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1 PPD Function Overview 

The PPD team began analysis by defining all process activities within purchasing, payment, and disbursement functions and specifying scenarios that may be encountered in each process.  The Commonwealth then broke out and defined each step within the processes.  Information pertaining to each process, process step, and scenario was entered into the MARS Design Toolset (Rover) database.  The Commonwealth also created step usage tables in Rover that linked associated process steps with each scenario.  The step usage tables also define inputs, outputs, and possible interfaces to each step within a scenario.

AMS team members then mapped the Commonwealth’s process steps to PD and ADVANTAGE system functionality. It was decided that all Purchasing functions including: Initiating a Purchase, Soliciting Bids (, and creating Contracts would be executed in Procurement Desktop.  Initiating a Purchase and Ordering can also be executed from the PD Web application. All operational and management reporting data for these functions would also originate in PD.  This would include Master Agreement Usage data, and information relating to Vendors bids and proposals.    

Vendors are key actors in MARS.  They will interact with MARS through the Commonwealth’s existing web site.  This site will be enhanced to allow Vendors to browse for business opportunities, submit solicitation responses on-line, as well as register to do business with the Commonwealth.   It was also determined that Procurement Desktop’s decentralized Accounts Payable and Matching functionality were the best fit to the Commonwealth’s business requirement.  It was decided that straight disbursements could originate in either PD or ADVANTAGE desktop.  Furthermore, accounts payable functions that did not relate to an Order like monthly Utilities payments and State Trooper’s per diem payments would take place in ADVANTAGE.    AMS created scripts for those scenarios that could be prototyped within the current system functionality.

The next phase of the analysis involved group and individual prototyping.  The group compared each process step and scenario with the current system functionality and identified both required modifications and enhancements to the system to support the processes.  Individually, the Commonwealth team members stepped through each prototyped scenario using the defined scripts.  This exercise validated the PPD conceptual model and identified a few additional modifications.     

Through the design processes, key policy and procedure changes were identified.  The PPD team has identified policy and procedures changes that are either required for MARS or will be fully enabled by it’s successful implementation.   

· Delegation of Authority.  Purchasing responsibility will be decentralized to the Cabinet and Agency levels. Post audit review processes will validate Agency in order to validate compliance with delegated purchasing responsibilities. 

· Electronic Documentation.  Procurement Desktop’s documents will supplant the existing paper forms and documents as the document of record.  

· Electronic Workflow.  Approval actions will be taken on the electronic document in PD.   

· Electronic Commerce. The primary means of communicating with the Vendor community will take place through the World Wide Web.  Vendors will be able to register, search for business opportunities, and submit bids on-line.

· Centralized control of the Commonwealth’s Vendor File. Final approval authority for the Vendor file will remain as a central responsibility

· Decentralization of Vendor file maintenance.  Vendors and agencies will be able to initiate new or update existing profiles, but agencies can not view or access banking information.   While a vendor may access their profile from the Commonwealth’s Internet site, the information is protected by an encrypted password.

· Ordering directly from Vendor catalogs.  Allowing central and agency end users to order from pre-established cataloging agreements will reduce redundant procurements. (Prime Vendor Contracts)  

· Definition of payment terms on Purchase Orders, Master Agreements, Contracts, and Delivery Orders

· The ability to initiate automatic payment on a two-way and three way match.  This includes Order and Receipt matching, Order and Invoice Matching, and Order–Receipt–Invoice matching.

The Empower Reengineering objectives served as a key input to the design processes.  The MARS software addresses these objectives as follows:

· Provide extensive system support for users making purchases on the system, and support all types of Commonwealth purchases and contracts.  

MARS users will be able to initiate and process procurements using Commonwealth documents and methods of supply. For simplified purchases, MARS’s users may choose items from a vendor’s catalog using the Procurement Desktop Delivery Order.   For more complex procurements, users may establish an all state agency Master Agreement using the Procurement Desktop Master Agreement.  In order to extend the range of documents that may be created, the user may create custom document sub-types.  These include, for instance: Personal Services Contracts, Memorandums of Agreement, and Provider agreements.    Procurement Desktop will provide on-line access to specification and terms and conditions libraries.  Users will find Procurement Desktop intuitive and easy to use with detailed on-line help functionality that will provide specific instruction on how to effectively use MARS.     

· Capture commodity history for use in acquisition planning and negotiations with vendors.  

This will be done by integrating the National Institute of Government Procurements (NIGP) commodity code structure into MARS and relating each item purchased with a code from this commonly deployed structure.  In this way Procurement Managers and planners will have access to detailed commodity usage information.  For many cataloging agreements, the vendors own code structure will be used to track usage against the Master Agreement.  Until level three reporting has implemented a manual process will be used to assign commodity codes to Pro-Card line items.  

· Provide the capability to record and enforce prompt payment discount terms.   

The Procurement Desktop vendor maintenance and contracting modules will meet this objective.  Vendors will provide their discounting terms that will be stored with the Vendor file and will update any Contracts, Delivery Orders, and Purchase Orders that are created and awarded to the specified vendor.  At payment time, PD will schedule an optimum payment date and use this date to apply a percentage discount based on the Vendors prompt payment terms.   

· Using various technologies, such as the Web and Client-server, the system must streamline the bid process.  

This will be met through MARS using Procurement Desktop’s Solicitation and Bid Evaluation modules and the Web based bid advertisement and on-line quote and proposal submission modules.  Procurement Officers will create Solicitation and associate pre-defined templates of terms and conditions and boiler plate information; and attach and refine a predefined template of best-value evaluation criteria.  The completed Solicitation will be issued to the Commonwealth’s World Wide Web site for Vendors to download and submit their responses.  These responses will then be automatically loaded into a Procurement Desktop Bid Evaluation document where they will be compared and ranked based on both objective and qualitative criteria.

· MARS must provide software-based support for making and recording pro-card purchases.  

A nightly feed of Procurement Card Purchases will be loaded into a PD document that will be used to obtain on-line approval and initiate accounting transactions with ADVANTAGE. 

· End users should be able to easily initiate requisitions, and order from catalogs.  

This will be achieved through Procurement Desktop’s Web module that will use a shopping metaphor to guide non-purchasing specialists through the process of ordering and initiating purchases while still applying the Commonwealth’s workflow and authority requirements. 

· Buyers should be provided with a variety of tools to assist them in making and tracking purchases.  

Procurement Desktop users will have access to on-line help, as will as intuitive catalog, and vendor searches using Key word and wild card search technology.

Procurement Desktop users have access to operational reports and on-line inquiries that provide at-a glance access to vital information.  Internal Procurement milestones and Vendor deliverables milestone may also be tracked using MARS.  Document Statuses may be checked, and a "Cradle to Grave” report has been designed that will show the processing chain of documents through Procurement Desktop.  

· Support workflow capabilities, including streamlined processing for high volume requisitions and purchases, process-monitoring capabilities, and central and operating agency maintenance of workflow administration.  

This will be achieved through the MARS automatic approvals and routing functionality.  Based on information entered into the document MARS will determine the appropriate approvals and associated route. 

· Enable the reduction of vouchers and paper.

This will be met by allowing the consolidation of Vendor invoices onto one Invoice document that will trigger a single Payment Voucher in ADVANTAGE.  

· Provide automated two- and three-way matching with automated payment voucher generation, in addition to establishing match options, on a two-way or vendor by vendor basis.  

This will be met in MARS by allowing the Procurement Officer to establish matching criteria on the Order document and enforcing this match during the receiving and invoicing processes.  Once a match has been established in Procurement Desktop a Payment Voucher will be automatically created in ADVANTAGE desktop workflow for EFT, or Check payment.  

During the MARS analysis and design effort, the Commonwealth decided it would like to pursue a disbursement solution that included additional goals and objectives including check writer processes.  Thus, a separate design analysis effort will address disbursement and other treasury-related processes.  This team will produce a separate System Usage Analysis document to address Disbursements.  Therefore, this document does not cover any processes, issues, decisions, or objectives that will be covered within the disbursement analysis. 

Similarly, the Commonwealth and AMS decided to implement the new ADVANTAGE X travel functionality as its travel solution.  This decision allows the Commonwealth’s travel requirements to become part of the baseline travel functionality.  Thus, process and fit analysis for travel functions will be covered in the ADVANTAGE X designs.  This document will not cover any processes, issues, decisions, or objectives pertaining to travel.  Certain processes and decisions outlined in this document may be superceded by final analysis on the disbursement and travel functionality.

The MARS Project Business Analysis and Design team will be producing nine System Usage Analysis documents, one for each business area:

· Revenue and Receivables

· Internal Orders and Billings

· Purchasing and Payables

· Grants and Cost Allocation

· Projects and Jobs

· General Accounting

· Inventory and Fixed Assets

· Budgeting

· Disbursements

The purpose of the System Usage Analysis is to document the MARS conceptual model by defining key business processes and how the MARS system will address them.  These documents provide the starting point for several project efforts, including agency analysis, policy and procedure analysis, training, and organization redesign.

Each document consists of ten major sections:

1. Function Overview.  The overview contains information regarding the systems impacted, a summary of major policy and procedures changes, and summary of reengineering objectives.

2. Business Processes.   Within each business area, the analysis and design teams identified key business process that represent the Commonwealth's business practices.  For each business process analyzed within the business area, the following items are documented:

· Description.  A narrative description of the process.

· System Mapping.  A narrative description of how the MARS system functionality addresses each business process.

· Key Inputs.  Key inputs, such as paper forms, user input, or other processes, that serve as triggers to the process.

· Key Outputs.  Key outputs that serve as the results of the process.

· Key Actors.  Key positions, roles, cabinets or other organizations involved in the business process.

3. Scenarios.  Provides a summary of business scenarios identified for the process. Business scenarios are detailed cases or variations of a specific business process

4. Summary of Key Policy and Procedure Changes for the Process.  Documents a summary list of key policy and procedures identified by the analysis and design teams that are impacted or need to be created for the business process.

5. Summary of Software Modifications.  Through the process of mapping the business processes to baseline system functionality, software modifications may have been identified.  This section provides a summary of those modifications.

6. Checklist Disposition.  The MARS RFP requirement checklist served as an input to the business process design effort.  This section documents the disposition of the requirement checklist.

7. Major Issues Decisions.  This section summarizes major design issues and their resolution.

8. EMPOWER/Reengineering Objectives.  This section provides a summary of the EMPOWER Kentucky Reengineering Objectives and how they are addresses by the MARS conceptual model.

9. Performance Measures.  The EMPOWER Reengineering effort and the design teams identified key performance measures for each business area.  This section documents these measures and how MARS addresses them.

10. Design Tool Detailed Report.  The MARS Design Toolset (Rover) was used throughout the design process to capture detailed information regarding business processes, scenarios, process steps and system mapping.  This appendix provides detailed supporting information regarding the business processes outlined in the System Usage Analysis document.

It is important to note that the contents of the System Usage Analysis documents are supported by other MARS Project deliverables.   A complete list of these deliverable documents is available in Appendix A of the MARS Project Strategic Plan.
Description of Business Processes

1.1 Business Process — Register Vendor (VND01)

1.1.1 Process Overview
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Figure 1
Register Vendor Process

1.1.1.1 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 discount terms will need to be specified.  The vendor will remain in “potential status” until the data is reviewed and approved by the CRC.  While in this status the vendor may submit a bid but can not be awarded a contract or receive payments. This information will be reviewed by the Customer Resource Center before a vendor is activated within the database.  Kentucky envisions a vendor database that has the following characteristics and functionality:

· Central ownership of all vendor files.

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

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

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

· The ability to debar and hold payments to vendors.

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

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

1.1.1.2 System Mapping

The ability to enter and maintain vendors within the client-server environment is available within Procurement Desktop baseline software.  Using the Vendor Maintenance module, users can create, update, and activate vendors.  Potential vendors can be entered and then reviewed before being activated and available for business to the Commonwealth.  Data including multiple addresses, multiple contacts, commodities offered, DBE qualification, payment terms, and banking information can be tracked per vendor record.  Access to the Vendor Maintenance module can be limited to a defined group of Procurement Desktop users.

1.1.1.3 Key Inputs (triggers)

· Requests from agencies and vendors to initiate a new vendor record.

· Requests from agencies and vendors to update a vendor record.

· Vendor Lite records.  The Vendor lite record is a Procurement Desktop document that can be used to initiate a change to a Vendor record.  It is routable and approvable.

· Current vendor data (addresses, payment terms, commodities offered, etc.) supplied by the vendor and other resources.

1.1.1.4 Key Outputs (results)

· Active vendors.

· Centrally maintained database of vendor profiles.

· Searchable database of vendors by commodity

· Sensitive information will be secured from unauthorized personnel 

1.1.1.5 Key Actors

· Agencies and actual vendors will request the initiation and update of vendors.  By delegating routine maintenance to the supplier, this process recognizes vendors as stakeholders in MARS. 

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

1.1.1.6 Scenarios

Scenario Name
Business Description

Central entry from forms generated by the vendor
Vendor sends information via paper registration form to the CRC.  The vendor is registered by the CRC.

Web (notification when soliciting)
Vendor requests that they be added to the MARS Vendor Table.  They complete their information on-line via the WEB, which then feeds information into the CRC for approval.

Agency request to add vendor
Agency wants to make a payment to a vendor that is not on the vendor table.

Add employees as vendors for travel reimbursement
Accept a feed from UPPS identifying newly hired employees.

1.1.2 Summary of Key Policy and Procedure Changes for the Process

· With the integration of a Web vendor registration module, vendors will now have direct access to their profile for maintenance purposes with appropriate security.

· The Customer Resource Center (CRC) will have control of the entire vendor database.  This will include responsibility for verification of information provided by the vendors for: Certification, DBE, licenses etc.

· The CRC will maintain vendor passwords.

1.2 Business Process — Vendor Communication via the Web (VND02)

1.2.1 Process Overview

[image: image2.wmf]Agency sends

electronic version

of new or updated

record . Vendor

Lite

New and updated

Vendor records

arrive at the

Customer

Resource Center

through PD

workflow.  CRC

identifies Web

vendor registration

CRC Reviews and

Updates Vendor

Information

Request from

Vendor or Agency

to Add or Update

Record (CRC)

Profile is

acceptable ?

Approve Changes.

Change status to

Active and Update

Vendor Database

Yes

Contact Vendor or

Initiator for

Clarification or

Modification

No

Update Vendor

Database

Vendor sends new

or updated profile

through the web

(Vendor Web

Reg.)

Figure 2
Vendor Communication via the Web Process

1.2.1.1 Description

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

· The ability to inquire and obtain information on invoices.

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

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

1.2.1.2 System Mapping

These functions are not currently supported in baseline Procurement Desktop.  They fall beyond the initial scope of the MARS system.  The Commonwealth will be responsible for maintaining their Web page.

1.2.1.3 Key Inputs (triggers)

· Invoice information.

· Training information.

· Vendor feedback.

1.2.1.4 Key Outputs (results)

· Informed vendor community

· Fewer phone calls received from vendors inquiring about the status of payments.  Commonwealth employees are freed up from responding to Vendors.

· Vendor participation in Commonwealth goals and objectives.

1.2.1.5 Key Actors

· Vendors who will access the Web site and perform inquiries and submit feedback.
1.2.1.6 Scenarios

Scenario Name
Detailed Business Description

Vendor Communication via the Web
Process encompasses various communications from the Commonwealth to the vendors through the State Web page.  These include invoice status, training opportunities, and the entry and tracking of customer performance.

1.2.2 Summary of Key Policy and Procedure Changes for the Process

The CRC will now receive and respond to Vendor feedback

Business Process — Update Vendor Database (VND03)

1.2.3 Process Overview

Figure 3
Update Vendor Database Process
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1.2.3.1 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 would like to extend the ability to modify vendor information to vendors through the Web as well as to central administrators using PD.  This objective will be reached by having vendors retrieve and update their own information from the Commonwealth’s Internet site and having CRC update files on an ad hoc basis using Procurement Desktop’s Vendor Maintenance module.  Additionally, the Commonwealth would like to:

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

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

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

1.2.3.2 System Mapping

Procurement Desktop currently allows certain users the ability to modify all vendor information including banking, payment terms, status, and general data within the Vendor Maintenance module.  Access to the Vendor Maintenance module can be limited to a specific subset of users.  Functionality is being added to MARS to allow Agencies to request changes to the Vendor file or to have new Vendors added.  These documents may be initiated into Procurement Desktop workflow.  When these documents are approved the changes will automatically update the Vendor file.  Vendors will also be able to update and create their own Vendor records from the Commonwealth’s Web site.  

1.2.3.3 Key Inputs (triggers)

· Request from a vendor or agency to update the vendor file.
· Updated vendor file from the Web registration module.
· Modified data.  Upload of changed information by CRC.

1.2.3.4 Key Outputs (results)

· Accurate vendor records.

1.2.3.5 Key Actors

· Vendors who will submit modifications to their records.
· The Customer Resource Center (CRC) which will review and approve vendors that have been modified;
· Agencies request to update vendor records;
1.2.3.6 Scenarios

Scenario Name
Detailed Business Description

Vendor table updated by procurement action
As vendor performance is identified through entries into the various modules of PD (e.g., receiving, contracting, ordering, etc) the information on each vendor must be available centrally through vendor table inquiry.

Web
Initiated by Vendor to update their file from the web.

Manual Update of Vendor Database
All changes to the vendor table initiated manually by either an agency or the CRC.  If initiated by the agency, there will be an approval required by the CRC.

1.2.4 Summary of Key Policy and Procedure Changes for the Process

· With the integration of a Web vendor registration module, vendors will now have direct access to their profile for maintenance purposes.

· A central agency (CRC) will have vendor approval authority and retain responsibility for the vendor file.

1.3 Business Process — Purge Vendors (VND-04)

1.3.1 Process Overview
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Figure 4
Purge Vendors Process (Deferred)

1.3.1.1 Description

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

1.3.1.2 System Mapping

Procurement Desktop’s Vendor Maintenance module currently allows certain users the ability to mark vendors as inactive as well as delete them from the database.  The ability to delete vendors is restricted to certain users.

1.3.1.3 Key Inputs (triggers)

· Purge criteria.

1.3.1.4 Key Outputs (results)

· File of purged vendors.

· Accurate, up-to-date vendor database.
1.3.1.5 Key Actors

· Customer Resource Center (CRC) which will determine whether vendors marked as ‘purged’ should actually be dropped from the database.
1.3.1.6 Scenarios

Scenario Name
Detailed Business Description

Purge Vendors
Purge vendors from the vendor table that meet specified criteria, e.g., unchanged vendors, unpaid vendors, vendors with no outstanding contracts, no responses to solicitations, no current commodity qualifications, not tracked as a subcontractor, and not an employee.

1.3.2 Summary of Key Policy and Procedure Changes for the Process

None

1.4 Business Process — 1099 Reporting (VND05)

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

Business Process — Identify Need (SOL01)

1.4.1 Process Overview

Figure 5
Identify Need Process
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1.4.1.1 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 Master Agreement, in inventory, or in a vendor catalog, the user should be able to process an order for the item.  If the item is not on an existing agreement, the user may create a requisition form or purchase the item from an outside vendor him or herself (pro-card or small purchase).  The steps needed to fulfill this process include:
· Access to a search engine that will query existing supply sources in order of priority—inventory, internal providers, Master Agreements, catalogs, and the NIGP commodity code structure.  Once the source has been identified, the system will automatically generate an order with information defaulting from the supply source.

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

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

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

1.4.1.2 System Mapping

Procurement Desktop’s WEB and Client Server Cataloging functionality will allow users the ability to perform inquiries for goods and services and order them from existing sources (Master Agreements, internal providers, vendor catalogs, and inventory).  PD users will also be able to create Purchase Requests to initiate the procurement of goods and services.  Within the Purchase Requests and orders, users can enter commodity, accounting, and specification data as well as suggest vendors.  Users will be able to approve, route, cancel, suspend, and resume the resulting orders and Purchase Requests.  The integration module to be developed between PD and ADVANTAGE will validate funds availability and pre-encumber the funds for the requisitions.

1.4.1.3 Key Inputs (triggers)

· The need to acquire a good and/or service.

· Existing vendor catalogs, Commonwealth Master Agreements, and inventory information, NIGP commodity code structure;

· User information and requirement specifications.

· Automatic routing logic 
1.4.1.4 Key Outputs (results)

· Approved delivery order documents.

· Approved Purchase Request documents.

· Approved “Small Purchase” contracts

1.4.1.5 Key Actors

· Commonwealth employees requesting goods and/or services.

· Commonwealth employees placing orders from existing contracts, inventory and/or catalogs, and internal providers.
· Central purchasing agents placing orders from existing contracts, inventory, and/or catalogs and internal providers.

1.4.1.6 Scenarios

Scenario Name
Detailed Business Description of Scenario

Split lines for approvals
With automatic routing, lines from a requisition may be split off to a new requisition for approval.  Assumes item(s) not found on or chosen from Master Agreement.

Cancel, suspend, resume, delete Purchase Request
If funding is unavailable, the goods or services are no longer needed, or were entered in error, the purchase request will be deleted, suspended, canceled or resubmitted.

Request that is rejected
Rejected due to: money constraints, future justification, bad specifications, Master Agreement in process of being rejected or in/on approval route.

Item found on Master Agreement
Item on order located within Master Agreement.

Item found in inventory
Item on order located within inventory.

Item not found through catalog associated with a master agreement
If the item or service can not be found on Master Agreement, available by internal ordering, available from surplus, or under special authority, then a purchase request must be submitted.

For a Master Agreement
No accounting information required on Master Agreement.

1.4.2 Summary of Key Policy and Procedure Changes for the Process

· Delegation of authority to agencies from central purchasing.

· The ability to order from vendor catalogs.

· Catalog search.  Users will browse vendor catalogs.  This information will be presented using a Shopping Basket as the central graphical metaphor.  Based on what is in he user’s shopping basket, PD will generate all the appropriate Procurement Documents.

· Automated routing will “split requisitions” by commodity line

· Users will not need to know their accounting structures and chart of accounts.  The system has user friendly drop down lists that display accounting codes in description terms.

· Staged workflow is possible – initiator does not need to have all information on document complete in order to route the document for approval.  Given the appropriate security, users in the approval chain can complete all required fields, and satisfy all system edits.

· Agencies will need to determine whether, by policy, they will require the 11-digit commodity code.  Only the five-digit code will be required by the system.

Business Process — Develop Solicitation (SOL02)

1.4.3 Process Overview
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Figure 6
Develop Solicitation Process

1.4.3.1 Description

The Commonwealth solicits several types of bids from vendors for active requisitions and for potential contracts.  The Commonwealth’s vision of the solicitation functionality contains the following features:

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

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

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

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

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

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

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

1.4.3.2 System Mapping

Procurement Desktop allows users to create solicitations using pre-defined types and incorporate existing clause templates.  Solicitations can be created from scratch or from one or more existing requisitions in which case all specifications will carry from the requisition(s) to the solicitation.  Additional or new specifications including commodity, accounting, and clause information can be entered within a solicitation at any time.  Solicitation documents can be approved, routed, issued, cancelled, suspended and resumed within PD.  Modification or “Addendum” documents may be created for Solicitation.  

Procurement Desktop’s Solicitation Mailing List module also allows users to generate and track a list of vendors to whom the document will be sent.  Users can select vendors for the list or filter them based on commodity, and DBE.

1.4.3.3 Key Inputs (triggers)

· Approved Requisition documents. 

· Terms and conditions templates.
· On-line Specification library

· Vendor commodity registration

· “Best Value” evaluation templates

1.4.3.4 Key Outputs (results)

· Comprehensive list of solicited vendors 

· A reusable bidders list

· Issued Solicitation documents
· Solicitation posted to the  Commonwealth’s Web site

· Solicitations sent to pre-registered Vendors

1.4.3.5 Key Actors

· Procurement officers who will manage the solicitations.

· Vendors to whom the solicitations will be sent.

· Vendors accessing solicitations via the web.
1.4.3.6 Scenarios

Scenario Name
Detailed Business Description

RFQ
Quotes and qualifications.

Agency vs. central


Multiple solicitations from one request
Create and refine many solicitations from one request,

the associated steps from 0052 through 0190 for each solicitation.

One solicitation for multiple requests
Create and refine many solicitations from multiple requests.

Solicitation includes bid tab sheet
Define bid criteria on the solicitation.

Lease of real property
This is a staged process: a RFI is issued to the general public to determine vendors interested and able to provide the property needed.  There is a pre-qualification process where vendor responses are filtered by inspection and a customized RFP for each vendor is generated with specs for each respective building.

Rebid no response (history)
Initial bid generated no responses from vendors.

Types of solicitations
A solicitation is used to generate formal quotes from vendors.  A RFQ is used to generate informal quotes.

If a requisition does not exist, there is a requirement to identify and describe the procurement, as one would for a purchase request.

1.4.4 Summary of Key Policy and Procedure Changes for the Process

· The Internet will now be the primary means of distributing a solicitation to the vendor community.

· Boilerplate clauses may be incorporated into the solicitation by reference only (number and title).

· The Commonwealth has decided not approve bidder’s list (mailing lists) in order that may be reused and modified throughout the solicitation process

· The purchasing officer will determine the method of how the award will be made – by line, by group, or all line items at one time.  The Procurement Officer will define groups as they see fit.  Groups will be displayed to the vendor.

Business Process — Manage Solicitation (SOL03)

1.4.5 Process Overview

Figure 7
Manage Solicitation Process
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1.4.5.1 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 would like an efficient process for creating and issuing modifications to the document.  The modification process should consist of:

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

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

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

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

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

1.4.5.2 System Mapping

Procurement Desktop allows users the ability to create and issue modifications to existing solicitations.  Within solicitation modification documents, users can add, change, and delete existing information including specifications and clauses.  Users can also make changes to the vendor list (add or delete vendors).  By maintaining the original and modified documents, PD maintains an audit trail of altered information.  There are also text fields within the solicitation modification where users can enter a description of changes made.  Currently, Procurement Desktop does not print only addenda to documents.  The Commonwealth has identified this ability as a potential modification to the system 

1.4.5.3 Key Inputs (triggers)

· Issued solicitations and solicitation modifications. 

· The need to modify an existing solicitation or solicitation modification.

· Initial bidder’s list
1.4.5.4 Key Outputs (results)

· Accurate and Approved solicitation modifications.

· Notification to the Vendor community 

1.4.5.5 Key Actors

· Procurement officers who will create and manage the solicitation modifications.
· Vendors who will need to respond to the modifications accordingly.

1.4.5.6 Scenarios

Scenario Name
Detailed Business Description

Ongoing solicitation management
These steps should be performed as required during the solicitation management process.  They won't necessarily occur in any specific order.

Web and Manual Bids
A solicitation has been published/issued to the WWW and

a need to change the solicitation has been identified.

Changes can include: specifications, opening date, terms and conditions, additions-deletions-modifications of line items, bill to-ship to, etc.

1.4.6 Summary of Key Policy and Procedure Changes for the Process

· The Internet will now be the primary means of distributing solicitation modifications to the vendor community.

· Boilerplate clauses may be incorporated into the solicitation modification by reference only (number and title).

1.5 Business Process — Receive Solicitation Responses (SOL04)

1.5.1 Process Overview
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Figure 8
Receive Solicitation Responses Process

1.5.1.1 Description

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

1.5.1.2 System Mapping

The Procurement Desktop Bid Evaluation document allows users to manually enter bids and other information from vendors regarding a solicitation.  Information regarding commodities, specifications, and prices will automatically carry forward from the solicitation responses and can be manually updated as well for each vendor identified in the Solicitation Mailing List document.  Users can add to, delete, and update response information provided by the vendors within the Bid Evaluation.  Users can refer to pre-defined evaluation criteria or define their own criteria by which to rank the vendors’ responses.  Bid Evaluation documents can be approved, routed, suspended, and released.  The Commonwealth has defined several potential modifications to ensure electronic bid responses can be incorporated into the MARS application.

1.5.1.3 Key Inputs (triggers)

· Approved Solicitation or Solicitation modification.

· Vendor response information.

· List of vendors to whom solicitations were sent.
1.5.1.4 Key Outputs (results)

· Bid Evaluation document which houses all vendor responses.
· Comprehensive ranking of all vendors’ responses.
· Informed and fair purchasing decisions;

· Best Value Purchasing

1.5.1.5 Key Actors

· Procurement officer who will receive and maintain the Bid Evaluation.
· Vendors who will provide bid responses.
1.5.1.6 Scenarios

Scenario Name
Detailed Business Description

Responses to solicitations
On the closing day, the responsible individual will retrieve all bids that have been locked in the database. Based on group security, RFP responses can be opened early. The documents will be stored in the same folder as bid evaluation document.

Allow vendor to withdraw and submit
A solicitation has been published /issued to the www.  A vendor has submitted his/her bid through the Web or manually.  If addenda are published MARS must notify the vendor electronically.  Vendors will be able to withdraw / retrieve their bids and resubmit the up-to-date bid in a secure environment.

MARS will track this.

1.5.2 Summary of Key Policy and Procedure Changes for the Process

· The Internet will now be the primary means for vendors to respond to Commonwealth business opportunities.

· Legislative framework to enable Electronic Commerce over the Internet.  For instance, a vendor’s user name and password to the Web site will be equivalent to their signature on the paper bid document.

1.6 Business Process — Evaluate Responses (SOL05)

1.6.1 Process Overview

Figure 9
Evaluate Responses Process
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1.6.1.1 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 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 

1.6.1.2 System Mapping

Procurement Desktop’s Bid Evaluation module will incorporate and track comprehensive bid information from all vendors defined within the mailing list for all items defined within the solicitation document.  The system will automatically score line item costs, total costs, on-time delivery, and shipping costs.  The Bid Evaluation document also allows users to define and rank vendors based on qualitative criteria.  Evaluations can be applied and viewed by individual or all line items.  Once the information within the Bid Evaluation document is final, users can create awards for one or more line items to one or more vendors.  The Commonwealth has defined several potential modifications to allow Web responses to be automatically incorporated into a Bid Evaluation document in addition to manual entries.

1.6.1.3 Key Inputs (triggers)

· Approved Solicitation or Solicitation Modification.

· Vendor responses from the Web (Best value criteria, electronic attachments, Prices).
· Manual vendor responses.

· Best Value Criteria.

1.6.1.4 Key Outputs (results)

· Initiated and undisputed awards (Master Agreements, Contracts)

· Documentation of award results
1.6.1.5 Key Actors

· Procurement Support staff enter manual bids

·  Procurement officer who will manage the bid evaluations and make the final determination.
· Vendors who will supply bid responses.

· Evaluation committee who will evaluate vendor responses and provide input for the final determination for award.
1.6.1.6 Scenarios

Scenario Name
Detailed Business Description

IFB
The IFB is used to solicit bids from vendors.  Bids are evaluated based on the criteria set up within the t & c of the solicitations (basis of award).  Steps:

enter information, check for errors, load data from www, post up to web, electronic filter, manual filter, complete bid.

1.6.2 Summary of Key Policy and Procedure Changes for the Process

· Now, support staff will create the bid evaluation and route to the clerk responsible for bid opening.  They will upload responses at time of bid opening and read the web bids from their screen.  The existing process for manual responses will remain unchanged.

· After verifying that manual responses were entered correctly, the purchasing officer should approve and release the bid evaluation document so that no further changes can be made to it.  They can then generate their views.

1.7 Business Process — Vendor Response Through the Web (SOL06)

1.7.1 Process Overview

[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 10
Vendor Response through the Web Process

1.7.1.1 Description

A vendor must be registered in the Commonwealth’s system to have received a password to bid on-line.  Instruction will be posted as standard text on the Web page.  After a vendor downloads a Commonwealth solicitation from the Web, the vendor will then enter its response on the Web.  The response information will be secured and held until the bid opening date.  Vendors should have the ability to include attachments with their bids.  Vendors should also be able to change specifications, quantities, unit of measure, or note exceptions to any part of the solicitation on the Web.  Vendors should be able to enter brand and model number.    To satisfy these requirements, MARS should 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 RAPs, RIFFs, FIBs and RFQs. Information entered for responses includes: price, payment terms, delivery date of order, brand name, model, exceptions, discounts, mark-ups, catalog name and number.

· The ability to withdraw bids.

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

· The ability to submit responses to bid addenda.

1.7.1.2 System Mapping

These activities are not currently supported in the baseline Procurement Desktop application.  The Commonwealth has defined potential modifications to Procurement Desktop to accommodate for this Web functionality.

1.7.1.3 Key Inputs (triggers)

· Business opportunities with the Commonwealth (solicitations) posted to the Web.

· Solicitation addenda.

· Vendor responses

· General information for Vendors explaining how to do business with Kentucky.  On Line help functionality

1.7.1.4 Key Outputs (results)

· Complete and accurate vendor responses to Solicitation
· Complete Bid Evaluations.

1.7.1.5 Key Actors

· Vendors who will provide bid responses.

1.7.1.6 Scenarios

Scenario Name
Detailed Business Description

Submitting bids/proposals
The steps that need to be followed in order for the vendor to submit their bid/proposal.

1.7.2 Summary of Key Policy and Procedure Changes for the Process

· The Internet will now be the primary means of distributing a solicitation to the vendor community.

· Vendors will be required to register in order to obtain a password to allow them to submit bid responses.

1.8 Business Process — Create Master Agreement (ORD01)

1.8.1 Process Overview

[image: image11.wmf]Vendor logs onto

the Web and views

posted

solicitations

Vendor enters the

bid information in

the on-line Web

form

Vendor submits

bid

Vendor makes

changes to original

bid

Vendor wants

to withdraw

bid?

Yes

No

Bid is processed

at closing date and

time

resubmitted

Vendor withdraws

bid

Vendor wants to

submit new bid?

Yes

Figure 11
Create Master Agreement Process

1.8.1.1 Description

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

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

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

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

· The ability to associate catalogs with Master Agreements.

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

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

· The ability to establish contract milestones.

· Define payment matching requirements for downstream orders

1.8.1.2 System Mapping

Procurement Desktop’s Master Agreement document and functionality will provide the Commonwealth with the ability to create long-term agreements with vendors for established commodities and prices.  The Master Agreement can be created directly off of a bid evaluation document so that the quotes and vendor information defaults into the contract.  Master Agreements can also be created from scratch with all information defined by the user.  Users can specify information such as payment terms, price ceilings, effective dates, and terms and conditions within the Master Agreement.  Master Agreements can be approved, routed, cancelled, suspended, and resumed within Procurement Desktop.  Attachment documents can be associated with Master Agreements as well.  The Commonwealth will be able to make Master Agreements available to Commonwealth employees who will be able to place delivery orders against them through the Web.  Milestones can be defined for a Master Agreement using Procurement Desktop’s milestone module which allows users to define milestones, milestone dependencies, planned due dates, and actual due dates.   No funding or accounting is associated with a Master Agreement.  The Commonwealth will be able to associate sub-types with Master Agreements – e.g. fluctuation prices, fixed price, personal service contracts with header ceilings.

1.8.1.3 Key Inputs (triggers)

· Requests from agencies and central purchasing to create a Master Agreement.

· Approved solicitation documents.

· Approved bid evaluation documents.

· Report returning a list of Master agreements about to expire that have no further Renewal periods remaining
· Renewal notice received back from a vendor indicating that do not wish to renew the contract
· A quote from a vendor with sole source documentation
1.8.1.4 Key Outputs (results)

· Approved Master Agreements distributed to agency users through the catalog
· Updated  “catalog” sources

1.8.1.5 Key Actors

· Agencies and central purchasing will request the initiation and update of Master Agreements and will approve them.

· Vendors will compete for and receive awards for Master Agreements.

· LRC will approve MA’s identified as personal service contract as well as some service contracts and Memorandum of Agreement.
Scenarios

Scenario Name
Business Description

Professional services greater than 50K
These types of Master Agreements must be filed and reviewed by LRC/GCC before work begins.  

Create Master Agreement from Scratch
Create Master Agreement without referencing a Purchase Request or Solicitation / Bid evaluation. 

Graduated pricing (deferred)
When a quantity and/or total dollar threshold are reached, the lower price will update any new delivery orders created from the Master Agreement.

Blanket Agreements
A Master Agreement with a $ ceiling on the header.

Professional Services less than 50K
Courtesy copy sent to LRC.

Discount / Cost Plus pricing
Include a discount from a catalog or mark up to a list price.

Create Master Agreement from Bid Evaluation
Create a Master Agreement as a result of a Bid evaluation.

Create Master Agreement from a Purchase Request
Create a Master Agreement from a Purchase Request.

Create a Master Agreement with a supporting catalog
Create a Master Agreement that establishes discounts on items from a catalog.

Create a Master Agreement with line items and supporting catalog
Create a Master Agreement that establishes discounts on items from a catalog with line items added from a solicitor.

Fluctuating Prices
Create a Master Agreement for items with fluctuating prices on a frequent basis, i.e., gas, oil, and food.

Architect and Engineering (A&E)
Multiple Master Agreements created with one for each response.

Provider Agreements


1.8.2 Summary of Key Policy and Procedure Changes for the Process

· Extend use of Master Agreements to authorized agencies. 

· Minimize redundant procurements by allowing access to Master Agreement documents by all agencies.

· Reduce dependency on the “low-bid only” concept.

· Associate electronic catalogs which will be used by agencies to search for items or services they need

· Master Agreement sub-types will be set-up in System Administration.

Business Process — Create Contract (ORD02)

1.8.3 Process Overview

Figure 12
 Create Contract Process
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1.8.3.1 Description

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

· Default information from the associated requisition or solicitation.

· Notify agency and receiver of contract.

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

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

· Automatically route contracts for proper approval.

· Validate funds availability and encumber the contracted amounts.

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

1.8.3.2 System Mapping

Procurement Desktop baseline functionality includes a contract document and functionality that meets most of the Commonwealth’s requirements.  Users can create contracts from existing requisitions, solicitations, or from scratch.  The contracts contain information such as commodities, unit prices, payment terms, tolerances, and terms and conditions.  Contracts can be approved, routed, closed-out, terminated, and modified within PD.  Procurement Desktop allows users to create defined templates and associated them with contracts depending on the sub type (MOA, personal service, cost plus, etc.).  Users will select the payment matching requirements.

1.8.3.3 Key Inputs (triggers)

· Requests from agencies and central purchasing to create contract documents. 

· Approved solicitation documents.

· A quote from a vendor with sole source documentation
1.8.3.4 Key Outputs (results)

· Approved contract documents.
1.8.3.5 Key Actors

· Agencies and central purchasing will request the initiation and update of contracts. 

· Vendors will be awarded contracts and provide the good or services.

· LRC will approve contracts identified for Personal Service Contracts (PSC) and Memorandum of Agreements (MOA).
1.8.3.6 Scenarios

Scenario Name
Business Description

Personal Service contracts
Contract for professional services, awarded from a RFP, Personal Service Contracts have a price ceiling established at the header level and require approval from LRC before the vendor is to begin work.

Contract from solicitation/bid evaluation
Create a contract from a solicitation/ bid evaluation having all the information copied over to the contract.

Contract from Scratch
Create a contract without a referenced Bid Evaluation/ Solicitation or Purchase Request. Usually the buyer will receive quotes off-line from the Vendor.

Contract from Request
Contract created:

From a partial request;

From a single request;

From multiple requests.



Contract with trade-in
Contract created with a line item which specifies a predetermined trade-in value and it will be listed as a negative amount.

Protest
Protests from vendors regarding a solicitation, protests from a vendor regarding an award from a solicitation, contract will be held pending resolution.

Recurring contract
Contract for leasing of real property.

MOA’s
Inter Account payment

1.8.4 Summary of Key Policy and Procedure Changes for the Process

· Provide delegation of authority to agencies by allowing authorized users to create and process contracts for their own agency.

· Provide the Commonwealth with the ability to pay contract with a pro card to achieve a better price where offered. 

Business Process — Create Master Agreement Delivery Order (ORD03)

1.8.5 Process Overview
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Figure 13
Create Master Agreement Delivery Order Process

1.8.5.1 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 from a fixed price contract.

1.8.5.2 System Mapping

Procurement Desktop allows users to create delivery orders from existing Master Agreements  within the client server and Web application.  Within PDWeb, users can specify information pertaining to a commodity.  The system will then return all Master Agreements that contain the requested item description or other attribute.  The user can select the appropriate line item within the Master Agreement and the system will create a delivery order with the appropriate line item information defaulted.  Once the delivery order is created, users can add to or update information as appropriate.  Delivery orders can be routed, approved, suspended, and released within PD. Users should not create free form line items on the newly created order. Currently, PD disallows users from exceeding Master Agreement limits at the line item level.  The Commonwealth has identified several modifications to the process to limit users from exceeding unit price ceilings and limit use to Master Agreements to those users within the proper authority. 

1.8.5.3 Key Inputs (triggers)

· Requests from agencies to create a delivery order.

· Requests from central purchasing to create a delivery order.

· Pre-Established Master Agreements.
· Catalog search functionality on web and client server.

1.8.5.4 Key Outputs:

· Approved delivery orders.
1.8.5.5 Key Actors

· Agencies and central purchasing will perform the initiation and update of delivery orders. 

1.8.5.6 Scenarios

Scenario Name
Business Description

Create order from blanket agreement
Blanket agreement is a Master Agreement with a $ ceiling on the header. For each order created from this Master Agreement have a running total to know when the ceiling has been reached and not to exceed.

Create orders from Master Agreements using different transmissions
Create orders using fax, EDI, web, manually etc.

Create orders from Master Agreements that includes catalog
Create orders from a Master Agreement with a catalog for pricing information

Create orders from multiple Master Agreements(dropped) 
Create orders with line items from multiple Master Agreements with the same vendor.

Create orders from a purchase request
Create order from a Purchase Request.

Create orders from Master Agreements with multiple ship to/ invoice address
Ability to create an order with multiple ship to / invoice addresses for a single line item. This can be done with sub-lines.

Create orders with insufficient funds
For orders created where there are insufficient funds, route it to the Fiscal shop for resolution prior to submitting it to the vendor.

Create mini-agreement on a personal service contract
Create an order from a Master Agreement that operates as a Personal Service Contract.

1.8.5.7 Summary of Key Policy and Procedure Changes

· Provide agencies and central purchasing with the ability to create delivery orders from master agreements that they are authorized to use in order to make a ‘best value’ purchase.

· Provide the Commonwealth with the ability to pay for delivery orders with a procurement card to achieve a better price where offered.

Business Process — Contract Administration (ORD04)

1.8.6 Process Overview

Figure 14
Contract Administration Process 
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1.8.6.1 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 MARS, 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

1.8.6.2 System Mapping

The ability to manage contracts, modifications, protests, vendor complaints is provided for within baseline commercial Procurement Desktop.  Users have the ability to create modification documents to contracts to account for any changes in information.  Information from the original document is copied to the modification document where users can update any data as required.  Users can then reference the new information from the modification document.  With the integration functionality between PD and ADVANTAGE, the accounting impact of contract modifications will be reversed and reestablished appropriately.  Vendor protests can be entered through the vendor dispute tracking document that can be routed for resolution.  Complaints against vendors are entered against a particular contract and are maintained through the vendor tracking document.  Through a PD milestone plan, users can track the deliverables from a vendor based on system-generated milestones or free form entered milestones.  The system will automatically define and calculate expected and actual due dates for system-triggered milestones.

1.8.6.3 Key Inputs (triggers)

· Requests from agencies, vendors and central purchasing to modify contracts.

· Requests from vendors to enter a protest for a given contract.

· Requests from agencies and central purchasing to enter a vendor complaint/evaluation. 

· Automated notices of pending or passed deliveries –notices to vendor and contract administrator
1.8.6.4 Key Outputs (results)

· Approved contract modification documents.
· Vendor tracking documents.(complaints, protests, and vendor commendations)
· Timely arrival/completion of goods/services.
· Milestone plans.
1.8.6.5 Key Actors

· Vendors will initiate a protest of a contract.

· General Counsel will resolve protests

· Agencies, vendors and central purchasing will request the modification of contracts.

· Agencies and central purchasing will initiate vendor complaints.

· The LRC will review and approve modifications to personal services contracts and Memorandum of agreement.
1.8.6.6 Scenarios

Scenario Name
Business Description

Internal Changes
Add, change, correct accounting information, commodity information etc.

Protest
Vendor or public protest of a contract.

External Changes
Accommodate reassignment of benefits, a change in pricing, items, incentives, liquidated damages, vendor address, line change, global price change etc. 

Change accounting
Increase or decrease encumbrance.



Personal Service Contracts
Change to effective period, dollar value, and scope. Any change requires LRC approval.

Cancel Document
Cancellation due to vendor complaint, non-delivery, poor quality, need no longer exists.

Vendor Complaints
Record official complaint against a vendor. To be routed to the originator of the contract.

1.8.7 Summary of Key Policy and Procedure Changes for the Process

· Provide the ability to manage contracts through the use of milestone plans, modification documents and status reports.

· Streamline the protest and vendor complaint process to expedite issue resolution with the use of a common document that can be routed for resolution.

· Vendor evaluation process for commendation/review of vendors

Business Process — Receiving (RCV01)

1.8.8 Process Overview

Figure 15
Receiving Process
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1.8.8.1 Description

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

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

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

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

· Automatically verify tolerances and disallow entries that exceed tolerances.

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

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

1.8.8.2 System Mapping

The Commonwealth will use Procurement Desktop’s existing receiving report and functionality to process receipts.  Within the report, users will enter various criteria to match receipts to existing awards or shipping requests.  The information from the selected document will carry forward into the receiving report.  Users can then modify or add additional information such as the quantity received, quantity rejected, or reasons items were not to specifications. Invoices will be automatically created and initiated into workflow when the receipt is saved.

1.8.8.3 Key Inputs (triggers)

· Existing award and shipping request documents. 

· Shipments of goods and/or services to the Commonwealth.
· Pending receipts report

· Advance shipping notice

1.8.8.4 Key Outputs (results)

· Finalized receiving report.

· Payment processing for two-way match receipts
· System generated Automated Invoice

1.8.8.5 Key Actors

· Central receiving offices that will receive and process goods and services.

· End users who will receive and process goods and services.

· Vendors who ship goods
1.8.8.6 Scenarios

Scenario Name
Detailed Business Description

Two-Way Match (Order and Receiver)
Initialization of the payment process for those receipts that were defined as two-way matching within the associated order.

Three-Way Match (Order, Receiver, and Invoice)
Processing of information to satisfy receiving requirement for three-way match payment processing.

Four-Way Match (deferred)
Match goods received against - order, receipt, invoice, and inspection.  Quality assurance includes both internal and/or external testing.

Straight Disbursements
Receipts that do not relate to existing award documents.

Receiving Returned Goods
Receiving items that have been returned to the vendor then returned to the Commonwealth, assuming a Shipping Report in system.  Will have to trigger any necessary fixed asset information.

1.8.9 Summary of Key Policy and Procedure Changes for the Process

· The ability for some users in small agencies to process receipts of goods and services.

· Loading docks will be equipped with Personal Computers and given access to MARS.  They will be able to execute a report that will return all pending receipts.  This will allow the team to prepare for large shipments, and to plan for adequate staffing. 

1.9 Business Process — Shipments (SHP01)
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Figure 16
Shipments Process

1.9.1.1 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 that were damaged or rejected at the time of receipt.  To achieve this, the shipping process should include the ability to:

· Enter and track return shipments to vendors.

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

· Track insurance for the shipment.

· Alert fiscal shop to stop payment.

1.9.1.2 System Mapping

The Commonwealth will use Procurement Desktop’s existing shipping request document and functionality to enter and track shipments.  Within the document, users will enter various criteria to match shipped items to existing receipts to better track the movement of assets.  The line item information from the selected document will carry forward into the shipping request.  Users can then modify or add additional information such as the quantity shipped, the ship to address, and the accounting distribution for the shipping charges.  Users will also be able to enter free-form line items for shipped goods that may not have been formally received or were manufactured by the Commonwealth.  Shipping requests can be approved, routed, suspended, and resumed within Procurement Desktop.

1.9.1.3 Key Inputs (triggers)

· Damaged or rejected goods.
· Existing receiving information. 

1.9.1.4 Key Outputs (results)

· Finalized shipping request document.

1.9.1.5 Key Actors

· Receiving personnel who reject items and need to return them to the supplier.

· End users who reject items and need to return them to the supplier.

· Inventory officers or end user who need to send a fixed asset for repair or maintenance
1.9.1.6 Scenarios

Scenario Name
Detailed Business Description

Items returned to the vendor
Includes returns to the vendor for: defective goods,

credit, refund check, and repair.



1.9.2 Summary of Key Policy and Procedure Changes for the Process

· The ability for some users in small agencies to process receipts of goods and services and initiate the return shipment.

1.10 Business Process — Two-Way Match (Contract and Receiver) (AP01)

1.10.1 Process Overview

Figure 17
Two-Way Match (Contract and Receiver) Process
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1.10.1.1 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 would like 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

1.10.1.2 System Mapping

Users will define items for two-way matching payment processing within Procurement Desktop’s contract documents.  Once this is established and the commodity is received, the integration logic that will be incorporated between PD and ADVANTAGE will pass the information from PD to ADV and initiate the payment processing.  No tolerances will be allowed for two-way match between contract and receiver.  If the system generated invoice doesn’t process without errors it will be routed to a designated desktop for resolution of document errors.

1.10.1.3 Key Inputs (triggers)

· Order information.

· Receipt information

· System generated invoice

· Advantage and Procurement Desktop  error messages.

1.10.1.4 Key Outputs (results)

· Initialization of payment to vendor.

· Commodity consumption information

1.10.1.5 Key Actors

· Purchasing officer or end user who will indicate on the contract that payment for a commodity should occur on a two-way match.
· Central receiving agents and end users who process receipts of goods.
· Fiscal officer who will resolve fiscal errors;

· Contract administrator who will resolve contractual errors

1.10.1.6 Scenarios

Scenario Name
Detailed Business Description

Doesn’t Pass Edits
Doesn't pass edits: grant balances, grant expirations, insufficient appropriation, invalid classification structure, etc.

Encumbered Orders
Assume funds are available, no funding errors, assume final receiver.

Partial Receipts
Partial receipt was authorized on contracts. Assume no tolerances.

Three-Way Match
Four-way match set up acceptance on order, receive,

invoice acceptance, simultaneous process invoice, but don't finalize until acceptance is complete,

if an item doesn't pass inspection, send it back.

Invoice off a Master Agreement
Janitorial services, Master Agreement phone numbers.

Accounting information will be established here.

Provider agreements.

NOTE: Same steps id 3-way match (receiver processed).

1.10.2 Summary of Key Policy and Procedure Changes for the Process

· The ability of the purchasing officer to define the payment terms for contracts and other awards.

· Tolerances will not be allowed on the order if the user is setting it up as a two-way match.

· The Commonwealth will always pay late payment penalties whether or not the vendor wants them.

· Resolution of errors fiscal and match errors will be made by designated users

1.11 Business Process — Two-Way Match (Contract and Invoice) (AP02)

1.11.1 Process Overview
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Figure 18
Two-Way Match (Contract and Invoice) Process

1.11.1.1 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 off of the release of an invoice that contains matching quantities and values as the associated order.  In order to accomplish this process, the MARS application must 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.

1.11.1.2 System Mapping

Procurement Desktop allows users the ability to create an invoice associated with an existing contract.  From the invoice document, users can find and locate the contract(s) with commodity items that need to be paid and carry the relevant information to the invoice.  Within the invoice, users can delete or add additional lines and update any information necessary.  The user can have the system automatically calculate the most optimal payment date or enter one manually.  Invoices can be routed, approved, suspended, and released.  Once the invoice is released, the integration process between PD and ADVANTAGE will create a payment voucher in ADVANTAGE that will be processed for payment.

1.11.1.3 Key Inputs (triggers)

· Released contracts.
· Invoices received from vendors.

1.11.1.4 Key Outputs (results)

· Released invoices.
· Payment vouchers scheduled for payment.

· Commodity consumption
1.11.1.5 Key Actors

· Purchasing officer whom will indicate on the contract that receipt is not required for payment.
· Vendors that will send invoices to the Commonwealth.

· Purchasing officers and end users who will process invoices for services received.

· Fiscal shop which will approve and correct any discrepant invoices.

· Contract Administrators who will resolve any contractual problems.
1.11.1.6 Scenarios

Scenario Name
Detailed Business Description

Emergency Payments
E.g.: Roof caves in, natural disasters. In short, an emergency purchase is necessary to protect life or property and the emergency payment is the payment process of that.

Late Payments
Goods, invoice received and accidentally did not pay within the 30 days as prescribed by statute. We get penalized 1% for every 30 working days or partial after the allotted 30 days.

Funds Available to Carry Over
Items not received by cob June 30th.

Extensions that cross fiscal years.

All transportation and capital projects carry over.

Natural resources contracts carry over obligation, not encumbrance.

Retaining Funds and Pay Retainage to Bank
A&E< putting retainage into vendor's escrow account. Two payments: one to vendor and one to prescribed bank.  Invoice with price and remit to = vendor and invoice with price and remit to = escrow. Graduating retainage.

Processing Recurring Payments
Janitorial payments, property rentals, utilities.  Sometimes the contract is implied, sometimes invoice is implied.

Sometimes payment terms are not setup and sometimes they are.

Invoice off of a Contract
MOAs no line items.  Personal services-line items.

Accounting information will be established on contract.

Contract has ceiling amount.

1.11.2 Summary of Key Policy and Procedure Changes for the Process

· The Commonwealth will always pay late payment penalties whether or not the vendor wants them.

· The ability of the purchasing officer to define the payment terms for contracts/awards.

1.12 Business Process — Three-Way Match (AP03)

1.12.1 Process Overview
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Figure 19
Three-Way Match Process

1.12.1.1 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 and/or services.  In order to allow Three-way matching, the application must 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 the accounting distribution, addresses, specifications, etc.

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

· Allow users to override payment dates if necessary.

· Create attachments to the invoice.

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

· Enter acceptance information within the system.

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

1.12.1.2 System Mapping

Within Procurement Desktop, buyers will be able to define which purchasing documents and actions will be required before processing payments for an item.  The system then supports all functions associated with 3 and 4-way matches.  Users can process receiving reports that reference and contain existing contract information.  Users can input acceptance information for particular items requiring Q&A and testing.  Users can create an invoice associated with an existing contract in PD and add new information or update information carried from the contract. Invoices can be routed, approved, suspended, and released.  Once the invoice is released, the integration process between PD and ADVANTAGE will create a payment voucher in ADVANTAGE that will be processed for payment.  Modifications have been identified for the system to check that all procurement actions (3 and 4-way matches) have been completed before payment can be processed.

1.12.1.3 Key Inputs (triggers)

· Released contracts.
· Receiving report information.

· Item acceptance information.

· Invoices received from vendors.

· System generated invoice
· Error messages from Procurement Desktop
· Error messages from Advantage
1.12.1.4 Key Outputs (results)

· Released invoices.
· Payment vouchers scheduled for payment in Advantage.

1.12.1.5 Key Actors

· Purchasing officer whom will indicate on the contract that receipt and acceptance are required for payment.
· Central receivers and end users who will process and enter receipt information.

· Testers who will perform Q&A on items and enter acceptance information online.

· Vendors that will send invoices to the Commonwealth.

· Purchasing officers/end users whom will process invoices.

· Fiscal shop which will approve and correct any discrepant invoices.

· Contract administrators who will resolve any contractual/match problems
1.12.1.6 Scenarios

Scenario Name
Detailed Business Description

Emergency Purchase
(1) order (2) receiver (3) invoice

This will handle late payments as well.

Three-way for payments against an emergency payment.

Receive Invoice Before the Goods are Received
Payer will hold invoice until receipt of goods or services and the receiver is processed. Invoice will be entered into system and the system will hold.

Change Accounting Information from the Order (Pending decision)
(1) order (2) receiver (3) invoice

If accounting strip is changed, route invoice to agency fiscal shop for approval (assuming amount stays the same).

Increase Invoice Amount from Order Amount
(1) order (2) receiver (3) invoice

If amount is increased the system needs to notify fixed assets if applicable.

Need to route to agency fiscal shop for approval.

Need to route to buyer for approval, there must be justification for increase.

1.12.2 Summary of Key Policy and Procedure Changes for the Process

· The Commonwealth will always pay late payment penalties whether or not the vendor wants them.

· The ability of the purchasing officer to define the payment terms for contracts/awards.

1.13 Business Process — Straight Disbursements (AP04)

1.13.1 Process Overview
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Straight Disbursements Process

1.13.1.1 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, MARS must provide the ability to:

· Enter one-time vendors within the disbursement form. pertinent 

· Enter appropriate accounting distributions for straight disbursements.

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

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

· Attach documents to straight disbursement forms.

· Establish payments for straight disbursements.

· Cite authority

1.13.1.2 System Mapping

Procurement Desktop

Users can process straight disbursements using Procurement Desktop’s Invoice and miscellaneous payment forms.  The invoice should be used if consumption needs to be tracked for the commodities being paid for.  The miscellaneous payment can be used for all other payments.  Several potential modifications have been defined to allow users to enter one-time vendor information and multiple accounting codes within the miscellaneous payment form.  Payment dates can be automatically or manually entered for invoices and miscellaneous payment documents.  Users can attach forms to, route, approve, suspend, and release invoices and miscellaneous payments.

ADVANTAGE

Users can create a manual warrant in ADVANTAGE.  Users can enter accounting information, vendor information, etc.  If a user does not want to wait for a cycle in order to cut the check, he or she can reference a payment voucher to process the check immediately.  Users can also create payment vouchers in ADVANTAGE to process straight disbursements.  Information for vendors, accounting, and check options can be entered in the payment voucher form.  Checks for payment vouchers can be created on-line or within a cycle.

1.13.1.3 Key Inputs (triggers)

· A need to pay a vendor or other entity.

· Payment information.
· Vendor Invoice
1.13.1.4 Key Outputs (results)

· Released invoice documents.

· Released miscellaneous payment documents.

· Payment vouchers scheduled for payment.
· Manual warrants scheduled for payment.
· Commodity consumption from Invoice document

1.13.1.5 Key Actors

· Accounting clerks or purchasing officers whom will process straight disbursements.

· Fiscal shop which will review and modify discrepant straight disbursements.

1.13.1.6 Scenarios

Scenario Name
Detailed Business Description

Debt Service Payment
Debt service payments with no existing contract or invoice documents processed.

Established Vendor
Creating a straight disbursement for a vendor within the database.  E.g., subscriptions, non-contract vendor.

One-Time Vendor
E.g., marble guess, pie-eater, and road stand sellers.

Emergency Purchases
Quick fixes (roof, h2o, storm damage, etc), HVAC.

Check Writer File with Accounting Information To Generate Payable


Straight disbursement processed in PD through invoice
Processing straight disbursements with an invoice that does not match to a contract in PD.

Straight Disbursement in PD processed through Miscellaneous Payment
Processing straight disbursement with a miscellaneous payment document in PD.

Straight disbursement processed through payment voucher/ADV
Processing straight disbursement with a payment voucher in ADVANTAGE.

Straight Disbursement processed through manual warrant/ADV
Processing straight disbursement with a manual warrant in ADVANTAGE.

1.13.2 Summary of Key Policy and Procedure Changes for the Process

· Users can enter and process straight disbursement payments in either the PD or ADVANTAGE software.  The Commonwealth will have to determine which system should be used.

· 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.

1.14 Business Process — End of Fiscal Year Processing (AP05)

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

1.15 Additional Business Processes 

There are several other business processes defined in the ROVER database under the PPD function heading.  However, these apply to either disbursements or travel and are not detailed in this document.  These processes are:

· PAY01 — Payable

· PAY02 — Automated Disbursement – Checks

· PAY03 — Manual Warrant – Treasury

· PAY04 — Manual Warrant – Local Field Office

· PAY05 — Manual Warrant – Off-hours

· PAY06 — EFT/ACH

· PAY07 — Federal Wire Transfer

· PAY20 — Reconcile Central Accounts

· TRV02 —Travel Reimbursement

2 Empower/Reengineering Objectives 

The Commonwealth defined many key software reengineering objectives for the purchasing, payables, and disbursement processes.  The following table lists these objectives with a brief explanation of how they will be met within the MARS application software.

Key Objectives
MARS Software

Purchasing/Workflow

Establish means to handle all types of Commonwealth purchases and contracts.
Users can create requisitions and awards in Procurement Desktop (PD) for any good or service defined within the Commonwealth’s commodity tables.

Establish streamlined bid process using Web and Client Server Technologies.
The Commonwealth has defined potential PD modifications to have MARS post solicitations to the Web and allow vendors to enter bids and attach additional information on the Internet.  PD’s Solicitation Mailing List module will allow buyers the ability to filter vendors and define to whom the solicitations should be distributed.

Provide extensive system support for users making purchases on the system.
Procurement Desktop provides numerous edits and checks to ensure buyers and requesters have supplied the necessary information within forms.  AMS will also post statutes and other reference information provided by the Commonwealth within the Reference Library that is accessible to all PD users.

Provide streamlined processing for high volume requisitions and purchases using workflow capabilities.
Within PD, users can combine requisitions into a single solicitation or award document in order to prevent processing multiple documents for the same goods or services.  The approval routing rules defined within a foundation design will aid this process since requisitions for specific commodities will be assigned to the same buyer who can then streamline the multiple documents into one if necessary.

Establish process-monitoring capabilities to monitor efficiency and effectiveness of workflow.
PD’s milestone plan document allows users to establish milestones and due dates for purchasing processes.  The system will automatically post the actual finish date and calculate the elapsed time for system-driven milestones.  

Establish split central and operating agency maintenance of workflow administration.
Procurement Desktop allows the Commonwealth to define which users and/or groups of users will have the ability to create and access certain documents and approve documents at certain authority levels.  PD allows for some functions to be relegated for specific agencies, and others to be relegated to a central group. 

Capture commodity history to use in acquisition planning and negotiations with vendors.
The Commonwealth has defined several modifications to PD to track commodity use and link this with vendors.  This will most likely be done through a report.

Eliminate source document paper files to a significant extent.
While PD allows users to print most on-line purchasing forms, the ability to route documents and view them in their entirety on-line should reduce the necessity for paper printouts.

Provide the buyers with a rich suite of tools to assist in making and tracking purchases.
The PDWeb Catalog module will provide many useful tools for buyers such as the ability to search through existing Master Agreements and catalogs to locate an item, automatic creation of orders for items found on a Master Agreement or catalog, and the ability to track all purchases made against a Master Agreement or catalog.

Provide software-based support making and recording pro-card purchases.
The Commonwealth has defined a modification for MARS to integrate and track all pro-card purchases.  AMS is currently designing the functional specifications for this modification.

Provide capability to record and enforce volume, tiered, and other discount terms.
Users can define graduated and tiered discounts within PD’s award documents by creating individual line items for specific quantities.  In addition, the system automatically accounts for vendor discount terms when scheduling payments. 

Provide Web based capability for registering new vendors, vendor invoice inquiries, requisitions and ordering from catalogs.
The PDWeb Catalog module allows users to search for and order items within vendor catalogs.  If the desired item is not found within a catalog or Master Agreement, users can enter requisitions on the Web that can be routed and approved within MARS.  The Commonwealth has specified a modification to PD to allow vendors to register on the Web.

Create automated generation of notices regarding late deliveries, contract renewals and others.
The Commonwealth has identified several potential modifications for automatic notices and alerts.  Several of these include alerting vendors of late deliveries and contract renewals, and notifying users if they have documents pending approval.  Manual alerts to system users are currently supported in Procurement Desktop.

Accounts Payable/Disbursements

Reduce the number of vouchers payable by consolidating multiple invoices on single transactions.
The Commonwealth has identified a modification to PD to allow users to enter multiple vendor invoice numbers within an invoice document to consolidate transactions.  NOTE: PD’s Payment Authorization form allows users to combine multiple invoices within one transaction.  During analysis, it was assumed the Commonwealth would not use this document.  However, based on the modification disposition, we may want to utilize the PA form.

Reduce the number of checks by consolidating multiple vouchers onto a single check.
Users can indicate for each vendor in the MARS database whether payments to that vendor can be combined.  If indicated as such, MARS will combine payments for a vendor within the same cycle onto one check.  

Reduce the paper sent to the Treasurer.
The proposed plan for check writing functionality is to replace paper manual warrants with an on-line, electronic document authorizing the treasurer to print checks.  

Exploit discount capabilities by paying on discount due dates.
Procurement Desktop takes several Commonwealth-defined variables into account (discount terms, ROI, lags for payment types, etc.) and automatically calculates the optimal payment date for payments within the Invoice document.   Users have the ability to override this date if necessary.

Establish efficient 1099 reporting.
The proposed plan is to create a 1099 subsidiary ledger from which the Commonwealth can track and report on all transactions that meet 1099 reporting criteria.

Setup MARS to be the check writer for selected external systems.
The check writer design will allow for file feeds from external systems such as payroll and child support.  

Establish ability to pay third parties.
The Commonwealth has identified modifications for a new check writer sub-system that will filter and distribute payments to third parties based on Commonwealth policy rules.

Establish offset logic with receivables and with Tax systems.
The proposed check writer sub-system should take into account offsetting payments based on tax revenue.

Establish highly automated two and three way matching with automated payment voucher generation.
The Commonwealth has specified a modification to PD to allow buyers the ability to define the payment requirements (2, 3, and 4-way matching) within an order (through check boxes) and have the system automatically generate payments once all requirements have been met.

Establish the framework for future EDI.
The Commonwealth must acquire the necessary licenses to accommodate EDI.

Establish EFT and two-way match options and on a vendor by vendor basis.
Currently, ADVANTAGE can set up and transmit EFT payments through the use of an EF disbursement document for any type of match.  The Commonwealth has defined several modifications to track additional information for EFT payments.

3 Performance Measures 

The Commonwealth has identified numerous quantitative and qualitative points for measuring system and user performance.  The following table lists the performance measures defined by the Commonwealth and the MARS data points that could be used to measure them.  Where there is no data points applicable for the measurement, the field has been left blank.

Desired Performance Measures
How They May be Tracked in MARS

Maintain Vendor/Product Databases

Percentage of purchases that result in updates to the databases.
Each order & receipt should be recorded in PD.  For those purchases in which the buyer uses a Procurement Card to purchase directly from the supplier, the database should be updated when the P-card reconciliation process runs and creates a payable document in the system.  Counts can be totaled for quantities and dollar amounts.

Identify Need for Master Agreements and Extensions

Number of opportunities identified
MARS is capable of producing a contract expiration report to trigger action on the part of contract managers.  Reports could also be run for same-commodity purchases processed through means other than a Master Agreement.

Composition of staff identifying opportunities
Since all staff will have electronic access to Master Agreements, they should each have the opportunity to identify the need to extend those contracts.  Total numbers of orders off of Master Agreements for each user could be calculated.

Procurement Planning

Number of recommendations generated
A solicitation type for Master Agreements could be created and the number of these solicitations counted.

Vendor Management

Time to become registered
Time stamps from when the vendor initiates a record to the point it is activated could be compared.

Time to become pre-qualified
Time stamps from when the vendor initiates a record to the point it is activated could be compared.

# of vendors that sign up for training
Count of the number of hits to that part of the Commonwealth’s home page.  Outside of MARS scope.

# of vendors that are verified
MARS could generate a report to count the number of vendors verified during a certain time period (e.g., 1999).

# of one-time vendors
MARS could generate a report to count the number of times a “remit to” address is entered for a processed payment.

# of vendors expressing an interest to supply
Count the number of vendor “hits” on the MARS vendor registration home page.

# of vendors becoming certified
Count the number of approved vendors.

# of vendors becoming pre-qualified
Retain existing forms on web site as attachments in PD so someone could count pre-qualified vendors.

# manual letter requests
Count the number of manual letter requests received (vs. the number of on-line registration applicants).

# of phone calls
Count the number of phone calls received (vs. the number of on-line registration applicants).

Number of vendors registered
Count the number of vendors in the vendor maintenance table.

Number of vendors that respond to IFB’s, RFP’s, etc.
For those IFB’s, RFP’s, etc. that are associated with a bid evaluation form, count the vendor list entries. 

Number of vendors not allowed to respond to a IFB, RFP, etc. because they are not registered.
This would have to be a manual count as there are any number of vendors existing, but not in the database.

# of de-activated vendors
MARS could produce a report counting the number of vendors marked Inactive in Vendor Maintenance profile.

# requesting to be registered
Count the number of vendor entries through the MARS vendor registration home page.

Vendor Management Request Qualification

# of conflicts
Manual count of the number of times CRC has to request additional information or does not activate a potential vendor.

# of resolutions that result in qualified vendors
Manual count of the number of times CRC activates potential vendors.

# of resolutions that result in unqualified vendors
Manual count of the number of times CRC does not activate potential vendors.

Vendor Management Verification of Pre-qualification

Time it takes to verify pre-qualification
Compare time stamps from when the vendor registers and is activated.

# of appeals
Manual count of the number of appeals from vendors that are not activated.

Vendor Management Modify Vendor Qualification

# of appeals
Manual count of the number of appeals from vendors whose information is not updated.

# of modifications
Audit trail should give a count of the number of vendors whose information has been modified.

Vendor Management Vendor Training

Number of vendor complaints
The Vendor Tracking document will be used to accumulate this information.  

Customer satisfaction
The Vendor Tracking document will be used to accumulate this information.

Vendor performance rating
The Vendor Tracking document will be used to accumulate this information.

Measure Customer Performance

# of evaluations
Outside MARS scope.  Could count number of evaluations submitted by vendors on the Web.

# of appeals
Outside MARS scope.

Quality of performance
Outside MARS scope.

Measure Customer Performance

# of feedback forms received
Outside MARS scope.  Could count number of evaluations submitted by vendors on the Web.

# of improvements/changes made because of the feedback. 
Manual count of procedural changes enforced due to vendor feedback.

# of rebuttals
Outside MARS scope.

Compile Vendor and Customer Feedback

# of improvements made as a result of the feedback
Manual count of procedural changes enforced due to feedback.

Overall view of how the Commonwealth and vendors are performing based upon this feedback for defined areas.
Outside MARS scope.

Ordering

Number of orders placed properly i.e. no problems detected during post-audit.
Count the number of released orders in the system with no modification forms associated with them.

Number and accuracy of order acknowledgements.
Count the number of released orders in the system that have been completely received and/or paid.

The levels of the users who are placing orders
MARS could produce a report of orders generated by user and by workgroup.  If the Agencies standardize on a workgroup hierarchy (e.g., buyer, manager, director, etc.), this report would describe the “level” of users who were placing orders.

Number of instances that accounting information is incorrect and has to be changed after the request has been approved.
MARS system edits should prevent incorrect information from being processed and approved.

Number of accounting errors.
Although it will be hard to count original errors, the accounting errors should be reduced to zero with the MARS system edits.

Number of requests for clarification
Manual count of the number of times CRC or managers need to contact users for clarification.

Number of changes
Count number of (released) order modification forms in the system.

Number of rejections
Count the number of orders marked as disapproved on the approval sheet.

Number of purchases available on Master Agreement but being bought elsewhere.
May be tracked by counting the number of order lines not associated with a Master Agreement but that have the same commodity code as lines included in Master Agreements.

Number of times authorized service stations are not used - identify opportunities to increase the number of authorized stations or to take corrective action
Generate consumption reports based on specific types of services to count the different suppliers providing that service.

Number of times goods or services are purchased using employee funds - identify opportunities to use Pro-Card
Count payments with no associated order or Pro-Card documents.

Number of sole source purchases and whether there is a pattern for any specific agency.
Count the number of Purchase Orders by agency and compare the commodities on those orders against existing Master Agreements to determine alternate procurement options.  Also count the number of competitive solicitations from each agency vs. the number of purchases.

Nature of sole source purchases e.g. requesters, commodities being purchased, costs, etc.
Run various reports on the purchase orders without associated solicitations (as opposed to delivery orders off Master Agreements) to analyze key metrics (e.g., requesters, commodities).

Number of sole source or special authority requests
Count purchase orders without associated solicitations.

Number of requests that are denied
Count the number of requests marked as disapproved on the approval sheet

Number of time an agency makes special/sole source requests
Count purchase orders without associated solicitations for a particular agency.

Number of times sufficient quotes are obtained
Count the number of vendors (and associated quotes) on a bid evaluation.

Indications of split purchasing to avoid limits or to reduce the number quotes required
Count the number of orders for similar commodities within a certain timeframe.

Number of temporary numbers being assigned
Count number of potential vendors in the database.

Number of temporary numbers that become permanent when vendors go through the registration process
Count number of potential vs. active vendors in the database.

Number of incorrectly entered quotes
MARS shifts quote entry responsibility to the vendor.

Number of awards made to lowest responsive bidder
Report on the bid evaluations and associated awards to determine what percentage of awards were given to the low bidder.

Number of awards where documented reasons fully explain the rationale for the selection
Review the bid evaluations and associated attachments for target awards .  The Commonwealth has identified a potential modification to justify all awards from solicitations.

Number of emergency purchases
The Commonwealth has identified a potential modification to indicate the type of award.  A count could be taken for emergency purchase orders.

Number of PO’s created from Master Agreements, prime vendor contracts, blanket agreements, small purchases, sole source purchases, special authority purchases
Report on Purchase Orders, Delivery Orders, and the document trail associated with each order (i.e., number of orders from a master agreement, number of orders with value less than $100).

Number of orders placed via EDI, faxing, mail


Number of order acknowledgments received and from which vendors


Number of reminders sent and document to which vendors
Track correspondence with each vendor by saving documents in procurement folder (e.g., letters of correspondence).

Number of past due notices sent and document to which vendors
Run report to calculate expected delivery date vs. actual received or current date (with no receipt).

Bidding

Number of protests
Protests are only registered in the post-award stage (Vendor Dispute Tracking), the total of those may be calculated.

Level of agency participation on bidding teams
Check bid evaluation review and approval routes for users from several agencies.

Number of similar commodities purchased on different bids i.e. lost opportunities for consolidation
Could have system search for solicitations with overlapping date issued and closing date periods that share same commodity codes in their line items and delivery dates vary by a specified amount or less.

Percentage of specifications developed from existing data


Average time to develop a specification
Use milestone documents to track key procurement cycle dates and milestones.

The number of qualified individuals for serving on the committee
Count the number of approvals solicitations have.

Evaluation of selected responses to determine if each committee met their purpose of selecting the best for that item of work or service
Count number of solicitations awarded to the lowest bidder of other criteria.

The relevance of the vendors bids in relation to the business problem
By setting criteria in the bid evaluation to reflect appropriateness of response among relevant criteria, MARS users will be able to measure relevance of vendor responses.

Cycle time from need identification to need resolution
Calculate the difference between the request date (or effective date in the case of a PCT order) if it exists and the received date (or invoice date if one does not exist).

Transition time for vendors to convert to electronic communication
Over time, measure and compare the percentage of on-line vs. paper vendor responses.

Number of responses received, time received and from whom they are received
The number of responses could be counted for each vendor within active bid evaluations.

For invitations to bid, the estimated amount vs. the actual contracted amount
After the derived award has been released, system could have check to compute difference between the estimated amount in the bid invitation (solicitation) and the award.

Original authorized amount compared to negotiated amount; applicable to time as well
Compare the amounts from each document in the procurement chain (i.e., purchase request, solicitation, contract) to determine the results across various procurements.

Random post-audits to determine actual cost of a service or work
Report through the system on the amounts paid for certain commodities.

Number of agreements
Count number of awards in the system

Time from negotiation/evaluation till Notice to Begin Work or Contract Order created
Compare award date to start date, or bid evaluation date to contract award date.

Percentage of tabulated bids with proper records
Any tabulated bid in MARS will, by definition, have the proper supporting records (data).

Number of protest requiring further action


Number of transaction errors in bid awards and encumbrances
Bid awards and the associated encumbrances will not process with invalid data.

Percentage of on time deliveries
Track with counter for Yes/No indicator for Vendor Performance Evaluation and divide by total number of orders for that vendor. 

Also, compare receiving report’s date received vs. expected delivery date from the order.

Percentage of contract compliance
Track with counter for Yes/No indicator for Vendor Performance Evaluation and divide by total number of orders for that vendor.

Customer and vendor surveys
Vendor Performance Evaluation qualitative criteria can be totaled to give counts for vendor surveys.

Percentage of contracts to have on time delivery and contract compliance
Track with logical counter for Yes/No indicators where both would have to be Yes  for Vendor Performance Evaluation and divide by total number of orders for that vendor.

Receiving

Number of accurately counted shipments
Compare number expected vs. number received and count when numbers are equal.

Number of shipments exactly matching PO’s
Report on receiving report quantities that match ordered quantities.

Number of correct deliveries to end-users
Compare expected vs. received quantities for shipments to specific addresses.

Vendor


Number of correct deliveries i.e. quantity, items ordered, special handling, ASN’s, etc.
Check receiving reports for a particular vendor for quantities.  Check Vendor Performance Evaluation for vendors to compare receiving Yes/No indicator.

Number of partial shipments
Create a counter for receiving reports that have the same order number on them for some lines where the received quantity is less than the ordered quantity.  May be ascertained from ordered vs. received (less than ordered) quantities on lines in the Desktop Award Report for a particular order.

Number of damaged shipments
Count of quantities entered as ‘not to specs’ in receiving reports with a reason entered as ‘damaged’.

Number of on-time deliveries
Count how many times the received delivery date precedes or equals  the ordered delivery date.

Number of vendors complying with shipping instructions
Tracked through the Yes/No indicators for a qualitative criteria in the Vendor Performance Evaluation.

Number of shipments with damaged goods
Count of number of receiving reports with not to specs quantities and a reason entered as ‘damaged’.

Receiving Pro-Card Goods: Number of errors
For Pro-Card purchase made through MARS, check the receiving report and associated order.

Number of variance reports
Count of receiving reports where quantity expected does not equal quantity received.

Timeliness of inspection of goods or services
Compare time stamp when items were received and accepted.

Timeliness of entering receiving data or forwarding of receiving report to proper personnel
Compare date item was received on receiving report and when the receiving report was processed.

Time from dock to end-user


Complete data entry
Could place additional validation checks for specified data fields.

Number of incorrect shipments/counts
Check receiving reports for those where the quantity ordered doesn’t match the quantity received or the ship to address is different than on the order.

Number of exception reports
Count of receipts with discrepant information (quantities, addresses, etc.).  Compare receiving information to order information.

Number of acceptable shipments
Count of receipts with information matching that on the orders.

Number of resolutions


Time needed to resolve issues


Percent of conflicts resolved by agency designated person
Manual count.

Percent of conflicts forwarded to Finance for resolution
Manual count.

Level of vendor and customer satisfaction


Number of over-shipments
Compare received amount vs. ordered amount and count those where received is greater than ordered.

Number of under-shipments
Compare received amount vs. ordered amount and count those where received is less than ordered.

Number of damaged shipments
Number of receipts entered as ‘not to specs’ with a reason as ‘damaged’.

Number of issues
Number of receipts entered as ‘not to specs’.

Number of issues that remain unresolved after this sub-process


Receiving Document Issues

Number of issues
Number of receipts entered as ‘not to specs’.

Completeness of documentation
Reports run looking for complete information.

Accounts Payable

Percentage of purchases not requiring invoices
Count number of released orders that do not have Items Invoiced checked off as a Payment requirement on the Acceptance tab (should be done on the line item level).

Time between actual receipt and receipt entry in MARS


Time between receipt of goods until payable established in MARS (enters Payment Process)
Difference between receipt date and invoice date for given lines.

Number of purchases enabled through recurring payments
Count number of Payment Authorizations in the system with recurring payment information defined.

Time between introduction into workflow until payable established in MARS (enters Payment Process)
Compare the date an invoice is created in Procurement Desktop to the date the associated Payment Voucher is created in Advantage.

Turnaround time for payments
Compare invoice creation date to payment date.

Number of late payments
Compare actual payment date to due date on the Payment Voucher.

Number of daily payments
Count number of disbursements created by MARS for a given day.

Percentage of feeds with no data format errors
Count number of feeds minus those rejected.

Time between submission and approval
Calculate difference between invoice date and release date.

Increased availability of cash for investment
Compare cash available with old records.

Number of phone calls from vendors about payment status
Manual count.  If invoice information supplied on the Web, the number of hits to the site could be calculated.

Percentage of combined payments
Compare number of orders or invoices vs. number of checks cut.

Percent of payments made electronically
Count number of payments made by EFT/ACH and divide by the total number of payments.

Amount of time between submission by the employee and receiving reimbursement
Could use the difference between invoice date and payment date.

Number of requests processed through workflow for classification errors


Percentage of travel vouchers processed by EFT payment
Count travel payments.

Appendix A: Design Tool Detailed Report — See File

See Appendix A document.
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