and authentication code. 

G. For vendors unable to enter appropriate data, assistance is available from the Commonwealths Customer Resource Center (CRC) at (502) 564-9641.or toll free 1-877-973-4357. 

3 Business Process: Update Vendor Databases (VND03)

1.8. Update Vendor Databases: Description

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 will extend the ability to modify vendor information to vendors through the Web as well as to central administrators using Procurement Desktop (PD).  This objective will be reached by having vendors retrieve and update their own information from the Commonwealth’s Internet site and having the Center (CRC) update files on an ad hoc basis using the PD 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  require their user ID and authentication code in order to access.

· Change requests from agencies and vendors  and populate the vendor request report. 

3.1.1  Update Vendor Database- Process Flowchart

Figure 3

. Update Vendor Database Flowchart

1.9. Procedures for Update Vendor Database by the Finance and Administration Cabinet (Vendor updates require an existing entry in the database)

1. Select Utilities from the PD screen toolbar, then select Organization Maintenance from the dropdown, select Vendor maintenance and then click on Vendor Information.

2. When the Vendor Search window appears, click on the Search criteria from the dropdown list and select appropriate search criteria, e.g. vendor name or vendor code.  Enter applicable information in the area beside the selected criteria and click on Search.  The % sign gives you wild card search capabilities, e.g. R% brings up all vendors starting with the letter R. When you see an entry in the results that you want to update, highlight it and then click on Update.

3. When the Vendor Maintenance window opens, make Modifications to the vendor record as needed. 

4. If it is necessary to place this vendor on hold, the FAC employee must enter a reason for the hold.

5. If it is necessary to debar a vendor, the start and expiration date must be entered.

6. If it is necessary to reset a vendor’s password and the FAC employee has ensured that it is an authorized company representative making the request, they will click on the vendor password reset button.

7. If necessary, go to the Address tab.  Click on Update in the Address List box.  Enter updated address information and a code for this vendor along with the address,  phone number and e-mail data for the location. If necessary, update the Commodity/Service codes that apply to this vendor.

8. Click on Address tab to bring up the Address list window to add appropriate address for this vendor location and then close.

9. . Click Update in the Contact List Box.  If necessary when the Vendor Contact Detail window appears, fill in the available data and then close the window.  Click on New to add additional contacts to this location.

10. Go to the Terms tab. if necessary. Either select one of the available sets of defaulting terms and customize them as necessary, or manually enter in a set of payment terms.  If a Remit To Address other than vendor location address itself is desired, click on the Add button..

11. Go to the Disbursements tab if necessary.  Select a defaulting Disbursement Type from the dropdown list; then click on Enclosure and Separate Check options as appropriate for the vendor to be used as a reference for payment forms regarding the vendor.

12. Double click in the body of the Bank Account/EFT Information Box.  Add a Deliver (Bank) Address from Organization Search for the defaulting Source Bank for payments to this vendor.  

13. Enter in ABA Code, Account Type, Account Number and  Application type with the Address.

14. Close the window.

15. After all changes have been made to the vendor record, CRC will click OK on the changed record. The message appears “do you want  to transmit this vendor’s record to Advantage Financial?”, Click YES.  If it passes all edits, the changes are made in Advantage and PD.

1.10.  Changes to the Vendor Record May also be initiated with the Vendor request modification form (agency) or via a web request (vendor)

Vendor request modification form:

1. Agency user will access the vendor request form via the Utilities > Organization Maintenance>Vendor Maintenance>Update Vendor.
2. The vendor search opens

3. The user enters the search parameters, e.g. vendor name or vendor code. (%) is the wildcard. (R% pulls up all vendors that start with the letter R)
4. The search results are returned.
5. The user highlights the record they wish to update.
6. The Create New Vendor Request modification screen appears. The user enters a description and clicks OK.
7. The vendor request modification form is populated with the information from the vendor file. The user changes the applicable info, saves and closes the forms.
8. Upon approval, the vendor request modification form routes to CRC

9. The VR Mod form appears on the pending vendor report
10. The CRC employee opens this report by going through the menu: Utilities>Organization Maintenance>Vendor Maintenance>Pending Vendor Report 
11. The CRC employee double clicks on a record
12. The record is opened and reviewed by CRC.
13. CRC approves the record which makes the changes to the vendor’s record and which changes the status to archive.
14. The approver will get the message “do you want to transmit this vendor’s record to Advantage Financial” Click YES. If it passes all edits, the vendor’s record is updated in Advantage and PD.
15. The CRC employee will receive message if want to update record in Advantage and must give their password
Web Vendor Request to Update:

1. Vendor accesses update vendor information from the e-commerce main page.

2. Vendor clicks on update vendor information

3. Vendor enters vendor ID and authentication code and clicks on login.

4. Vendor’s current vendor file record is displayed.

5. Vendor makes appropriate changes and clicks on finalize registration to submit.

6. Vendor received confirmation of submission.

7. The update is submitted to CRC through SSL (secure socket layers), which encrypts the information outside of the Commonwealth’s firewall.

8. The update request appears on the pending vendor report.

9. A CRC employee opens this report by going through the menu: Utilities>Organization Maintenance>Vendor Maintenance>Pending Vendor Report.

10. The CRC employee double clicks on the record.

11. The record is opened and reviewed by CRC.

12. CRC approves the record by clicking OK The CRC employee receives a message “do you want to transmit this vendor’s record to Advantage Financial?”, click YES.  The vendor’s record is then updated in Advantage and PD if it passes all edits.

Assignment of Benefits:

The Finance and Administration Cabinet will set up a new vendor for assignments of benefits much as they do today.  A request for assignment of benefits must be submitted to FAC manually as they must set up the new vendor number.

4  Business Process: Purge Vendors 

1.11. Purge Vendors: Description

Kentucky plans to keep its vendor database as up-to-date as possible with the most accurate information.  The Commonwealth will also l 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 will be purged at regular intervals depending on numerous variables and thresholds.  The Commonwealth intends to 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.

4.1.1  Purge Vendors - Flowchart

Figure 4

. Purge Vendors Flowchart
1.12. Procedures for Purge Vendors


The CRC will purge vendors from the vendor table that meet specified criteria. e.g. unchanged/inactive vendors,  unpaid  vendors, vendors with no outstanding contract,  no responses to solicitations,  no current commodity qualifications, not a Commonwealth employee or not a sub-contractor. 

The purging of vendors will be set up as a batch job with vendors to be purged flagged for deletion.

5 Business Process – Identify Need 

1.13. Identify Need: Description

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 catalog Master Agreement, or a Master Agreement in inventory,  or available from an internal provider, the user will be able to process an order for the item.  If the item is not on an existing agreement, the user may create a  purchase request 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 inventory, internal providers, Master Agreements, catalogs, and the NIGP Commodity/Service Code structure.  Once the source has been identified, the system will automatically generate an order(s) with information defaulting from the supply source.

· Where no source of supply exists for the commodity in question or, the user does not need what is available from potential 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  is created the funds will be encumbered in Advantage.

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

· Procurement of a commodity and/or service.

· Existing vendor catalogs, Commonwealth Master Agreements, and inventory information, NIGP commodity codes structure.

· User information and requirement specifications.

· Automatic routing logic
5.1.1  Identify Need Process – Flowchart
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Figure 5.  Identify Need Flowchart
1.14. Procedures in the Identify Need Process:

1. Find an active container in which to place documents. In other words, the user must highlight the file cabinet that they wish to create any documents in. They can not create them in their inbox or outbox.

2. On the task bar select Procurement > Requirements >Item search or the user may select Procurement > Award > Catalog Order. Both menu options launch the “catalog search”

3. A market basket is created on the user’s desktop, and the search is launched by the system ..

4. Enter a description of the item that the user needs and click on Search. This works just like any internet search – The more descriptive the user is the fewer hits they will receive, e.g. “pens” may bring back several pages of hits. A hit is the number of times the system finds the word “pen” in category, description, and supplier name.  If the user enters blue pen, the number of hits is reduced. If they enter blue felt pen, the number of hits is reduced again. The user can search on the suppliers name by entering this and clicking on search.

5. The user can review descriptions of the items in detail by clicking on the detail button of the item.

6. They can look at a picture of the item (if one exists) by clicking on the check box next to the item and clicking the visual display radio button.

7. . They can compare items side by side by clicking on multiple check boxes of items and clicking the compare button.  The comparison may be done on table display, which describes characteristics of the items or on visual display (pictures).

8.  When the user decides on an item, they put a check mark in the box next to the item and click on add to basket. The user may choose as many items on a page that they wish to add th their market basket.

NOTE: the user must click “add to basket” if they have selected any items before they leave that page. If they go to the next page on a previous page by clicking on the buttons at the bottom of the page, and they have failed to click on “add to basket”, they will lose their selections.

9. If the user has search results returned that contain several suppliers – e.g. chairs are available from Ky. Correctional Industries and several master agreement holders – yet they do not find what they are wanting from any of the available approved sources of supply, they will find descriptions for NIGP commodity codes, as well. They may select one of these instead of choosing the master agreement,. if they can justify not making the purchase from a master agreement or internal provider..

10. When the user has finished shopping for items, they will click on the “return to basket” button at the bottom.

11. All items that were chosen are returned to the market basket.

12. The user can review and delete any itmes they wish, or they can cllick on search again to add more items.

13. The user fills in the quantities of the items chosen. The search brings back the descriptions of the item, its unit cost and unit of measure.

14. The user double clicks on the first line item on the summary window. This opens line detail

15. Required: When the Line Item Detail screen appears, enter data as appropriate into the Delivery Date, Quantity, and Commodity/Service Code fields.

16. Required: . If the line item is a service, switch the radio button in the lower section of the screen from Good to Service (click on Service).The default is set to “good” 

17. Optional: Click on the Description tab and fill in any of the applicable fields for which you have specification information.

18. Optional: Click on the Pricing tab and enter in the tolerances you are willing to accept, either over shipments or under shipments. The default is zero Enter any additional charges that are involved with the line item given the information available.

19.  Required: Click on the Funding tab and click on the Add button.  Enter a valid funding strip code into the Funding Strip field or select a Funding Summary from the dropdown List Box.  Tab over to distribute your funding either on the basis of percentage, quantity, or dollar amount. 

20. Required: Go to the Address tab and enter the Shipping Address, Deliver To Address, and Invoice To Address by selecting the appropriate address through the Organization Search screen.  Enter Additional Markings in the space provided and charge Shipping To as appropriate. 

NOTE: if the user indicated the item is a service, a ship to and deliver to address are not required.

21. Optional: Go to the Instructions tab.  Enter any Special Handling Instructions, Hazardous Materials, or Packing Instructions comments.  Add applicable warranties by clicking on the Add button in the Warranty box and selecting the right one from the available drop down list. Warranty will be entered as number of days only e.g. one year should be entered as 365 days. Three years as 1,095 days etc.

22.  Note that the global change button can be used on all tabs where it is present . The global change button will change all lines to contain the same information, e.g. if the same funding pertains to all lines, the user may opt to use the global change button, rather than entering funding information on each line.

23. Click on the Close button when finished.

24. When you are returned to the line summary tab form, click on the Main tab and enter appropriate data in the suggested data fields. buying entity, agency code, requesting office, issuing office, stock replenishment code.

25. When all required fields are complete, close and save the market basket.

26. Auto route the market basket.

27. The market basket will appear in the inbox of the appropriate approver.

28. The approver can double click on the market basket to open it.

29. They may review, add, delete or change any of the items. Changes are recorded in the audit trail.

30. They may close and save the document

31. They will approve and release the market basket.

32. Upon release, the market basket automatically creates the appropriate documents, e.g. If you selected a chair from a master agreement, a desk from Ky. Correctional Industries, a chair mat from another master agreement and a credenza from a NIGP commodity code, the system will create a catalog delivery order for the chair, a catalog deliver order for the desk, a catalog delivery order for the chair mat and a purchase request for the credenza.  If the market basket contained several items from one master agreement, it would combine these on one catalog delivery order. Separate purchase requests will be created for NIGP commodity codes that have a unique 3 digit class - i.e. The first 3 digits of the commodity code are different.

33. Catalog deliver orders and purchase requests are created in the final approver’s file cabinet. These will be reviewed, approved and released.

1.15. Procedures when a user creates a purchase request without going through an item search 

1.16.  NOTE: This is not recommended as catalog master agreements change daily

1. Find an active container in which to place documents.

2. On the task bar select Procurement > Requirements > PR Form.

3. When the Create New Purchase Request window appears, enter a Description and click OK. 

4. When the Purchase Request window appears and there is no defaulting Requesting Office or Issuing Office, click on Add or if the Office needs to be changed, click on Delete and then Add.  Then use the Organization Search, find the desired internal organization and contact name, highlight and click on the Select button. 

5. Enter the Type of Action from the dropdown list. In the Comments Field, enter information appropriate to the request.

6. If a list of Suggested Vendors is available, the user may add to the Suggested Vendor window using the Vendor Search by clicking on Add. Use the Vendor Search Criteria to locate additional vendors. Highlight choice, click Select and then OK. 

7. Go to the Lines tab and enter Accounting Fiscal Year (AFY), accounting Fiscal month(AFM), and budget fiscal year(BFY), then double-click in the large white space in the middle of the form to add new line item entries for the items being requested. If no accounting fiscal year, accounting fiscal month or budget fiscal year are entered, the default is current AFY, AFM, and BFY.

8. When the Line Item Detail screen appears, enter data as appropriate into the Delivery Date, Description, Quantity, Unit, and Unit Price and Commodity/Service Code fields.

9. Add extended description. The user may copy and paste from any word document into this field.

10. If they apply, enter Contract Type from the dropdown list, Project Number, Extended Description using the Add button and Period of Performance. If the line item is a service, switch the radio button in the lower section of the screen from Good to Service (click on Service).

11. Click on the Description tab and fill in any of the applicable fields for which you have specification information.

12. Click on the Pricing tab and enter in the tolerances you are willing to accept (over shipment or under shipment).  Enter any applicable tax rates or additional charges that are involved with the line item given the information available.

13. Click on the Funding tab and click on the Add button.  Enter a valid funding strip code into the Funding Strip field or select a Funding Summary from the dropdown List Box.  Tab over to distribute your funding either on the basis of percentage, quantity, or dollar amount. 

14. Go to the Address tab and enter the Shipping Address, Deliver To Address, and Invoice To Address by selecting the appropriate address through the Organization Search screen.  Enter Additional Markings in the space provided and charge Shipping To as appropriate. Enter FOB or Freight Payment data as appropriate from the dropdown list. Note: If the service radio button was selected, shipping and delivery addresses are not required.

15. Go to the Instructions tab.  Enter any Special Handling Instructions, Hazardous Materials, or Packing Instructions comments.  Add applicable warranties by clicking on the Add button in the Warranty box and selecting the right one from the available drop down list. Warranty will be entered as number of days only e.g. one year should be entered as 365 days. Three years as 1,095 days etc.

16. Return to the Detail tab and click on Add to create a new line item and go through the preceding steps for each new line item. The user can use the global change button on any tabs to minimize data entry.

17. Click on the Close button when finished.

18. Optional: When you are returned to the line summary tab form, click on the Contracts tab and enter appropriate data in the suggested data fields. (Suggested Contract Types, Suggested Preference Program, Suggested Contracting Officer's Representatives using the Add button and Organization Search, Notes, and Comments) if this request is likely to result in a contract award.

19. Optional: If this request is associated with an existing blanket order in the system, click on the Delivery Order tab and use the drop down window to associate the request with the appropriate master agreement already in the system.

20. Optional: If additional points of contact need to be listed, click on the Additional Data tab on the top of the form and click on Add and use the Organization Search in the appropriate fields (Additional Point of Contact).

21. Close and Save the form.

22. Go through the approval and release steps. Auto route the PR.
Approving a Purchase Request:

1. A purchase request (or an envelope containing a purchase request) with an attached approval sheet arrives in the Inbox and the user drags it into one of their user cabinets.

2. Then open the purchase request and review it carefully.  Then follow any directions provided in a sticky note and attached to the form.

3. Close the form.

4. Open the approval sheet to the form and mark the approval entry you are responsible for as Disapproved, Conditionally Approved or Approved. If the PR is being disapproved, reasons why must be noted in comments. Click on OK. If the user approves the PR, the system will ask them for their password. Then they will click on OK, and click OK on the message that they will freeze the document.  Enter some descriptive comments if necessary.

To Cancel a Purchase Request:

· Highlight the purchase request and select File and Cancel.

1.17. Related Policies – (Reference only)

 Obtain comparison prices 




PPD Policies Needed

 Develop/re-develop justification 




PPD Policies Needed

 Determine routing for authority 




PPD Policies Needed

 Approval process





PPD Policies Needed

 Resubmit for Approval 





PPD Policies Needed

6 Business Process: Develop Solicitation  

1.18. Develop Solicitation: Description

The Commonwealth solicits several types of bids from vendors.  The Commonwealth’s plan for the solicitation functionality contains the following features:

· The ability to create solicitations from one or more purchase requests, 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  purchase request document, if applicable.

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

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

· Purchasing Officers can choose the method for award: by line item, by group or all line items at one time.  

6.1.1  Develop Solicitation – Flowchart
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Figure 6. Develop Solicitation Flowchart

1.19. Procedures for Develop Solicitation 
1. Locate one of the desired source purchase requests on your desktop and highlight it.

2. On the task bar in PD, select Procurement and click on it.  On the dropdown, select Pre-Award/award > Solicitations and Form.

3. When the Create new solicitation window appears, move cursor to the description field to edit if desired and click on OK. Enter the descriptions in all lower case.

4. Enter the type of solicitation from choices in the dropdown box [Request for Proposal (RFP), Request for Information (RFI), Invitation for bid (IFB) and Request for Quotation (RFQ)]. 

5. If there is no defaulting address, click on the add button in the Issuing Office field.  If a change from the defaulting address is desired, click on delete and then click on add. using the organization search, find an appropriate address under the desired organization and click on the select button. 

6. In the Address Offer To and the For Information Call fields click on Add and use organization search.  Highlight the appropriate address and click on Select.

7.  Enter a valid date in the Solicitation Closes date field and a valid time in the Award By field.

8. Select from the dropdown window how the buyer intends to award the solicitation by line, by group or by all.

9. (Only applicable if creating a solicitation from scratch). Go to the lines tab and double click in the large white field in the lower portion of the form.  When the line item detail window opens, enter a description for the line item being ordered and enter data as appropriate into the delivery date, quantity, unit price, unit of measure, and Commodity Code Fields. If user doesn’t know the commodity, can search using key word or wild cards (%). (This information  will default from a Purchase Request, the buyer may edit it if they choose.)

10. If they are applicable, enter contract type, project number, extended description (specifications) using the Add button, and period of performance. 

11. The user can copy from any word document and paste into the extended description field. If the line item is a service, switch the radio button in the lower section of the screen from good to service (click on service). This radio button determines if a ship to address is required. Services do not require this.

12. Optional: Go to the description tab and fill in any of the applicable fields for which you have specification information. This defaults from the PR.

13. Optional: Go to the pricing tab, which is usually left blank for a solicitation, but if so desired, enter the tolerances you are willing to accept (over shipments or under shipments). This defaults from the PR. 

14. Required: Go to the funding tab and click on the Accounting Template if applicable.  If the Accounting Template is not available, click on the add button.  Enter or choose a valid funding strip code to enter into the funding strip field.  Tab over to distribute your funding either on the basis of percentage, quantity, or dollar amount. This does default from PR.

15.  To make changes to funding, on the Funding Tab, click on the Add button to provide additional funding strips.  Edit or enter a valid funding strip code into the Funding Strip field.  Tab over to distribute your funding either on the basis of percentage, quantity or dollar amount.

16. Required: Go to the address tab.  Click on the add button in the Shipping Address field and select the appropriate address through the organization search screen.  Do the same for Deliver To Address and Invoice To Address. Select FOB options, Freight Payment methods, and Methods of Shipment from the drop down lists next to those fields. (not required)  Enter Additional Markings/Instructions and Charge Shipping To as appropriate. (not required) Defaults from PR.

17. Optional: Click on the instruction tab. Enter any special handling instructions, hazardous materials, or packing instructions/comments.  Add applicable warranties by clicking on the add button in the warranty box and selecting the appropriate one from the available drop down list.  Warranty will be entered as number of days only e.g. one year should be entered as 365 days.  Three years as 1,095 days, etc. (nothing on this tab is required).

18. When creating a solicitation from scratch, return to the detail tab and click on Add to create a new line item. Repeat the preceding steps for each new line item. The user may use global change button on all tabs, rather than re-key after the line item is created.

19. To add existing lines from other purchase requests, select Lines > Attach from the menu bar.  When the Attachment Selection window appears, fill in appropriate Search Criteria and execute a Search.  When located, highlight the desired purchase request and attach the lines. Go back to the preceding steps to edit them.

20.  When the user is returned to the Line Item Summary Tab form, click on the Clauses Tab.  When the clauses tab displays, the user selects a template with the terms and conditionsto add to the solicitation.  Add, insert, and delete clauses and sections for each line item as appropriate using the buttons on the right side of the form. Instead of choosing a template, the user may opt to choose clauses or sections of clauses. Click on generate, which generates a word document of clauses.  The user may then view and/or edit them.

21.  Best Value Criteria  – Click on the Evaluation Criteria tab. The user can choose a template which will populate the window with criteria, or the user can click on add to select from pre-defined criteria, or the user can click on new and add free-form criteria. The user must assign weights to the criteria. If they choose to weight by percentages, it must add up to 100%.

22.  Return to the Main Tab.

23. Close and save the form.

24. Perform the approval and issuing steps. Upon issuance, the solicitation posts to the e-commerce web page.
25. Repeat all of the preceding steps using the same source purchase request to create multiple Solicitations from one request for however many solicitations are required.

26. Select Procurement > Attachment if you wish to attach a pre-existing template within the system to this form.  When the Create New Attachment form appears, place the cursor in the Description field to make any edits and click on OK.  When the application of the associated attachment opens, make any edits to the base established by the template and then close the application.  When prompted to do so, click on Yes to Save Changes

Note: attachments will not post to the web.

1.20. Creating a Solicitation Mailing List

1. Choose menu option Procurement > Pre-Award > Solicitations > Mailing List.

2. Pop-up window – Create New Solicitation Mailing List appears.

3. The user may edit description, but this defaults from the solicitation.

4. Click OK.

5. The solicitation mailing list appears showing no vendors found.

6. Click on menu option: Suppliers > Add

7. Vendor Search is launched.

8. Enter search parameters – vendor name, vendor code, or commodity.

9. Click on search.

10. Search results are returned.

11. Vendors can be highlighted and selected one at a time.

12. Repeat steps 6 –11 until all desired vendors are added.

13. Close and save the mailing list.

14. Do not issue the form as it will then become read only and if any vendors call in for a copy of the solicitation, they cannot be added to a read only form. The user would have to re-create the entire mailing list.
15. When the solicitation has closed, the mailing list should be approved and issued to make it read only at that point.
7 Business Process: Manage Solicitation 

1.21. Manage Solicitation: Description

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 will have an efficient process for creating and issuing modifications to the document.  The modification process will consist of:

· The ability for users to create and track modification documents within the state procurement system.

· 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 should no prior modification exist, the original will be displayed. 

· 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 modification together in order that Vendors can obtain a complete picture of the opportunity from one place
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7.1.1 Manage Solicitation – Flowchart

Figure 7. Manage Solicitation Flowchart
1.22.  Key Actors:
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System




       -

Vendor




        -

1.23. Procedures for Updating & Modifying Solicitations 

1. To update an unapproved Solicitation, highlight and double click on Solicitation to be updated.

2. When the Solicitation opens with the Main tab being active, note that all previously entered data is in the Solicitation.

3. Verify the Main, Lines, Clauses, Evaluation Criteria and Funding Code tabs have the correct information or modification is needed. 

4. Change or add new data to as many fields per tab as necessary to update. 

5. To modify an issued Solicitation, click on the Solicitation to highlight it.

6. Go to the menu bar and click on Procurement>Pre-Award/Award>Solicitations>Modification.

7. When the Create New Solicitation Modification window appears, click on OK. The user may edit the description.

8. Go to the Reasons tab and enter reason/description for modification in the free form text area of Description of Amendment/Modification. The brief reason/description will communicate what was changed and why. Also choose “Is Extended” or “Is Not Extended” radio button

.

9. Then go to the Solicitations, Lines, Evaluate Criteria & Funding Code tabs to make necessary modifications in the appropriate fields. 

10. Close Solicitation Modification. When the windows pops up to save or not to save, click on yes. 

11. When issued, the Modification automatically will post to the WEB. Vendors can then download only the Modification and addendum (synopsis of changes). The original solicitation will no longer be active and is not able to be downloaded.

8 Business Process: Receive Solicitation Responses 

1.24. Receive Solicitation Responses: Description

After solicitations are posted to the WEB, the Commonwealth will allow vendors the ability to enter and submit responses online within the Internet.  These responses  will then be secured and integrated into a  state procurement system document accessible by a purchasing officer.  The software  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.

· Allow vendors to withdraw and resubmit their initial responses.

8.1.1 Receive Solicitation Responses – Flowchart
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Figure 8. Receive Solicitations Flowchart
1.25. Procedures for Receiving Solicitation Responses: (

1. Locate the appropriate source solicitation and highlight it.

2. Select Procurement > Pre-Award/Award > Solicitations > Bid Evaluation. 

3. When the Create New Bid Evaluation window appears, click OK. A message will appear regarding the Lines Tab & Award Justification not appearing until a vendor is added. Click OK and the Bid Evaluation window appears.  

NOTE: Any vendors from a solicitation mailing list will default to the bid evaluation document.

4. Click on Internet load button to load all responses from vendors submitted via the web. These will automatically populate the appropriate fields on the bid evaluation.

5. Attachments submitted by vendors will automatically be filed in their own folder labeled with the vendor’s name. This folder will be filed in the same folder as the bid evaluation document. 

6. For any manual bids received, add new vendors to the evaluation through Vendor Search by going to Vendor Add, enter Search Criteria and select.

7. Go to the Lines tab.  Select the Vendor whose bid is being entered.  The user may delete lines not included in the bid, Group line items, and Add free form lines (only in the case where extra changes are valid, e.g. artwork changes, setup changes, installation).  using the buttons on the bottom of the tab. All line items will default from the source solicitation. Double-click on the first line to open Line Item Detail.

8. When the Line Item Detail opens, enter or edit any applicable data included in the bid response that is not already included.  Typically the key fields involved with the bid would be Delivery Date, Quantity, Unit Price, and Period of Performance.  In addition, Freight Charges (and Taxes) on the Pricing tab and any of the entries on the Description tab (manufacturer and model #) may also be included in a typical bid. Vendors may also submit up to four  attached files with their response. Use the navigation buttons on the left to move to the next line item.  When finished, close the Line Item Detail.

9. Select the next Vendor and repeat the preceding steps for the lines.

10. Close and save the Bid Evaluation.

11. Route to buyer for review and approval.

1.26.  Related Policies – (Reference only)

 Time & date stamp manual responses & samples

PPD Policy Needed

9 Business Process: Vendor Response Through the WEB 

1.27. Vendor Response Through the WEB: Description

A vendor must be registered in the Commonwealth’s system to have received an authentication code to bid on-line.A vendor can search for solicitations by agency, by number or by word search.  After a vendor downloads a Commonwealth solicitation from the WEB, the vendor may then enter its response on the WEB.  The response information will be secured and held until the bid opening date.  Vendors  will have the ability to include attachments with their bids.  Vendors  will also be able to change  quantities and units of measure.  Exceptions to any part of the solicitation must be addressed in an attached word document.  Vendors  will be able to identify and bid by brand and model number and to enter discounts and/or markups. To satisfy these requirements, the state procurement system will provide 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 RFP's, RFI's, IFB’s and RFQ's. 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 and modify bids.

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

· The ability to receive bid addenda and submits responses to addenda.
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Figure 9.  Vendor WEB response flowchart

1.28. Procedures In The Vendor Response Through the WEB Process

1. After the vendor has downloaded and reviewed a solicitation that they wish to respond to, they will click on On Line Bidding in the Registered Vendor area.
2. They must enter their vendor ID and authorization code and click on login.
3. Enter the solicitation number. The S must be capitalized.
4. Click on Submit and the bid response form opens.
5. Fill in price, delivery date, discount or markup, manufacturer and model number, if applicable. The vendor may change the unit of measure and quantity, if necessary.
6. The vendor may respond to best value cirteria in the text sections of that area.
7. The vendor may include up to four attachments of 4,000,000 bytes per file. Any exceptions to specifications and/or terms and conditions must be indicated in an attached word document.
8. Click on submit.
9. Vendor receives a confirmation number if transmissin was successful.
10. Vendor must click on logout, or can return to home to continue doing business.
10 Business Process: Evaluate Responses 

1.29. Evaluate Responses: Description

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 (if applicable) and award justification must be documented as well.  To enable these requirements, the Commonwealth requires software that will:

· 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 

10.1.1  Evaluate Responses Process – Flowchart
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Figure 10. Evaluate Responses Flowchart

1.30. Procedures In The Evaluate Responses Process

10.1.2 To Award lines to a vendor with no lines selected on the bid evaluation spreadsheet for the selected vendor:

1. Open bid evaluation document.

2. Enter averaged scores for vendors’ best value criteria from evaluation team. Rank vendors, if applicable.

3. Approve and issue bid evaluation.

4. Select a vendor from the Main tab. Review the vendor status column before mailing award. Awards can not be made to debarred vendors, and awards cannot be made to vendors with “in review” status until they are activated.

5. Click on the Award button. The Line Item Selection window opens.

6. Select an award type. Users will be able to choose Contract or Master Agreement.

7. Select one or more line items from the Source box, then click on the right Arrow button to move it to the Award Box.  Repeat for each item chosen. If a line item has already been awarded to a vendor, the Awarded checkbox will be checked.

8. Click on Award Justification Tab, then click on Add. Add appropriate justification for each line item awarded.

9. Click OK. If a line item has already been awarded to a vendor a message window will open to warn the user that the line item already exists on another award document. (If that award document has been approved and released.)

10. Click Yes to create the new award document with the selected line items.

11. The Create new master agreement or contract window will open.

12. The user can edit the description.

13. The user must select a sub-type.

10.1.3 To Select Lines to Award from the Bid Evaluation spreadsheet:

1. Open a bid evaluation document. 

2. When all bid information is entered, click on the Generate button on the Main tab. The bid evaluation spreadsheet will open with the line item information entered into the appropriate sheets.

3. Click on the tabs at the bottom of the spreadsheet to move between the views. 

4. The user will be able to view the line item information by All, Group or Line depending on the Award By selection made on the Solicitation or Bid Evaluation.

5. On the appropriate View by sheet, click on the checkbox in the Award column to indicate the chosen vendor for all lines, one or more groups of line items, or one or more line items.

6. Close the spreadsheet.

7. Enter the averaged scores for vendors’ best value criteria from the evaluation team. Rank vendors if applicable.

8. Approve and issue the bid evaluation document.

9. Open the issued bid evaluation document.

10. Select a vendor from the Main tab.

11. Click on the Award button. The Line Item Selection window opens.

12. Select an award type. Users will be able to choose Contract or Master Agreement.

13. If selections for award were made on the spreadsheet, the selections for this vendor will already appear in the award box. If the user did not select for award from the spreadsheet, user must select one or more line items from the Source box, then click on the right Arrow button to move it to the Award Box. Repeat for each item chosen. All line items selected for that vendor will appear in the Award box. If a line item has already been awarded to a vendor, the Awarded checkbox will be checked.

14. Click OK. If a line item has already been awarded to a vendor a message window will open to warn the user that the line item already exists on another award document.

15. Click Yes to create the new award document with the selected line items.

16. The create new master agreement or contract window will open.

17. The user can edit the description.

18. The user must select a sub-type.

11 Business Process: Create Master Agreement 

1.31.  Create Master Agreement: Description

After different levels of requisitioning and soliciting have been completed, Kentucky will create Master Agreements (MA’s) 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 MA’s are included in this process.  Master Agreements  will allow for price ceilings on  the entire contract value. .  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 MA.  This saves time as all terms, conditions, and specifications will be defined on the MA and do not need to be renegotiated.  The procedures for the MA’s will 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 an agreement by agreement basis.

· The ability to associate catalogs with Master Agreements.

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

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

· The ability to establish agreement milestones.

· Define payment matching requirements for downstream orders

11.1.1  Create Master Agreement Process – Flowchart
[image: image10.wmf]Upload electronic

bids and Enter

manual bids into

system

Secure

Electronic

Bids and

Proposals

Manual

Bids and

Proposals

Evaluate Bids

(filter, sort,

approve brands,

sample and test,

etc.)

Create Bid

Evaluation

Select Vendor and

Negotiate Prices

and Items


Figure 11.  Create Master Agreement flowchart

1.32. Procedures for Creating Master Agreements from Scratch

1. Select Procurement > Pre-Award/Award > Awards > Master Agreement.

2. Select sub-type from drop down. (Personal Service Memorandum of Agreement, Grant Agreements, Program Administration Contracts, and Blanket Agreements will all have header ceilings meaning the orders created from them and the invoices against them cannot exceed the header. The header will be based on the total of the Master Agreement)

3. When the Create New Master Agreement window appears, move cursor to the Description field, enter an appropriate name for the award, choose appropriate sub-type and then click OK.

4. Enter a date in the Effective Date and expiration date fields. 

5.  Add an entry in the Issued by field by clicking on the Add button and using the Organization Search. Find the appropriate contact name and click on the Select button.  Fill in the Vendor field using the Vendor Search screen, Search for the appropriate contact name under the desired vendor, and click on the Select button. 

6. Follow the same search procedures for filling the Administered by field. When you locate the appropriate organization, click on the Contact Name and then click on the Select button. 

7.  Fill in other fields as necessary,  e.g. Cited Authority, , , Payment Terms  Renewal Periods, Agency Code, Buying Entity. 

8. Fill in the Name and Address of Vendor field by clicking on the Add button and using the Vendor Search.  When you locate the appropriate vendor, click on the Contact Name and then click on the Select button.

9. Add any subcontractors, if applicable.

10. Go to the Lines tab and open the Line Item Detail by double clicking in the large white space in the lower part of the window. If applicable, enter Contract Type, Project Number, Extended Description, and Period of Performance. 

11. . When the Line Item Detail window opens, enter a Description for the line item being awarded.  Enter data as appropriate into the, quantity, unit, unit price, and commodity/service Code fields. If the line item is a service, switch the radio button in the lower section of the screen from Good to Service (click on Service). Extended description is a text field where the user can cut from a word document and paste to the extended description field. This field is for specifications

. 

12. Optional: Go to the Description tab and fill in any of the applicable fields for which you have specification information.

13. Optional: Master Agreements and Catalog Master Agreements will not create an accounting transaction in Advantage. Go to the Funding tab and click on the Add button.  Enter a valid funding strip code into the Funding Summary Account Description field or select from the dropdown list box.  Tab over to distribute your funding either on the basis of percentage, quantity, or dollar amount. 

14. Optional: Go to the Pricing tab and.  enter any additional charges that are involved with the line item given the information available, e.g. installation, art charges. 

15. Optional:  If an MA is set up for a specific agency, the user may opt to enter these fields. Go to the Address tab.  Add the Shipping Address, Deliver To Address, and Invoice To Address using the Organization Search.  Select FOB options, Freight Payment Methods, and Shipping Methods from the drop down lists next to those fields.  Enter Additional Markings and Charge Shipping To as appropriate.

16. Optional:  Go to the Instructions tab.  Enter any Special Handling Instructions, Hazardous Materials, or Packing Instructions comments.  Add applicable warranties by clicking on the Add button in the Warranty box and selecting the right one from the available drop down list. Warranty will be entered as number of day’s e.g. one year 365 days, three years as 1,095 days etc.

17. Optional except for payment requirements: Click on the Acceptance Tab and go to the appropriate line item. Mark the Acceptance Requirements and Payment Requirements settings. Enter any applicable Acceptance Instructions and proceed to next item requiring edits or close Line Item Detail window.

18. Return to the Detail tab and click on Add to create a new line item and repeat the preceding steps for each new line item.

19. Click on the Close button when done.

20. When  the user  is returned to the line summary tab form, they click on the Clauses tab.  When the Clauses tab displays, select a template with the terms and conditions that pertain to this contract.  Add, Insert, and Delete both Clauses and Sections as appropriate using the buttons on the right side of the form.

 (NOTE: for Personal Service Contracts, the proof of necessity (PON) clause must be a selected clause.)  After selecting clauses and adding them, click on the generate button to generate the word document. Then click on view to view and edit (fill in the PON) the clauses.

21. Close and save the form. 

22. Highlight the Master Agreement icon and select Procurement> Pre-Award > Award Validation. If you get error messages, correct them and then proceed. 

23. Highlight the icon for the resulting form on your desktop and click on the Route button on the Toolbar to send the award for approval.

Note: for documents routing the LRC for review, the agency must check the approval chain report to check when the document is received by LRC. At this point, it will be considered filed with LRC. Upon approval by LRC, the agency can begin paying the vendor.

12  Business Process: Create Contract 

1.33. Create Contract: Description

The Commonwealth will create contracts from existing purchase requests, 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  must be entered within the contract.  To meet the Commonwealth’s goals and processing requirements, the software must be able to:

· Default information from the associated purchase request 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.
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Figure 12.  Create Contact flowchart

1.34. Procedures In The Create Contract Process

1. Find an active container in which to place documents. Documents will not be created in an inbox or outbox.

2. Locate the appropriate source document (if applicable) and highlight it. 

3. Select Procurement > Pre-Award/Award > Awards > Contract. 

4. When the Create New Contract window appears, move to the Description field, enter an appropriate name for the award, and select an Award/Contract Subtype from the dropdown list and click on OK.

5. Enter a valid date in the Effective Date field, agency code, buying entity, and cited authority.

6. Add the Issuing Office and administered by fields using the Organization Search. 

7. Now populate the Vendor field using the Vendor Search to Select a vendor and contact. 

8. Add any sub-contractors.

9. Fill in other fields as necessary.  For instance, , Comments, Expiration Date. . Use the Add key to fill in the Payment  Retainage Terms fields.. 

10. Go to the Lines tab and double-click in the large white field in the lower portion of the form. (If created from another document, the lines will default from the source document.)

11. When the Line Item Detail window opens, enter a Description for the line item being ordered and Enter data as appropriate into the Delivery Date, Quantity, Unit Price, Unit, and Commodity/Service Code fields. 

12. If they apply, enter Contract Type, Project Number, Extended Description, and Period of Performance. Extended description is a field that the user can enter free-form or cut and paste from a word document

13. Optional: Go to the Description tab and fill in any of the applicable fields for which you have specification information. If the line item is a service, switch the radio button in the lower section of the screen from Good to Service (click on Service).

14. Optional: Go to the Pricing tab and enter in the tolerances you are willing to accept, over shipments or under shipments.  Enter any applicable tax rates or additional charges that are involved with the line item given the information available.

15. Required: Go to the Funding tab and click on the Add button.  Enter a valid funding strip code into the Funding Strip field or select one from the dropdown list box.  Tab over to distribute your funding either on the basis of percentage, quantity, or dollar amount.  

16. Required: Go to the Address tab.  Enter the Shipping Address, Deliver To Address, and Invoice To Address using the Organization Search. (NOTE: Shipping address and deliver to address are not required if the service radio button was selected.)  Select FOB options, Payment Methods, and Shipping Methods from the drop down lists next to those fields.  Enter Additional Markings and Charge Shipping To as appropriate.

17. Optional: Go to the Instructions tab.  Enter any Special Handling Instructions, Hazardous Materials, or Packing Instructions comments.  Add applicable warranties by clicking on the Add button in the Warranty box and selecting the right one from the available drop down list. Warranty will be entered as number of days only e.g. one year should be entered as 365 days, three years as 1,095 days etc.

18. :Go to the Acceptance tab.  Scroll through the list of available users to have acceptance roles.  Move those users that will be accepting this item to the Selected User sub-window.  Use the drop down lists next to the selected users' names to assign the User Role.  Select the appropriate acceptance and payment requirements by using the check boxes in their respective regions of that screen.  List any comments or instructions for acceptance in the Acceptance Instruction field. Payment Requirements are Required
19. Return to the Detail tab and click on Add to create a new line item.  Repeat the preceding steps for each new line item. The user may use the global change option on each tab to minimize data entry.

20. Click on the Close button when finished.

24. When the user is returned to the line summary tab form, they click on the Clauses tab.  When the Clauses tab displays, select a template with the terms and conditionsthat are pertinent to the contract.  Add, Insert, and Delete both Clauses and Sections as appropriate using the buttons on the right side of the form.

(NOTE: for Personal Service Contracts, the proof of necessity clause must be a selected clause.)  After selecting clauses and adding them, click on the generate button to generate the word document. Then click on view to view and edit (fill in the PON) the clauses.

21. Close and save the form.  

22. Perform the approval and releasing steps.

Note: for documents routing to LRC for review, the agency must check the approval chain report to check when the document is received by LRC. At this point, it will be considered filed with LRC. Upon approval by LRC, the agency can begin paying the vendor.

13 Business Process: Create Master Agreement Delivery Order 

1.35. Create Master Agreement Delivery Order: Description

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 match their requirements the closest.  Delivery Orders must specify the quantities needed, delivery dates, and deliver to addresses.  In order to allow the Commonwealth to create orders from Master Agreements, the MARS system must provide 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 where applicable.

· 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 as a fixed price contract.
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Figure 13.  Create Master Agreement Delivery Order flowchart

1.36.  Procedures for Creating a Master Agreement Delivery Order

1. Locate the desired source Master Agreement and highlight it or the user can go through menu option in step 2 and find match for the appropriate master agreement..

2. Select Procurement > Pre-Award/Award > Awards > Delivery Order.

3. When the Create New Delivery Order window appears, move cursor to the Description field to edit if desired, and click on OK.

4. When the Line Item Selection window appears, check off the check boxes for the line items desired for the order and click on OK.

5. Issued by, vendor information, and payment information default.

6. Change data fields as necessary from the information defaulting from the source Master Agreement. 

7. Optional: Go to the Order tab and enter the applicable date for the reference date for the quote of the order.  If the Acceptance needs to be signed and returned, check off the check box at the bottom of the form and then proceed to the next field to enter how many copies need to be signed

8. Go to the Lines tab and double-click one of the line items to access it for editing.

9. When the Line Item Detail window opens, change the Description for the line item being ordered if necessary and enter or edit data as appropriate into the Delivery Date, Quantity, Unit Price, Unit, and Commodity/Service Code fields. (Add in quantity. Prices may be decreased if the vendor has quoted a better price. For orders from fluctuating master agreements, the price may be increased as well, e.g. oil contract where prices fluctuate weekly or computer integrator contracts.)

10. If applicable, enter Contract Type, Project Number, and Extended Description. and Period of Performance.  If the line item is a service, switch the radio button in the lower section of the screen from Good to Service (click on Service). If checked as a service, no shipping address is required.

11. Optional: Go to the Description tab and fill in any of the applicable fields for which you have additional specification information.

12. Optional: Go to the Pricing tab and enter or edit the tolerances you are willing to accept.  Add or change any applicable tax rates or additional charges that are involved with the line item given the information available.

13. Required: Go to the Funding tab and  enter the appropriate funding codes, or choose from the drop down templates, or drop down list of common coding strings.

14. Go to the Address tab and Add any addresses with the Organization Search as necessary.  Change or select FOB options, Payment Methods, and Shipping Methods from the drop down lists next to those fields if appropriate.  Enter Additional Markings and Charge Shipping To as appropriate. Shipping and invoice address are required.

15. Optional: Go to the Instructions tab.  Enter any additional Special Handling Instructions, Hazardous Materials, or Packing Instructions comments.  Change applicable warranties by clicking on the Add button in the Warranty box and selecting the right one from the available drop down list and using Delete on obsolete ones. Warranty will be entered as number of days only e.g. one year should be entered as 365 days. Three years as 1,095 days etc.  

16. Go to the Acceptance tab.  Scroll through the list of available users to have acceptance roles.  Highlight those users that will be accepting this item and bring them to the selected sub-window by using the right arrow button on the screen.  Use the drop down lists next to the selected users' names to assign their acceptance role.  Select the appropriate acceptance and payment requirements by using the check boxes in their respective regions of that screen.  List any comments or instructions for acceptance in the Acceptance Instruction field. Payment requirements are required.

17. Return to the Detail tab. Use the navigation buttons on the left to edit existing lines.  Repeat the preceding steps for each additional line item.

18. Click on the Close button when finished.

When the user is returned to the line summary tab form, go to the Clauses tab.(The clauses defaulted from the master agreement.) 

19. Close and save the form.  

20. Perform the approval and releasing steps.

14 Business Process: Contract Administration 

1.37.  Contract Administration: Description

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.  In order to accomplish these tasks within the state procurement system, the software must provide 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

· Create and review Vendor Tracking information.

Contract Administration – Process Flowchart 

Figure 14.  Contract Administration flowchart

1.38. Procedures for Contract Administration  

1. Locate the appropriate source Delivery Order with appropriate administrative information and line items and highlight it.

2. Select Procurement > Post-Award > Modification > Delivery Order.

3. When the Create New Delivery Order Mod window appears, place the cursor in the Description field to make any desired changes to the award title. Select the modification type from the dropdown list and click on OK.

4. Change any fields that are incorrect or have changed on the Prior form (the values in the source Delivery Order will still appear on the D.O. tab).

5. Go to the Reason tab and click on the appropriate boxes to explain how the form is being modified and fill in the proper authority names in the correct fields.  Also enter any extended Description of Amendment/Modification. The user must enter a description of all changes, e.g. address change, changed unit price lines 1 – 5, changed funding on all lines.

6. The Delivery Order tab should not require modifications.  It should display the information from the source form.

7. Go to the Order tab and modify the referenced quote date or the acceptance form signing specifications if they have changed.

8. Go to the Lines tab and double-click on the first line in the lower portion of the form.

9. When the Line Item Detail window opens, if edits are necessary, enter a Description for the line item being ordered and enter data as appropriate into the Delivery Date, Quantity (Amount of Mod.), Unit (Amount of Mod.), Unit Price (Amount of Mod.), and Commodity/Service Code fields.

10. If they apply, enter Contract Type, Project Number, Extended Description, and  Period of Performance. If the line item is a service, switch the radio button in the lower section of the screen from Good to Service (click on Service).

11. Go to the Description tab and fill in any of the applicable fields for which you have specification information.

12. Go to the Pricing tab and enter in the tolerances you are willing to accept, over shipments or under shipments.  Enter any applicable tax rates or additional charges that are involved with the line item given the information available.

13. Go to the Funding tab and click on the Add button for new strips.  Enter a valid funding strip code into the Funding Strip field or select one from the dropdown list box.  Tab over to distribute your funding either on the basis of percentage, quantity, or dollar amount.  Ensure full funding.

14. Go to the Address tab.  If necessary, Add or change the Shipping Address, Deliver To Address, and Invoice To Address using the Organization Search.  Select FOB options, Payment Methods, and Shipping Methods from the drop down lists next to those fields.  Enter Additional Markings and Charge Shipping To as appropriate.

15. Go to the Instructions tab.  Enter any additional Special Handling Instructions, Hazardous Materials, or Packing Instructions comments.  Add applicable warranties by clicking on the Add button in the Warranty box and selecting the right one from the available drop down list.

16. Go to the Acceptance tab.  Change any incorrect selected users or acceptance role types.  Select the appropriate acceptance and payment conditions by using the check boxes in their respective regions of that screen.  List any additional comments or instructions for acceptance in the Acceptance Instruction field.

17. Return to the Detail tab and click on Add to create a new line item and repeat the preceding steps for each new line item.

18. Click on the Close button when done.

19. Close and save the form.  

20. Perform the approval and releasing step.

15 Business Process : Receiving 

1.39. Receiving: Description

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 swill contain the following features:

· The ability for employees who will be processing receipts to view a listing of 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.
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Figure 15. Receiving Process flowchart

1.40. Procedures for Receiving 

1. If the source order form exists on your desktop, locate it and highlight it.

2. Select Procurement > Receiving > New Entry.

3. If an award was not highlighted when the new entry was created, the Find Match window will appear, fill in the available Search Criteria and click on Search.  When you discover the order, highlight it, click on view by lines,  select the lines you want in the receiving report and click on OK.

4. Use the drop down window in the Received By field to select a different user if report creator did not receive the items.  Optional: To add Freight Bill identifiers associated with this receipt, click on the Add button in the field and enter in values using the Add button for each new one or Delete entries that are not applicable or improperly entered.  Optional Do the same for Packing List identifiers associated with this receipt.

5. Optional: Where the information is applicable and available, select the Carrier from the drop down window in the field enter in a Shipper. Enter the Number of Containers received, the Weight and Weight Unit of the received items, and input any applicable Comments. Select the Payment Method with its drop down window.

6. Edit existing line items by double clicking on the first line item to open the Line Item Detail for existing lines.

7. When the Line Item Detail window appears, add Quantity and Unit information for Receipt Data. Also add any Weight, Weight Unit, Number of Containers, Discrepancy Reason, Not to Specification, Discrepancy Reason from the dropdown list, and Comments that apply to the item as well as Freight Charge information by clicking the Detail button and entering the Charge Description and Amount in the pop up window.
8. Click on the address tab to find out whom to deliver to.
9. Click on the Close button on the Line Item window when done.

10. Close and save the Report.  Click on Yes when prompted to print the delivery  if a printed "receipt" is desired.

16 Business Process: Shipments 

1.41. Shipments: Description

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 for repair, and those that were damaged or rejected at the time of receipt.  To achieve this, the shipping process  will include the ability to:

· Enter and track return shipments to vendors.

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

· Track goods for exit and re-entry to inventory/fixed assets

· Track insurance for the shipment.

· Alert fiscal shop to stop payment.

Internal Providers may also use the Shipping Request Function for handling return of goods.

16.1.1 Shipments – Process Flowchart
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Figure 16.  Shipments process flowchart
1.42. Procedures for Shipments


1. Find an active container in which to place documents – cannot create in inbox or outbox.

2. Select Procurement > Post-Award> Shipping Requests > SR Form .

3. When the Create New Shipping Request window appears, change the Description field if desired and click on OK.

4. The user can change the Requester.  Add the Pick Up Address and the Ship To Address using the Organization Search and Vendor Search respectively.

5. Enter the Number of Containers, the Payment Method (drop down selection), and Comments for the Shipment.  Also enter the Carrier (drop down selection), a Freight Bill identifier, and the Weight with the Units of Weight (drop down selection) for the shipment in the fields across the bottom of the screen.

6. Go to the Lines tab and double-click in the large white field in the lower portion of the form.

7. When the Line Item Detail window appears, enter a Description.  Input the Quantity and Unit information.  Also, enter an Extended Description by clicking on the Add button, then enter Number of Containers, Weight and Unit of weight, and Comments as appropriate.  In addition, enter Item Information such as Manufacturer, Model Number, Serial Number, and Tag Number as available.

8. Go to the Funding tab and add valid Funding Strip codes to fund the shipment of this item.  Ensure the funding sums to 100%.

9. Go to the Address tab and add the Return Address, Deliver To Address, and Administrator's Address using the Organization Search to Select an appropriate internal organization contact.  Also, Add the Vendor Address using the Vendor Search to select the appropriate contact under the desired vendor.  Input the Reason for Shipment and Expected Return Date as well.

10. Go to the Information tab and add any Special Handling Instructions, Hazardous Materials comments, or Packing Instructions that are applicable.  Also add in any Payment Information for the Shipping of the line item such as Unit Price, Shipping Cost, Cash Back, Credit, or Other.

11. Go back to the Detail tab to add a line for each new line item and repeat the preceding steps for each line.  If you need to go back to edit existing lines, use the navigation buttons on the left.

12. Click on the Close button when finished.

13. Close and Save the form.

14. Perform the approval and release steps for the form

17 Business Process — Two-Way Match Creating a Contract from Scratch Two-Way Match: Description 

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, the Commonwealth will have 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

17.1.1 Two-Way Match– Process Flowchart

Figure 17.  Two Way Match process flowchart

1.43. Creating a Contract from Scratch

1.  Find an active container in which to place documents.

2.  Select Procurement > Pre-Award/Award > Awards > Contract.


3. When the Create New Award/Contract window appears, move  to the Description field, enter an appropriate name for the award, and click on OK

4.  When the Award/Contract window opens, enter a valid date in the Effective Date field.  Then click on Add the Issued By Office field using the Organization Search.  Now click on Add in the Vendor field and use the Vendor Search to Select a vendor and contact. Use the Select button to add information to the form from the Organization & Vendor Search. 

5. Fill in other fields as necessary.  For instance, Administered By, Expiration Date, and submit Invoice To.. Select Buying Entity and Cited Authority from the dropdown lists and enter an agency code. 

6. Go to the Lines tab and double-click in the large white field in the lower portion of the form

7. When the Line Item Detail window opens, enter a Description for the line item being ordered and enter data as appropriate into the Delivery Date, Quantity, Unit (from dropdown list), Unit Price, and Commodity Service Code fields using the Search button.

8. If they apply, enter Contract Type, Project Number, Extended Description using the Add button, and Period of Performance.  If the line item is a service, switch the radio button in the lower section of the screen from Good to Service (click on Service). A service will not  require a shipping address.

9. Optional: Go to the Description tab and fill in any of the applicable fields for which you have specification information

10. Optional Go to the Pricing tab and enter in the tolerances you are willing to accept over shipments, under shipments.  Enter any additional charges that are involved with the line item given the information available,

11. Required: Go to the Funding tab and click on the Add button.  Enter a valid funding strip code into the Funding Strip field or select one from the dropdown list.  Tab over to distribute your funding either on the basis of Percentage, Quantity, or Amount.  

12. Required Shipping and Invoice to: Go to the Address tab.  Enter the Shipping Address, Deliver To Address, and Invoice To Address using the Organization Search.  Select FOB options, Freight Payment Methods, and Methods of Shipment from the drop down list.  Enter Additional Markings and Charge Shipping To as appropriate.

13. Optional: Go to the Instructions tab.  Enter any Special Handling Instructions, Hazardous Materials, or Packing Instructions comments.  Add applicable warranties by clicking on the Add button in the Warranty box and selecting the right one from the available drop down list. Warranty will be entered as number of days only e.g. one year should be entered as 365 days. Three years a 1,095 days etc.

14. Go to the Acceptance tab.  Scroll through the list of Available Users to have acceptance roles.  Move those users that will be accepting this item to the Selected User sub-window by highlighting the name and clicking the Arrow key.  Use the drop down lists next to the selected users' names to assign their acceptance role.  Select the appropriate acceptance and payment conditions by using the check boxes in their respective regions of that screen.  List any comments or instructions for acceptance in the Acceptance Instruction field. Payment requirements are required.

15. Return to the Detail tab and click on Add to create a new line item.  Repeat the preceding steps for each new line item.

16. Click on the Close button when finished.

17. When you are returned to the line summary tab form, click on the Clauses tab.  When the Clauses tab displays, select a template with the terms and conditions that apply. Add, Insert, and Delete both Clauses and Sections as appropriate using the buttons on the right side of the form.

18. Close and save the form.  

19. Perform the approval and releasing steps. 

18 Business Process : Two-Way Match (Contract & Invoice) 

1.44. Two- Way Match (Contract & Invoice): Description

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 from the release of an invoice that contains matching quantities and values to the associated order.  In order to accomplish this process, the state procurement system application will provide 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.

18.1.1 Two-Way Match (Contract & Invoice)- Process Flowchart
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Figure 18. Two way match (C& A) process flowchart

1.45. Procedures for Two-Way Match (Contract & Invoice)

1. Find an active container in which to place documents. The user cannot create an invoice in their inbox or outbox. (If the source contract exists on your desktop, you may highlight it and click on Payables > Invoicing > Invoice 

2. If a document is highlighted, the Create New Invoice window will display. When a document is not highlighted, the Find Match window will display.

3. When the Create New Invoice window appears, highlight the Description field and enter in an applicable title for the form and click on OK.

4. If the Find Match window appears, enter the Search Criteria that will enable you to easily capture the order associated with the invoice.  (If the Search Criteria is not needed, click on the Cancel Button to go to the Invoice window. This creates a stand-alone invoice – not referencing a contract.)
5. When the Invoice window appears add the agency code, change the Received Date (Vendor Invoice Date) if incorrect.  

6. Select a Disbursement Type from the dropdown list.

7.  Add or change the Buying Entity if the defaulting entry is not correct or there is no default.  

8. Add or change a Vendor Address using the Vendor Search if necessary.  

9. If the defaulting Remit To Address is incorrect or missing, delete it and add another one from the Vendor Search. Remit to is mandatory.

10. The check category or application type will default from the vendor’s record, as will the payment terms.

11. If the Payment needs to be a Separate Check or involves an enclosure, click in these boxes as applicable

12. Enter any applicable comments

13. If you want to change the vendor's defaulting payment terms as the basis for scheduling payment, click on the Terms button to bring up the Payment Terms window. Set your desired Discount as well as Base Payment Days. Close Payment Terms window. 

14. Click on the Schedule button to obtain a System Calculated payment date.  Otherwise, input a User Entered payment date and click on override reason from the dropdown.  

15. If payment needs to be held, click on the Reasons button (Invoice Hold) and Add a Hold Reason in the subsequent window.  Close Hold Reason window. Go back to this window to click on the Remove Hold box when appropriate.

16. Go to the Lines tab.  Modify the Description as necessary.  If they need entry or editing, enter a valid Line Type Funding Strip, fill in the Qty (Quantity) and Unit Price of the payment as well as the Unit, and enter in Freight Payment Method about the line payment 

17. Go back to the Main tab and click on the Validate button to ensure the data passes edits for payment.  Correct any resulting validation errors.

18. If ready to place the form in the payment queue, click on the Process button or close the invoice, highlight it, and click on the approval check.  Otherwise, close and save the form.


19 Business Process — Three-Way Match 

1.46. Three-Way Match : Description

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/services.  In order to allow Three-way matching, the  system will provide 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, addresses, specifications, etc.

· Automatically define the payment date based on various criteria such as Return on Investment (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.

19.1.1 Three Way Match  – Process Flowchart
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Figure 19. Three way match  flowchart
1.47.  Procedures for Three-Way Match

1. Find an active container in which to place documents. (If a source contract exists on your desktop, you may highlight it and cancel out the Find Match window when it appears if a contract number is not needed.) Select Payables > Invoicing > Invoice. 

2. If a document is highlighted, the Create New Invoice window will display. When a document is not highlighted, the Find match window will display. When the Create New Invoice window appears, highlight the Description field and enter in an applicable title for the form and click on OK.

3. When the Find Match window appears, enter the Search Criteria that will enable you to easily capture as many of the orders associated with the invoice as possible while still producing a list short enough to scroll through. Choose the desired awards and lines within those awards. From the View Section of the Find Match window, highlight the appropriate document. Click the Lines bottom to select the lines for Invoice. Click in the square to select a line and click OK.  
4. When the Invoice Window appears, change the Received Date and/or Vendor Invoice Date if they are incorrect.  Select a Disbursement Type from the dropdown list if the defaulting entry is not correct or there is no default.  Add or change a Vendor Address using the Vendor Search if necessary.  If the defaulting Remit To Address is incorrect, select Delete and then Add another one from the Vendor Search.  If the Payment needs to be a Separate Check or involves an Enclosure, and click these boxes as applicable.  Enter any applicable Comments.
5. If you want to change the vendor's defaulting payment terms as the basis for scheduling payment, click on the Terms button in the Payment Terms window. In the Discount Terms field, set your desired Discount and Penalty Terms.  Then click on the Schedule button to obtain a System Calculated payment date.  Or input a User Entered payment date with the override reason.  If payment needs to be held, click on the Reasons button (Invoice Hold) and Add a Hold Reason in the subsequent window.  Go back to this window to click on the Remove Hold box when appropriate, but Close the window when finished.
6. Go to the Lines tab to edit and add lines.  To add a line, either double-click in the white space section if available under the line header fields. Or, select Lines > Add from the menu above the toolbar, or click on the Find Match button and use the Find Match window to search for and select lines from other existing awards in the system.  Modify the Description as necessary.  Select an appropriate Trans Type (transaction type) for each line.  If they need entry or editing, enter a valid funding strip, fill in the Qty (Quantity), Unit, Unit Price and enter in Freight Payment Method about the line payment from the dropdown list.  If this is not a Normal Line Type, select an appropriate Line Type from the dropdown list.  Continue adding lines as necessary.  If applicable, enter a Cost Trans Date too.

7. If more detailed information needs to be entered for a line, double click on the line to open the Line Item Detail and enter any additional Detail, Pricing, Funding, and Address data or view existing data on Warranties by clicking on their respective tabs and going to the appropriate field(s) within the tab.  Reminder: changes made in the payment form to lines will not be reflected back in the award from which they came.
8. If you need to add a target bank due to the disbursement type (e.g. an electronic funds transfer) or if you need to change the defaulting source bank or add one, go to the Disbursement tab.  To change the Source Bank, click on the Add button twice. Fill in the Account Type and Account Number fields with the appropriate data for new entries.

9. If this disbursement involves a check, go to the Check Remarks tab and enter any Header, Footer, or Remittance comments that you want to have appear on the check for this payment.

10. Go back to the Main tab and click on the Validate button to ensure the data passes edits for payment.  Fix any resulting validation errors.

11. If ready to place the form in the payment queue, click on the Process button.  Otherwise, close and save the form

20 Business Process - Straight Disbursements 

1.48. Straight Disbursements: Description

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, the state procurement system  will provide 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
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Figure 20. Straight Disbursement flowchart

1.49. Procedures for Straight Disbursements

· The Commonwealth is defining rules for when consumption should be tracked for straight disbursements.  This will define whether an invoice or miscellaneous payment document is processed in PD.

1. Find an active container in which to place documents. These cannot be created in an inbox or outbox.

2. Select Payables > Quick Payment > Misc. Quick Payment.

3. When the Create New Miscellaneous Quick Payment window appears, highlight the Description field and enter in an applicable title for the form and click on OK.

4. When the Misc. Quick Payment window opens, enter agency code, Received Date if blank, or change if incorrect, Buying Entity, Cited Authority from dropdown lists. Disbursement Type, and 

5. Disbursement type, check category or application type default from the vendor record. Add a Vendor Address by clicking on the Add button in the vendor address field and use the Vendor Search Criteria to locate. 

6. If the defaulting Remit To Address is incorrect or missing, Delete it and add another one using the Search Criteria or click on Free Form and enter one-time vendor data. The miscellaneous vendor check box must be checked for a free-form remit to.

7. If the Payment needs to be a Single Check or involves an enclosure, check off those boxes as applicable.

8. To add a line either double-click in the white space section under the line header fields or select Lines, then Add from the menu on top of the toolbar.  Enter the Vendor Invoice No., enter a valid funding strip from the dropdown in the Account Description field, fill in the Amount of the payment in the Amount Fund field, and enter in any Line Description about the line payment. Continue adding lines as necessary.

9. If you want to use the vendor's defaulting payment terms as the basis for scheduling payment, click on the Schedule button to obtain a System Calculated payment date.  Otherwise, input a User Entered payment date with the Days Aged.  

10. If payment needs to held, click on the Reasons button (Quick Pay Hold) and Add a Hold Reason in the subsequent window.  Go back to this window to click on the Remove Hold box when appropriate, but Close the window when finished.

11. Return to the Main Tab and click on the Validate button to ensure the data is in place for payment.  Correct any resulting validation errors.

12. If ready to place the form in the payment queue, click on the Process button.  Otherwise, close and save the form and click on the approval check.
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