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Introduction
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The Transportation Cabinet in conjunction with the Finance and Administration Cabinet has developed procedures to process orders for agency vehicles through the MARS system.  As vehicles are added to the Procurement Desktop Catalog, agencies will now create Catalog Delivery Orders instead of the traditional Purchase Request.  The following pages are detailed instructions on how to order from the PD Catalog, how to attach an online form to the order, what agency is responsible for sending the order to the vendor, and what agency inventories the vehicle.  Detailed payment instructions have also been included.

Hopefully all your questions have been answered in advance.  But if you have further questions, please feel free to call the Customer Resource Center (CRC) at 502-564-9641 or toll free at 877-973-HELP (4357).

Creating a Catalog Delivery Order

The Agency will create a Catalog Delivery Order via a Market Basket.  

Market Basket

[image: image4.wmf]To create a Market Basket, select the Procurement-Pre-Award/Award>Awards> Catalog Order menu option. The “Create New Market Basket window opens.
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Complete the “Description” field and click on the <OK> button. 

The “Catalog Line Item Search” window opens.
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Enter in your Search criteria in the “Search for” field and click on the <Search> button.  The Browser will find the catalog page that lists your search results.

Note:  Search criteria can be a generic commodity name, such as “truck,” or it can be more specific data such as a brand name (i.e. Ranger) or the actual contract number (i.e. C-01012418), or you can use a combination of search criteria (i.e. Ranger and C-01012418).  More search hints are available on the Catalog Search section of the Finance and Administration Cabinet’s e-Procurement Website:

 https://eprocurement.ky.gov


In order to view the entire page, you may need to use your scroll bar to move the screen up or down.  A scroll bar only appears when there are more items available for viewing.

If you wish, you can refine your search by entering multiple criteria separated by a special character such as a comma (,) or an ampersand (&).  Other search hints can be found on the Finance and Administration’s e-Procurement web site.
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When you locate the item(s) that you wish to order, highlight the line that you wish to order and click the <Details> button to review the extended description.  Review the extended descriptions of all line items you wish to order.  If the vehicle requires additional charges such as delivery, please make sure you add the “Delivery” line item to your CDO.
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Next, click in the Add to Basket checkboxes to left of all the Supplier Part Numbers relevant to your order.  Finally, click on the <Add to Basket> button that is located at the bottom of the page.  To return the checked item(s) to your Market Basket document, click on the <Return to Market Basket> button also located at the bottom of the page.
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If you do not find the items you wish to order contact the vehicle buyer in the Division of Material and Procurement Services for assistance in determining if the desired vehicle and/or option is on contract.

http://www.state.ky.us/agencies/adm/mars/procurementlist.htm
You now need to add details to the line item.  Highlight the line and double click to open the Line Item Detail.
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Note:  If you need to add more items to your Market Basket you can return to the Catalog by clicking on the <Search> button, located at the bottom right corner of the page.  

Note: You may add mixed items to a Market Basket. The items can be from different Catalog Master Agreements, or NIGP coded items that are not listed on any CMA.  When you generate the Market Basket, the system will create separate orders for each type of item.  Catalog items will generate Delivery Orders; NIGP items will generate Purchase Requests.

The short “Description” field defaults from the CMA and is limited to 100 characters and spaces.  You may edit the short description within the Market Basket, however it becomes Read Only in the Catalog Delivery Order.
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Any additional description from the contract will appear in the “Extended Description.” 

Click the <Open> button to view the CMA Extended Description or if item does not have a CMA Extended Description the button will display <Add>.  In those cases, you would then click the Extended Description <Add> button.

Interior and exterior colors are not listed in the Catalog Master Agreement; type those additional specifications in this window below the defaulted CMA extended description.
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After completing your extended description, click on the <OK> button to save the data and close the window.  (Clicking on the <Cancel> button will close the window without saving changes).

[image: image14.png]Approval Sheet

-Approval
Vehicle-Fleet Management Approval

Shee

101 ™ Approved

Approval for document

D-02048277

Vehicle Purchase
Cataog Delvery Order

-Approval tvpes.
Need Approval Type

[Approved

Management Approval Typs

Urapproved | Rl

Passworc:

1|
i

Vehicle Commosity Approval

Unapproved




Color Combinations

To determine the available color combinations for your vehicle, please use one of the following methods.

1. Visit the manufacturers web site (see below).

http://www.chevrolet.com
http://www.dodge.com/
http://www.fleet.ford.com/
http://www.jeep.com/
2. Physically visit a dealership and ask to see the color combinations for your particular vehicle.

3. Call the vehicle buyer in the Division of Material and Procurement services.

Enter the number of items to be ordered in the “Quantity” field.  

Commodity codes should default from the CMA, however if the buyer has not updated the contract, you may be required to complete the field.  

If blank, enter either the commodity code in the “Commodity Code” field  (the codes for all Automotive Vehicles begin with “070”).





Or

Enter portion of the commodity name in the commodity <Description> field (use the wildcard “%” sign before and after the partial description). 

Click on the <Search> button.  

Depending on the specific data entered, the system will either complete both the code and description field, or it will present you with a list of commodities from which to choose.
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Next, click on the Funding Tab to add funding information.  There are three different ways to add accounting strings.

a) Click on the <Add> button, and complete the entire accounting string,

b) Click on the <Account Description> drop-down list and choose a pre-defined accounting string that can be edited, or

c) Click on the Accounting Template drop-down list and choose pre-defined accounting distributions that can also be edited.

The method you use depends on whether or not you have access to pre-defined accounting information and/or your agency’s requirements.

After you have entered the accounting information, click on the <Close> button to return to the Market Basket Line Tab.
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Catalog Delivery Order

Click on the <Generate> button. The system will automatically release the Market Basket document and generate a Catalog Delivery Order (CDO). 
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Completing the CDO

Instructions for adding delivery and invoicing information to your vehicle Catalog Delivery Order are on the following pages.
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Highlight the CDO icon, and then double click your left mouse button to open the document.

Note:  In the event that the CMA is modified prior to the approval of your CDO, the final approver will be presented with an error message that the CDO does not reference the active contract.  The “work around” for this issue is to delete the Market Basket; the system then loses the link to the correct contract version and will allow the CDO to process.
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Enter the effective date of the order (usually the current date) in the “Effective Date” field.  

You can leave the Expiration Date field blank.  However, if you wish to enter an expiration date, that date cannot exceed the expiration date of the referenced CMA or the current fiscal year.

The Buying Entity defaults from the Market Basket, but you may change if necessary.  

The Basis for Selection and Cited Authority defaulted fields should not be changed.

Issued By

An agency contact is required in the “Issued By” address field. Click on the <Add> button in the “Issued By” section.  The “Organization Search” window opens.
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Leave the top line search criteria of the Organization Search as “Address Type/ISSUING OFFICE ADDRESS.”

Choose “Contact Name” as the second line search criteria.  Type the contact name for your agency in the field to the right.  

Hint:  The system searches faster if you type the name in ALL CAPS. Use the % wildcard if you wish to omit part of the person’s name.

Click on the <Search> button.  Your agency contact should appear in the Organization Search window.
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Highlight the contact name and click on the <Select> button.  Your agency’s contact name and address is returned to the “Issued By” field.
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Administered By

Now you need to change the “Administered By” address.  Because Vehicle Catalog Master Agreements are created in the Finance and Administration Cabinet, a FAC buyer’s name will default in the “Administered By” field of the Catalog Delivery Order.  Since this information can be used to route system generated invoices, it is important that agencies delete the buyer name and add an agency contact.
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In the “Administered By” section, click on the <Delete> button.  The defaulted address information is now erased.
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In the “Administered By” section, click on the <Add> button.  The Organization Search window opens.
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Leave the top line criteria of the Organization Search as Address Type/ADMINISTERING OFFICE.

Choose “Contact Name” as the second line search criteria.  Type your agency’s contact name in the field to the right.  

Click on the <Search> button.  Your agency contact should appear in the Organization Search window.

Highlight the contact name and click on the <Select> button.  Your agency’s contact name and address is returned to the “Administered By” field.

Line Detail

Now you need to add more information to the line detail.  Click on the Lines Tab.
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Highlight the Line number and double click your left mouse button to open the Line Item Detail.
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The item description defaults from the Market Basket and cannot be changed,  however, some defaulted fields can be edited.  

· The system will allow any modifications of the “Extended Description,” “Quantity,” and “Commodity Code” fields.  
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· The Unit Price field can always be changed if you receive a lower price quote from the vendor. However, the system will not allow a Unit Price on a CDO to be increased to a greater amount than the List Price of the reference CMA plus the Over Unit Price tolerance on the Pricing tab.
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After you have finished making any necessary detail modifications, click on the Address Tab.

Both the “Shipping Address” and “Invoice Address” fields must be completed when placing a Catalog Delivery Order. When ordering a vehicle, please complete as follows:

· Fleet Management requires vehicles to be delivered to Frankfort for inventory purposes.  Steve Minter is the Fleet Management contact for the “Shipping Address,” and 

· Select the appropriate person from your agency as the contact for the “Invoice Address.”

In the “Shipping Address” section, click on the <Add> button.  The Organization Search window opens.
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Leave the top line criteria of the Organization Search as “Address Type/SHIPPING ADDRESS.”

Choose “Contact Name” as the second line search criteria.  Type STEVE MINTER as the contact name in the field to the right.  

Click on the <Search> button.  STEVE MINTER should appear in the Organization Search window.
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Highlight the contact name and click on the <Select> button.  The contact name Steve Minter and Fleet Management’s shipping address is returned to the “Shipping Address” field.

Next, add the Invoice address.  In the “Invoice Address” section, click on the <Add> button.  The Organization Search window opens.
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Leave the top line criteria of the Organization Search as “Address Type/INVOICE ADDRESS.”

Choose “Contact Name” as the second line search criteria.  Type the contact name of the person in your agency in the field to the right.  

Click on the <Search> button.  The contact name should appear in the Organization Search window.
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Highlight the contact name and click on the <Select> button. 

Now you need to review receiving requirements.  Click on the Acceptance Tab.
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The “Item Received” requirements default on all Delivery Orders, however, the Division of Fleet Management will not create any Receiving Reports in PD.  

If you leave the “Item Received” requirements checked, your agency will be responsible for creating the Receiving Report upon receipt of the paper invoice from Fleet Management. 

If your agency does not wish to create Receiving Reports for vehicles, uncheck the “Item Received” requirements by clicking in the check boxes.

Click on the <Close> button to return to the Lines Tab.
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If you are ordering multiple quantities of the same line, authorize partial payments by clicking in the “Allow for partial payments” check box.

Close the CDO by clicking on the “x” in the upper right hand corner of the window.  A confirmation window is opened, save the CDO by clicking on the <Yes> button.
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Validating Catalog Delivery Order

Before you route any award for approval, it is recommended that you validate the document to check for errors.  

Highlight the CDO icon; click on the Procurement menu option, click on Pre-Award/Award, Awards, and then Award Validation.  An error message window will display any PD or Advantage errors.
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Creating a Folder

Later, you will be creating and completing a Vehicle Request form attachment that should accompany this Catalog Delivery Order.  To assure that these two documents arrive simultaneously; you should create a folder in which to route the documents.

Click on the “New Folder” icon on your toolbar. A “New Folder” window is displayed.

Enter a description of the order in the “Please enter name of folder” field.  Click on the <OK> button.  The folder now appears in your personal cabinet.
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Highlight the Catalog Delivery Order icon and drag into the newly created folder.
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Highlight the folder and double click your left mouse button to open.  The folder should open and your Catalog Delivery Order should appear.
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Creating an Attachment

[image: image49.wmf]HB 269 requires the approval of the Secretary of the Finance and Administration Cabinet for all new equipment purchases unless “the item must be replaced due to damage or loss.“  600 KAR 001.120 Purchase, use, lease, maintenance and disposal of state-owned motor vehicles lists all the requirements that need to be submitted to the Transportation Cabinet for vehicle order approval.   The Request to Purchase Motor Vehicle form addresses both requirements and should be attached to each Vehicle Catalog Delivery Order. This form is located in the Attachments section of the Finance and Administration’s e-Procurement page.

First you will need to download the “Request to Purchase Motor Vehicle” online form to your computer. To locate the form, click the Vehicle Request Form link in the Agency Information section of the Finance and Administration Cabinet’s e-Procurement WebPage:

 https://ky-purchases.com/servlet/KYECServlet?object=ECOMMERCE&action=showMainPage
Answer all ten questions and complete the “Requested By:” information while document is opened in Word. Next, print out the form for your Cabinet Secretary or Agency Head signature.  Finally, scan the signed document into Word, and attach to the Catalog Delivery Order.  

Note:  The “Request to Purchase Motor Vehicle” online form replaces the manual TC 78-20 form.
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Hint:
To move from field to field, use your <Tab> key.  

Hint:
Some fields require data to be typed, other fields simply require an “x” in a checkbox. 
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To attach the scanned Word document to your Catalog Delivery order, highlight the Catalog Delivery Order and select the Utilities>Document Import> menu option.

The Creating New Attachment file directory opens.
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Locate and highlight your scanned Word document, then click the <Open> button.

The Creating New Attachment window opens.
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The description of your Catalog Delivery Order will default in the “Description” field.  Click on the <OK> button.  The scanned “Request to Purchase Motor Vehicle” form is now attached to you CDO. The attachment document now appears in the folder with the Catalog Delivery Order.

Note:  Before routing to the Transportation Cabinet, the Department of Material and Procurement Services will replace the original attachment with a scanned copy that includes the Finance and Administration Cabinet Secretary’s signature.
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Approval of Catalog Delivery Order

Before you close the folder, attach the appropriate approval sheet to the Catalog Delivery Order.

Highlight the CDO icon and click on the “Approvals” icon  (red check) on your toolbar.  An “Approval Creation” window opens.
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Select the “Vehicle-Fleet Management Approval” template.  Click on the <OK> button.

Note: PD users in the Transportation Cabinet should use the “Transportation Vehicle Catalog Delivery Order” template (not shown).
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Your agency should apply only the “Need Approval Type” before sending the Catalog Delivery Order to Fleet Management for review.  

Highlight “Approved” from the “Need Approval Type” drop-down approval list.
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Enter your PD Password in the “Approval Authority Confirmation” window.  

Click on the <OK> button.  

To close the Approval Sheet, click on the <OK> button on the right side of the window.

Note:  Agency “Management Approval Type” should be applied after the CDO has been approved by Fleet Management and returned to your agency.

Now, close the folder by clicking on the “x” in the upper right hand corner.
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Routing the Catalog Delivery Order

The Catalog Delivery Order and the “Request to Purchase Motor Vehicle” attachment will be routed first to the Division of Material and Procurement Services, then to the Transportation Cabinet. 

To create your routing sheet, highlight the folder icon and click on the “Route” toolbar option (mail slot).  The routing sheet opens.
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Your agency will apply the first and last (“Need” and “Management”) approvals.  If you do not have “Need” approval, the first person on your routing sheet should be a PD User who does have “Need” approval.

After “Need” approval, the Finance and Administration Cabinet must approve before sending to the Transportation Cabinet. Search for and select “Central Purchases” (Central is “First Name,” Purchases is the “Last Name”) as the next routing stop.

The next two users on the route will be from the Transportation Cabinet.  Select Jerry Ellis (“Vehicle” approval) and then select Dan Druen (“Vehicle 2” approval).  

The last person on the route should be the person in your agency who will apply “Management” approval.

All the “Allow….” Checkboxes are marked by default.  Leave as is. 
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Next, click on the <Send> button to route the CDO and its attachment to the first route stop.

After the Transportation Cabinet has reviewed and approved the Catalog Delivery Order, the document will be routed back to the originating agency. 
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The agency “Management” approver will now apply the “Final Approval” to the document.

Highlight the Catalog Delivery Order icon and click on the “Approvals” toolbar option.  The approval sheet opens.
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Click on “Approved” from the Approval types drop-down list for the “Management Approval Type.”  The “PD Approval Authority Confirmation” window opens.  

Enter your PD password and click on the <OK> button.  

Click on the <OK> button on the Approval Sheet.  
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If you have not previously logged into Advantage, the system will prompt you with an Advantage Logon window.  Enter your Advantage password in this window and click on the <OK> button. 
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An error message window will appear if there are errors, if there are no errors, the document will be approved and released.

Submitting the Order to the Vendor

When the Catalog Delivery Order has been “Released,” it is the originating agency’s responsibility to print the order and submit to the vendor, either by fax or mail.  If you fax the order, call the vendor to alert them to the incoming document.

Note:  The release of the Catalog Delivery Order establishes an encumbrance in Advantage.

To print the document, highlight the CDO icon, and click on the “Printer” icon on your toolbar.
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Create an electronic notepad and record the date the order was mailed or faxed to the vendor.  

To create an electronic notepad (yellow sticky note) highlight the Catalog Delivery Order and click on the “Note” toolbar icon.  The “Note” window opens.
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Enter the date the order was mailed or faxed to the vendor.  If you faxed the order to a vendor representative, include the representative’s name and note that you phoned the vendor.  When you have finished recording your information, click on the <OK> button to save the data.
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Invoice Processing

The agency must complete processing the payment for the vehicle.  All invoices for items ordered from a Catalog Delivery Order should reference that CDO.  A user can create a referenced invoice by highlighting the Catalog Delivery Order, or a user can create a referenced invoice through the Find/Match process.  

A referenced invoice can also be system generated via the Receiving Report function, however, Invoice documents generated by Receiving Reports will be sent to Fleet Management.  Therefore, when receiving is a payment requirement, agency users should generate an Invoice document prior to creating the Receiving Report. When a referenced invoice is created prior to creating the Receiving Report, the system will automatically update the existing invoice with the received quantity.  PD will then send the owner of the invoice an alert message to process the invoice. 

Find/Match Invoice

A Find/Match Invoice must be created if the Catalog Delivery Order is located on another user’s desktop.  You can also use this method even if the CDO is on your desktop.
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Highlight the Payables>Invoicing>Invoice menu option.  A “Create New Invoice” window opens.
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Complete the Description field and click on the <OK> button.  The Find/Match window opens.
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The “By Awards” and the “External” vendor radio buttons should be selected.  Enter the Catalog Delivery Order number in the “Award Number” field and click on the <Search> button.

The Catalog Delivery Order icon will appear in the “View” section.

Highlight the CDO icon and click on the “By Lines” radio button.  
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The lines of the CDO will now appear in the “View” section.

Click in the check boxes in the “Select” column next to the items invoiced, or click on the <Select All Lines> button if all items were invoiced.

Click on the <OK> button to generate a Find/Match Invoice.
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Most required information defaults on referenced invoices, however some information can be changed.

Receiving

Fleet Management will physically receive the vehicle and the invoice from the vendor (again, KYTC will not generate any Receiving Report Documents in PD).

· The vehicle is shipped to the Transportation Division of Fleet Management T1-Garage where it will be licensed and inventoried.

· The Transportation Division of Fleet Management will notify the agency when the vehicle is ready for pick-up and will also forward the vendor’s invoice to the originating agency for payment processing.

Skip to “Completing the Invoice” on page 58 if receiving was not a Payment Requirement on the Acceptance tab of the Catalog Delivery Order.
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If your agency wishes to create a Receiving Report, you can highlight the Catalog Delivery Order then select the Receiving>New Entry menu option. If the CDO is not on your desktop, you can also create a Find/Match Receiving Report using the same search criteria as the Find/Match Invoice.
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The Receiving Report window opens. Enter the quantity received for each item in the “Received” field.  The system will now allow a “0” received quantity.  If a line item was not received, highlight and click the Lines>Delete menu option.
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Now, close the Receiving Report by clicking on the “x” in the upper right hand corner of the window.  
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The system will prompt you with a “Would you like to save this form before closing?” confirmation box.

Click on the <Yes> button to save the Receiving Report.  

Completing the Invoice
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The system automatically enters the current date (or Receiving Report date) in the Received Date field.  The information in this field should be either the date the goods were received or the date the invoice was received by the Commonwealth – whichever is the latest date.  Change the date if applicable.
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If the Catalog Delivery Order required receiving, the amount in the “Qty” field cannot be greater than the Quantity Received.  A Receiving Report should be generated, or you can process a modification to the CDO to delete the receiving requirements.

If the Catalog Delivery Order authorized partial payments and your agency wishes to process an invoice for partial delivery, the “Partial Pay” check boxes on each line may default if Receiving was a payment requirement.  If unmarked, check the “Partial Pay” box for each line item.  Processing Partial Payments will leave an encumbrance in Advantage for the balance of the CDO line item(s).

If this is the final payment for the Catalog Delivery Order, click on the <Final> button at the bottom of the window.  This will automatically mark the “Final Pay” check box on each line, and liquidate any outstanding encumbrance amounts when processed.

Next, open the Line Item Detail by highlighting the line number and double clicking your left mouse button.  

The line opens to the Funding tab.
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Procurement Desktop requires the user to enter the vendor’s invoice number in the “Vendor Invoice No.” field on each line item.  If there are several lines with the same invoice number, click on the <Global Chg> button to add the invoice number to every line.

The Funding Global Change window opens.
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Click the <Change All> button. The Global Line Item Change window opens.
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Highlight “Vendor Invoice Number” and click the <OK> button.  A message box is displayed asking “Replace the value of all Vendor Invoice Number entries?”  Click the <Yes> button.  The same vendor’s Invoice number has now been added to each line item.  
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The account distribution within existing accounting strings can be redistributed if necessary, however, the actual accounting strings cannot be changed. Furthermore, new accounting strings cannot be added on a referenced invoice.  If funding changes other than distribution are required, a Modification to the Catalog Delivery Order must be processed prior to invoice creation. 

Next, click on the Detail tab.
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The system defaults line detail from the Catalog Delivery Order.  However, you can change the following fields if necessary:

· Item Description

· Invoice Quantity

· Invoice Unit

· Invoice Unit Price (Invoice dollar amount can only be changed to less than Order dollar amount).

· Commodity Code/Commodity Description

When you have finished editing the Line Item Detail window, click on the <Close> button.  You are returned to the Line tab of the Invoice.

Click on the Main tab.


Click on the <Schedule> button to schedule the vendor’s payment date.  The system will calculate this date by comparing the “Received Date” to the vendors Payment Terms listed in the <Terms> field.  If the vendor’s terms are Net 30, then the System calculated pay date would be 30 calendar days after the Received Date.  The scheduled pay date is the date the vendor should receive the check, not the date the check is mailed.


Before routing invoice document for approval, it is best to check for errors by validating the document. Click on the <Validate> button on the bottom left hand corner of the window to see if there are any PD or Advantage errors.

If the Invoice is acceptable, then you can click on the <Process> button to attach the appropriate approval sheet.

The final step is to route the Invoice document to the approvers in your agency.

Note:  The Invoice document DOES NOT require the approval of the Transportation Cabinet nor the Finance Cabinet.

Fixed Asset Shells

The processed invoice will create a fixed asset shell in Advantage. Since the Transportation Cabinet will be maintaining inventory of all vehicles, the agency will be responsible for deleting these fixed asset shells until additional instructions are received from Fleet Management.
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