State of Tennessee Central Procurement Office

Agency Procurement Manual
This document details Edison Procurement processes for State Agencies, using the authority granted
by the Department of General Services, Purchasing Division (DGS Purchasing). It is designed to give
step-by-step instructions on how to fulfill many types of procurement needs, including:
o Contract Release Orders
- Ordering APCAT Items by "Lot"
o Ordering Asset Items from Contract
o Placing a Local Purchase Order for items not on Contract (within $0 and $25000)
- Direct-Entry Purchase Orders under $5000
o Placing an order for a One-time purchase over $25000 through DGS Purchasing
o Requesting a New Contract or Reprocuring an existing Contract through DGS
o Requesting Delegated Purchase Authority
- Using Delegated Purchase Authority
Each of these sections is designed to be self-contained and to walk you through the procurement
process from start to finish. As such, most of the information between sections may be repeated, as the
basic principle for nearly every type of purchase is the same. The difference is in the details and this
document attempts to map out all the details that go into making a certain type of purchase.
Instructions on use:
e Begin with the first section, Contract Release Orders. Purchasing Policies dictate that
agencies must always buy from an existing Term Contract, if one is available, before going
off-contract. This section details how to determine whether an item is on contract, and

proceeds through how to complete the order if the item is found to be on contract. If the item is
not on contract, you will be directed to additional sections, in the order shown below.

e |If the item is on contract, but must be tagged as an "Asset", it requires several unique steps.
Use the Asset Contract Releases section for further information.

e |f the item is not on contract and a suitable contract item cannot be found, it will be entered as
a One-Time Purchase.

- If the total dollar amount of the One-Time Purchase is under $25000, it will be done
using the Local Purchases section. If the total dollar amount of the One-Time
Purchase is under $5000, you can use a Direct-Entry Purchase Order, detailed in that
sub-section.
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- If the total dollar amount of the One-Time Purchase is $25000.01 or greater, it must be
sent to DGS Purchasing to be bid out. The One-Time Purchase to DGS section
covers this process.

e |f an agency has determined that a Contract is necessary or desirable to purchase a given item,
they must request the contract from DGS Purchasing. Instructions on this process, as well as
how to "reprocure” an existing Agency Term Contract that is due to expire can be found in the
Contract Requests section.

Things to remember:

e This document contains screenshots, generally located after a section of text that describes
the process or step. While every effort has been made to make them applicable to the step
they follow, some screenshots may not accurately reflect what the text instructs the user to
do. In that case, the text overrules the image.

e This document is not intended to be printed. It can be printed, but a large portion of the
functionality will be lost, as it includes many hyperlinks to aid navigation between sections.

e This document is designed as a "per use" set of instructions. It is intended to be used by the
individual user in the course of their job responsibilities, and is written to allow even a user
with no prior system experience the ability to follow it from start to finish and complete their
job. As such, jt needs to be distributed to every Agency User, and it must be read by each
user on an individual basis.

e Edison is a vastly complex system, but a few basic principles apply to every section. The best
way to learn these "basic principles" is via direct, first-hand system experience. Users
should attempt to use the system with this documentation to get as far as they
can.

e If an error is encountered, record the error and contact the Supervisor or Power User in the
division. Some problems may be User-Profile-setup related, and must be resolved through
the Edison Help Desk. However, not every problem is a system problem. Attempt to resolve
issues internally using the documentation before contacting the Edison Help Desk.
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Contract Release Orders

Procurement requests to order from an Existing Term Contract are processed through the eProcurement
Requisition method. Contracts must be set up prior to having releases processed. There are several
different subtypes of Contract Release Orders, but the only difference is where the Line Items are
entered in ePro.

e Contract Lines with existing Item IDs that are not assets are pulled through the Catalog tab.

e Contract Lines bought through Direct-Connect contracts are pulled from the web tab. Current
Direct-Connect vendors are viewable on the Web tab.

e Contract Lines without a set price must be done through the Special Request tab. This includes
"generic" Assets, "parts plus” lines, "APCAT" lines, "Time and Labor" lines and any other
contract item or service that cannot have one pre-set, unchanging price.

Is the item available from
a Direct-Connect vendor?

-

Appropriate item found
with an item ID, Contract
ID and price?

No Item found: Use the
Local Purchase
instructions.

|
Generic Asset: Use the
Asset Ordering
instructions.
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Creating Requests

Contract Release Orders

1) You must first be logged in to Edison. After logging in, click the FSCM link under the
Enterprise menu, on the left side of the page.

Personalize Content Layout

2) The next step is to navigate to the Create Requisition page. Click on eProcurement from the
left-hand menu. Then click Create Requisition, as shown in the picture below.

[* Buyer Center
[ Manage ERP Integration
— Create Requisition

3) Clicking on cCreate Requisition will bring up a new page, with a title saying Create
Requisition. This page has links to required sections, grouped under three main tabs. These
are numbered in a strip at the top; and the current tab will be highlighted in yellow.

Create Requisition

| |_=:|ii 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire requisition.
Business Unit: L General Services
*Requester: TH2_PU_EPRO_AGEMNCY_REQUESTCCL TM2_PU_EPRO_AGENCY REQUESTOR Currency:
Requisition Name: Doc Type: L&'} Priority: Medium v
[
Continue

Step 1: Define Requisition
If'y:{. 1. Define Requisition

4) To create a Requisition, the Define Requisitions tab should be highlighted in yellow. If not,
click on Define Requisitions. Make sure the Business Unit and Requester defaulted in correctly.

a. Requisition Name: Click in the Requisition Name field and then type in the name.
The name must include a brief description of the item ordered.
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Create Requisition
E‘ 1. Define Requisition E‘; 2. Add Items and Services \ga J. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: Q. General Senvices

*Requester: robeji811001 €, Robert J Hamblin *Currency:

Requisition Name:  |HVAC Repairl Doc Type: Q Priority: Medium |
*

Continue

5) After naming your Requisition, click the Continue Button, __~°ntinue

Step 2: Add Items and Services
Eh]—: 2. Add ltems and Services

6) The next step is to search for Items to add to the Requisition. The way you will add items to the
Requisition depends on if you are able to find an appropriate Item ID, and how the Item ID is
set up to be used.

Searching for Items

The results of your item search will determine the method you use to finish the
Contract Release order.

1) The main Add Items and Services page has 7 tabs at the top, all showing different ways to
create Item Lines on a Requisition. For Contract Requests, you will begin with the Catalog
tab, unless you know your item is carried by a Direct-Connect vendor. If the item is carried by a
Direct-Connect vendor, it must be ordered using the Direct-Connect instructions later in
this document.

To search for items:

e First, click on the catalog tab under the Search bar.
Create Requisition

|L=‘ 1. Define Requisition E!‘%: 2. Add ltems and Services \& 3. Review and Submit |
Add lines to the requisition, specifying the information necessary to procure each item or senvice.

Search: | DO MOTUSE THIS SEARCH BAR @, Search |

[ catalog | i i i il il |

e Next, make sure the All Procurement Items catalog is selected from the drop-down
menu. This should show as the default option when the Catalog tab is selected.
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Catalog | Favorites | Templates | Services | Forms | Web | Special Request

Browse Catalog

*Select a catalog: |.|ﬂol Procurement ltems M & Choose from available
[ catalogs in the dropdown list
| All Procurement lterns « Navgate calRgories by

clicking folders

o View items in a category by
clicking the category name

s Llsethe checkboxes to select
categories to search below

e Underneath the catalog listing is the Search Catalog section. This contains fields to
search by different listings. This is the ONLY search field that should be used, NOT
the one that’s at the top of the screen.

e Type a description into the Description field. Include a percent sign (%) before and after
each word in the description, and then press the Search button. An example would be
%red% %hat% when searching for a “Red hat”. Pressing the Enter key does not
return any search results!

Search Catalog

Search contains  all of the following search fields entered: C, Search |
Description: %red hatd% Search Settings
Manufacturer: |

Manufacturer's ltem ID: |
Vendor: |
Vendor [tem 1D: |
Item ID: |

|

UPHN ID:

2) If any items meet the search criteria used, they will be displayed below the Search Catalog
section. The results appear in a table format, with named headers at the tops of the columns.

Details

Item Order Lo
Quantity Hem ID em Description Detail Price UOM Order Contract ID
aTy

SOFTWARE LICENSE FEES AND SUPPORT: EXSU271-
10000 & Add| LAQH EXTENSIONS PACK FOR LINUX EXSU279-LAOH :
(] /10000 EFAdd | 1000003827 oy o ENT AS3 FOR ITAN 2 DBDC105-0000 DBSP-OA 2829000 M0 1.0000 .
CLIENT MODE ACCESS g

Bull Hn

[] SelectAll / Deselect All

L ‘Etadd| # Addtofavorites | 51 Compare |

3) Depending on the results returned, you will do one of several different things. First, you must
determine whether the results you received fit what you need, and how to use the results you
received.

If no item IDs were returned at all, refine your Search criteria. Remember that "less is
more" and that you are not searching by what an item "is", but by what it is "listed" as. For
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example, "Toilet Paper” may be listed as "Tissue, Toilet". If, after refining your search, you
are still unable to find any items, consult with your supervisor or Power User. The item may
not be on contract, and thus will need to be requested as a Local Purchase. Further
information can be found in the Local Purchases instructions, located separately.

If an item ID was returned that matches what you need, you must verify that it does not
have a Variable Price and that it is indeed a contract item.

Checking Variable Price: Look at the Price column.

If it has a zero listed (0), this means that the item does not have a defined price.

0.000

There are two possible causes for this. From here, look at the Item Description.

ltem Description

If the item is any type of "Service" or "Parts for maintenance” or anything that would
normally be ordered under the "APCAT" principle, it is likely a Variable Price item.
These are items that are either a set discount from a catalog or a generic listing for "parts”
that will be purchased along with a service request. These must be ordered using the
Special Request instructions later in this document.

AR CONDITIONING PARTS

If the item is "sensitive™ (Weapons, Computer equipment, etc), it is likely a Generic Asset
item. These item IDs are created by the Content Team to cover a wide category of
"sensitive” items, and the description will usually end with GENERIC ASSET. Further
instructions can be found in Asset Ordering, separate from this document.

APPLE MICROCOMPUTERS & ASS0C PERIPHERAL
DEVICES FOR EDUCATIOMNAL INSTITUTIONS

If the item has a Price listed and the Description matches what you need, you must
verify that it is on an active Contract. Scroll over to the right and look at the Contract ID
column.
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Contract ID

If there is a value in the Contract ID field, that item is located on a currently-valid Contract,

and can be used. If the item you have found fits these criteria, go to the Catalog Item ID
section of this document.

Contract ID

0000000000000000000001442

If there is no value in the Contract ID field, the item is not on a currently-valid Contract, and
if used, will not be considered a Contract Release order. This means it is subject to all
rules and regulations applicable to an Agency Local Purchase.

When you have found your item, you are ready to proceed in adding your items to the
Requisition. The sections below show how to finish processing a request with a Catalog Item
ID, a Special Request and a Direct-Connect item.

Adding Items to a Requisition

Catalog Item 1D

This section assumes that you have located a valid Edison Item ID that is associated
to a contract and has a set price!
ltem . Order =

Quantity Item ID Itern Description Dedail Price UoM Order Contract ID
aTy

GUARD, SERVICE - REGULAR HOURLY RATE SECURITY
GUARD, UNIFORMED, UNARMED, FOR DEPT. OF HUMAN

+ SERVICES, 1616 CHURCH ST, NASHVILLE 7:00 AM. TO
] = 0000 ! . 500 0000 000000000000000000000
L1 1.0000 Add Ji8 10775 5:30 P.M., 5 DAYS PER. WEEK AS PER ATTACHED & 8 HR 1 1442

SPECIFICATIONS: CC: 10038 PRICE FER GUARD HOUR
UNIT OF MEASURE HR =FR

1) If the item you need was located by the search, check the box next to the item to include the
item on the Requisition. Then type the Quantity in the Quantity field. An example is shown
below with a Quantity of 1.0000.

Cuantity item 1D

] | 1.0000 Eﬁ.dd | 2000010775
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2) After inputting the desired quantity, click the Add (M) button. Once added, the item and
quantity will appear in the Requisition Summary box on the left side of the page, as shown

below.
Requisition Summary
Description Qty UOM
GUARD, SERVICE - 1 HR
REGULAR H...
Total Lines: 1
Total Amount (USD). &.50

Repeat this process for all additional lines that must be on the contract release order. After all the
requested items appear in the Requisition Summary box on the left side of the page, click the Review
and Submit tab located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit

& 3. Review and Submit

Reviewing and Submitting Requisitions:

The last step of the eProcurement process is the Review and Submit page. It contains a summary
of the Requisition information, along with notes and Justification. The first thing you must do on
this page is enter your Document Type. For Contract Release Orders, use DCR.

Business Unit: General Services
*Requester: robej0811001 ., Robert J Hamblin *Currency:
Requisition Name:  |Guard Semvices Doc Type: |DER & Priority: Medium |

1) You can now add any additional information to the Line Comments section to provide DGS
with the necessary information to process the Contract Request. There is a Comments icon for
each line, located on the far right of the page. Click the Comments icon (%) to go to the
Comments screen, where you can either type information directly into the field or add
supplemental documents as attachments.
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Line Comments

Line Description Cuantity Unit Price

1 Office Supplies 1.0000 Lot 572.640 UsD

[ sendto Vendor [] Show at Receipt ] show at Voucher
Add Attachment |

Ok | Cancel|

To attach any supplemental information that is contained in a separate Word, PDF or Excel
document:

1. Click the Add Attachment button. (_AddAtachment ]) This takes you to the Add
Attachment page.

Browse...

Upload | Cancel |

2. Click the Browse button (). This opens up a window to let you search for
files on your computer.

Choose file
Look in: | (5 4032328 x| <« & c¥ EBE-

ELf4nzzara_extract. csvi
B 4032378 _extract. xls

-

E

by Recent
Documents

B,

Desktop

\$

by Documents

ol

by Computer

by Metwork File name: | .-IJ ﬂj

Plaras
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3. Select the file, then click the Open button (). This takes you back to the
Attachment page, with your filename located in the window.

C-\Documents and Settings\BA10315\My Documents\bid
Upload | Cancel I

4. Click the Upload button (Ml) once the file is found.
5. Repeat for all necessary files on that line.

2) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.

Requisition Lines

Line Description Vendor Name
=[] 1 oOffice supplies 1.0000 Lot 572,640 572,64
Consolidate with other Reqgs Override Suggested Vendor
,7 l—
Shipping Line: 1 Due Date: ] Quantity: 1.0000 HE

Status: Active *Ship To: Q. [=] Modify Shipping Address

Attention: |Robert J Hamblin

“Distributeby: | @ [¥|  speedchart: Q

Accounting Lines Customize | Find | view A1 | 38 First [1] 4 op 1 [F] Last
[ chartfields1 T chartfielis? T chartfieiis3 T  Detais T Assetinformation

Line Status Dist Type *Location Quantity Percent Amount |GL Unit Account
Open looooo1:@ | 10000 | 100.0000 57264 32101 < [7000000Q, [*] [=]

3) Once all attachments are included for each line, review the lines to make sure they are correct.
To view the entire line table, scroll to the right using the scrollbar at the bottom of the screen.

Possible Changes:

Altering Quantity:

The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over

from Step 2. If changes need to be made to the Quantity, click on the Quantity field and type
in the new amount.

Deleting Lines:

If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line

is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line
Items) if you delete it.
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Sections to Review/Modify:

Shipping Addresses:

113]

To modify a Shipping Address, you must first expand the table by using the Expand Section
button. This will show the *Ship-To field. It may be blank, or may default to
PMFMSHIPTO, both of which must be changed.

*Ship To: Q

o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up
Ship To page.

Look Up Ship To

SetlD: SHARE
Ship To Location:| begins with | » |
Description: begins with v
Look Up | Clear | Cancel | Basic Lookup

o] Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with" to "contains". Then press the Look Up button. This will pull up a
list of agency locations.

SetlD: SHARE
Ship To Location: | begins with [l

Description: contains v tower
Look Up | Clear | Cancel |Elasic:L00kug

Search Results
1-Fof T

Ship To | ocation Description

0000000019 BLUE BIRD TOWER 3895 FIRE TOWE
0000000020 BLUE BIRD TOWER 395 FIRE TOWE
0000000021 BLUE BIRD TOWER 3895 FIRE TOWE
ooo0oooo14 LAUREL GROVE TOWER Wal AMD RI
0000013631 MNASHWVILLETENMESSEE TOWER/CC0
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled
address. This brings up the address information tied to that Ship-To location.

=] Modify Shipping Address
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Shipping Address

Lime Odhice supplies Quantity Price

1 Office supplies 1.0000 Lot 572.64000 LUsD
Sched Num Ship To Quantity Due Date Total

1 TEMMNESSEE 1.0000 572.64 UsD
S

Country: Usa Sy United States Prefix:
Address 1: 312 ROSA L PARKS BLVD Phone:
Address 2: Ext:

Address 3: Fax:

Room #: Room Quadrant:

City: MNASHVILLE

County: DAVIDSOM Postal: 37243

State: M ZL Tennessee

Ok | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location.
From here, you can continue on with the Requisition.
Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile
preferences.

Each of the fields listed below must have information populated in them.

Location: Found on the Chartfields1 tab.
GL Unit: Found on the Chartfields1 tab.
Account: Found on the Chartfields1 tab.
Fund: Found on the Chartfields2 tab.
Department: Found on the Chartfields?2 tab.
Location CF: Found on the Chartfields2 tab.

OO0OO0OO0OO0O0

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

o If the user’s setup is incorrect, they must contact the Edison Helpdesk to request
that their access, rolemapping and preferences be corrected. They may need to work
with their Agency Fiscal Office and Agency Security Administrator for more
information on this process.

o If the user is a Centralized Procurement officer for many locations in their agency,
they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.

DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
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Repeat as necessary for all lines
Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for ordering an item from a contract. Click in the field and begin typing.

Justification/Comments

[Isendto Vendor [ ]Show at Receipt [IShow at Voucher

You must include:
e "Submitting Contract Release Order.” (This must be at the beginning of the comment)

e An explanation of what the request is for. This would be something like “This is an
order from Contract for Security Guard Services”.

e Your contact information, including name and phone number.

Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section™ button (@).

After the justification section is completed, you must Budget Check the document.
Budget Check
1) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in

order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

i Check Budget |

2) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit |

3) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals
a) To view more information on the approvers, click on the “Multiple Approvers”

(Multinle Appravers ) [ink, This will bring up a window with a list of all the approvers
currently assigned to the Requisition.

|15]
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Stage 1 - Agency Req Approvals

- Requisition 0000002915:Fending [+]Start New Path
Requisition Approval

Pending

Multiple Approvers
@ Req - 18t Agency Approver _E

b) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (%) next to the User ID field, then selecting the User ID from the
list. The Approver you wish to add must be in the system as an Approver before
you can select them.

i.  Use the Radio Buttons below the User ID Field (®) to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
through their Workflow to review the item, but are not required to approve.
Approvers must approve to continue the process.

Insert additional approver or reviewer

User ID: L&}

Wsert a5 (5) ppprover
) Reviewer

ii.  After selecting the Approver’s User ID and their function (Approver or
Reviewer), click the Insert (=" |) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.

= eProcurement
[ Buyer Center
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Scroll down until the Requisition number is found, or use the Search function to search by the
Requisition 1D (R-&{llIISItIDIl ID: | |Q ).

The Approval Status and Budget Check status of the Requisition are listed in this table.

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Ga.
ReqlD Requisition Mame BU Date

Status Budget Total
I 0000000145 DGST)PROCESSBLACK 32101  01/23/2009 Open Not 39.50USD *59leﬂﬂcﬁ0ﬂ--*’|9ﬂ‘
LAS.. Chkd
I 0000000144 DGSTIENV,REG#10/24# . 32101  01/23/2009 Pending  Valid 291.00USD ‘SE'EHAC“U”--“IG”‘
b 0000000143 DGSLawn Caresenices 32101  01/23/2000 Pending  Valid 5,080.36USD “Select Action.. "]G”‘

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.

* Review/Edit Approvers

Requisition Approval

= greg:Approved

Requisition Approval

Approved

«TN F1 BUB CT1 5 DT1
Req - 13t Agency Approver
11023/2005 - 2:50 PM

When the Requisition is approved, you are ready to proceed.
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Creating Purchase Orders

1) Contract Release Orders: Navigate to the Purchase Order page by clicking the Purchasing
link from the menu, then clicking the Add/Update POs link.

= Purchasing
[ Requisitions
[+ Request for Quotes
[* Procurement Contracts
[* Vendor Rebates
[+ Stage/Source Requests
[ Manage Change Orders
[ Reconcile POs
[+ Review PO Information
[ Reports
[ Budget Year End
Processing
— Add/Update Express
POs
— Add/Update POs

2) This will bring up the Search page. Click the Add New Value tab and select the desired Business
Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add button.

Purchase Order

/ Eind an Existing Value | Add a Hew Value "

Business Unit:| 32101 |
PO 1D MNEXT

Add

Maintain Purchase Order
Purchase Order

Unit: 32101 PO Status: Initial

PO ID: NEXT Budget Status: Mot Chicd

Copy From: v [[] Hold From Further Processing

>

*P0O Date: 12M2/2008 El Wendor Search Sub Contractor Doc Tol Status: Walid

Vendor Q,  Vendor Details InsurBondiCert
*Vendor ID: Q Receipt Status: Mot Recvd
*Buyer: Q. *Dispatch Method: v

PO Reference:

Header Details PO Actiiities Add ShipTo Comments Merchandise: 000 e
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 UsSD
Purchasing Kit Catalog ltem Search

3) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Contract Release

Orders, this will be found by looking at the Requisition lines for the contract Vendor assigned
to the item.
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“Wandor I

4)

5)

6)

Enter your Buyer 1D in the Buyer ID field. To do this, click on the Lookup Icon (<) located by
the Buyer ID Field, then scroll through the list until you find your name. Click the link to return
to the main page with the Buyer ID field completed.

For Contract Releases, you will be copying from a Requisition created by your Agency
Requester. To do so, click the Copy From drop-down box, and select the Requisition option. To
do this, you must first have entered the Vendor ID into the Vendor ID field.

Copy From: K
=

Contract
*PO Date: Purchase Order
Vendor :Requisition

This takes you to the Copy Purchase Order from Requisition page. It is shown on the first
picture below. Click the Lookup Icon (<) by the Requisition ID field to bring up the Look Up
Requisition ID page, shown on the second picture below. Type in your Business Unit if it did not
default and press the Search button to bring up a list of Requisition IDs. Find the Requisition
you were assigned and click the Requisition ID link.

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

o
Business Unit; Origin: Q
Buyer: Q Max Rows: 20
Vendor ID: Q Include Regs With No Vendor
Category: Q Include Inventory Items
Requisition ID: Q [] stockless ltem
Contract ID: Q (] Exclude Auto Source Item

Search
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Look Up Requisition ID

Business Unit: 32101
Requisition ID: | begins with [v]

LnnkL.Ip| Clear | Cancel |E|E|SiI2LUUP{LIQ

Search Results
1-4 of 4

Requisition ID Requester
0000000073 TMZ2 PU EPRO AGENCY REGQUESTOR

0000000072 TMZ2 PU EPRO AGEMCY REQUESTOR
0000000071 TMZ PU EPRO AGEMNCY REQUESTOR
0000000061 tn gross

7) Clicking the correct Requisition ID will bring you back to the Copy Purchase Order from
Requisition page. Click the Select All (™ seiectan) link to select all the lines for copying.

Then click the Copy to PO (M) button to copy the requisition lines over to the PO.

Vendor Details -- Machinery Sales Co Inc

Unit: 32101 PO ID: MEXT Vendor: MACHINERY -001
*Location: PAIN Q Vendor Information
*Address: 1/Q,  Show Address Details | Terms:
Contact: QL Show Contact Details | Basis Dt Type:
Salesperson: ), Show Salesperson Details |

Country: UsA United States Prefix:
Address 1: PO Box 2098 o
Address 2: Prefix:
Address 3 Phone:
Room #: Room Quadrant:

City: Memphis

County: 78 Postal: 38101

State: ™ Q Tennessee

oK | Cancel | Refresh |

30 @ Net3o
AcctDate ||

8) This should default in all the information from the Requisition, and return you to the main
Purchase Order page. Click the Vendor Details (Yendor Details) link, which takes you to the VVendor

Details page.
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9) Click the Lookup lcon () next to the Terms field, and select the appropriate set of Payment
Terms. This can be obtained from the Vendor’s quote or the Contract. The default is Net 30.

Terms: 30 2, Met3n

10) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the
Lookup lcon (%) next to the Location field to select a different location and use the Lookup
Icon () next to the Address field to select a different address.

Maintain Purchase Order

Vendor Details -- Machinery Sales Co Inc

Unit: 32101 PO ID: MEXT Vendor: MACHINERY -001

*Location: fain aQ, Vendor Information

=pddress: 13 Show Address Details | Terms: a0 Q) Met30
Contact: @,  Show ContactDetails | Basis Dt Type: | AcctDate [v|

Salesperson: 0, Show Salesperson Details

Look Up Location
Vendor SetlD: SHARE

Vendor 1D: 0000085887
Vendor Location:| begins with | v

LunkL.lp| Clear | Cancel |Elasi|:LnnP:ug

Search Results
1of 1

Vendor Location Description

MAIN MEMPHIS

11) Once the correct address is entered, press the OK button at the bottom of the page to return to
the main Purchase Order screen.

12) After reviewing all the information on the PO, return to the main Purchase Order page and
click the Save button, located at the bottom of the screen.

Bl save |

13) At this point, there are several other options that can be changed, but they should all default to
the correct values. The defaults take information from your Buyer Profile and the copied
Requisition and insert it automatically into the Purchase Order.

14) When all options are confirmed correct, you are now ready to Budget Check. This encumbers

funds for the Purchase Order. To Budget Check, click the Budget Check (E@) icon located at
the top right of the page. It will show as Processing for a few seconds, then it will come back
with Budget Status: Valid. An example is shown at the top of the next page.
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Express Purchase Order
Purchase Order

Unit: 32101 PO Status: Open ™ x
PO ID: 0000000186 Budget Status: notchkd T fE @
Copy From: _ [ Hold From Further Processing

15) After completing the Budget Check, click the Save button, located at the bottom of the main
Purchase Order page. & save |

16) You must now submit the PO into Workflow. To do so, click the Purchasing link on the left-
hand menu. Then click Purchase Orders.

El Purchasing
® Requisitions
® Procurement Contracts

=l Purchase Orders

17) Click the Approve Amounts link under the Purchase Order section.

E Approve Amounts

Approve, recycle, or deny purchase order
amounts.

18) Use the Search screen that appears to find your Purchase Order by typing the PO number into

the PO Number field and changing the drop-down box from Begins t0 Contains, as shown
below. Then press Search.

Amount Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit: = |v 32101 Q
PO Number: 166]
SetiD: SHARE
Contract 1D

Release Humber: '

Purchase Order Reference: begins with ||

[Icase Sensitive

fepye

Search | Clear |Elasi|: Search Save Search Criteria

19) Click the link for the PO that appears.
Search Results

1of1

Business Unit PO Humber S5etlD Contract |DRelease Number Purchase Order Reference
32101 0000000166 SHARE (blank) o 2658588
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20) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-

down box is set to Approve, then press the Save button. It defaults at Approve.

Purchase Order Amount Approval

Unit: 32101 POID:  00O0DOOOOD1GE Vendor: 0000001427

*Approval Action: Approve 1™ Approval Status: Initial Wiew Printable PO
Buyer: Sandra P Rees

PO Reference: 8658588

PO Date: 011442009

Merchandise Total Amount: 10620 UsSD Merchandise Total Base: 10620 UsSD
PO Total Value: 106.20 PO Total Base: 106.20

B save | E4 Return to Search | [=] Motify |

Once all approvals are met, the Purchase Order can be dispatched.

Dispatching Purchase Orders

1)

2)

3)

4)
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Navigate back to the main Purchase Order page. The Purchase Order is now ready for Dispatch.
Check the Dispatch drop-down menu on the main page, choosing either Print or E-mail. Do not
choose Fax, EDX or Phone methods, as those are not currently supported.

*Dispatch Method: Frint |
EDX
Email
Merchandise: Fax
FreightTax/Misc.: |onene :
:Print :

Click the Dispatch button, which will only be highlighted if all approvals have been met. This
will take you to the Dispatch Options page. Leave the options at default, then click OK.

A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch
process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new
browser window will open.

Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that
says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace
link, at the bottom right, to open a list of files. Click the one ending in .PDF to open the
finalized Purchase Order to be printed, e-mailed, or faxed to the vendor.

Your Catalog 1D Contract Release is now complete.
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Special Request

This section assumes that you do not have a valid Edison Item ID that is associated
to a contract and has a set price!

1) To enter a Special Request, click the “Special Request” tab, then click the “Special Item” link.

Special Request
Special tem

*Item Description:

*Price: *Currency:

*Quantity: *Unit of Measure: (&

*Category: Q Due Date: E
Vendor ID: Q Suaggest Mew Vendor

Vendor tem ID:
Mg ID: =

Nfg Hem ID:
Additional Information

[ send to Vendor [] show at Receipt ] show at Voucher

Additen | Cancel | Add or Start New Type |

The Special Request tab has several required information fields, listed below.
All the fields marked with an asterisk (*) must be completed.

O Item Description: This is used to enter a detailed description of the item. Begin with a
noun and follow with descriptive terms. If five or more items of the same type and on
the same "APCAT" line are to be purchased, combine all potential lines into one
and use a general description that would cover all the items. Example would be
“Fishing Equipment” if one were buying fishing poles, tackle boxes, fishing hooks,
fishing line and fishing nets. Please note: This cannot be used for_items kept in
inventory or tagged as “‘assets’.

0 Price: This is the estimated price for the item.
o Quantity: This is the quantity needed.

0 Unit of Measure: This is used to select a Unit of Measure. Press the Lookup Button to
pull up a list of valid Unit of Measures. Select the appropriate Unit of Measure from the
list. (If multiple items, unit of measure will be “Lot”. If request is for a job, use
"EA" for Each.)

o Category: This is the National Institute of Government Purchasing (NIGP) code
category. NIGP codes are the standard being used for Edison, replacing the old
Tennessee Commodity Code (TCC) system. Press the Lookup Button to pull up the
NIGP search screen, shown below.
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Create Requisition

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.

=

Search By

| Diescription [VI Office supplies

Catalog Category
1 PROCUREMENT ITEMS 510-00
2 PROCUREMENT ITEMS 615-00
3 PROCUREMENT ITEMS 615-60

o Start off by changing the drop-down box from Description to Category. Type “-00” into
the Search field, without quotes, then press the Find button. This will bring up a listing
of the generic NIGP Category codes at the header level. A “header” NIGP code has the
format xxx-00 with the “xxx” replaced by a three-digit number. Pick a generic header
from this list and write it down.

(0]

Catalog | Favorites
Special ltem

*Item Description:

*Price:
*Quantity:
*Category

Vendor ID: |

Vendor item 1Dz

Mfg ID:

Mfg tem I1D:

Type the first three digits of the Header into the Category field and press the Find

Customize | Find | View 41l | B8 First [1] 1.5 o 5[] Last
Find

Description im
Tree

OFFICE SUPPLIES: CARBOM PAPER AMND 2

RIBBOMS, ALL TYPES

OFFICE SUPPLIES, GEMNERAL P

Office Supplies, General (Mot Otherwise Classified) 48

button. This will return a list of all the valid NIGP codes within that header.

Select the appropriate code from the list by clicking the link in the Category column.

This will return you to the Special Item screen.

After entering in all the required fields (listed above), press the Add Item button. After
all the requested items are entered, click the Review and Submit tab located at the top

right. An example of a completed Special Request is shown below.

Templates | Services | Forms | Web | Special Request

30000

1

. 005-00

Q
Q

Q

|Nr—cnnditinning, installation and parts

*Currency:

*Unit of Measure; |E"!" Q
Due Date: | Eﬂ

Suggest New Vendaor

2) After entering in all the required fields press the Add Item button (M).
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3) After inputting the desired quantity, click the Add (M) button. Once added, the item and
quantity will appear in the Requisition Summary box on the left side of the page, as shown

below.
Requisition Summary
Description Qty UOM
Air-conditioning, 1 EA
installa...
Total Lines: 1
Total Amount (USD).  30,000.00

Repeat this process for all additional lines that must be on the contract release order. After all the
requested items appear in the Requisition Summary box on the left side of the page, click the Review
and Submit tab located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit

@3 3. Review and Submit

Reviewing and Submitting Requisitions: The last step of the eProcurement process is the
Review and Submit page. It contains a summary of the Requisition information, along with notes
and Justification. The first thing you must do on this page is enter your Document Type. For
Contract Release Orders, use DCR.

Business Unit: General Senvices
*Requester: robej0311001 !, RobertJ Hamblin *Currency:
Requisition Name:  |Guard Services Doc Type: |PCR & Priority: Medium

1) You must now add any additional information to the Line Comments section. There is a
Comments icon for each line, located on the far right of the page. Click the Comments icon

(%~ to go to the Comments screen, where you can either type information directly into the field
or add supplemental documents as attachments.
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Line Comments

Line Description Cuantity Unit Price

1 Office Supplies 1.0000 Lot 572.640 UsD

[ sendto Vendor [] Show at Receipt ] show at Voucher
Add Attachment |

Ok | Cancel|

Note for orders combining multiple items off of one APCAT Line: You must
use the Line Comments section to attach a listing of what items are included in
the "Lot" you are ordering. This is generally done by attaching a scanned copy of
the invoice received from the vendor.

To attach any supplemental information that is contained in a separate Word, PDF or Excel
document:

1. Click the Add Attachment button. (_AddAtachment I) This takes you to the Add
Attachment page.

Browse...

Upload | Cancel |

2. Click the Browse button (). This opens up a window to let you search for
files on your computer.
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TRoseeTIE

Look in: | (=5 4032328

, ELf4ns2528_extract.csvi

' B 4032328 _extract.xls
My Recent
Documents

€}

Deskiop

2

by Documents

fdy Computer
by M etwork File narme: I

Plaras

;I Open l

3. Select the file, then click the Open button (). This takes you back to the
Attachment page, with your filename located in the window.

C:\Documents and Settings\BA10315\My Documents\bid
LUpload | Cancel I

4. Click the Upload button (M) once the file is found.

5. Repeat for all necessary files on that line.

2) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.

Requisition Lines
Vendor Hame

Line Description

Quantity uomM
=[] 1 oOffice supplies 1.0000 Lot

572.640 572.64
Consolidate with other Regs Override Suggested Vendor

Shipping Line: 1 Due Date: B Quantity: |1-0000 #HE

Status: Active *Ship To: Q. [=] Modify Shipping Address

Attention: |RobertJ Hamblin

“Distribute by: | 2% ¥  speedChart: Q

Accounting Lines

[ chartfields1 | chartfieldisz T chartfieiiss T Detaiis
Line

o£5
Customize | Find | View All | B#

Firgt 51 1 of 1 L2/ Last
T As==et Information

Status Dist Type *Location Quantity Percent Amount |GL Unit Account
1 Open looooo1:@, | 10000 | 100.0000 57264 32101 Q@ [70000003, [+] [=]
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APCAT Contract IDs:

Important! Each APCAT line on the Requisition must have the Contract ID associated with it. To

do so, scroll to the right of the screen and click on the Line Details icon. = This is located next to
the Total (shown below as 250.00).

Create Requisition

Review the details of your requisition, make any necessary changes, and submit it for approval.

1. Define Requisition El‘%: 2. Add Items and Services \& 3. Review and Submit

Business Unit: 32101 General Services
*Requester: |robej0811001 2, Robert.J Hamblin *Currency: JSD
Requisition Name: | Doc Type: Q Priority:

Requisition Lines
Line Description

Vendor Hame

[0 1 Staplers American Paper And Twine|  50.0000 Each 5.000 25000 [ ¢
[ Select All/ Deselect All = | a | Total Amount: 250.00 USD
=z Modify Line / Shipping / Accountin Delete
L Addtofavorites | 43 Modiy 2L g

Justification/Comments

[ send to Vendor [] Show at Receipt [ ] Show at Voucher
s Check Budget |

Clicking the Line Details icon will bring you to the Line Details page.

Line Details

Lime: 1 Staplers
o

Amount: 250.00 Uso

Category: 615-60 Office Supplies, Wiew Hierarchy

General (Mot

Buyer: robej0811001 (), Buyer Information
Vendor: 0000000895 C, American Paper And Twine Suggest Mew Vendor
Vendor Location: MAIN O, NASHVILLE
Vendor's Catalog:

Vendor Item ID: 12345

Manufacturer ID: . UPNID:
Manufacturer's ltem ID: &}

Physical Nature

[ rRFQ Required Zero Price Indicator ] Inspection Required

Device Tracking Stockless Item

Sonfiguration Info

[*

Click the Expand button () next to the Contract section.
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Click the Lookup lcon next to the Contract ID field. <. Choose the contract from the numbers listed.
If you know the contract vendor you are ordering from, you can enter their name into the Short
Vendor Name field.

Look Up Contract ID

SetlD: SHARE

Contract ID: begins with | |

Short Vendor Name:| begins with |+ | Q,
Description: begins with ||

LookUp| Clear | Cancel |ElasicL00kug

Search Results
10of1

Vendor SetlD Vendor ID  Contract ID Short Vendor Name Contract Status Description Contract inning Date|
SHARE 0000000895 0000000000000000000000900 AMERICAN P-001  Approved OFFICE SUPPLIES AND STATIOMARY 06/01/2008

After choosing the contract, it should populate into the Contract ID field.
ContractiD:  |0000000000000000000000900 |2

Then press the OK button at the bottom of the page to return to the main Review and Submit page.

oK

3) Once all attachments are included for each line, review the lines to make sure they are correct.
To view the entire line table, scroll to the right using the scrollbar at the bottom of the screen.

Possible Changes:

Altering Quantity:
The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over
from Step 2. If changes need to be made to the Quantity, click on the Quantity field and type
in the new amount.

Deleting Lines:
If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line
is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line
Items) if you delete it.

Sections to Review/Modify:

Shipping Addresses:
To modify a Shipping Address, you must first expand the table by using the Expand Section

button. This will show the *Ship-To field. It may be blank, or may default to
PMFMSHIPTO, both of which must be changed.
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|31]

*Ship To: Q

(o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up
Ship To page.

Look Up Ship To

SetlD: SHARE
Ship To Location:| begins with [l
Description: begins with v
Look Up | Clear | Cancel | Basic Lookup

o] Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with™ to "contains”. Then press the Look Up button. This will pull up a
list of agency locations.

SetlD: SHARE
Ship To Location:| begins with |«
Description: contains v tower
Look Up Clear Cancel | Basic Lookup

Search Results
1-Fof 7T

ip To Location Description
oooooooon19 BLUE BIRD TOWER 295 FIRE TOWE
ooooo0o020 BLUE BIRD TOWER 295 FIRE TOWE
0ooo0000n21 BLUE BIRD TOWER 295 FIRE TOWE

0oooo00014 LAUREL GROVE TOWER WAL AMD RI
00000136231 MNASHWILLE/TEMMESSEE TOWER/CC0
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled
address. This brings up the address information tied to that Ship-To location.

(=1 Modify Shipping Address




Agency Procurement: Contract Release Orders

Shipping Address

Lime Odhice supplies Quantity Price

1 Office supplies 1.0000 Lot 572.64000 LUsD
Sched Num Ship To Quantity Due Date Total

1 TEMMNESSEE 1.0000 572.64 UsD
S

Country: Usa Sy United States Prefix:
Address 1: 312 ROSA L PARKS BLVD Phone:
Address 2: Ext:

Address 3: Fax:

Room #: Room Quadrant:

City: MNASHVILLE

County: DAVIDSOM Postal: 37243

State: M ZL Tennessee

Ok | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location
From here, you can continue on with the Requisition.

Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile
preferences.

Each of the fields listed below must have information populated in them.

Location: Found on the Chartfields1 tab.
GL Unit: Found on the Chartfields1 tab.
Account: Found on the Chartfields1 tab.
Fund: Found on the Chartfields2 tab.
Department: Found on the Chartfields?2 tab.
Location CF: Found on the Chartfields2 tab.

OO0OO0OO0OO0O0

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

o If the user’s setup is incorrect, they must contact the Edison Helpdesk to request
that their access, rolemapping and preferences be corrected. They may need to work
with their Agency Fiscal Office and Agency Security Administrator for more
information on this process.

o If the user is a Centralized Procurement officer for many locations in their agency,
they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.

DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
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Repeat as necessary for all lines
Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for ordering an item from a contract. Click in the field and begin typing.

Justification/Comments

[Isendto Vendor [ ]Show at Receipt [IShow at Voucher

You must include:
e "Submitting Contract Release Order.” (This must be at the beginning of the comment)

e An explanation of what the request is for. This would be something like “This is an
order from Contract for Security Guard Services”.

e Your contact information, including name and phone number.

Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section™ button (@).

After the justification section is completed, you must Budget Check the document.
Budget Check
1) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in

order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

i Check Budget |

2) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit |

3) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals
a) To view more information on the approvers, click on the “Multiple Approvers”

(Multinle Appravers ) [ink, This will bring up a window with a list of all the approvers
currently assigned to the Requisition.
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Stage 1 - Agency Req Approvals

- Requisition 0000002915:Fending [+]Start New Path
Requisition Approval

Pending

Multiple Approvers
@ Req - 18t Agency Approver _E

b) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (%) next to the User ID field, then selecting the User ID from the
list. The Approver you wish to add must be in the system as an Approver before
you can select them.

i.  Use the Radio Buttons below the User ID Field (®) to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
through their Workflow to review the item, but are not required to approve.
Approvers must approve to continue the process.

Insert additional approver or reviewer

User ID: L&}

Wsert a5 (5) ppprover
) Reviewer

ii.  After selecting the Approver’s User ID and their function (Approver or
Reviewer), click the Insert (=" |) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.

= eProcurement
[ Buyer Center
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Scroll down until the Requisition number is found, or use the Search function to search by the
Requisition 1D (Requisitiﬂn ID: i ).
The Approval Status and Budget Check status of the Requisition are listed in this table.

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Ga.

ReqlD Requisition Mame BU Date Status Budaget Total
b 0000000145 DGST)PROCESSBLACK 32101  01/23/2009 Open Not 39.50USD <Seleﬁﬂdi0ﬂ--[*']ﬂ
LAS... chkd
D 0000000144 DGSTIENV,REG#1024% .. 32101 01/232009 Pending  Valid 291.00USD ‘SE'ECTAC“U”--[V]E
b 0000000143 DGSLawn Caresenices 32101 01123/2009 Pending  Valid 5,080.36USD ‘SE'EﬂﬂC‘iUH--[V]ﬂ

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.

Requisition Approval

= greg:Approved

Requisition Approval

Approved
¢TN P1 BLUB ©T1 5 OT1

Req - 13t Agency Approver
11023/2005 - 2:50 PM

When the Requisition is approved, you are ready to proceed.

Creating Purchase Orders

1) Contract Release Orders: Navigate to the Purchase Order page by clicking the Purchasing
link from the menu, then clicking the Add/Update POs link.

= Purchasing
[ Requisitions
[+ Request for Quotes
[* Procurement Contracts
[ WVendor Rebates
[+ Stage/Source Requests
[ Manage Change Orders
[ Reconcile POs
[+ Review PO Information
[ Reports
[ Budget Year End
Processing
— AddfUpdate Express
POs
— Add/Update POs
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2) This will bring up the Search page. Click the Add New Value tab and select the desired Business
Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add button.

Purchase Order

/ Eind an Existing Value | Add a Hew Value "

Business Unit:| 32101 |G
PO 1D MEXT

Add

Maintain Purchase Order
Purchase Order

Unit: 32101 PO Status: Initial

PO ID: NEXT Budget Status: Mot Chicd

Copy From: v [[IHold From Further Processing

>
*P0O Date: 12M2/2008 [ Vendor Search Sub Contractor Doc Tol Status: Walid

Vendor Q,  Vendor Details InsurBondiCert
*Vendor ID: Q Receipt Status: Mot Recvd
*Buyer: Q. *Dispatch Method: w

PO Reference:

Header Details PO Actiiities Add ShipTo Comments Merchandise: 000 e
PO Defaults FreightTax/iMisc.: 0.00

Add Comments Total Amount: 0.00 UsD
Purchasing Kit Catalog ltern Search

3) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Contract Release
Orders, this will be found by looking at the Requisition lines for the contract Vendor assigned
to the item.

“Wandor I0;

4) Enter your Buyer ID in the Buyer ID field. To do this, click on the Lookup Icon (%) located by
the Buyer ID Field, then scroll through the list until you find your name. Click the link to return
to the main page with the Buyer ID field completed.

5) For Contract Releases, you will be copying from a Requisition created by your Agency
Requester. To do so, click the Copy From drop-down box, and select the Requisition option. To
do this, you must first have entered the Vendor ID into the Vendor ID field.

Copy From: W
o

Contract
*PO Date: Purchase Order
Vendor ‘Requisition

6) This takes you to the Copy Purchase Order from Requisition page. It is shown on the first
picture below. Click the Lookup Icon (<¢) by the Requisition ID field to bring up the Look Up
Requisition ID page, shown on the second picture below. Type in your Business Unit if it did not
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default and press the Search button to bring up a list of Requisition IDs. Find the Requisition
you were assigned and click the Requisition ID link.

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

>
Business Unit: Origin: Q
Buyer: Q Max Rows: 20
Vendor ID: Q Include Reqs With No Vendor
Category: Q Include Inventory ltems
Requisition ID: Q [ stockless Item
Contract ID: Q [ ] Exclude Auto Source Item

Search
Look Up Requisition ID

Business Unit; 32101

Requisition ID:| begins with | |

LnnkL.Ip| Clear | Cancel |Elasin::LnnP:ug

Search Results
1-4 of 4

Requisition ID Reguester
0000000073 TWZ PU EPREO AGENCY REGQLUESTOR

0000000072 TMZ PU EPRO AGENCY REQUESTOR
0000000071 T2 PU EPRO AGENCY REQUESTOR
0000000061 tn gross

7) Clicking the correct Requisition ID will bring you back to the Copy Purchase Order from
Requisition page. Click the Select All (¥ seiectan) link to select all the lines for copying.

Then click the Copy to PO (M) button to copy the requisition lines over to the PO.
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Vendor Details -- Machinery Sales Co Inc

Unit: 32101 POID:  MEXT Vendor: MACHINERY -001
*Location: MAIN Q Vendor Information
*pddress: 113 Show Address Details | Terms: 30 Q1 MNet30
Contact: C_  Show Contact Details | Basis Dt Type: | ActDate |v]
Salesperson: 0 Show Salesperson Details |
Country: USA United States Prefix:
Address1: (PO Box2098 Fax:
Address 2 Prefix:
Address 3 Phone:
Room #: Room Quadrant:
City: Memphis
County: 79 Postal: 38101
State: TN Q Tennessee
oK | Cancel | Refresh |

8) This should default in all the information from the Requisition, and return you to the main
Purchase Order page. Click the Vendor Details (Yendor Details) link, which takes you to the Vendor
Details page.

9) Click the Lookup Icon (<) next to the Terms field, and select the appropriate set of Payment
Terms. This can be obtained from the Vendor’s quote or the Contract. The default is Net 30.

Terms: 30 2, Met30

10) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the
Lookup Icon () next to the Location field to select a different location and use the Lookup
Icon (“4) next to the Address field to select a different address.

Maintain Purchase Order

Vendor Details -- Machinery Sales Co Inc

Unit: 32101 PO ID: MEXT Vendor: MACHINERY -001

*L ocation: I'ﬂAIN Q Wendaor Information

*Address: 1@ Show Address Details | Terms: a0 21 Met30
Contact: @, Show Contact Details | Basis Dt Type: | AcctDate [v]

Salesperson: ), Show Salesperson Details
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Look Up Location
Vendor SetiD: SHARE

Vendor ID: 0000085887
Vendor Location:| beqgins with |+

LnnkL.Ip| Clear | Cancel |Elasi|::LnnP:ug

Search Results
1of1

Vendor Location Description
TAIR MEMFPHIS

11) Once the correct address is entered, press the OK button at the bottom of the page to return to
the main Purchase Order screen.

12) After reviewing all the information on the PO, return to the main Purchase Order page and
click the Save button, located at the bottom of the screen.
El save |

13) When all options are confirmed correct, you are now ready to Budget Check. This encumbers
funds for the Purchase Order. To Budget Check, click the Budget Check (E@) icon located at
the top right of the page. It will show as Processing for a few seconds, then it will come back
with Budget Status: Valid. An example is shown at the top of the next page.

Express Purchase Order
Purchase Order

Unit: 32101 PO Status: Open ™ X
PO ID: 0000000185 Budget Status:  NotChkd 0% 5 [
Copy From: v [[] Hold From Further Processing

14) After completing the Budget Check, click the Save button, located at the bottom of the main
Purchase Order page. = Save |

15) You must now submit the PO into Workflow. To do so, click the Purchasing link on the left-
hand menu. Then click Purchase Orders.

= Purchasing
H Requisitions
® Procurement Contracts

2l Purchase Orders

16) Click the Approve Amounts link under the Purchase Order section.

E" Approve Amounts
Approve, recycle, or deny purchaze order
amaounts.
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17) Use the Search screen that appears to find your Purchase Order by typing the PO number into

the PO Number field and changing the drop-down box from Begins to Contains, as shown
below. Then press Search.

Amount Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit =[] 32101 Q
PO Number: contains |+ 16|

SetiD: begins with | | SHARE Q
Contract 1D: beqgins with v ')
Release Number: = v

Purchase Order Reference:| begins with v

[l case Sensitive

Search | Clear | Basic Search [E Save Search Criteria

18) Click the link for the PO that appears.

Search Results
1of1

Business Unit PO Humber S5etlD Contract |DRelease Number Purchase Order Reference
32101 0000000166 SHARE (blank) o 2658588

19) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-
down box is set to Approve, then press the Save button. It defaults at Approve.
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Purchase Order Amount Approval

Unit: 32101 PO ID: 0000000166 Vendor: 0000001427
*Approval Action: Apprave v Approval Status: Initial P
Buyer: Sandra P Rees

PO Reference: B8E58588

PO Date: 01M4/2009

Merchandise Total Amount: 106.20 UsSD Merchandise Total Base: 106.20 USD
PO Total Value: 106.20 PO Total Base: 106.20

b Lines

& save | &4 Return to Search | [=] Motify |

Once all approvals are met, the Purchase Order can be dispatched.

Dispatching Purchase Orders

1)

2)

3)

4)
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Navigate back to the main Purchase Order page. The Purchase Order is now ready for Dispatch.
Check the Dispatch drop-down menu on the main page, choosing either Print or E-mail. Do not
choose Fax, EDX or Phone methods, as those are not currently supported.

*Dispatch Method: | Print v
EDX
Email
Merchandise: Fax
FreightTax/Misc.: Lhene :
Print :

Click the Dispatch button, which will only be highlighted if all approvals have been met. This
will take you to the Dispatch Options page. Leave the options at default, then press the OK
button.

A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch
process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new
browser window will open.

Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that
says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace
link, at the bottom right, to open a list of files. Click the one ending in .PDF to open the
finalized Purchase Order to be printed, e-mailed, or faxed to the vendor.

Your Special Request Contract Release is now complete.
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Direct Connect

This section assumes that you are ordering an item that /s on a contract that is set
up with a Direct-Connect vendor!

Orders from Direct-Connect contracts are done through the web tab. To enter an order from a
Direct-Connect contract, click the web tab. This brings you to the Direct-Connect page, shown
below.

Catalog | Favorites | Templates | Services | Forms | Web | Special Request
Logo Merchant

" Grainger Direct Connect
(1} | [ For mE anes wwo aev i powe |

VWRE Z

Supplier Partnerships for Customer Solutions

VWR Direct Connect

1) Click the link under the Merchant column that corresponds to the vendor from which you are
attempting to purchase. For example, to browse Grainger's Direct-Connect catalog, click the
Grainger Direct Connect link. If you are unable to see the Merchant column, scroll to the right of
the screen.

Grainger Direct Connect

2) Clicking the Direct Connect link will take you to the vendor's catalog site. Exact navigation
procedures will differ according to the site, and a step-by-step walkthrough of how to use each
Direct Connect vendor's website is beyond the scope of this document.

Search Custom Catalog Products

e e Sl orvorais) ~§ [

—

| » Home | » Resources | » Contact Us | » Find A Branch | » Requisition Form | » Help

3) Use the vendor's site to select your items. Once you click "Checkout” or "Finish Shopping™ or
the vendor's equivalent "pay for your items™ message, you will be returned to the Add Items and
Services tab with your selected items listed in the Requisition Summary box.

Description Gty WOM
Plug, Diameter 2 10 EA
Inches, M...
Total Lines: 1
Total Amount (USD). &0.60
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After all the requested items appear in the Requisition Summary box on the left side of the page, click
the Review and Submit tab located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit

& 3. Review and Submit

Reviewing and Submitting Requisitions: The last step of the eProcurement process is the
Review and Submit page. It contains a summary of the Requisition information, along with notes
and Justification. The first thing you must do on this page is enter your Document Type. For
Contract Release Orders, use DCR.

Business Unit: General Services
*Requester: robej0811001 ., Robert J Hamblin *Currency:
Requisition Name: | Guard Senvices Doc Type: |DCR & Priority: Medium ||

4) You must now add any additional information to the Line Comments section. There is a
Comments icon for each line, located on the far right of the page. Click the Comments icon

(%) to go to the Comments screen, where you can either type information directly into the field
or add supplemental documents as attachments.

Line Comments

Line Description Quantity Unit Price

1 Office Supplies 1.0000 Lot 572.640 UsSD

[l sendto Vendor [] Show at Receipt ] show at Voucher
Add Attachment |

Ok | Cancel|

To attach any supplemental information that is contained in a separate Word, PDF or Excel
document:

1. Click the Add Attachment button. (__~d9Aftachment I) This takes you to the Add
Attachment page.

Browse...

Upload | Cancel |

2. Click the Browse button (). This opens up a window to let you search for
|43



Agency Procurement: Contract Release Orders

files on your computer.

- -

Choose file

Look in: | (=5 4032328 ~| @ 5 E3-
5 =Lf4032328 _extract.cov
L—ﬁ E 402308 _extract.xls

My Recent
Documents

Deskiop

o~

by Documents

-II
fdy Computer
J

by Hetwork: File name: | LJ Open I

Plaras

3. Select the file, then click the Open button (). This takes you back to the

Attachment page, with your filename located in the window.

CDocuments and Settings\BA10315\Wy Documentsibid

LUpload | Cancel |

4. Click the Upload button (P3¢ |) once the file is found.
5. Repeat for all necessary files on that line.

5) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.
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Requisition Lines

Line Description Vendor Name
=[] 1 oOffice supplies 1.0000 Lot 572,640 572,64
Consolidate with other Reqgs Override Suggested Vendor
,7 l—
Shipping Line: 1 Due Date: ] Quantity: 1.0000 HE

Status: Active *Ship To: Q. [=] Modify Shipping Address

Attention: |Robert J Hamblin

“Distributeby: | @ [¥|  speedchart: Q

Accounting Lines Customize | Find | view Al 88 First (4] 1 op1 [ Last
[ chartfields1 T chartfielis? T chartfieiis3 T  Detais T Assetinformation

Line Status Dist Type *Location Quantity Percent Amount |GL Unit Account
Open looooo1:@ | 10000 | 100.0000 57264 32101 < [7000000Q, [*] [=]

6) Once all attachments are included for each line, review the lines to make sure they are correct.
To view the entire line table, scroll to the right using the scrollbar at the bottom of the screen.

Possible Changes:

Altering Quantity:
The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over
from Step 2. If changes need to be made to the Quantity, click on the Quantity field and type
in the new amount.

Deleting Lines:
If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line
is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line
Items) if you delete it.

Sections to Review/Modify:

Shipping Addresses:
To modify a Shipping Address, you must first expand the table by using the Expand Section
button. This will show the *Ship-To field. It may be blank, or may default to
PMFMSHIPTO, both of which must be changed.

*Ship To: | Q

o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up
Ship To page.
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Look Up Ship To

SetlD: SHARE

Ship To Location:| begins with
Description: begins with

Look Up | Clear | Cancel |Elasic|_ookug

o] Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with™ to "contains”. Then press the Look Up button. This will pull up a
list of agency locations.

SetiD: SHARE

Ship To Location:| begins with
Description: tower

Look Up | Clear | Cancel |EIasicL00kug

Search Results
1-Fof 7T

ip To Location Description
oooooooon19 BLUE BIRD TOWER 295 FIRE TOWE
ooooo0o020 BLUE BIRD TOWER 295 FIRE TOWE
0ooo0000n21 BLUE BIRD TOWER 295 FIRE TOWE

0oooo00014 LAUREL GROVE TOWER WAL AMD RI
00000136231 MNASHWILLE/TEMMESSEE TOWER/CC0
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled
address. This brings up the address information tied to that Ship-To location.

=] Modify Shipping Address

Shipping Address

Line Office supplies Cuantity Price

1 Office supplies 1.0000 Lot 572.64000 UsSD
Sched Num Ship To Quantity Due Date Total

1 TEMMNESSEE A1.0000 T2 64 UsSD
&2

Country: Usa Sy United States Prefix:

Address 1: 312 ROSA L PARKS BLVD Phone:

Address 2: Ext:

Address 3: Fax:

Room #: Room Quadrant:

City: MNASHWVILLE

County: DAVIDSOM Postal: 37243

State: M ZL Tennessee

Ok | Cancel | Load Default Shipping Address
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Verify that the information is correct. If it is not, choose a different Ship-To location
From here, you can continue on with the Requisition.
Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile
preferences.

Each of the fields listed below must have information populated in them.

Location: Found on the Chartfields1 tab.
GL Unit: Found on the Chartfields1 tab.
Account: Found on the Chartfields1 tab.
Fund: Found on the Chartfields2 tab.
Department: Found on the Chartfields2 tab.
Location CF: Found on the Chartfields2 tab.

Oo0oo0oo0oo0oo

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

e If the user’s setup is incorrect, they must contact the Edison Helpdesk to request
that their access, rolemapping and preferences be corrected. They may need to work
with their Agency Fiscal Office and Agency Security Administrator for more
information on this process.

o If the user is a Centralized Procurement officer for many locations in their agency,
they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.
DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
Repeat as necessary for all lines

Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for ordering an item from a contract. Click in the field and begin typing.

JustificationComments

[Jsendto vendor [ ]Show at Receipt [ Show at Voucher

You must include:
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e "Submitting Contract Release Order.” (This must be at the beginning of the comment)

e An explanation of what the request is for. This would be something like “This is an
order from Contract for Security Guard Services”.

e Your contact information, including name and phone number.

Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section" button (%),

After the justification section is completed, you must Budget Check the document.
Budget Check
c) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in

order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

i Check Budget

d) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit |

e) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals

20) To view more information on the approvers, click on the “Multiple Approvers”
(Multinle Appravers ) [ink, This will bring up a window with a list of all the approvers
currently assigned to the Requisition.

Stage 1 - Agency Req Approvals

- Requisition 0000002915:FPending [#]Start New Path
Requisition Approval

Pending
@ Multiple Approvers ‘E

Req - 1=t Agency Approver

21) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (“%) next to the User ID field, then selecting the User ID from the
list. The Approver you wish to add must be in the system as an Approver before
you can select them.
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a. Use the Radio Buttons below the User ID Field () to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
through their Workflow to review the item, but are not required to approve.
Approvers must approve to continue the process.

Insert additional approver or reviewer

User ID: L&

Insert as! (5 ppprover
) Reviewer

b. After selecting the Approver’s User ID and their function (Approver or

Reviewer), click the Insert ("*¢")) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.

= eProcurement
[ Buyer Center

Scroll down until the Requisition number is found, or use the Search function to search by the
Requisition 1D (Requisition 1D 21 ).
The Approval Status and Budget Check status of the Requisition are listed in this table.

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Requisition Mame BU Date Status Budaget Total
b 0000000145 DGSTIPROCESSBLACK 32101  01/23/2009 Open Nat 39.501sp <Select Action. V_ﬂ
LAS.. Chid
b 0000000144 DGSTIENV,REG#10/24% . 32101 01232009 Pending  Valid 291.00USD | “Select Action. ".ﬂ
D 0000000142 DGSLawnCaresenices 32101  01/23/2000 Pending  Valid 5,080.36UsD *Select Action.. “'.ﬂ
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o Once

the Approvals have been met, the Requisition Approval screen will change to show that the

Requisition has been approved. See the picture below for an example.

* Review/Edit Approvers

Requisition Approval

= greg:Approved

Requisition Approval

Approved
¢TN P1 BLUB ©T1 5 OT1

Req - 13t Agency Approver
11023/2005 - 2:50 PM

When the Requisition is approved, you are ready to proceed.

Creating Purchase Orders

1) Contract Release Orders: Navigate to the Purchase Order page by clicking the Purchasing

link from the menu, then clicking the Add/Update POs link.

= Purchasing

[ Requisitions

[+ Request for Quotes

[* Procurement Contracts
[* Vendor Rebates

+ Purchase Orders

2)

150

[+ Stage/Source Requests

[ Manage Change Orders

[ Reconcile POs

[+ Review PO Information

[ Reports

[ Budget Year End
Processing

— Add/Update Express
POs

— Add/Update POs

This will bring up the Search page. Click the Add New Value tab and select the desired Business
Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add button.

Purchase Order

/ Eind an Existing Value | Add a Hew Value "

Business Unit:| 32101 |Cy
PO 1D MNEXT

Add
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Maintain Purchase Order

Purchase Order

Unit: 32101 PO Status: Initial

PO ID: MNEXT Budget Status: Mot Chi'd

Copy From: v [[] Hold From Further Processing

52

*P0O Date: 12122008 [ Vendor Search Sub Contractor Doc Tol Status: Walid

Vendor @, Vendor Details InsurBondiCert

*Vendor ID: Q Receipt Status: Mot Recvd

*Buyer: Q *Dispatch Method: w

PO Reference:

HeaderDetails PO Activities Add ShipTe Comments Merchandise: 000 e
PO Defaults FreightTaxiMisc.: 0.00

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltern Search

3) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Contract Release

Orders, this will be found by looking at the Requisition lines for the contract Vendor assigned
to the item.

“Wandor I0;

4)

5)

6)
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Enter your Buyer 1D in the Buyer ID field. To do this, click on the Lookup Icon (<) located by
the Buyer ID Field, then scroll through the list until you find your name. Click the link to return
to the main page with the Buyer ID field completed.

For Contract Releases, you will be copying from a Requisition created by your Agency
Requester. To do so, click the Copy From drop-down box, and select the Requisition option. To
do this, you must first have entered the Vendor ID into the Vendor ID field.

Copy From: W
B

Contract
*PO Date: Purchase Order
Vendaor ‘Requisition

This takes you to the Copy Purchase Order from Requisition page. It is shown on the first
picture below. Click the Lookup Icon (<) by the Requisition ID field to bring up the Look Up
Requisition ID page, shown on the second picture below. Type in your Business Unit if it did not
default and press the Search button to bring up a list of Requisition IDs. Find the Requisition
you were assigned and click the Requisition ID link.
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Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

>
Business Unit; Origin; Q
Buyer: Q Max Rows: 20
Vendor ID: Q Include Regs With No Vendor
Category: Q Include Inventory ltems
Requisition ID: Q [] stockless Item
Contract ID: Q [] Exclude Auto Source ltem

Search
Look Up Requisition ID

Business Unit: 32101

Requisition ID: | begins with |+ |

LnnkL.Ip| Clear | Cancel |E|ElSiCLUUP{LIQ

Search Results
1-4 of 4

Requisition ID Requester
0000000073 TMZ2 PU EPRO AGENCY REGQUESTOR

0000000072 TMZ2 PU EPRO AGEMCY REQUESTOR
0000000071 TMZ PU EPRO AGEMNCY REQUESTOR
0000000061 tn gross

7) Clicking the correct Requisition ID will bring you back to the Copy Purchase Order from
Requisition page. Click the Select All (¥ seiectan) link to select all the lines for copying.

Then click the Copy to PO (M) button to copy the requisition lines over to the PO.
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Vendor Details -- Machinery Sales Co Inc

Unit: 32101 POID:  MEXT Vendor: MACHINERY -001
*Location: MAIN Q Vendor Information
*pddress: 113 Show Address Details | Terms: 30 Q1 MNet30
Contact: C_  Show Contact Details | Basis Dt Type: | ActDate |v]
Salesperson: 0 Show Salesperson Details |
Country: USA United States Prefix:
Address1: (PO Box2098 Fax:
Address 2 Prefix:
Address 3 Phone:
Room #: Room Quadrant:
City: Memphis
County: 79 Postal: 38101
State: TN Q Tennessee
oK | Cancel | Refresh |

8) This should default in all the information from the Requisition, and return you to the main
Purchase Order page. Click the Vendor Details (Yendor Details) link, which takes you to the Vendor
Details page.

9) Click the Lookup Icon (<) next to the Terms field, and select the appropriate set of Payment
Terms. This can be obtained from the Vendor’s quote or the Contract. The default is Net 30.

Terms: 30 O, Met30

10) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the
Lookup lcon (%) next to the Location field to select a different location and use the Lookup
Icon () next to the Address field to select a different address.

Maintain Purchase Order

Vendor Details -- Machinery Sales Co Inc

Unit: 32101 PO ID: MEXT Vendor: MACHINERY -001

*Location: r,.mm Q, Wendor Information

~Address: 4lc,  Show Address Details | Terms: 30 |Q Net3o
Contact: Qa, Show Contact Details | Basis Dt Type: |AcctDate  |w)

salesperson: 2, Show Salesperson Details
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Look Up Location
Vendor SetlD: SHARE

Vendor 1D: 0000085887
Vendor Location:| begins with | v

LunkL.lp| Clear | Cancel |Elasi|:LnnP:ug

Search Results
1of 1

Vendor Location Description
L MEMPHIS

11) Once the correct address is entered, press the OK button at the bottom of the page to return to
the main Purchase Order screen.

12) After reviewing all the information on the PO, return to the main Purchase Order page and
click the Save button, located at the bottom of the screen.
El save |

13) When all options are confirmed correct, you are now ready to Budget Check. This encumbers
funds for the Purchase Order. To Budget Check, click the Budget Check (E) icon located at
the top right of the page. It will show as Processing for a few seconds, then it will come back
with Budget Status: Valid. An example is shown at the top of the next page.

Express Purchase Order

Purchase Order

Unit: 32101 PO Status: Open 4 x
PO ID: 0000000136 Budget Status:  NotChkd T fi§ [
Copy From: v [ Hold From Further Processing

14) After completing the Budget Check, click the Save button, located at the bottom of the main
Purchase Order page. & save |

15) You must now submit the PO into Workflow. To do so, click the Purchasing link on the left-
hand menu. Then click Purchase Orders.

El Purchasing
® Requisitions
B Procurement Contracts

=l Purchase Orders

16) Click the Approve Amounts link under the Purchase Order section.

ﬁ“ Approve Amounts
Approve, recycle, or deny purchase order
amounts.
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17) Use the Search screen that appears to find your Purchase Order by typing the PO number into
the PO Number field and changing the drop-down box from Begins t0 Contains, as shown
below. Then press Search.

Amount Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

j/ Find an Existing Value 3

Business Unit: = || 32101 Q
PO Number: contains |+ | 16|

SetiD: begins with [+ || SHARE Q
Contract ID: begins with v (')
Release Number: = ~

Purchase Order Reference: | begins with v

[]case Sensitive

Search | Clear |Elasin: Search Save Search Criteria

18) Click the link for the PO that appears.
Search Results

1 of1

Business Unit PO Humber SetlD Contract |DRelease HNumber Purchase Order Reference
32101 0000000166 SHARE (blank) o 2653588

19) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-
down box is set to Approve, then press the Save button. It defaults at Approve.

Purchase Order Amount Approval

Unit: 32101 POID: Q000000166 Vendor: 0000001427

*Approval Action: Approve ™ Approval Status: Initial Wiew Printable PO
Buyer: Sandra P Rees

PO Reference: 8658588

PO Date: 01/14/2009

Merchandise Total Amount: 106.20 UsSD Merchandise Total Base: 106.20 UsSD
PO Total Value: 106.20 PO Total Base: 106.20

¥ Lines

& save | A Return to Search | [=] Motify |

Once all approvals are met, the Purchase Order can be dispatched.
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Dispatching Purchase Orders

1)

2)

3)

4)

56 |

Navigate back to the main Purchase Order page. The Purchase Order is now ready for Dispatch.
Check the Dispatch drop-down menu on the main page, choosing either Print or E-mail. Do not
choose Fax, EDX or Phone methods, as those are not currently supported.

*Dispatch Method: Frint L
EDX
Ermail
Merchandise: Fax

FreightTax/Misc.: ;g.hf?ﬂ.? ............................

Click the Dispatch button, which will only be highlighted if all approvals have been met. This
will take you to the Dispatch Options page. Leave the options at default, then press the OK
button.

A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch
process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new
browser window will open.

Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that
says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace
link, at the bottom right, to open a list of files. Click the one ending in .PDF to open the
finalized Purchase Order to be printed, e-mailed, or faxed to the vendor.

Your Direct-Connect Contract Release is how complete.
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APCAT Contract Release Orders by Lot

Many state contracts are set up according to the "APCAT" principle, where Vendors bid a
catalog of items and offer a % discount or markup that applies to every item in that catalog.
Instead of 10,000 contract lines for a 10,000 item contract, there would be one "APCAT" line
that can be used to buy any item in that catalog at the stated discount/markup.

This process does not translate into Edison very well. However, it can still be done. Items that
are included in an "APCAT" line on a contract will be ordered by doing an eProcurement
Requisition, Special Request Type (to describe the item). For items that are all included on the
same line of the contract, they can be bundled together as one "Special Request” line.

Two restrictions:

e [tems that must be tagged as "Sensitive™ in the Assets module (items that need a State
Tag #) CANNOT be ordered through the standard Special Request method that will be
listed below. They must have their own separate Edison ID number. This applies even if
they are covered under a pre-existing APCAT contract line.

e Items from the same APCAT Contract Line can be bundled together on one Special
Request line, but items from different Contract Lines must be put on separate lines in the

eProcurement Requisition.

Creating New Requisitions
Agency Level- Requester

1) To create a Requisition, you must first be logged in to Edison. After logging in, click the
FSCM link under the Enterprise menu, on the left side of the page.

Personalize Content Layvout

Enterprise Menu

[ FSCM

2) The next step is to navigate to the Create Requisition page. Click on eProcurement
from the left-hand menu. Then click Create Requisition, as shown in the picture below
this paragraph, on the left. This can also be accessed by using the eProcurement link in
the Main Menu at the center of the page. A picture of this is on the right.

Menu

3 Create Requisition
Create a nesy reguisition by browsing or
zearching company or external catalogs.

+ eProcurement
[- Buyer Center
[ Manage ERP Integration
— Create Reqguisition
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3) Clicking on Create Requisition will bring up a new page, with a title saying Create
Requisition in blue at the top. This is the main page for creating a Requisition, and has
links to 3 tabs that need to be completed. The tab that is currently shown will be
highlighted in yellow. See the picture below for an example.

Create Requisition

| |_=;|;: 1. Define Requisition E‘; 2. Add Items and Services \33 3. Review and Submit
Specify requisition name, requester, and other information that applies to the entire requisition.
Business Unit: 2 General Services
*Requester: TN2_PU_EPRO_AGENCY_REQUESTC|Q, TN2_PU_EPRO_AGENCY_REQUESTOR'Currency:
Requisition Name: Doc Type: Q Priority: Medium b
L=
Continue

Step 1: Define Requisition
Ely:.g. 1. Define Requisition

1) The Define Requisitions tab should be highlighted in yellow. If not, click on Define
Requisitions. Make sure that your Business Unit and Requester defaulted in
correctly. Now you must assign a Requisition Name.

Requisition Name: Click in the Requisition Name field and then type in a name
for the Requisition. The name needs to describe the items being purchased on the
Requisition, in enough detail to be able to identify what the Requisition is being used
for. When buying off of an APCAT contract and grouping your items, use a name
that describes everything being bought.

Create Requisition
‘ E‘ 1. Define Requisition E!‘{; 2. Add ltems and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: @, general Senvices
*Requester: robej0311001 C, RobertJ Hamblin *Currency:
Requisition Name:  Office Supplies Doc Type: Q Priority: Medium |+
L
Continue

2) After naming your Requisition, click the Continue Button (_“°™"“€ ) Jocated at the
bottom to move to the next step in the Requisition Process.

Step 2: Add Items and Services
E!‘#—: 2. Add Items and Services

|58 |



Agency Procurement: APCAT by Lot

1) The next step is to add items to the requisition. The main Add Items and Services
page has 7 tabs at the top. Each of these tabs contains a different way to create Item Lines
on a Requisition. A picture of the main Add Items and Services page is shown below.

Create Requisition

“f‘ 1. Define Requisition E‘%}: 2. Add ltems and Services \ga J. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: | ) Search |

2) When ordering off an APCAT contract for non-Asset items, you will be using the
Special Request tab, at the far right.

e Special Request- The Special Request tab can be thought of as a kind of “catch-
all” tab. It allows you to type descriptions for items that are not in the Item Master,
including contract items that are selected on the “As Per Catalog” (APCAT)
principle.

3) To enter a Special Request for APCAT, click the “Special Request” tab, highlighted in

the example below. Then click the Special Item (2R2ECi2LEM ) |ink, It will take you to the
screen shown below.

Catalog | Favorites | Templates | Forms | Web | Special Request
Special item

*Item Description: |

*Price: [ *Currency: JSC

*Quantity: *Unit of Measure: li Q

*Category: R Due Date: E
Vendor ID: QA Suggest Mew Vendor
Vendor ltem 1D: |
Mfg ID: Q

Mfg ltem ID: |
Additional Information

[] send to vendor [1 show at Receipt [] show at Voucher

Additern |  Cancel |  Add or Start New Type |

The Special Request tab has several fields where information must be entered. The bulleted
listed below lists these fields.

All the fields marked with an asterisk (*) must be completed.
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a) Item Description: This is used to enter a description that includes all the APCAT
items on the line. For example, "Office Supplies” could cover Pens, Tape, Staples,
a Stapler and White-out.

b) Price: This is the estimated price for the item.

¢) Quantity: This is the quantity needed. For Grouped APCAT items, this will
always be 1.

d) Unit of Measure: This is used to select a Unit of Measure. For Grouped APCAT
items, this will always be LO for "Lot".

e) Category: This is the National Institute of Government Purchasing (NIGP) code
category. NIGP codes are the standard being used for Edison, replacing the old
Tennessee Commodity Code (TCC) system. Press the Lookup Button (Q\) to pull
up the NIGP search screen. Type a description in the Description field and press
the Find button. This will display a list of valid NIGP codes. Select the
appropriate code from the list by clicking the link in the Category column. This
will return you to the Special Item screen.

Create Requisition

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.

>

Search By Description v Office supplies

Customize | Find | View All | i First [+] 1-5 of 5 [¥] Last

Find
Catalog Category Description in
Tree
~ OFFICE SUPPLIES: CARBOMN PAPER AND o).
1 FROCUREMENT ITEMES 610-00 RIBBONS, ALL TYPES o
2 PROCUREMENT ITEME 615-00 QOFFICE SUPFPLIES, GEMERAL 9%
3 PROCUREMENT ITEMS 615-60 Office Supplies, General (Mot Otherwise Classified) #%

f) On the Special Request page, click in the Additional Information field and type in
a brief description of the order. Specific items bought will be on the invoice,
which should be scanned and added as an attachment.
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Catalog | Favorites | Templates | Senices | Forms | Web | Special Request

Special tem
*ltem Description: |O1ﬁce supplies
*Price:; 572.64000 *Currency:
*Quantity: 1.0000 *Unit of Measure: LO Q
*Category: 615-60 Q Due Date: E‘J
Vendor ID: (& Suggest New Vendor
Vendor Item 1D: |
Mfg ID: Q
Mfg tem ID: |
Additional Information
This requisition is for a grouped lot of generic office supplies off of the Office supply contract, from @
American Paper and Twine. See the attached document for details. |
[] send to Vendor ] show at Receipt [] show at Voucher
Additem | Cancel |  Add or StartMew Type |

g) The picture above shows an example of what all should be included on the
Special Item tab. After entering in all the required fields press the Add Item

button (M).

e Repeat this process if items from a different APCAT line from the same contract
need to be added. After all the requested items appear in the Requisition Summary box
on the left side of the page, click the Review and Submit tab located at the top right.
You will now go to step 3, Review and Submit.

Step 3: Review and Submit

\% 3. Review and Submit

Reviewing and Submitting Requisitions: The final step in the Requisition process is the
Review and Submit page. It contains a summary of the Requisition information. The first
thing you must do on this page is enter your Document Type, DCR, for Contract Release
Order.

Create Requisition
E‘ 1. Define Requisition E!‘%: 2. Add ltems and Services \& 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: General Services
‘Requester: |f0b910311001 C, RobertJ Hamblin *Currency:
Requisition Name: | Office supplies Doc Type: PCR & Priority:

1) For grouped APCAT lines, you must attach a scanned list of the items, or a copy of the
invoice received. To do so, scroll over to the right on the Review and Submit tab, and
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click on the Comments icon (%-). This takes you to the Line Comments page, shown
below.

Line Comments

Line Description Quantity  Unit

1 Office Supplies 1.0000 Lot 572640 USD

[]sendtoVendor [ | Show at Receipt ] show at Voucher
Add Attachment |

OK | Cancel|

2) Click the Add Attachment button, find the file on your PC by using the Browse button,
and then click Upload. This attaches the file and returns you to the Line Comments page.
Click OK to return to the main Review and Submit page.

C\Documents and Settings\BA10315Wy Documentsibid

Upload | Cancel |

Important: Each APCAT line on the Requisition must have the Contract ID associated with
it. To do so, scroll to the right of the screen and click on the “Line Details” icon. =

J& 3. Roview and Submit |

CARTENCY

Pricwity: Medinm |

wn Eath 5000 250,00 M50

Total Armeount: 25000 UED

Clicking the Line Details icon will bring you to the Line Details page.
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Line Details

Line: 1 Staplers

o

Amount: 250.00 usD

Category: B15-60 Office Supplies, Wiew Hierarchy

General (Mot

Buyer: robej0811001 (7 Buyer Information
Vendor: 0000000885 Q. American Paper And Twine ~ Suddest New Vendar
Vendor Location: MAIN G, NASHVILLE
Vendor's Catalog:

Vendor item ID: 12345

Manufacturer ID; L UPHN ID:
Manufacturer's ltem ID: aQ

Physical Nature Goods v

[ RFQ Required Zero Price Indicator [ Inspection Required

Device Tracking Stockless [tem

Configuration Info

L

Click the Expand button (/&) next to the “Contract” section.

Click the Lookup Icon next to the Contract ID field. “* Choose the contract from the

numbers listed.
Look Up Contract ID

SetlD: SHARE

Contract ID: begins with | |

Short Vendor Name:| begins with v &}
Description: begins with v

LookUp| Clear | Cancel |ElasicLookug

Search Results
1of1

Vendor SetlDVendor ID Contract ID Short Vendor Name Contract Status Description Contract Beginning Date|
SHARE 0000000895 0000000000000000000000900 AMERICAN P-001  Approved OFFICE SUPPLIES AMD STATIONARY 06/01/2008

After choosing the contract, it should populate into the Contract ID field.
Contract IDx: 0000000000000000000000900 |2},

Then press the OK button at the bottom of the page to return to the main Review and Submit
page.

Ok
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3) You can now review the line information. Use the "Expand Section™ button () to view
the entire line table, scrolling to the right using the scrollbar at the bottom of the screen if
necessary. Below are some sections that may need to be reviewed.

Line Description Vendor Name Quantity uom Price Total
=[] 1 oOffice supplies 1.0000 Lot 572,640 572.64
Consolidate with other Reqgs Override Suggested Vendor
] [1.0000
Shipping Line: 1 Due Date: e Quantity: 1.0000 HE

Status: Active *Ship To: Q. [ Modify Shipping Address

Aftention:  |[RobertJ Hamblin

~Distributeby: | @Y [¥|  speedChart: Q

Accounting Lines Customize | Find | Vie: B First [ 4 op1 [F Last
[ chartfields1 T chartfieis> T chartfiedis3 T  Detais | Assetinformation

Line Status Dist Type *Location Quantity Percent Amount | GL Unit Account
1 Open |UUUUU1IQ | 1.0000 | 100.0000 572,64 32101 70900002, E|

Altering Quantity:

The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled
over from Step 2. If changes need to be made to the Quantity, click on the Quantity
field and type in the new amount.

Deleting Lines:

If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once
a line is deleted it cannot be recovered. You must re-enter the line from step 2,
(Enter Line Items) if you delete it.

Shipping Addresses:

To modify a Shipping Address, you must first expand the table by using the Expand
Section button. This will show the *Ship-To field. It may be blank, or may default to
PMFEMSHIPTO, both of which must be changed.

*Ship To: | Q

o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the
Look Up Ship To page.

Look Up Ship To

SetlD: SHARE
Ship To Location:| begins with _
Description: begins with

Look Up I Clear I Cancel IEasicLGUHUE

|64



Agency Procurement: APCAT by Lot

o] Use the Look Up Ship To screen to find your specific Ship To location. Type
part of your building name or address into the Description field. Change the
drop-down from "begins with" to "contains™. Then press the Look Up button.
This will pull up a list of agency locations.

SetiD: SHARE

Ship To Location:| begins with
Description: tower

Look Up | Clear | Cancel |EIasicL00kug

Search Results
1-T of T

ip To Location Description
oooo0o0019 BLUE BIRD TOWER. 295 FIRE TOWE
0000000020 BLUE BIRD TOWER 295 FIRE TOWE
0000000021 BLUE BIRD TOWER. 395 FIRE TOWE

0000000014 LAUREL GROVE TOWER WAL AMD Rl
00000136521 MNASHWVILL E/TEMMESSEE TOWER/CC10
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check
the pulled address. This brings up the address information tied to that Ship-To
location. = Modify Shipping Address

Shipping Address
Line Office supplies Quantity Price
1 Office supplies 1.0000 Lot 572 64000 USD
Sched Num Ship To Quantity Due Date Total
1 TEMMESSEE 1.0000 57264 USD
S
Country: UsSA |CL United States Prefix:
Address 1: 32 ROSA L PARKS BLVD Phone:
Address 2: Ext:
Address 3: Fax:
Room #: Room Quadrant;
City: MASHVILLE
County: DAVIDSOM Postal: 37243
State: TH Zl Tennessee
Ok | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location.
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Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile
preferences.

Each of the fields listed below must have information populated in them.

Location: Found on the Chartfields1 tab.
GL Unit: Found on the Chartfields1 tab.
Account: Found on the Chartfields1 tab.
Fund: Found on the Chartfields?2 tab.
Department: Found on the Chartfields2 tab.
Location CF: Found on the Chartfields2 tab.

O O0O0OO00O0

If this is not the case, this means one of two things. Either the user's setup is incorrect,
or the user is a "Buyer" for many separate locations at an agency (Centralized
Procurement).

e If the user’s setup is incorrect, and they must contact the Edison Helpdesk to
request that their access, rolemapping and preferences be corrected. They
may need to work with their Agency Fiscal Office and Agency Security
Administrator for more information on this process.

e If the user is a Centralized Procurement officer for many locations in their
agency, they will have to work with their Agency Fiscal Office to obtain all
the correct Chartfield information for each location they buy for.

DGS Purchasing is not able to view, access, change or review individual Account
Preferences, and does not have access to what the “correct” Account/Chartfield
information should be for any given location. This is the sole responsibility of the
Agency and Agency Fiscal Office.

% Repeat as necessary for all lines

4) To Budget Check the Requisition, press the “Check Budget” button. This must be
completed in order to pre-encumber funds.

i Check Budget |

5) After Budget Check, press the “Save and Submit” button to send the Requisition for
Approvals.

| Save & submit I

6) Once the Requisition has been saved, a screen appears showing the approval path. It will
have a Requisition ID number underneath the Requisition Name. This is used to search
for the Requisition if needed later. This screen also shows the Approval paths.
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Approvals

c) To view more information on the approvers, click on the “Multiple
Approvers” (Multinle Anprovers ) |ink, This will bring up a window with a list of
all the approvers currently assigned to the Requisition.

Stage 1 - Agency Req Approvals

=~ Requisition 0000002915:Fending [#]Start New Path
Requisition Approval

Pending
@ Multiple Approvers _@

Req - 18t Agency Approver

d) T o add additional approvers, click the Insert Approver button. (‘E| ) This
will bring up a new window. Select the User ID of the approver to be added
by clicking the Lookup button (<¢) next to the User ID field, then selecting
the User ID from the list. The Approver you wish to add must be in the system
as an Approver before you can select them.

i.  Use the Radio Buttons below the User ID Field () to select if the
person will be added as an Approver or Reviewer. Reviewers receive a
notice through their Workflow to review the item, but are not required
to approve. Approvers must approve to continue the process.

Insert additional approver or reviewer

User ID: 6]

Insert as: (3 ppprover
) Rendewer

Ii.  After selecting the Approver’s User ID and their function (Approver or
Reviewer), click the Insert (=" I) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the
main method for all forms of Procurement because it automatically builds necessary
approvals based on the item’s NIGP code, the dollar amount of the purchase and the
business unit. These approvals are set up in Workflow by Edison, and include all
commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk
(741-4357).
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0 To view the status of the Requisition, go to the Manage Requisitions page. Click
eProcurement, then Manage Requisitions.

= ePracurerment
[ Buyer Center
— Create Reguisition

Scroll down until the Requisition number is found, or use the Search function to search
by the Requisition 1D (Reauisition Ib: .
The Approval Status and Budget Check status of the Requisition are listed in this table.

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Requisition Mame BU Date Status Budget Total
' 0000000145 DGSTIPROCESSBLACK 32101  01/23/2009 Open Not 39.50USD =Seleﬂﬂﬂi0ﬂ--_*{ﬂ
LAS.. Chikd
I 0000000144 DGST)ENV,REG#10/24# . 32101 0112312000 Pending  Valid 291.00USD ‘39'90“’“3'“0”--,",@
I 0000000142 DGSLawn Caresenices 32101  01/23/2009 Pending  Valid 5,080.36USD ‘39'99“’“3““”--.".@

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.

Requisition Approval

= greg:Approved

Requisition Approval

Approved
«TN P1 BUB CT1 5YW DOT1

Red - 15t &Agency Approver
11 £25/2005 - 2250 Pl

When the Requisition is approved, you are ready to proceed.

Creating Purchase Orders

20) Navigate to the Purchase Order page by clicking the Purchasing link from the menu, then
clicking the Add/Update POs link.
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= Purchasing
[» Requisitions
[ Request for Quotes
[* Procurement Contracts
[ Vendor Rebates
[ Stage/Source Requests
[ Manage Change Orders
[ Reconcile POs
[ Review PO Information
[ Reports
[ Budget Year End
Processing
— Add/Update Express
FQs
— Add/Update POs

21) This will bring up the Search page. Click the Add New Value tab and select the desired
Business Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the
Add button.

Purchase Order

/ Eind an Existing Value " Add a New Value

Business Unit:| 32101 |[C
PO ID: MNEXT

Add

Maintain Purchase Order
Purchase Order

Unit: 32101 PO Status: Initial

PO ID: NEXT Budget Status: Not Chkd

Copy From: _ [ Hold From Further Processing

S

*PO Date: 12M2/2008 El Vendor Search Sub Contractor Doc Tol Status: Walid

Vendor G, Vendor Details Insur/Bond/Cert
*Vendor ID: Q Receipt Status: Mot Recvd
*Buyer: Q *Dispatch Method: vl |
PO Reference:

Header Detalls PO Aciivities Add ShipTo Comments Merchandise: 000 e
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD

Purchasing Kit Catalog Itern Search

22) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For contract
releases, this will be the vendor on the contract.

“Wendor I0; =1
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23) For Contract Releases, you will be copying from a Requisition. Click the Copy From
drop-down box, and select the Requisition option. To do this, you must first have entered
the Vendor ID into the Vendor ID field.

Copy From: v
~

Contract
*PO Date: Purchase Order
Vendor Requisition

24) This takes you to the Copy Purchase Order from Requisition page. It is shown below.

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

o
Business Unit: Origin: Q
Buyer: Q Max Rows: 20
Vendor ID: Q Include Regs With No Vendor
Category: Q Include Inventory Items
Requisition ID: Q [ stockless ltem
Contract ID: Q

(] Exclude Auto Source Item

Search

Click the Lookup Icon (<) by the Requisition ID field to bring up the Look Up Requisition
ID page, shown on the picture below. Then, type in your Business Unit if it did not default
and press the Search button to bring up a list of Requisition IDs.

Look Up Requisition ID

Business Unit: 32101
Requisition ID: | begins with k4

LnnkUp| Clear | Cancel |Elasi|::Lnukug

Search Results
1-4 of 4

Requisition ID Requester

0000000073 T2 PU EPRO AGEMCY REQUESTOR
0000000072 T2 PU EPRO AGEMCY REQUESTOR
0000000071 T2 PU EPRO AGEMCY REQUESTOR
0000000061 tn gross
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Find the link for the correct Requisition 1D and click it.

25) Clicking the correct Requisition 1D will bring you back to the Copy Purchase Order from
Requisition page. Click the Select All (* seiectan) link to select all the lines for

copying. Then click the Copy to PO (-S2P¥T 0 |y hytton to copy the requisition lines
over to the PO.

26) This should default in all the information from the Requisition, and return you to the
main Purchase Order page. Review the lines at the bottom of the page.

27) Click the Vendor Details (vendor Detaiis) link, which takes you to the Vendor Details page.

Maintain Purchase Order

Vendor Details -- American Paper And Twine

Unit: 32101 PO ID: MEXT Vendor: AMERICAN P-001

*L ocation: MAIMN o) Vendor Business Name American Paper & Twine Co

*Address: 4/Q __Show Address Details | Vendor Information Terms: 30 QL Net30
Contact: o) Show Contact Details | Basis Dt Type: | AcctDate v
Salesperson: ), Show Salesperson Detai|5|

28) Check the Address listed to make sure the VVendor address is correct. If it is incorrect, use
the Lookup Icon (*4) next to the Location field to select a different location and use the
Lookup Icon (%) next to the Address field to select a different address.

29) Once the correct address is entered, press the OK button at the bottom of the page to
return to the main Purchase Order screen. After reviewing all the information on the PO,
click the Save button, located at the bottom of the screen.

El save |

30) When all options are confirmed correct, you are now ready to Budget Check. This
encumbers funds for the Purchase Order. To Budget Check, click the Budget Check

(E) icon located at the top right of the page. It will show as Processing for a few
seconds, then it will come back with Budget Status: Valid.

Express Purchase Order
Purchase Order

Unit: 32101 PO Status: Open g x
PO ID: 0000000186 Budget Status:  Notchkd TG § [
Copy From: v ["]Hold From Further Processing
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31) After completing the Budget Check, click the Save button, located at the bottom of the
main Purchase Order page. & Save |

32) You must now submit the PO into Workflow. To do so, click the “Purchasing” link on
the left-hand menu. Then click “Purchase Orders”.

= Purchasing
[ Requisitions
B Procurement Contracts

Bl Purchase Orders

33) Click the “Approve Amounts” link under the Purchase Order section.

E Approve Amounts
Approve, recycle, or deny purchase order
amounts.

34) Use the Search screen that appears to find your Purchase Order by typing the PO number
into the “PO Number” field and changing the drop-down box from Begins to Contains, as
shown below. Then press Search.

Amount Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value |

Business Unit: = v 32101 (&)
PO Number: contains  [+] 168|

SetlD: begins with [+ | sSHARE Q
Contract ID: begins with v QL
Release Number: = v

Purchase Order Reference:| begins with v

[Jcase sensitive

Search | Clear |Elasic Search Save Search Criteria

35) Click the link for the PO that appears.

Search Results
1af1

Business Unit PO Humber SetlDl Contract D Release Number Purchase Order Reference
32104 0000000166 SHARE (blank) 1] 2658588

36) This will take you to the Approve Order Amounts screen, shown below. Enter any
necessary approval comments into the Comment field.

37) Make sure the drop-down box is set to “Approve” (the default). After comments are
entered, press the Save button.
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Purchase Order Amount Approval

Unit: 32101 PO ID: 0000000166 Vendor: 0000001427
*Approval Action: Approve ] Approval Status: Initial View Printable PO
Buyer: Sandra P Rees
PO Reference: 8658588
PO Date: 01M14/2009
Merchandise Total Amount: 10620 UsD Merchandise Total Base: 10620 UsD
PO Total Value: 106.20 PO Total Base: 106.20

* Lines

=l save | 4 Return to Search | [=] Motify |

38) Navigate back to the main Purchase Order page. The Purchase Order is now ready for
Dispatch. Check the Dispatch drop-down menu on the main page, choosing either Print
or E-mail. Do not choose Fax, EDX or Phone methods, as those are not currently

supported.
*Dispatch Method: | Print A
EDX
Email
Merchandise: Fax
FreightTax/Misc.: Lhone . :
Print :

39) Click the Dispatch button, which will only be highlighted if all approvals have been met.
This will take you to the Dispatch Options page. Leave the options at default, then press
the OK button

40) A prompt will appear asking you if you wish to “Wait for confirmation that the PO
Dispatch process is complete?” Click the Yes button. After the PO Dispatch process is
ran, a new browser window will open.

41) Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue
link that says Notify Success. This takes you to the Process Detail page. Click the View
Log/Trace link, at the bottom right.

This will open up a list of files. Click the one ending in .PDF. This will open up the finalized

Purchase Order as a .PDF document, which can then be printed or e-mailed, or printed and faxed
to the vendor.
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Asset Item Contract Orders

Procurement requests to order any item that must be tagged as "Sensitive™ (meaning it has a State Tag
number, hereafter referred to as an "Asset") are handled differently from other kinds of orders. The
main reason for this is because any item that must be tagged in the Assets module has to have an
Edison Item ID that is properly set up as an Asset Item. This causes problems for any items that
would previously have been ordered under the "As Per Catalog™ (APCAT) principle, along with any
one-time Purchase that would normally be entered as a Special Request.

To determine whether or not an item is likely to be an Asset, please consult the section of the POST
User Manual beginning on page 96. This manual is accessible through the following link.
(http://www.intranet.state.tn.us/generalserv/fiscal/documents/postuserman.pdf) The main page for the
Assets Division is located at the Office of Administrative Services Property of the State of Tennessee
website, http://www.intranet.state.tn.us/generalserv/fiscal/ofmpost.html .

The section below is a brief summary of the asset guidelines. However, this information is subject to
change, and it would be best to consult the OAS POST website prior to ordering.

Asset Guidelines (as of 5/26/2009)

Requirements for an item being marked as an Asset

A. All equipment purchases with a cost of $5,000.00 or more including freight and set up costs
(labor) should be a “716” account code.

B. All equipment purchases with a cost between $100.00 and $4,999. to include freight and set up
costs (labor) and listed here should be an account code 70999000 (sensitive minor equipment) or
72299000 (sensitive computer equipment). These are classified as sensitive items and are determined
by Asset Management.

Sensitive Item Listing:
**Subject to change

BAR CODE SCANNERS

BOAT MOTORS

BOAT TRAILERS

BOATS

CAMERA BODIES (35mm & DIGITAL)
CAMERA LENS (200MM OR LARGER)
CANOES

COMPUTERS, ALL TYPES

DIGITAL VOICE RECORDERS

PDA

COMPUTER PERIPHERALS (EXTERNAL)
GLOBAL POSITIONING SYSTEMS
GEOGRAPHIC INFORMATION SYSTEM
COLOR BAR GENERATORS

DVD PLAYERS/RECORDERS

FAX MACHINES

HAM BAND TRANS/REC (HAND HELD)
LCD/MULTIMEDIA PROJECTORS
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MARINE BAND TRANS/REC
NIGHT VISION SYSTEM
OSCILLOSCOPE

POWER SUPPLIES

RADIO SCANNERS
SPECTRUM ANALYZER
TELEVISIONS

TWO/WAY RADIO TRANS/REC
VECTOR SCOPES

VIDEO CAMERAS

VIDEO RECORDERS & PLAYERS
WAVEFORM MONITORS

C. All weapons are to be tagged and added to POST regardless of cost. Weapons less than
$5,000.00 should be coded to 70999000 as sensitive; weapons $5,000.00 or more are coded as
71617000. Examples are:

PISTOLS (NOT PELLET or AIR) STUN GUNS (TASER)
RIFLES (NOT PELLET or AIR) TEARGAS GUNS
SHOTGUNS

D. Computer Systems comprised of a monitor, keyboard and central processing unit are to be
tagged as one unit.

E. External computer peripherals with a cost between $100.00 and $5,000.00 are to be tagged
individually. Examples are:

EXTERNAL STORAGE DEVICES PRINTERS
EXTERNAL TAPE DRIVES SCANNERS
EXTERNAL MODEMS CD WRITERS
POWER SUPPLIES DOCKING STATIONS

F. Additional purchases for existing equipment totaling $5,000 or more including labor is
classified as an upgrade having a “716” account code and the dollar value added to the asset.
Additional purchases for existing equipment totaling less than $5,000 will not have the dollar
value added.

G. Software will be tagged if the cost is $5,000.00 or above and is mainframe or mid-level based
(including server-based). Software that is PC-based will not be tagged.

H. Donated equipment items that meet the above criteria should be added based upon estimated fair
market value at the date of donation.

l. Equipment manufactured for use within the department that meets the other requirements
should be added. Cost must include labor and materials.

J. Items purchased not meeting the above criteria may be entered by Asset Management upon
request at the discretion of your department.
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K. Equipment purchased from the State and Federal surplus warehouse that meet the above criteria
should be tagged.

L. Examples of items NOT to record

ALARM SYSTEMS WHERE THE WIRING IS BUILT-IN
ATTACHED MIRRORS, CHALKBOARDS AND BULLETIN BOARDS
ATTACHED SHELVING, CABINETS AND COUNTERS
AWNINGS AND BLINDS

BOWLING EQUIPMENT

CARPET

DOORS OF ALL KINDS

DRAPERIES AND CURTAINS

STAGE LIGHTING, RIGGING AND TRACKS

FIXED AUDITORIUM SEATS

FOLDING BLEACHERS WHEN ATTACHED TO THE WALL
GRILLS GAS AND CHARCOAL THAT ARE PERMANENT
HANDICAP RAMPS AND LIFTS

REPEATER STATIONS THAT ARE PERMANENT
IN-GROUND LIFTS

IN-WALL FOLDING CAFETERIA TABLES AND BENCHES
LANDSCAPE FURNITURE PERMANENT

PLAY GROUND EQUIPMENT THAT IS PERMANENT

PUBLIC ADDRESS SYSTEMS WHERE WIRING IS “BUILT-IN”
RADIO TOWERS THAT ARE PERMANENTLY ATTACHED
SPRINKLER SYSTEMS THAT ARE “BUILT-IN”

WATER AND FUEL TANKS, IN-OR ABOVE GROUND, THAT ARE PERMANENT
WATER FOUNTAINS

GARBAGE DISPOSALS

WATER HEATERS

CENTRAL HEAT AND AIR UNITS

Requesting Item IDs for Asset Items

Item IDs must be requested from the Content Group. To request an Item ID, you must send a request to
get Asset Items created. Content will send you a copy of the Spreadsheet Guide for Agencies along
with a copy of the TN CG Item Only Layout spreadsheet. This spreadsheet must be completed according
to the guidelines and returned to the Content Group to have your Item IDs created. This is the only
acceptable format.

The Content Tool in Edison is used to create Item IDs, and the only format it can read is the exact
format included in the TN CG Item Only Layout spreadsheet. Due to the volume of requests, it is not
possible for Content to take PDF scans, Word document specifications or any other file-type and create
a Spreadsheet out of them. Completion of the spreadsheet is the sole responsibility of the agency
requester, not Content. Content can and will assist, but it is necessary for the agency requester to
complete the spreadsheet.

Identifying Asset Item IDs
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After the Content Team has created Asset Item IDs, they can be used to create Purchase Orders. There
are two types of "Asset™" Item IDs that are created, Specific Assets and Generic Assets.

0 Specific Assets are used for specific items that have one set price. These can either be from
lines on a contract (similar to non-Asset Contract lines) or from One-time Purchase requests. If

the item is only going to be used once, it will be inactivated after usage, but it still must be
requested and set up in the same way.

0 Generic Assets are a generic description that covers a broad category of possible items.

Specific details on the item must be attached separately. They are used to handle the problem of
items from "APCAT" contracts that must be tagged.

The Content Team will e-mail your Asset Item IDs to you after they have been completed. Depending

on whether the Asset created is a Specific Asset or a Generic Asset, the ordering process will be
slightly different.

Ordering Assets
This section is for use ONLY with Edison Item IDs provided by the Content Team!

1) You must first be logged in to Edison. After logging in, click the FSCM link under the
Enterprise menu, on the left side of the page.

Fersonalize Content Layvout

Enterprise Menu

¥ FSCM

2) The next step is to navigate to the Create Requisition page. Click on eProcurement from
the left-hand menu. Then click Create Requisition, as shown in the picture below.

Menu

- eProcurement
[ Buyer Center
[ Manage ERF Integration
— Create Reqguisition

3) Clicking on Create Requisition will bring up a new page, with a title saying Create
Requisition. This page has links to required sections, grouped under three main tabs. These
are numbered in a strip at the top; and the current tab will be highlighted in yellow.

Create Requisition

|’j‘v( 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire requisition.
Business Unit: L General Services
*Requester: TN2_PU_EPRO_AGEMCY_REQUESTC|Q, TN2_PU_EPRO_AGENCY_REQUESTOR Currency:
Requisition Name: Doc Type: Q Priority: Medium |+ |
L=
Continue
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Step 1: Define Requisition
|jg. 1. Define Requisition

4) To create a Requisition, the Define Requisitions tab should be highlighted in yellow. If not,
click on Define Requisitions. Make sure the Business Unit and Requester defaulted in correctly.

a. Requisition Name Click in the Requisition Name field and then type in the name.
The name must include "Contract Request".
Create Requisition
E‘ 1. Define Requisition E!‘% 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: @ General Senvices
*Requester: robej0&11004 C, Robert J Hamblin “Currency:
Requisition Name: | Contract Request HVAC Repair Doc Type: Q Priority: Medium ||
L
Continue
Continue

5) After naming your Requisition, click the Continue Button.

Step 2: Add Items and Services
E‘f{, 2. Add Items and Services

6) The next step is to add items to the requisition.

7) The main Add Items and Services page has 7 tabs at the top, all showing different ways to
create Item Lines on a Requisition. For Contract Requests, you will use the Catalog tab.

To search for items:

e First, click on the Catalog tab under the Search bar.
Create Requisition

|L=‘ 1. Define Requisition E!‘%: 2. Add ltems and Services \& 3. Review and Submit ‘
Add lines to the requisition, specifying the information necessary to procure each item or senvice.

Search: | DO MOTUSE THIS SEARCH BAR Q) Search |

[ catalog | i i i il il |

e Next, make sure the All Procurement Items catalog is selected from the drop-down
menu. This should show as the default option when the Catalog tab is selected.
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Semnices Web | Special Request

Catalog | Favorites | Templates
Browse Catalog

*Select a catalog: |EMPmumnentlun5 Ii] +« (Choose from available
[ catalogs in the dropdown list
| All Procurement lterns « Navigake calegorics by

clicking folders

=« View items in a category by
clicking the category name

+ lIse the checkboxes to select
categories to search below

e Underneath the catalog listing is the Search Catalog section. This contains fields to
search by different listings. This is the ONLY search field that should be used, NOT
the one that’s at the top of the screen.

e Type the first Item ID (obtained from the Content Team) into the Item ID field, then
press the Search button. An example is shown below.

Search Catalog

Search contains  all of the following search fields entered: € Search |
Description: | Search Settings
Manufacturer: |

Manufacturer's ltem 1D: |

Vendor: |

Vendor Item ID: |

Item ID: 11000007457

e If you are ordering a "Generic Asset" item, search for "%Generic% %Asset%" with no

quotes.
Search Catalog
Search contains all ofthe following search fields entered: O Search |
Description: %Genericd Y%Assett| Search Seftings

Details

ltem Order .
Quantity Item 1D Item Description Detail UoM Order Contract ID

[ | 1.0000 Emdd 1000106932 Mlcrowa\.-'e Radio Equipment, Initial Purchase. GENERIC

8) If any items meet the search criteria used, they will be displayed below the Search Catalog
section. The results appear in a table format, with named headers at the tops of the columns.
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Sort tems: Show lmages
Itern Description w

Details

Quantity ftem 1D ltem Description :2::” Price E’g:ler

HYAC AMMUAL SERVICE INSPECTION AND PREVENTIVE B  8698.000 EA 1.0000

+
[] | 1.0000 Edﬁ.ddl 1000007457 MAINTENANCE

(] Select All i Deselect All

L Eadd| # Addtofavorites | €51 Compare |

If the item you need was located by the search, check the box next to the item to include the item on the
Requisition. Then type the Quantity in the Quantity field.

Quantity Item ID

] | 4.0000 Eﬁ.ddl 1000007457

9) After inputting the desired quantity, click the Add (M) button. Once added, the item and
quantity will appear in the Requisition Summary box on the left side of the page, as shown

below.

Requisition Summary

Description Oty UOM
HWVAC AMNMUAL 4 EA
SERVICE INSPEC...

Total Lines: 1
Total Amount (USD).  34,782.00

10) Repeat this process for all additional lines that must be on the contract. After all the requested
items appear in the Requisition Summary box on the left side of the page, click the Review and
Submit tab located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit

\Ei 3. Review and Submit

Reviewing and Submitting Requisitions:

The last step of the eProcurement process is the Review and Submit page. It contains a summary
of the Requisition information, along with notes and Justification. The first thing you must do on
this page is enter your Document Type. For Contract Release Orders, use DCR. If this is a One-

Time Purchase of an Asset, use LPA.
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Business Unit: General Senvices
*Requester: robej0811001 , Robert.J Hamblin *Currency:
Requisition Name: ~ Guard Senvices Doc Type: |DCR A Priority: Medium [+

4) You can now add any additional information to the Line Comments section. There is a
Comments icon for each line, located on the far right of the page. Click the Comments icon

(%) to go to the Comments screen, where you can either type information directly into the field
or add supplemental documents as attachments.

Line Comments

Line Description Quantity Uit Price

1 Office Supplies 1.0000 Lot 572.640 USD

[ sendto Vendor [ | Show at Receipt [] show at Voucher
Add Attachment |

ok | cancel |

Note: If you are ordering a Generic Asset, you must include a full description of the item
in the Line Comments section.

To attach any supplemental information that is contained in a separate Word, PDF or Excel
document:

1. Click the Add Attachment button. (__299Atachment I) This takes you to the Add
Attachment page.

Browse...

LUpload | Cancel |

2. Click the Browse button (). This opens up a window to let you search for
files on your computer.
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—

Choose file

e

Lock in: | [ 4032328 > & & cFE-
i BELE4032328 _extract.csv!
\_\3" B 4032328 _extract. xls
by Recent
Documents

@

[Deszktop

2

My Documents

by Computer
by M ebwork File name: I

Plaras

;I Open l

3. Select the file, then click the Open button (). This takes you back to the
Attachment page, with your filename located in the window.

C:\Documents and Settings\BA10315\My Documents\bid
LUpload | Cancel I

4. Click the Upload button (Mb once the file is found.

5. Repeat for all necessary files on that line.

5) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.

Requisition Lines
Vendor Hame

Line Description

Quantity uomM
=[] 1 oOffice supplies 1.0000 Lot

572,640 572.64
Consolidate with other Regs Override Suggested Vendor

Shipping Line: 1 Due Date: e Quantity: |1-0000 =

Status: Active *Ship To: Q[ Modify Shipping Address

Attention: |RobertJ Hamblin

*Distribute by: | O% ¥  speedChart: Q
Accounting Lines

[ chartfields1 | chartfieldis? T Chartfieiiss T Detaiis

nize i First U1 or1 M Last
T As=set Information
Line Status Dist Type *Location Quantity Percent Amount | GL Unit Account
1 Open looooo1:@, | 10000 | 100.0000 57264 [32101 QL [70900003, =

Note: Ordering Generic Asset Items
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You must enter supplemental information on the Line Details screen to be able to process the order.

On the main Review and Submit page, scroll to the right of the screen and click on the Line Details
icon. 2 This is located next to the Total (shown below as 250.00).

Create Requisition
E 1. Define Requisition El‘%: 2. Add ltems and Services \i‘ 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: 32101 General Services
*Requester: |robej0811001 C, Robert.J Hamblin *Currency: JSD
Requisition Name: | Doc Type: Q Priority:

Requisition Lines
Description
b 1 staplers American Paper And Twine|  50.0000 Each 5.000 250,00 ¢

Line Vendor Hame

[] Select Al { Deselect All Total Amount: 250.00 USD

-z Maodify Line / Shipping / Accountin Delete
L Addto favorites | G _ B0 < | I |

JustificationlComments

&

[ send to Vendor [ Show at Receipt [] Show at Voucher

53 Check Budget |

Clicking the Line Details icon will bring you to the Line Details page.
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Line Details

Line: - ALL BUNDLED DESKTOP SYSTEMS

=7

Amount: 0.00 usD Price: 0.00000

Category: 204-53 Microcomputers, View Hierarchy

Desktop or Tow

Buyer: robej0811001 Cy, Buyer Information

Vendor: 0000001370 L Dell Marketing LP

Vendor Location: MAIM L ROUND ROCK

Vendor's Catalodg:

Vendor ltem ID: £7:30136

Manufacturer ID: L UPH ID:

Manufacturer's ltem ID: &)

Physical Nature Goods w

[ RFQ Required Zero Price Indicator [ Inspection Required
Device Tracking Stockless [tem

Configuration |nfo

[
[

QK | Cancel |

*Note: If you cannot see the "Price" field, you will need to contact the Content Team to see if the
item is set up properly. If the item is set up properly (as confirmed by the Content Team), you will
need to contact the Edison Help Desk to have the correct Requester Setup added to your access.

Price: Change the price to reflect the vendor's true price.
Vendor: Select the vendor to be used.

Vendor Location: Select the correct Vendor Location.

Vendor Item Number: Enter the correct Vendor Item Number.

O 00O

6) Then press the OK button at the bottom of the page to return to the main Review and Submit
page.

7) Once all attachments are included for each line, review the lines to make sure they are correct.
To view the entire line table, scroll to the right using the scrollbar at the bottom of the screen.

Possible Changes:
Altering Quantity:
The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over

from Step 2. If changes need to be made to the Quantity, click on the Quantity field and
type in the new amount.
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Deleting Lines:

If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line
is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line
Items) if you delete it.

Sections to Review/Modify:

Shipping Addresses:

|85

To modify a Shipping Address, you must first expand the table by using the Expand Section
button. This will show the *Ship-To field. It may be blank, or may default to
PMFMSHIPTO, both of which must be changed.

*Ship To; Q

o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up
Ship To page.

Look Up Ship To

SetlD: SHARE
Ship To Location:| begins with | s
Description: begins with v
Look Up | Clear | Cancel | Basic Lookup

o] Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with™ to "contains". Then press the Look Up button. This will pull up a

list of agency locations.

SetiD: SHARE
Ship To Location:| begins with |«
Description: contains v tower
Look Up | Clear | Cancel |Elasi|:: Lookup

Search Results
1-Tof 7

Ship To Location Description

0000000019 BLUE BIRD TOWER 395 FIRE TOWE
0000000020 BLUE BIRD TOWER 395 FIRE TOWE
0000000021 BLUE BIRD TOWER 395 FIRE TOWE
0ooo0000014 LAUREL GROVE TOWER WAl AMD Rl
0000013631 MASHWVILLE/TEMMESSEE TOWERSCC10
0oo0014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled



Agency Procurement: Asset Ordering (Contract Release)

address. This brings up the address information tied to that Ship-To location.
Modify Shipping Address
Shipping Address

Line Office supplies Cruantity Price

1 Office supplies 1.0000 Lot 57T2.64000 UsSD
Sched Hum Ship To Cruantity Due Date Total

1 TEMMESSEE 1.0000 57264 UsSD
&2

Country: usa QL United States Prefix:

Address 1: 312 ROSA L PARKS BLVD Phone:

Address 2: Ext:

Address 3: Fax:

Room #: Room Quadrant:

City: MASHVILLE

County: DAVIDSOMN Postal: A7243

State: TH <y, Tennessee

L8] 24 | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location.
From here, you can continue on with the Requisition.

Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile
preferences.

Each of the fields listed below must have information populated in them.

Location: Found on the Chartfields1 tab.
GL Unit: Found on the Chartfields1 tab.
Account: Found on the Chartfields1 tab.
Fund: Found on the Chartfields2 tab.
Department: Found on the Chartfields2 tab.
Location CF: Found on the Chartfields2 tab.

O 0000 Oo

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

e If the user’s setup is incorrect, and they must contact the Edison Helpdesk to
request that their access, rolemapping and preferences be corrected. They may need
to work with their Agency Fiscal Office and Agency Security Administrator for
more information on this process.

o If the user is a Centralized Procurement officer for many locations in their agency,

they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.
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DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
Repeat as necessary for all lines

Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for ordering an item from a contract. Click in the field and begin typing.

JustificationComments

[Isendto vendor []Show at Receipt []Show at Voucher

You must include:
e "Submitting Order for Asset Item.” (This must be at the beginning of the comment)

e A detailed explanation of what the request is for. This would be something like “This is
an order from Contract for Security Guard Services”.

e Your contact information, including name and phone number.

Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section” button (F%),

After the justification section is completed, you must Budget Check the document.
Budget Check
7) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in

order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

i, Check Budget |

8) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit |

9) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals

|87



Agency Procurement: Asset Ordering (Contract Release)

e) To view more information on the approvers, click on the “Multiple Approvers”
(Multinle Appravers ) |ink, This will bring up a window with a list of all the approvers
currently assigned to the Requisition.

Stage 1 - Agency Req Approvals

~ Requisition 0000002915:Pending [+]5tart New Path
Requisition Approval

Pending
@ Multiple Approvers ‘E

Req - 18t Agency Approver

f) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (“X) next to the User ID field, then selecting the User ID from the
list. The Approver you wish to add must be in the system as an Approver before
you can select them.

i.  Use the Radio Buttons below the User ID Field () to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
through their Workflow to review the item, but are not required to approve.
Approvers must approve to continue the process.

Insert additional approver or reviewer

User ID: &)

Isert as: () approver
) Reviewer

ii.  After selecting the Approver’s User ID and their function (Approver or
Reviewer), click the Insert ("**")) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.
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= eProcurement
[ Buyer Center
— Create Requisitian

— lanade Hedulsilions

Scroll down until the Requisition number is found, or use the Search function to search by the
Requisition 1D (Requisition ID: &' ).
The Approval Status and Budget Check status of the Requisition are listed in this table.

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Requisition Mame BU Date Status Budget Total
I 0000000145 DGST)PROCESSBLACK 32101  01/2312009 Open Nat 3950180 =Seleﬁﬂﬂi0ﬂ--,v,ﬂ
LAS. Chid
I DD0D0D0144 DGSTENV,REG#10/24% . 32101  01/23/2000 Pending  Valid 291.00USD ‘39'93“’“3““”--.".@
I DD0D000143 DGSLawn Caresenices 32101  01/2312009 Pending  Valid 5080.36USD ‘39'99“"““”--.*’.@

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.

Requisition Approval

= greg:Approved

Requisition Approval

Approved
«TN P1 BUB CT1 5YW DT1

Req - 1=t Agency Approver
11025/2008 - 2250 P

When the Requisition is approved, you are ready to proceed with creating the Purchase Order.

Creating Purchase Orders

42) Navigate to the Purchase Order page by clicking the Purchasing link from the menu, then
clicking the Add/Update POs link.
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= Purchasing
[ Requisitions
[ Request for Quotes
[* Procurement Contracts
[* Vendor Rebates
[+ Stage/Source Requests
[ Manage Change Orders
[ Reconcile POs
[+ Review PO Infarmation
[+ Repors
[ Budget Year End
Processing
— Add/Update Express
POs

— Add/Update POs

43) This will bring up the Search page. Click the Add New Value tab and select the desired Business
Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add button.

Purchase Order

/ Eind an Existing Value " Add a New Value

Business Unit:| 22101 |C
PO ID: MNEXT

Add

Maintain Purchase Order
Purchase Order

Unit: 32101 PO Status: Initial
PO 1D: MNEXT Budget Status: Mot Chk'd
Copy From: v

] Hold From Further Processing
52

*P0O Date: 12122008 El Vendor Search Sub Contractor Doc Tol Status: Walid

Vendor @, Vendor Details InsurlBondiCert

*Wendor ID: aQ, Receipt Status: Mot Recvd

*Buyer: Q *Dispatch Method: v

PO Reference:

Header Details PO Activities Add ShipTo Comments Merchandise: R e
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltern Search

44) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Contract Release

Orders, this will be found by looking at the Requisition lines for the contract Vendor assigned
to the item.

“Vardor Iy 1

45) Enter your Buyer 1D in the Buyer ID field. To do this, click on the Lookup Icon (%) located by
the Buyer ID Field, then scroll through the list until you find your name. Click the link to return
to the main page with the Buyer ID field completed.
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46) For Contract Releases, you will be copying from a Requisition created by your Agency
Requester. To do so, click the Copy From drop-down box, and select the Requisition option. To
do this, you must first have entered the Vendor ID into the Vendor ID field.

Copy From: v
B

Contract
*PO Date: Purchase Order
Vendor ‘Requisition

47) This takes you to the Copy Purchase Order from Requisition page. It is shown on the first
picture below. Click the Lookup Icon (“4) by the Requisition ID field to bring up the Look Up
Requisition ID page, shown on the second picture below. Type in your Business Unit if it did
not default and press the Search button to bring up a list of Requisition IDs. Find the
Requisition you were assigned and click the Requisition ID link.

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

>
Business Unit; Origin: Q
Buyer: Q Max Rows: 20
Vendor ID: Q Include Regs With No Vendor
Category: Q Include Inventory ltems
Requisition ID: Q [] stockless Item
Contract ID: Q [ ] Exclude Auto Source Item

Search
Look Up Requisition ID

Business Unit: 32101
Requisition ID: | begins with A

LnnkUp| Clear | Cancel |Elasi|:Lnukug

Search Results
1-4 of 4

Requisition |ID Regquester
0000000073 THZ PU EPRO AGENCY REQUESTOR

0000000072 THZ PU EPRO AGENCY REQUESTOR
0000000071 T2 PU EPRO AGEMCY REQUESTOR
0000000061 tn gross
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48) Clicking the correct Requisition ID will bring you back to the Copy Purchase Order from
Requisition page. Click the Select All (* seiectan) link to select all the lines for copying.

Then click the Copy to PO (MJ) button to copy the requisition lines over to the PO.

Vendor Details -- Machinery Sales Co Inc

Unit: 32101 POID:  MNEXT Vendor: MACHINERY -001
*Location: AN a, YWendor Information
*Address: 1)@, Show Address Details | Terms: 30 |G Net3o
Contact: @,  Show ContactDetails | Basis Dt Type: | AcctDate [v]
Salesperson: 0, Show Salesperson Details ‘
Country: USA United States Prefix:
Address 1: PO Box 2038 Fax:
Address 2 Prefix:
Address 3 Phone:
Room #: Room Quadrant:
City: Memphis
County: L Postal: 38101
State: N Q Tennessee
OK | Cancel ‘ Refresh |

49) This should default in all the information from the Requisition, and return you to the main
Purchase Order page. Click the Vendor Details (Vender Details) link, which takes you to the Vendor
Details page.

50) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the

Lookup Icon (<) next to the Location field to select a different location and use the Lookup
Icon (1) next to the Address field to select a different address.

Maintain Purchase Order

Vendor Details -- Machinery Sales Co Inc

Unit: 32101 PO ID: MEXT Vendor: MACHINERY -001

*Location: FMIN Q, Wendaor Infarmation

=pddress: 11Q, Show Address Details | Terms: a0 QL Metao
Contact: @, Show ContactDetails | Basis Dt Type: | AcctDate [

Salesperson: 2, Show Salesperson Details
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Look Up Location
Vendor SetlD: SHARE

Vendor 1D: 0000085887
Vendor Location:| begins with ||

LnnkUp| Clear | Cancel |Elasi|:Lnukug

Search Results
1 of 1

Vendor Location Description

MAIM MEMPHIS

51) Once the correct address is entered, press the OK button at the bottom of the page to return to
the main Purchase Order screen.

52) After reviewing all the information on the PO, return to the main Purchase Order page and
click the Save button, located at the bottom of the screen.
E save |

53) At this point, there are several other options that can be changed, but they should all default to
the correct values. The defaults take information from your Buyer Profile and the copied
Requisition and insert it automatically into the Purchase Order.

54) When all options are confirmed correct, you are now ready to Budget Check. This encumbers
funds for the Purchase Order. To Budget Check, click the Budget Check (ﬂﬁ) icon located at
the top right of the page. It will show as Processing for a few seconds, then it will come back
with Budget Status: Valid. An example is shown at the top of the next page.

Express Purchase Order

Purchase Order

Unit: 32101 PO Status: Open & x
PO ID: 0000000136 Budget Status:  NotChkd T i [
Copy From: v [[] Hold From Further Processing

55) After completing the Budget Check, click the Save button, located at the bottom of the main
Purchase Order page. & save |

56) You must now submit the PO into Workflow. To do so, click the Purchasing link on the left-
hand menu. Then click Purchase Orders.

El Purchasing
[# Requisitions
¥ Procurement Contracts

Bl Purchase Orders

57) Click the Approve Amounts link under the Purchase Order section.
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|94

E Approve Amounts

Approve, recycle, or deny purchase order
amounts.

58) Use the Search screen that appears to find your Purchase Order by typing the PO number into

the PO Number field and changing the drop-down box from Begins to Contains, as shown
below. Then press Search.

Amount Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value |

Business Unit: H 32101 a,
PO Number: 166]

SetiD: SHARE Q,
Contract ID: &)

Release Humber: _
Purchase Order Reference:| begins with

[l case Sensitive

Search | Clear |Elasi|:Sear|:h Save Search Criteria

59) Click the link for the PO that appears.
Search Results

1oaf1

Business Unit PO Humber SetlD Contract D Release Number Purchase Order Reference
32101 0000000166 SHARE (blank) o 2658588

60) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-
down box is set to Approve, then press the Save button. It defaults at Approve.
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Purchase Order Amount Approval

Unit: 32101 PO ID: 0000000166 Vendor: 0000001427

*ppproval Action: Approve v Approval Status: Initial View Printable PO
Buyer: Sandra P Rees

PO Reference: 8658588

PO Date: 011442009

Merchandise Total Amount: 106.20 USD Merchandise Total Base: 106.20 USD
PO Total Value: 106.20 PO Total Base: 106.20

¥ Lines

B save | 44 Return to Search | [=] Notify |

Once all approvals are met, the Purchase Order can be dispatched.

Dispatching Purchase Orders

1)

2)

3)

4)

5)
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Navigate back to the main Purchase Order page. The Purchase Order is now ready for Dispatch.
Check the Dispatch drop-down menu on the main page, choosing either Print or E-mail. Do not
choose Fax, EDX or Phone methods, as those are not currently supported.

*Dispatch Method: Print ||
EDX
Email
Merchandise: Fax

FreightTax/Misc.: E“U”E ............................

Click the Dispatch button, which will only be highlighted if all approvals have been met. This
will take you to the Dispatch Options page. Leave the options at default, then press the OK
button.

A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch
process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new
browser window will open.

Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that
says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace
link, at the bottom right.

This will open up a list of files. Click the one ending in .PDF. This will open up the finalized
Purchase Order as a .PDF document, which can then be printed or e-mailed, or printed and
faxed to the vendor.
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Local Purchases less than $25000

To make one-time Purchases of non-contract items with a total of $25000 or less, you will begin with
the basic eProcurement Requisition process.

1) For Purchases from $0.01 to $5000, you will go straight from the ePro Requisition to a
Purchase Order. Additionally, if cleared, you can use the Direct Entry Purchase Order
instructions.

2) For Purchases from $5000 to $25000 that require Bids, you must use the Sourcing module to
bid out and record your Bids.

Creating Requests

Local Purchase Orders

1. To create a Requisition, you must first be logged in to Edison. After logging in, click the FSCM
link under the Enterprise menu, on the left side of the page.

FPersonalize Content Layvout

Enterprise Menu

[ FSCM

2. The next step is to navigate to the Create Requisition page. Click on eProcurement from
the left-hand menu. Then click Create Requisition, as shown in the picture below.

Menu

w gProcurement
[+ Buyer Center
[ Manage ERF Integration
— Create Requisitian

3. Clicking on Create Requisition will bring up a new page, with a title saying Create
Requisition. This page has links to required sections, grouped under three main tabs. These
are numbered in a strip at the top; and the current tab will be highlighted in yellow.

Create Requisition

|’_:;|§: 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire reguisition.
Business Unit: S General Services
*Requester: TH2_PU_EPRO_AGEMCY _REQUESTC/C, TN2_PU_EPRO_AGENCY REQUESTOR Currency:
Requisition Name: Doc Type: &} Priority: Medium v
[
Continue

Step 1: Define Requisition
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E‘E‘f 1. Define Requisition

1. To create a Requisition, the Define Requisitions tab should be highlighted in yellow. If not, click
on Define Requisitions. Make sure the Business Unit and Requester defaulted in correctly.

Requisition Name Click in the Requisition Name field and then type in the name. Name
the Requisition after the items being requested.

Create Requisition

‘ E‘ 1. Define Requisition E".{; 2. Add ltems and Services \gi 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: QU General Senices

*Requester: robej0311001 ), RabertJ Hamblin *Currency:

Requisition Name: Office Supplies
[

Continue

Doc Type: Q Priority: Medium |+

2. After naming your Requisition, click the Continue Button, __=2Mnue

Step 2: Add Items and Services
Eh; 2. Add Items and Services

1. The next step is to add items to the requisition. One-time Purchases will generally be entered as a

Special Request, unless the item needs to be tagged as an Asset. Agencies are required to first
make sure the items are not available from an active contract.

2. The main Add Items and Services page has 7 tabs at the top, all showing different ways to

create Item Lines on a Requisition. The purchase type and Doc Type you've chosen determine
the Item Selection tabs you will use to create your Requisition.

Create Requisition

‘ E‘» 1. Define Requisition Eu&; 2. Add Items and Services \& 3. Review and Submit
Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: Q) Search

[ Catalog | i i i | web | |

3. Requests for all items not on contract, from $0.01 to $25,000 are done under “Local Purchase
Authority”. Local Purchases are divided into two ranges by dollar amount, but both are done as
Special Requests. The only difference between the two ranges is that Purchases under $5,000

do not require bids. Purchases from $5,000-$25,000 require Agency Buyers to solicit and
record bids.

Special Request Tab

4. To enter a Special Request for Local Purchase in either dollar amount category, click the
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“Special Request” tab. Then click the “Special Item” link.

Special Request
Special tem

*Item Description:

*Price:

*Quantity: *Unit of Measure: =8

*Category:
Vendor ID:

Vendor Item ID:
Mfg ID: KX

Mfg ltem ID:
Additional Information

[] send to Vendor [] show at Receipt [] show at Voucher

*Currency:

Due Date: E‘j
Suggest New Vendor

pp

Addlitem |  Cancel | Add or Start New Type |

5. The Special Request tab has several required information fields, listed below.

All the fields marked with an asterisk (*) must be completed.

(0]
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Item Description: This is used to enter a detailed description of the item. Begin with a noun
and follow with descriptive terms. If five or more items of the same type and on the same
"APCAT" line are to be purchased, combine all potential lines into one and use a general
description that would cover all the items. Example would be “Fishing Equipment” if one
were buying fishing poles, tackle boxes, fishing hooks, fishing line and fishing nets. Please
note: This cannot be used for items kept in inventory or tagged as *“assets”.

Price: This is the estimated price for the item.
Quantity: This is the quantity needed.

Unit of Measure: This is used to select a Unit of Measure. Press the Lookup Button to pull up a
list of valid Unit of Measures. Select the appropriate Unit of Measure from the list. (If
multiple items, unit of measure will be “Lot”. If request is for a job, use ""EA"" for Each.)

Category: This is the National Institute of Government Purchasing (NIGP) code category.
NIGP codes are the standard being used for Edison, replacing the old Tennessee Commodity
Code (TCC) system. Press the Lookup Button to pull up the NIGP search screen, shown below.
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Create Requisition

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.

T

Search By | Description [v] Office supplies

i Customize | Find | View Al | B8 First ] 1.5 o5 [*] L ast
Find

Catalog Category Description in
Tree

. QFFICE SUPFPLIES: CARBOM PAFER AMD o

1 PROCUREMENT ITEMS 510-00 RIBEOMNS, ALL TYPES o

2 PROCUREMENT ITEMS 515-00 OFFICE SUPPLIES, GEMERAL #%

3 PROCUREMENT ITEMS 515-60 Office Supplies, General (Mot Otherwise Classified) #%

o Start off by changing the drop-down box from Description to Category. Type “-00” into the
Search field, without quotes, then press the Find button. This will bring up a listing of the
generic NIGP Category codes at the header level. A “header” NIGP code has the format xxx-
00 with the “xxx” replaced by a three-digit number. Pick a generic header from this list and
write it down.

o Type the first three digits of the Header into the Category field and press the Find button. This
will return a list of all the valid NIGP codes within that header.

o Select the appropriate code from the list by clicking the link in the Category column. This will
return you to the Special Item screen.

o After entering in all the required fields (listed above), press the Add Item button. After all the
requested items are entered, click the Review and Submit tab located at the top right. An
example of a completed Special Request is shown below.

Catalog | Favorites | Templates | Services | Forms | Web | Special Request
Special tem

*ltem Description: |Mr—cunditinning, installation and parts

*Price: | 30000 *Currency:
*Quantity: | 1 *Unit of Measure: EA Q
*Category: |':'CI 5-00 Q Due Date; E‘.J

Vendor ID: | Q Suggest New Vendor

Vendor tem ID: |
Mfg ID: | Q
Mfg Item 1D |

After entering in all the required fields press the Add Item button (M).

Step 3: Review and Submit

ﬁa 3. Review and Submit
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1) Reviewing and Submitting Requisitions: The last step of the eProcurement process is the
Review and Submit page. It contains a summary of the Requisition information, along with
notes and Justification. Enter your Document Type, LPA, for Local Purchases with Agency

Authority.

Create Requisition
|E‘ 1. Define Requisition Eh; 2. Add Items and Services \ga 3. Review and Submit |

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: General Services
*Requester: robej0811001 C, RobertJ Hamblin *Currency:

Requisition Name: Requisition Mame Doc Type: '—PA Q Priority: Medium v

Line Comments

2) You must now add information to the Line Comments section to provide DGS with the
necessary information to process the Request. There is a Comments icon for each line, located
on the far right of the page. Click the Comments icon (%-)) to go to the Comments screen, where
you can either type information directly into the field or add supplemental documents as
attachments. The Line Comments are used to attach specifications and instructions.

Line Comments

Line Description Quantity Unit

1 Air-conditioning, installat 1.0000 Each 30000000 USD

== This is a one-time purchase for installation of a replacement air-conditioning systemn for a new
location. ==

[l sendto Vendor [ | Show at Receipt [] show at Voucher

Add Atachment |

0] | Cancel|

3) To attach specifications that are contained in a separate Word, PDF or Excel document:

o Click the Add Attachment button. (__29dAftachment I) This takes you to the Add
Attachment page.

Browse...

Upload | Cancel |

o Click the Browse button (). This opens up a window to let you search for
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files on your computer.

Choose file .

Look in: | I3 4032328 | & & ek E-

P

5 EL}4032325 extract.csvi

Lﬁ Bl 4032328 _axtract, xls

My Recent
Documents

Dezktop

Lo

My Documents

by Computer
«/
-

Py Metworl: File narne: | j I&]

Plaras

o Select the file, then click the Open button (). This takes you back to the
Attachment page, with your filename located in the window.

CADocuments and Settings\BA10315\Wy Documentsibid

Upload | Cancel |

o Click the Upload button (“P'°ad |) once the file is found.
o Repeat for all necessary files on that line.
o Ifthisisa "grouped” Purchase, attach the scanned invoice to the line.

4) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.
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Line Description

Requisition Lines

57264

Status: Active *Ship To: Q@ [=] Modify Shipping Address

Attention: |RobertJ Hamblin

~Distributeby: | 2% ¥  speedChart: Q
Accounting Lines Customize | Find | view Al 88 First [ 4 op1 [ Last
[ chartfields1 T chartfielisz T chartfieiis3 T  Detaie T Assetinformation

Line Status Dist Type *Location Quantity Percent Amount | GL Unit Account
1 Qpen |UUUUU1IQ | 1.0000 | 100.0000 572.64 (32101 C  |709000(2 E|

=[] 1 Office supplies 1.0000 Lot 572 640
Consolidate with other Reqgs Overnide Suggested Vendor
] [1.0000
Shipping Line: 1 Due Date: B Quantity: 1.0000 =

When all attachments are included for each line, review the lines to make sure they are correct. To

view the entire line table, scroll to the right using the scrollbar at the bottom of the screen.

Possible Changes:

Altering Quantity:

The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over
from Step 2. If changes need to be made to the Quantity, click on the Quantity field and

type in the new amount.

Deleting Lines:

If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line
2, (Enter Line

is deleted it cannot be recovered. You must re-enter the line from step
Items) if you delete it.

Sections to Review/Modify:

Shipping Addresses:

To modify a Shipping Address, you must first expand the table by using the Expand Section
button. This will show the *Ship-To field. It may be blank, or may default to

PMFMSHIPTO, both of which must be changed.

*Ship To: | Q

o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up

Ship To page.
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Look Up Ship To

SetlD: SHARE

Ship To Location:| begins with
Description: begins with

Look Up | Clear | Cancel |Easic|_c|c|k|_|g

o] Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with™ to "contains". Then press the Look Up button. This will pull up a
list of agency locations.

SetlD: SHARE

Ship To Location:| begins with
Description: tower

Look Up | Clear | Cancel |ElasicL0|:|Hug

Search Results

1-7T of 7
Ship To | ocation Descrnption
ooo00o0019 BLUE BIRD TOWER 395 FIRE TOWE
0000000020 BLUE BIRD TOWER 395 FIRE TOWE
0oo00oo021 BLUE BIRD TOWER 395 FIRE TOWE
ooo0oooo14 LAUREL GROVE TOWER WaALAMD RI
0000013631 MNASHWILLEMTEMNMESSEE TOWER/CC10
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled
address. This brings up the address information tied to that Ship-To location.
=] Modify Shipping Address

Shipping Address

Line Office supplies Quantity Price

1 Office supplies 1.0000 Lot 5F¥2.64000 UsSD

Sched Hum Ship To Quantity Due Date Total

1 TEMNMESSEE 1.0000 57264 UsSD
=

Country: UsaA |ZL United States Prefix:

Address 1: 312 ROSA L PARKS BLVD Phone:

Address 2: Ext:

Address 3: Fax:

Room #: Room Quadrant:

City: MASHWVILLE

County: DAVIDSOM Postal: 37243

State: T i, Tennessee

(8] | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location.

| 103 |



Agency Procurement: Local Purchases less than $25000

Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile
preferences.

Each of the fields listed below must have information populated in them.

Location: Found on the Chartfields1 tab.
GL Unit: Found on the Chartfields1 tab.
Account: Found on the Chartfields1 tab.
Fund: Found on the Chartfields2 tab.
Department: Found on the Chartfields2 tab.
Location CF: Found on the Chartfields2 tab.

O 0000 O0

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

o If the user’s setup is incorrect, they must contact the Edison Helpdesk to request
that their access, rolemapping and preferences be corrected. They may need to work
with their Agency Fiscal Office and Agency Security Administrator for more
information on this process.

o If the user is a Centralized Procurement officer for many locations in their agency,
they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.
DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
Repeat as necessary for all lines

Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for ordering an item from a contract. Click in the field and begin typing.

JustificationComments

[Isendto Vendor []Show at Receipt []Show at Voucher

You must include:
e "Submitting Local Purchase Order." (This must be at the beginning of the comment)

e An explanation of what the request is for. This would be something like “This is an
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order for Office supplies that are not available from an existing Term Contract”.

e Your contact information, including name and phone number.

Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section" button (@1).

After the justification section is completed, you must Budget Check the document.
Budget Check
10) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in

order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

i Check Budget |

11) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit I

12) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals

g) To view more information on the approvers, click on the “Multiple Approvers”
(Multinle Approvers ) [ink, This will bring up a window with a list of all the approvers
currently assigned to the Requisition.

Stage 1 - Agency Req Approvals

- Requisition 0000002915:FPending [*]Start Mew Path
Requisition Approval

Pending
0] Multiple Approvers 4

Req - 15t Agency Approver

h) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (“X) next to the User ID field, then selecting the User ID from the
list. The Approver you wish to add must be in the system as an Approver before
you can select them.

i.  Use the Radio Buttons below the User ID Field (%) to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
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through their Workflow to review the item, but are not required to approve.
Approvers must approve to continue the process.

Insert additional approver or reviewer

User ID: &)

Isert as: () approver
) Reviewer

ii.  After selecting the Approver’s User ID and their function (Approver or

Reviewer), click the Insert ("**")) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.

= eProcurement
[ Buyer Center
— Create Heumsmun

Scroll down until the Requisition number is found, or use the Search function to search by the
Requisition 1D (Reuulsmon ID: Q)
The Approval Status and Budget Check status of the Requisition are listed in this table.

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Requisition Mame BU Date Status Budget Total
P 0000000145 DGST)PROCESSBLACK 32101  01/23/2009 Open Not 39.50U5D| <Select Action. V_ﬂ
LAS... Chkd
P 0000000144 DGST)ENV,REG#10/24% . 32101 01/23/2009 Pending  Valid 291.00UsD| <SelectAction. ".ﬂ
I 0000000143 DGSLawn Caresenices 32101 01232000 Pending  Valid 5,080.36USD| <Select Action. V,ﬂ

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.
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* Review/Edit Approvers

Requisition Approval

- greq:Approved

Requisition Approval

Approved

«TN P1 BUBR ©T1 SW DOT1
Req - 1=t Agency Approver
11025/2008 - 2250 P

When the Requisition is approved, you are ready to proceed. If your order is under $5000, go to the

Creating Purchase Orders under $5000 section. If it is over $5000, go to the Sourcing

section.

Sourcing

This section is used for Local Purchases that require Bids, those with a total from $5000.01 to
$25000!

How to Create a New Sourcing Event
Creating a new Sourcing Event begins with the Create Events page, located in the Sourcing module.

1. Select Sourcing from the main menu. Then click Create Events. From there, click the Event

Details link on the left-hand side of the page. A picture is shown below.
=7 Sourcing
= Create Events
— Maintain Event
Templates

— Bid Factar Setup
— Bid Factor Group Setup

2. Clicking Event Details will bring up the Create Events page. The Business Unit will default in
based on User Preferences. Make sure this is the correct Business Unit. Leave the Event ID as
NEXT, so it auto-assigns a new Event ID Number.
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=7 sourcing
= Create Events Create Events

— Event Details

— Maintain Event { Eind an Existing Value | Add a New Value
Templates

— Bid Factor Setup ) ]

— Bid Factar Group Setup Business Unit: 32101 |

— Standard Comments

— Standard Comments NEAT S
Tupe Event Round: 9

— Bidder Group Setup Event Version: 1

— Constraints Setup

[» Event Responses Event Format: |Elu3.r V|
[» Maintain Events Event Type: | BFx £ |
[ Manage Plans o )
I Reports Proxy Bidding {Auctions Only):
— Sourcing Administration

[» Engineering = Add

[> Manufacturing Definitions

3. Select the Event Format and Event Type from the two drop-down menus. Select the Buy Event
Format. Leave the Event Type as RFX.

Event Format: Buy W
Fvent Tvne: :Buy
Event Type: RFx |1|
Proxy Bidding {Auctions Only): /Auction

‘RFx

4. Click the Add button (w). This will bring you to the Create an Event: Event
Summary page.

Create an Event

Event Summary

Business Unit: 22101 Event ID:  MEXT Roumnd: 1 Version: 1 Event Format: Buy
Event Type:  RFx Change to Auction
Event Status: Open Preview Date: |12!D1IEDDB 1:34PM CST |
‘Event Name: | ‘Start Date: |1 200102008 1:34PM CST |
Description: \a ‘EndDate:  |12/01/2008 1:34PM CST |
Copy From: | v| Go |

Fequired fields reside on pages marked with an asterisk (*) -- you may not ssve your event urtil all required fields are filled.

Step 1: Define Event Basics
Erter hasic information, general settings and optional rules for thiz evert.

* Event Seftings and Options Payment Terms and Contact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factors

Step 2: Configure Line ltems
Create line listings for this event.

*Line lterms lterm Line Defaults
Event Name and Description

5. The first step on the Event Summary page is to create an Event Name and Event Description.
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*Event Name:

Description:

e Event Name: Use the name that is on the Requisition
e Event Description: Enter a brief description of what this Event is being used to buy.

Copying Requisition Lines
6. After filling in the Event Name, information must be copied from the Requisition, using the

Requisition ID number. At the “Copy From” drop-down box, select the Requisition option.
Then click the Go button.

Copy From: [v [&1] |

Contract
we your event|ltem Master led.
Planning Order
Purchase Order
Feqguest For Information
Requisition

7. Make sure that the Copy From drop-down box has Requisition selected.

Create an Event

Enter Copy Criteria

Copy From: | Requisition [v]

Select Criteria

Business Unit:

*Copy Method: Append
*Select Lines: Append
Owerrid
Copy Criteria

Req ID:

Buyer: Q Vendor SetiD: 2L wendor 1D: s}
SetiD: Q Item ID:

Category:

[J Exclude Auto Source Item [ stockless Item Copy all Req/RFQ lines
Cinclude Inventory ltems O include Regs With No Vendor

8. Inthe Select Criteria section, select the appropriate Business Unit either by using the Lookup
tool (|O\) or typing it directly into the window, as shown below. It does not default.

Select Criteria

Business Unit 32101 O
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9.

10.

11.

12.

13.

14.

1110 |

Select Copy Method: Append from the Copy Method drop-down. The Copy Method is used to
determine what is done with the copied information. Append adds the information to the end of
any existing line information. For a One-Time Purchase, choose Append when first copying.

“Copy Method: | Append  |+|

*Select Lines:  /Rpend
Cwverride

Next, choose the Req Lines option from the Select Lines drop-down menu.

“Copy Method: Append

*Select Lines: Req Lines [+]
RFQ Mot Required

e —
| Copy Criteria_____ RARSUEEE .

In the Copy Criteria section, type the Req ID in the Requisition ID field, then click the OK
0K

button.

Copy Criteria

ReqlD: 0000000347 @

It will bring up the lines from the selected Requisition, allowing you to confirm the lines to
copy. The Select All link, when pressed, places a checkbox next to all of the lines. This
checkbox shows that the line will be copied. If only certain lines are needed, individual lines

can be selected by checking the check box beside them.
Requisition Lines to Copy

¥ sSelectAll Deselect Al

Select Lines
Sel ltem SetlD [ltel Description Quantity UOM Price Currency Due Date Business Unit
[0 SHARE Widget 6.0000 EA 500.00000 USD 32101

Further information on the lines can be found by using the scrollbar at the bottom of the screen
to scroll to the right. After all desired lines are selected; click the OK button, located below the

lines. I o Cancal Betesn |

This brings you to the Create an Event: Line ltems page to review the Lines copied in the
previous steps.
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Create an Event

Line Items

Business Unit: 32101  EventlD: MNEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by
copying lines from an existing event or template, or other allowed transaction types.

Copy From: | Requisition v| ©o

Line ltems Customnize | Find | View All | B8 First [0 1 or4 [
;’ Basic Definition ' Advanced Definiion |

Line ftem ID Description Category *UOM *Qty  StartPrice  Ext Amount Weighting

1 @1, [Vehicles = B o008 |@ [Ea | [1s6.0000| 100.0000 $15600.00 | 0.00000
Event Total: 15600.0000 USD Line Weighting Total: 0% Remaining Weight: 100 %

15. Click the save Event Changes button at the bottom of the page. This saves the event and assigns

an Event ID, shown at the top of the Event Summary page. __>2v EventChanges

16. Click the Return to Event Overview link to return to the main page. =Retum to Event Overiew
17. The next step in the Event process is to assign option preferences.
Event Options

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Caontact Info
Event Comments and Attachments Event Constraints
Event Header Bid Factars

Event Settings and Options:
e Click the Event Settings and Options link (*Event Setings and Options ), The list of option

checkboxes is shown in the picture below, with bulleted descriptions starting underneath
the picture.

Create an Event

Event Settings and Options

Business Unit: 22101 EventID: 0000000242 Round: 1 Version: 1 Event Format: Buy Event Type: RFx
Allow Bidder XML Downloads RoundWersion Display: | Display Round and Version v
Bid Required On All Lines Sealed Event
[ Muitiple Bids Allowed Display Bid Factor Weightings

Allow Edit of Posted Bids

Factor Event Score Into:| Total Score w Start Price: Do Mot Display w

Header Weighting:
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1) Allow Bidder XML Downloads is checked by default. When checked, it allows
the Bidder to download the Solicitation and open it as an Excel form and fill it
out electronically. Leave this checked.

2) Bid Required on All Lines is checked by default. When checked, it requires the
Bidder to submit a bid for all lines. When unchecked, it allows the Bidder to
only bid on the lines they choose. Leave this checked.

3) Multiple Bids Allowed is NOt checked by default. When checked, this allows
the same Bidder to enter multiple bids. When unchecked, the Bidder can only

enter one bid. Make sure this is checked.

4) Allow Edit of Posted Bids is checked by default. When checked, this allows the
Bidder to Edit their Bids that they have already posted. Leave this checked.

5) Sealed Event is checked by default. When checked, Bidders will not be able to
see Bids that have been posted other than their own. Leave this checked.

6) Display Bid Factor Weightings is checked by default. When checked, this
enables the Bidders to see how much weight is given to each question asked of
them. Leave this checked.

7) The last three options (Factor Event Score into Total Score, Start Price and
Header Weighting) are not used at this time.

After selecting the desired options, choose the Return to Event Overview link. =Retum to Event Overiew

Step 2: Configure Line Items
Create line listings for this event.

*Line ltems ltermn Line Diefaults

The Configure Line Items section is used to create new Event Lines or edit Event Lines that have
been copied in from the Requisition.

1. Click the Line Items link. -Line tems This will take you to the Line Items screen, shown below.
The Line Items screen will display the lines copied from the Agency Requisition. Any
necessary changes to existing lines can be made by clicking in the field (such as the Qty) and
typing in the correct value.
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Line Items

Business Unit: 32101  EventID: 0000000242 Round: 1 Version: 1 Event Format:  Buy Event Type: RFx

Your event may consist of items from your item catalag and, aptionally, ad-hoc items. You can create the event lines manually, or by
copying lines from an existing event ortermplate, or ather allowed transaction types.

Copy From: I x| oo |

i customize | Find [ view il | B First ({12002 (M
{ Basic Definition W Advanced Defintion
Line ftem ID Description Category ‘oM Moty Start Price Ext. Amount Weighting

1 |1DDDDDS112 Qi BOATS, PEDAL B 1z0-21 IEA Q |1DDD.DD[| 14&0.0000 $14SDDDD.DD| 0.00ana
2 |1DDDDDS112 Q, BOATS, FEDAL B 1z0-21 IEA Q, I 1.0000 I 1708.5400 $1?DB.54| 0.00ana

Event Total: 1451708.5400 USD Line Weighting Total: 0 %  Remaining Weight: 100 %

2. To delete a line, click the blue Minus button on that line (=).To add a Line to the Event without
copying it in, use the blue Plus button (*]) to add a new row. This adds a row directly below
the row where the Plus button was selected. If the blue Plus button is not visible, use the
scrollbar to scroll to the right. An example blank row is shown below.

ine tem ID Description Category ‘UOM 'Oty Start Price Amo% Weighting
FLAME RESISTANT PANTS, = i

3 1000011656 Q DEPT OF FORESTEY [ 98999 Ea |CL | 200000 52.0000| $1640.00 | 0.00000

4 Q = R Q, Q, 0.00000

3. The blank line will need to have information filled in. The required fields are Description, Unit

of Measure (UOM) and Quantity (Qty). The Start Price and Item ID can also be filled in if
available.

4. To find if an Item ID exists for the requested item, use the Lookup tool () located by the Item
ID field. This allows searching for item IDs that are already in the system. Clicking the Lookup
button will pull up a menu to search by Item IDs, as shown below. Items on Agency or
Statewide contracts will have Item IDs in the system.

Search by: Iter‘r‘u [8) ~| begins with |

Look Up | Cancel |Advanced Lookup

Search Results
Qnly the first 300 results can be displayed. Enter more information above and search again to red

Wieny All 1-100 of 200 |I| Last
tem ID Description Cateqgory Category ID item Group Family
10000000071 GROUMDS MTHC, DAYTIME, CMEADE  989-99 08518 thlank) (hlank)
1000000002 SHIRT, GUARD, 55, GREY, FEM, 5 200-85 01246 240 276

5. To add Bid Factors to a Line, click the Advanced Definition tab, then the Bid Factor link
(muraes), located to the right of the Details link. If it is not visible, use the scrollbar to scroll to
the right. To edit the Bid Factors you must first have entered a Quantity, Unit of Measure and
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Start Price for the line, on the Basic Definition tab. After clicking the Bid Factors link, you will
be taken to the Line Bid Factors screen.

The Price Bid Factor will default on every line, as in the example. Line Bid Factors are entered in

the same way as Header Bid Factors. Keep in mind that these only apply to the selected line, not the
entire Event.

Create an Event

Line Bid Factors

Line: 1 Bid Factor Weighting Total: 100.00000
ltem ID: Remaining Bid Factor Weight: 0.00000
Description:
Bid Factors
Seq Nbr: 1 Bid Factor: PR Type: Monetary Weighting: H00.00000
Question: What is your price unit price? & Display Bid Factor
Bid Factor Response Required
[[lideal Response Required
[include on Contract
Best:

0.000000 Worst: 9999.000000

6. To add Specifications to a selected line, click the Advanced Definition tab, then the Comments

(=) icon, located on the far right. If it is not visible, use the scrollbar to scroll to the right. A
picture is shown below.

Copy From:
Customnize | Find [ View All | B8 First (1] 1 or 1 [ Last
," Basic Definition ?' Advanced Definition \'|
Line Item D Description ltem SetlD Details Bid Factors Constraints
3 Pencil Holder SHARE Details Bid Factors Mo Q

7. Clicking the Comments Icon brings up the Line Comments and Attachments screen. This would
be where specifications or comments that apply only to the selected line are attached.
Comments can either be typed into the text field or Attached by clicking the Add Attachment
button. See the picture below for an example. For specifications that need to go to the
Vendor, be sure to check the “Send to Bidder’ checkbox.
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Modify an Event

Line Comments and Attachments

Event ID: 0000000244 Line Number: 3
Enter Comments Find | View Al First [ 1 or 1 [*] Last
Comments:
Send To Bidder Include On Award

Once all Lines have either been copied over or manually entered and are confirmed correct, click
the Return to Event Overview link.

Then click the Bidder Invitations link, shown under Step 3: Select Bidders to Invite, detailed
below.

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Bidder Invitations

1) Clicking the Bidder Invitations link under Step 3 on the main page goes to the Invite
Bidders screen.
Create an Event

Invite Bidders

Business Unit: 32101 BEvemtID:  MEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx

[CIPublic Event

Customize | Find | Wiew All | i First [ 1of 1 [ Last
‘Dispatch Method

Select Bidder ID Bidder Type HName

10 & E
Search for Bidders Save Bidders as Group Search UDDI Registry
2) Click the Search for Bidders link. ssasnrrsidses This will bring up the Bidder Search screen.
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Bidder Search

Search Criteria

Bidder Type: |2
Name: |Q State: |:|Q Type:
ID: s city: | | SIC Type: |:|Q

R H L E—

|
|
Contact: | |Q Country: I:IQ SIC Cotle:l:lq
|
|

Group ID:
Group Name: |Q
Recormmend EiddEfS| Maximum Rows retrieved: Search
Enter search criteria and press search to retrieve bididers.

QK ‘ Cancel | Refresh‘

3) Use the Lookup Icon located by the ID Field or Name Field to pull up a list of Vendors by
either ID or Name. Click the blue link of the correct vendor name.

Look Up Name

Search by: |Name 1 || begins with

Look Up | Cancel |Aduanced Lookup

Search Results

Only the first 300 results can be displayed. Enter more information above and se
Wiew All 1-100 of 300 |I| Last
Hame 1 Short Vendor Name Vendor 1D

Advanced Electronics Inc  ADVANCED E-003 0000077490

Advanced Electronics Inc - ADVANCED E-010 00003519749

4) After all desired Vendors and Bidders are selected, click the OK Button. This will pull the
selected Bidders and Vendors into the Invite Bidders screen.

SelectAll  Deselect All

Search Results Custormize | Find | View All | E First (4] 1-50 of &0 (v Last
Bidder ID Bidder Type Location Name Ivite
1 0000000215 Yendor e C, Advanced Prof Generator ]
2 0000000216 Wendar AL 2 Szy Holdings Llc |

5) After all vendors and bidders are selected, click the Return to Event Overview link.
= Return to Event Overview

Review the event one final time for correctness, paying special attention to the Event Lines and the
Bidder Invitations. Set the Event Start Date and End Date at the top of the main Event Summary page.
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When the final review is complete, press the Post button to route the event for approvals. Once
approved, it will be sent to the selected Vendors/Bidders and posted on the web (if Public Event was
selected).

Step 5: Post Event

YWhen all event creation activities are complete, click Past Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined.

Save E\rentl FPaost | Save As Template | FPreview POF |

Bidding and Entering Bids on Behalf of Vendors
Entering Bids on Behalf of Bidder:

1) Select the Sourcing option from the menu, then Event Responses. Click the Create Bidder
Response link.

Menu -
+ Event Responses '
— iCreate Bidder BEespanse

2) Select the appropriate Business Unit and Event Id for the Event that was bid on. Press the
Search Button, and then scroll through the Events listed until the Event is found. It will display
one blue link for every Bidder that was sent an invitation on that event, in order of the event

numbers.
Search Criteria I Search:
“Business Unit: 32101 |4 Bidder Type v
Event ID: Bidder Setid:
Event Format: b Bidder ID:
Event Type: h Name:
Event Name: @ Contact Name: Search
Event ID: 0000000245 Bidder Setid:
Event Format: 4 Bidder ID:
Event Type: RFx W Name:
Event Name: Q. Contact Name: Se
search Resuits Customize | Find | #
Event ID Event Name Round Version Name Bidder Type  Setid Bidder ID
32101- B . Windham Professionals
0000000245 Testing of Bid responses 1 1 T Vendor SHARE 0000000080
e -
558830024: Testing of Bid responses 1 1 AAAINC. Vendor SHARE 0000094116

3) Click the blue link for a Bidder on the event to bring up the “Enter Bid on Behalf of...” screen
for this Event, for the selected Bidder. It will fill in the name of the selected Bidder at the end of
the screen name.

4) Press the Enter a New Bid button. |_Enteratieweid | This opens up the Event Details screen,
where the information from the bid can be entered on behalf of the Bidder.
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Event Details

Suhbmit Bid | Save far Later | Validate Entries
Event Name: 239.08 Exceptions to Terms
Event ID: 32101-0000000063 Bid ID: I e
Event FormatType:  Sell Event RFx Bid Date:
Event Round: 2 Bid Currency: I:I S Dallar
Event Version: 1

Event Start Date:
Event End Date:

08/04/2008 5:00PM CDT
Event Completed

WiewiAdd General Comments and Attachiments

Hide Additional Event Infa

5) If the Bidder included supplemental information/comments, click the View/Add General
Comments and Attachments (lewAdd General Comments and Atiachments) |ink to go to the General
Comments and Attachments screen. Comments can be typed in the Comments window, or files
can be attached using the Attachment button. After the comments have been entered, click the
OK button to return to the main Enter Bid Response page.

General Comments and Attachments

Business Unit: 32101 EventID: 0000000245

Attachments

Add NHew Attachments First (4] 4 of 1 [¥]

Attached File Attachment Description Upload View

Upload Add Mew Attachments Delete

Comments

Add New Comments:

OK | Cancel |

6) Enter the Bid Quantity and Bid Price for each line and repeat for all lines, scrolling down the
page.

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order
for consideration by the Event Administrator.

Lines in This Event:

4

Lines That Require a Response: 1

Your Total Line Pricing:

3,600.0000 USD

Hide Line Detail
YrBid Required

(2 Line Comments/Files

Previous Lines 1 of 1 MNext Lines

. - . Requested Your Bid Your Unit Bid s
Line Description Unit Quantity Quantity Price Your Total Bid Price
1 ¥ Widget EA 6.0000 5.0000 | 600.000000 3,600.0000 USD B
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7) If any supplemental information pertains to the lines specifically, click the View/Add Question
Comments and Attachments link, located on each line. This takes you to the Line Comments
and Attachments page. Enter any comments or attach any files included with the Bid. Click the
OK button when finished to go back to the Line Details page.

8) After Line Bid Responses are entered, click the Start Page button to return to the Event Details

page Start Page

9) Once all information has been entered and verified as correct, press the Submit Bid button to
submit the Bid on behalf of the Bidder.

Submit Bid Save for Later Yalidate Entries

Feturn to Create Bidder Response

A message will pop up asking if the user is done making changes to the bid. If everything is
completed and correct, select the Yes button. Once Yes is selected, no further changes can be
made unless the “Allow Edit of Bids” box is checked.

10) Repeat the above steps (1-9) for each Bidder.

Evaluating and Awarding Sourcing Events to selected Bidders

Analyzing Bids and Awarding to VVendor:

1. Select Sourcing from the menu, then the Maintain Events link. Click the Analyze Events link
and search for the correct Event ID or type the exact Event ID number into the Event ID field.
If it is not known, search by Event status: Posted and Business Unit.

\

= Maintain Events
— Event History
— EBEvent Workbench

— Analyze Events

{ Find an Existing Value

Business Unit: = W 32101 (&'}

Event ID: contains |

Event Round: = R

Event Versiomn: = -

Event Format: = - e
Event Type: = - -
Event Name: begins with

Event Status: = - Posted hd

2. When the correct Event ID is found, click the blue link with the Event’s number under the
Event ID column.
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Search Results

Business Event Event Event Event Sealed
Uit Round Version Format Type Event

32101 0000000293 1 1 Buy RFx N Request for Bid, Widgets Posted

Event Name

Event ID

3. Clicking the link will take you to the main Analyze Events page, starting on the Analyze Total
tab. At the start, only the first two bids will be visible. By scrolling to the right using the
scrollbar at the bottom of the screen, you can see more of the Bids. The Analyze Total page lists

information about the bid as a whole.
Analyze Events
Analyze Total Analyze Line Review Constraints Review Award Recommendation Award Summary Award Details

Business Unit: Event ID: Round: Version: Event Name:
3210 0000000298 1 1 Request for Bid, Widogets
Event Format: Event Type: Currency:  End Date: Status: Go To: o
Buy RFx UsD 12/09/2008 10:25AM CST Pend Award il
~ Bid Analysis and Display Options
Header Weighting: Sort Bids By: Total Event Score 4 Sort Order; |Descending 4 Analyze
Display Options View Factor Responses ] [] nisplay Delta Responses [] isplay Disqualified Bids Display Withdrawn Bidders
View Bid Actions All Bid Actions [Jaward [ Counter [ pisallow O Reject [[J=ho Action=
Bidder Name Windham Professionals Inc The Equitable Delta Management Assoc
Event Version: 1 1 1
Bid Number: 1 1 1
Total Bid Amount: 2970.0000 3060.0000 3600.0000
Total Bid Cost 2970.00 3060.00 3600.00
Total Event Score: 100.0000 857000 0.0000
Total Header Cost 0.00 0.00 0.00
Total Header Score: 0.0000 0.0000 0.0000

Bid Analysis:

Reviewing a Bid and determining the winning Bidder consists of several steps, including analysis
of the Total Bid Amount, and any attached documents in the Bids that elaborate on any

comments.

Total Bid Amount: You can view the total price Bid by looking at the Analysis section on the
Analyze Total page. The Total Bid Amount row shows the combined price the Bidder has bid on

all the lines.

Todal Bid Amount: 2070 0000 060 0000 J600.0000

4. After determining a winner by reviewing the Total Bid Amount and any Comments, the event
can be awarded. To Award an event, go back to the main Analyze Total page. Select Award
from the Bid Action drop-down menu, located under the bidder’s header. Enter 100 in the
Award by Percent field, under the column of the winning Bidder.

Bid Action NA [~ NA [v] NA [v]
Reject Reason Code: Q
Award by Percent:

1120 |



Agency Procurement: Local Purchases less than $25000

MA "

Award A
Counter
100

5. Click the Go-To Drop-down box at the top right of the main Analyze Events page, and select

the Event Attachments and Comments option.
Go To

v

..Analyze Export

Associate Planning Task
Create Mew Round
Document Status Inquiry
Event Attachments/Comments
Go To: Invite Collaborators

| [V] Recommend Award

6. This takes you to the Event Attachments and Comments page, where you will enter your
notes and justification for awarding to the selected Bidder. Type your justification in the
Comments text box. For internal comments such as notes, do not check the Send to Bidder or
Include on Award boxes. Then press the OK button at the bottom of the screen to return to the

main menu.

Analyze Events

Event Header Comments and Attachments

Event ID: 0000000527

Enter Comments First [4] 10f1 [+ Last
Comments: =
1 send To Bidder [include On Award Standard Comments
Add Attachment
First E 1-2of 2 |I| Last
: - Display to Include On Include in
Attached File Attachment Description Bidder Award Notifications
1 nbtest3.xml Event Bid Package O =
2 nbtest3.pdf Event Details O =

7. Click the Award Details link at the top of the page. Select Award Type from the drop-down
menu. To award to a PO, select Purchase Order from the drop-down, though it should default to

that.
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s
Display bids Display all bids Display bid scores Display bid's total bid price Display factors

Award Details

Bidder Hame: YVindham Professionals Inc Bidder Type: Vendar Buyer: | |Q

Award Type: | Purchase Order "| Award Currency: uso  Terms: I:IQ

PO Business Unit: |:|Q
Award NHumber: 1 Total Award: 5001.0000
Award Type: Furchase Order M

General Contract
PO Contract

Award Number: Birihase Brder
Single Release PO Contract

8. Once Purchase Order has been selected from the Award Type drop-down, type in the Business
Unit the PO is for, if it did not default in.

PO Business Unit: 32101 |C,

9. After the Award Type and PO Business Unit have been filled in, click the Submit button at the
bottom of the page. This routes the Award for approval.

Award Details First [ 1 of 1 [+ Last
Bidder Name: Windham Professionals Inc Bidder Type: Vendor Buyer: &}
Award Type: | Purchase Order ["] Award Currency: . UspD  Terms: Q
PO Business Unit: Q
Award Number: 1 Total Award: 495.0000
P Vndr/item - Award . "
Line Item ID ol ltem Description uom Quantity 2warded Price Extended Price
Line ltem ID Rel Item Description UOoM uanti Awarded Price Extended Price
1 Widget EA 6.0000 495.0000 2970.0000 B ﬁ

Approval Status Initial
ove | Pushbac | Den Submit

For Approvers:

10. Navigate back to the Analyze Events link. Search for the Event with the Award to be posted,
and click the Event ID’s link.

11. The approver will press the Approve button on the Award Details page after reviewing the
award choice.

Approval Status In Process

Approve | Pushhack Deny

Posting Awards:
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1) Navigate back to the Analyze Events link. Search for the Event with the Award to be posted,
and click the Event ID’s link.

Search Results
18 of @

Event Event
Unit e Round Version
32101 0000000482 1

Event Hame - DateTime Finished

| Buy RFx ¥ Pants Posted 121172008 10:544M
32101 0000000481 1 1 Buy RFx ¥ Tillers, Rotary, 2-Pt Hitch Pend Award 12/11/2008 11.00AM
32101 00000004801 2 Buy RFx ¥ Widgets for Repairs at TN Tower Pend Award 12/11/2008 1:05PM

2) Once the approval process is complete, the Award can be posted. To do so, press the Post
Award button, located on the Award Details screen.

3) After the Post Award button is pressed, you will be taken to the Purchase Order screen,
detailed in the next section. _FostAwar

Creating Purchase Orders from Sourcing Events

You will be automatically taken to the Add/Update Express POs page after clicking the Post
Award button.

1. All necessary information should default in from the Event and the User Preferences, but can be
changed from the Vendor Details, Header Details and PO Defaults links if necessary.

2. After reviewing all the information on the PO, return to the main Purchase Order page and
click the Save button, located at the bottom of the screen.

Maintain Purchase Order
Purchase Order

Unit: 32101 PO Status: Initial

PO ID: MNEXT Budget Status: Mot Chk'd

Copy From: v [] Hold From Further Processing

>

*P0O Date: 121212008 el Vendor Search Sub Contractor Doc Tol Status: Valid

Vendor @, vendor Details InsurBondiCert

*Wendor ID: Q. Receipt Status: Mot Recwd

*Buyer: Q. *Dispatch Method: i~

PO Reference:

Header Details PO Activities Add ShipTo Comments Merchandise: 000 e
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 UsSD

Purchasing Kit Catalog ltem Search

3. Now, Budget Check the document and Dispatch it. To Budget Check, click the Budget Check

(E@) icon located at the top right of the page. It will show as Processing for a few seconds, then
it will come back with Budget Status: Valid. This encumbers funds for the Purchase Order.
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Express Purchase Order
Purchase Order

Unit: 32101 PO Status: Open g x
PO ID: 0000000186 Budget Status:  NotChkd 0@ i [
Copy From: [v]

[] Hold From Further Processing

PO Header Comments

Unit: 32101 PO ID: MEXT Vendor:
*Sort Method: | Comment Time Stamp (v ~Sort Sequence: | Ascending [ | Sort
Find | View Al First [*] 1 or 1 [M] Last
Copy Standard Comments Comment Status:  Active LIl

[ send to Vendor [ | Shown at Receipt [_| Shown at Voucher

Attachment Aftach | | | Email

o Click the Attach button, find the file on your computer where you saved your Bids, then
press the Upload button.

Browse...

Upload | Cancel |

e This will return you back to the main PO Header Comments page. Click the OK button,

then proceed. L

4. After completing the Budget Check, click the Save button, located at the bottom of the main
Purchase Order page. & Save |

5. You must now submit the PO into Workflow. Make sure the PO is saved first. To do so, click
the “Purchasing” link on the left-hand menu. Then click “Purchase Orders”.

= Purchasing
B Requisitions
® Procurement Contracts

Bl Purchase Orders

6. Click the “Approve Amounts” link under the Purchase Order section.
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E" Approve Amounts
Approve, recycle, or deny purchase order
amounts.

7. Use the Search screen that appears to find your Purchase Order by typing the PO number into
the “PO Number” field, then press Search. Click the link for the PO that appears.

Amount Approval
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

J Find an Existing Value

Business Unit: =[] 32101

PO Humber: contains [~ 166|

SetlD: begins with [v | SHARE Q
Contract 1D: begins with v (&)
Release Number: = |

Purchase Order Reference:| begins with v

[] case sensitive

Search | Clear |Elasic: Search Save Search Criteria
Search Results

1of 1

Business Unit PO Humber SetlD Contract ID Release Number Purchase Order Reference
32101 0000000166 SHARE (blank) o 2658588

8. This will take you to the Approve Order Amounts screen. Enter any necessary approval
comments into the Comment field. Make sure the drop-down box is set to “Approve” (the
default), then press the Save button.

Purchase Order Amount Approval

Umnit: 32101 PO ID: 0000000166 Vendor: 0000001427
*Approval Action: Approve el Approval Status: Initial View Printable PO
Buyer: Sandra P Rees
PO Reference: 8658588
PO Date: 011442009
Merchandise Total Amount: 106.20 LsSD Merchandise Total Base: 106.20 LsSD
PO Total Value: 106.20 PO Total Base: 106.20

* Lines

& save | E4 Return to Search | [=] Motify |

9. Navigate back to the main Purchase Order page. The Purchase Order is now ready for Dispatch.
Check the Dispatch drop-down menu on the main page, choosing either Print or E-mail. Do not
choose Fax, EDX or Phone methods, as those are not currently supported.
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*Dispatch Method: | Print v
EDX
Email
Merchandise: Fax
FreightTax/Misc.: [Lhone :
Print i

10. Click the Dispatch button, which will only be highlighted if all approvals have been met. This
will take you to the Dispatch Options page. Leave the options at default, then press the OK
button.

11. A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch
process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new
browser window will open.

12. Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that
says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace
link, at the bottom right.

Creating Purchase Orders for totals under $5000

61) Local Purchases under $5000: Navigate to the Purchase Order page by clicking the
Purchasing link from the menu, then clicking the Add/Update POs link.

= Purchasing
[ Requisitions
[+ Request for Quotes
[* Procurement Contracts
[ Vendor Rebates
[+ Stage/Source Requests
[ Manage Change Orders
[- Reconcile POs
[+ Review PO Information
[- Reports
[ Budget Year End
Processing
— Add/Update Express
POs

— Add/Update POs

62) This will bring up the Search page. Click the Add New Value tab and select the desired Business
Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add button.

Purchase Order

/ Eind an Existing Value ¥ Add a New Value

Business Unit:| 32101 |y
PO D MEXT

Add
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Maintain Purchase Order

Purchase Order

Unit:

32101 PO Status: Initial

PO 1D: MNEXT Budget Status: Mot Chic'd

Copy From: hd ] Hold From Further Processing

52

*P0O Date: 12122008 [ Vendor Search Sub Contractor Doc Tol Status: Walid

Vendor @, Vendor Details InsurlBondiCert

*Vendor ID: Q Receipt Status: Mot Recvd

*Buyer: Q *Dispatch Method: w

PO Reference:

Header Details PO Activities Add ShipTo Comments Merchandise: R e
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltern Search

63) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Local Purchase

Orders, this will be found by entering the 1D of the low-bid vendor.

“Wandor I0:

64) Enter your Buyer 1D in the Buyer ID field. To do this, click on the Lookup Icon (<) located by

the Buyer ID Field, then scroll through the list until you find your name. Click the link to return
to the main page with the Buyer ID field completed.

65) For Local Purchases, you will be copying from a Requisition created by your Agency

Requester. To do so, click the Copy From drop-down box, and select the Requisition option. To
do this, you must first have entered the Vendor ID into the Vendor ID field.

Copy From: W
=

Contract
*PO Date: Purchase Order
Vendor ‘Requisition

66) This takes you to the Copy Purchase Order from Requisition page. It is shown on the first
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picture below. Click the Lookup Icon () by the Requisition ID field to bring up the Look Up
Requisition ID page, shown on the second picture below. Type in your Business Unit if it did
not default and press the Search button to bring up a list of Requisition IDs. Find the
Requisition you were assigned and click the Requisition ID link.
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Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

o
Business Unit; Origin: Q
Buyer: < Max Rows: 20
Vendor ID: Q Include Regs With No Vendor
Category: Q Include Inventory Items
Requisition ID: Q [ stockless Item
Contract ID: Q [ ] Exclude Auto Source Item

Search
Look Up Requisition ID

Business Unit: 32101

Requisition ID: | begins with |+ |

LnnkUp| Clear | Cancel |Elasi|::Lnukug

Search Results
1-4 of 4

Requisition ID Requester

0000000073 T2 PU EPRO AGEMCY REQUESTOR
0000000072 T2 PU EPRO AGEMCY REQUESTOR
0000000071 T2 PU EPRO AGEMCY REQUESTOR
0000000061 tn gross

67) Clicking the correct Requisition ID will bring you back to the Copy Purchase Order from
Requisition page. Click the Select All (¥ seiectan) link to select all the lines for copying.

Then click the Copy to PO (M) button to copy the requisition lines over to the PO.
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Vendor Details -- Machinery Sales Co Inc

Unit: 32101 PO ID: MEXT Vendor: MACHINERY -001
*Location: MAIN QL Wendor Information
*Address: 1|3, Show Address Details ‘ Terms: a0 G Met30
Contact: @, Show Contact Details | Basis Dt Type: | AcctDate |v]
Salesperson: 0, Show Salesperson Details ‘
Country: LISA United States Prefix:
Address1: (PO Box2098 Fax:
Address 2: Prefix:
Address 3 Phone:
Room #: Room Quadrant:
City: Memphis
County: L Postal: 38101
State: TN Q Tennessee
OK | Cancel ‘ Refresh |

68) This should default in all the information from the Requisition, and return you to the main

Purchase Order page. Click the Vendor Details (Vendor Details) link, which takes you to the Vendor
Details page.

69) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the

Lookup Icon (<) next to the Location field to select a different location and use the Lookup
Icon (1) next to the Address field to select a different address.

Maintain Purchase Order

Vendor Details -- Machinery Sales Co Inc

Salesperson: 2, Show Salesperson Details

Unit: 32101 PO ID: MEXT Vendor: MACHINERY -001
*Location: I'v'IAIN Q, Wendor Information
=pddress: 1|2 Show Address Details | Terms: a0 Q. Met30
Comtact: @ Show ContactDetails | Basis Dt Type: | AcctDate [
|
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Look Up Location
Vendor SetlD: SHARE

Vendor ID: 0000085887
Vendor Location:| begins with |« |

LUUKUD | Clear | Cancel |Easi|:|_c|ukug

Search Results
1of1

Vendor Location Description

R Al MEMPHIS

70) Once the correct address is entered, press the OK button at the bottom of the page to return to
the main Purchase Order screen.

71) After reviewing all the information on the PO, return to the main Purchase Order page and
click the Save button, located at the bottom of the screen.
El save |

72) When all options are confirmed correct, you are now ready to Budget Check. This encumbers
funds for the Purchase Order. To Budget Check, click the Budget Check (@) icon located at
the top right of the page. It will show as Processing for a few seconds, then it will come back
with Budget Status: Valid.

Express Purchase Order
Purchase Order

Unit: 32101 PO Status: Open =g x
PO ID: 0000000186 Budget Status: Not Chicd g iE m
Copy From: Rd [] Hold From Further Processing

73) After completing the Budget Check, click the Save button, located at the bottom of the main
Purchase Order page. & Save |

74) You must now submit the PO into Workflow. To do so, click the Purchasing link on the left-
hand menu. Then click Purchase Orders.

= Purchasing
¥ Requisitions
F Procurement Contracts

=l Purchase Orders

75) Click the Approve Amounts link under the Purchase Order section.

E" pprove Amounts

Approve, recycle, or deny purchase order
amounts.
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76) Use the Search screen that appears to find your Purchase Order by typing the PO number into
the PO Number field and changing the drop-down box from Begins to Contains, as shown
below. Then press Search.

Amount Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value

Business Unit: = | 32101 Q
PO Humber: cantains v 166|

SetlD: begins with v SHARE (&'}
Contract ID: begins with v (&'
Release Number: = v

Purchase Order Reference:| begins with v

[]case Sensitive

Search | Clear |Elasi|:Sear|:h Save Search Criteria

77) Click the link for the PO that appears.
Search Results

1of1

Business Unit PO Humber SetlDl Contract D Release Number Purchase Order Reference
32104 0000000166 SHARE (blank) 1] 2658588

78) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-
down box is set to Approve, then press the Save button. It defaults at Approve.

Purchase Order Amount Approval

Unit: 3210 POID: 0000000166 Vendor: 0000001427

*Approval Action: Approve [l Approval Status: Initial View Printable PO
Buyer: Sandra P Rees

PO Reference: B658588

PO Date: 011442009

Merchandise Total Amouni: 106.20 USD Merchandise Total Base: 106.20 USD
PO Total Value: 106.20 PO Total Base: 106.20

» Lines

B save | 24 Return to Search | [=] Motify |

Once all approvals are met, the Purchase Order can be dispatched.
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Dispatching Purchase Orders

6)

7)

8)

9)

1132 |

Navigate back to the main Purchase Order page. The Purchase Order is now ready for Dispatch.
Check the Dispatch drop-down menu on the main page, choosing either Print or E-mail. Do not
choose Fax, EDX or Phone methods, as those are not currently supported.

*Dispatch Method: Frint s
EDX
Email
Merchandise: Fax

FreightTax/Misc.: E“U”E ............................

Click the Dispatch button, which will only be highlighted if all approvals have been met. This
will take you to the Dispatch Options page. Leave the options at default, then press the OK
button.

A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch
process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new
browser window will open.

Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that
says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace
link, at the bottom right, to open a list of files. Click the one ending in .PDF to open the
finalized Purchase Order to be printed, e-mailed, or faxed to the vendor.
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Direct-Entry Purchase Orders

e Direct-Entry Purchase Orders can only be used to purchase items with a total value
under $5000.

e They cannot be used to purchase Items that must be tagged as Assets, with Asset IDs.
Items that require Asset IDs must be entered with a dedicated Edison Item ID, and these must
be requested through the Content Group.

e They cannot be used to purchase Items that require Commodity Approvals. Items of NIGP
code types that require Commodity Approvals must be entered through eProcurement
Requisitions as "Special Requests", even if they total under $5000. This would include items
like Postal Equipment and Software, among other things.

If the items you are trying to order are not on contract, do not require Asset tags and do not
require Commaodity Approval, you can use the following process to purchase them, if you do
not wish to copy from an eProcurement Requisition. Buying any of the above types of items
using the Direct Entry process is a violation of proper purchasing procedure, with the
attendant consequences.

1) Orders under $5,000: Navigate to the Purchase Order page by clicking the Purchasing link
from the menu, then clicking the Add/Update POs link.

= Purchasing
[» Requisitions
[ Request for Quotes
[* Procurement Contracts
[ Vendor Rebates
[ Stage/Source Requests
[ Manage Change Orders
[ Reconcile POs
[ Review PO Information
[ Reports
[ Budget Year End
Processing
— Add/Update Express
FQs

— Add/Update POs

2) This will bring up the Search page. Click the Add New Value tab and select the desired
Business Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add
button.
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Purchase Order

/ Eind an Existing Value ¥ Add a New Value

Business Unit:| 22101 |
PO D MEXT

Add
Maintain Purchase Order
Purchase Order

Unit: 32101 PO Status: Initial

PO ID: NEXT Budget Status: Not Chicd

Copy From: v ] Hold From Further Processing

o

*PO Date: 12M2/2008 [5] Vendor Search Sub Contractor Doc Tol Status: Valid

Vendor Q) Vendor Details InsuriBond/Cert

*Wendor ID: Q, Receipt Status: Mot Recvd

*Buyer: aQ *Dispatch Method: v

PO Reference:

Header Details PO Activities Add ShipTo Comments Merchandise: 0.00 Calculate
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD

Purchasing Kit Catalog Itern Search

3) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Purchases
under $5,000, this will be found after consulting with the desired Vendors.

“Vandor 0 3,

4) Enter your Buyer ID in the Buyer ID field. To do this, click on the Lookup Icon () located by
the Buyer ID Field, then scroll through the list until you find your name. Click the link to return
to the main page with the Buyer ID field completed.

5) For Purchases under $5,000, you will be entering your needed information directly into the
Lines section. This is mainly the Description, the PO QTY, the UOM, the Category and the
Price. The financials/Chartfields may need to be altered, but they should properly default in
based upon your User setup.

Customize | Find | View All | i
Details Y ShipTo/DueDate § Statuses | lftem Information | Aftrbutes 3§  RF@  } Contract Y Receiving

Line Itel Description PO Qty *Uom Category Price Amount $
1B Q = Q Q o ‘

6) Type in a Description of the item you are buying into the Description field. This must be
sufficient for the vendor to understand what it is you are trying to buy.

7) Type the Quantity of items you are buying into the PO QTY field.
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8) Type your Unit of Measure into the UOM field. If you are not sure which Unit of Measure to
use, click the Lookup Icon (“) next to the UOM field. This will pull up a list of valid Units of
Measure. Scroll through the list and click on the most appropriate one to return to the main PO
screen. The picture below only shows the first ten or so.

Look Up UOM

Unit of Measure:| begins with v

Lc:c:l-:Up| Clear Cancel | BasicLookup

Search Results

View All

1-100 of 145 E| Last

Unit of Measure Description Short Description
0z MILE (Statute Mile) MILE

03 Second Second
uivj Group Group

1 Dutfit Dutfit

a2 Facket Facket

13 Ration Ration

14 Shot Shot

a5 Stick Stick

aJ Ton Mile Ton Mile
58 Batch Batch

2G Pump Pump

{5}] Test Specific Scale I Spec Scl

9) Back on the main PO screen, you will now need to enter the Category code (NIGP code) for the
item. Click the Lookup Icon () next to the Category field. This will take you to the Look Up
Category screen.

Look Up Category

SetlD: SHARE
Category: begins with el
Description: begins with v

Long Description:| begins with v

LnnkUp| Clear | Cancel |Elasit:Lunkug

10) Change the drop-down menu next to the Long Description field to read "Contains", then type
in a partial description for a Category Code that may match your item. Less is more. For
example, when ordering Snack Cakes, try Food. After your description is in, click the "Look
Up" button. This will bring up a list of broad categories. You will need to find a more specific
number.
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Look Up Category

SetlD: SHARE

Category: begins with
Description: begins with
Long Description:| begins with |+ | Foop

LunkL.lp| Clear | Cancel |Elasi|:Ltmhug

Search Results
18 of @

Category Long Description

A70-00 FOOD PROCESSING AMD CAMMIMG EQUIPMEMT AND SUPPLIES
385-00 FOODS FROZEM

A75-00 FOODS: BAKERY PRODUCTS (FRESH)

280-00 FOODS: DAIRY PRODUCTS (FRESH)

390-00 FOODS: PERISHABLE

393-00 FOODS: STAPLE GROCERY AMND GROCER'S MISCELLANEQUS ITEMS

11) Type one of the Category numbers that appears into the Category field, and clear out the Long
Description field. Then press Look Up again.

Look Up Category

SetlD: SHARE

Category: begins with a7h
Description: begins with

LnnkUp| Clear | Cancel |Elasi|:Lnnkug

Search Results
1-Tof 7

Category Long Description

A75-00 FOODS: BAKERY PRODUCTS (FRESH)

375-15 Bread. Rolls, etc. {Including Brown and Serve ltems)
375-30 Cakes, Cookies, and Pastries

375-45 Doughnuts, Fried Pies, Bagels, etc.

A75-50 Pastry Shells

375-54 Pizzas

A75-60 Taco Shells and Todillas

12) When you have a full five-digit NIGP code (example: 375-30, not 375-00) that seems to match
the item you are buying, click the blue link for that item to return to the main PO page.
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Customize | Find | Vi
N Statuses i ltem Information N Aftributes B Contract Receiving =
Line Item Description PO Qty *UOM  Category Price Amount
15 Q. |Snack Cakes, office =& 50000 BX |y 37530 @ |0

13) Now, enter in the Price into the Price field. This completes all the necessary Line information
for the PO Lines. It should look like the picture below when completed.

First [ 1 of 1 [ Last

Lines Customize | Find | Vie
3 Statuses 3 Item Information 4 Attributes BFQ i Contract Receiving =

Line  ftem Description PO Qty "UOM  Category Price Amount Status
16 €., |Snack Cakes, office =B 50000/ Bx |Q [375-30|@, [5.0 Acive (0 [E5 =

14) Now, on the main page, scroll up. Click the Vendor Details (vendor Details) link, which takes you
to the Vendor Details page.

Maintain Purchase Order

Vendor Details -- American Paper And Twine

Unit: 32101 PO ID: MNEXT Vendor: AMERICAMN P-001
*| ocation: MAIN Q. Vendor Business Name American Paper & Twine Co
*pddress: 4 Show Address Details Wendor Information  Terms: 30 QL Met30
Contact: Q, Show Contact Details Basis Dt Type: | AcctDate [v]
Salesperson: ), Show Salesperson Details

Country: USA United States Prefix:

Address 1 7400 Cockrill Bend Blvd Fax:

Address 2: Prefix:

Address 3 Phone:

Room #: Room Quadrant:

City: Mashville

County: Postal: 37209

State: ™ Q Tennessee

ok | cancel |  mefresn |

15) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the
Lookup Icon (<) next to the Location field to select a different location and use the Lookup
Icon (1) next to the Address field to select a different address.
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Maintain Purchase Order

Vendor Details -- American Paper And Twine

Unit: 32101 PO 1D: MEXT Vendor:  AMERICAMN P-001
*Location: MAIN QL Vendor Business Name American Paper & Twine Co
spddress: 4|3 Show Address Details | Vendor Information  Terms:

Contact: @, Show Contact Details | Basis Dt Type:
), Show Salesperson Details |

Salesperson:

Look Up Location
Vendor SetiD: SHARE

Vendor ID: 0000085387
Vendor Location:| begins with |

LnnkUp| Clear | Cancel |Elasi|::Lnukug

Search Results
1of1

Vendor Location Description
T Al MEMPHIS

16) Once the correct address is entered, press the OK button at the bottom of the page to return to

the main Purchase Order screen.

17) After reviewing all the information on the PO, return to the main Purchase Order page and

click the Save button, located at the bottom of the screen.

E save |

18) At this point, there are several other options that can be changed, but they should all be default
to the correct values. The defaults take information from your Buyer Profile and the copied
Requisition and insert it automatically into the Purchase Order. For more information on these

30

2, Net30

Acct Date il

fields, refer to the UPK training, as most users will not have to alter them.

19) When all options are confirmed correct, you are now ready to Budget Check. This encumbers

funds for the Purchase Order. To Budget Check, click the Budget Check (E@) icon located at
the top right of the page. It will show as Processing for a few seconds, then it will come back

with Budget Status: Valid. An example is shown at the top of the next page.
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Express Purchase Order
Purchase Order

Unit: 32101 PO Status: Open g x
PO ID: 0000000185 Budget Status:  NotChkd 0@ i [
Copy From: v [] Hold From Further Processing

20) After completing the Budget Check, click the Save button, located at the bottom of the main
Purchase Order page. & Save |

21) You must now submit the PO into Workflow. To do so, click the “Purchasing” link on the left-
hand menu. Then click “Purchase Orders”.

= Purchasing
B Requisitions
® Procurement Contracts

Bl Furchase Orders

22)Click the “Approve Amounts” link under the Purchase Order section.

E" Approve Amounts
Approve, recycle, or deny purchase order
amounts.

23) Use the Search screen that appears to find your Purchase Order by typing the PO number into
the “PO Number” field and changing the drop-down box from Begins to Contains, as shown
below. Then press Search.

Amount Approval
Enter any information you have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value '

Business Unit: = || 32101 Q
PO Number: contains | w|16g]

SetiD: beains with |+ | SHARE Q
Contract ID: beqgins with v QL
Release Number: = v

Purchase Order Reference:| begins with v

[]case Sensitive

Search | Clear |Elasi|:Sear|:h Save Search Criteria

24) Click the link for the PO that appears.
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Search Results
1af1

Business Unit PO Humber SetlDl Contract D Release Number Purchase Order Reference
32104 0000000166 SHARE (blank) 1] 2658588

25) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-
down box is set to “Approve”, then press the Save button. It defaults at Approve.

Purchase Order Amount Approval

Unit: 32101 POID: 0000000166 Vendor: 0000001427

*Approval Action: Apprave || Approval Status: Initial View Printable PO
Buyer: Sandra P Rees

PO Reference: 8658588

PO Date: 01442009

Merchandise Total Amount: 106.20 UsSD Merchandise Total Base: 106.20 UsSD
PO Total Value: 106.20 PO Total Base: 106.20

F Lines

Bl save ‘ ) Return to Search ‘ [=] Motify ‘

26) If the PO needs to be held for further review, check the Hold from Further Processing checkbox
to prevent Approval, Unapproval, Dispatch, Cancellation or Closing.
[ Hold From Further Processing

Dispatching Purchase Orders

The Purchase Order is now ready for Dispatch. Check the Dispatch drop-down menu on the main
page to make sure the preferred Dispatch Method is selected.

*Dispatch Method: | Print v
EDX
Email
Merchandise: Fax

FreightTax/iMisc.:

If the vendor wants hard-copy Purchase Orders, choose Print, which creates a hard-copy PO similar
to the current method. If they prefer e-mail, choose E-mail. If it is set to E-mail, an automatic e-

| 140 |



Agency Procurement: Direct-Entry Purchase Orders

mail with a copy of the Purchase Order attached will be sent to the vendor’s listed e-mail address.
Do not choose Fax, EDX or Phone methods, as those are not currently supported.

1) Once all the information is reviewed and the PO has been Budget Checked, the Dispatch
button will be highlighted. Click the Dispatch button to finish the Purchase Order process. This
will take you to the Dispatch Options page. Leave the options at default, then press the OK
button.

2) A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch
process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new
browser window will open.

3) Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that
says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace
link, at the bottom right.

This will open up a list of files. Click the one ending in .PDF. This will open up the finalized Purchase
Order as a .PDF document, which can then be printed or e-mailed, or printed and faxed to the vendor.
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One-Time Purchases from DGS

Several types of procurement requests must be routed to the Department of General Services,
Purchasing Division (DGS Purchasing) to be completed. These include:

Requests for new Agency Term Contracts (not DPAs, DPAs are in a separate document)
Reprocurement requests for existing Agency Term Contracts (Separate Document)
Requests for One-time Purchases with a total greater than $25,000.00 (This document)
Requests for One-time Purchases of Asset-tagged items (This document)

All of these Request types follow the same basic pattern, but they may need different specific actions
taken to get them to DGS Purchasing. The main deciding factor between the paths is whether or not the
item requires an Edison Item ID #.

Requests to Purchasing:
Is an Edison Item ID #
Required?

Yes: Requesting Contracts NO: One-time Purchases
and Asset Purchases. that are not Assets and are
over $25000.

Edison ID # Required: (for all these request types, do not use this section)

e All new Contract lines
All reprocured Contract lines

e Any item that must be tagged as "Sensitive" (Asset), regardless of whether it is for a one-time
purchase or not. Guidelines are here

The Assets division has categories of Assets listed starting on page 96 of the POST manual:
http://www.intranet.state.tn.us/generalserv/fiscal/documents/postuserman.pdf This information is
subject to change, and it would be best to consult the OAS POST website prior to ordering.

Edison ID # not Required: (Use this section!)
e Items for one-time purchases that do not need to be tagged as Assets.
If you are creating any type of Request that is in the first group (Edison ID #

Required), you MUST first have a list of Edison Item ID #s provided by the Content
Team. Failure to complete this step first will require you to re-enter your Requisition.
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Edison Item IDs

Edison Item IDs are created by the Content Team in DGS Purchasing. To do so, they require a
properly-completed copy of the "TEN CG Item Only Layout v7.4.xIs" spreadsheet. A blank copy of this
spreadsheet along with the "Spreadsheet Guide for Agencies.doc" instructions can be requested by
sending an e-mail to Content.group@tn.gov . This must be submitted back to Content, who will create
the item IDs and return them to you in the same spreadsheet format. You must have these Item IDs to
continue with your request.

Creating Requests

Requests without Edison Item IDs (Non-Assets)

One-time Purchases over $25000 that are not Assets
This section is for use ONLY with non-Asset items!

11) You must first be logged in to Edison. After logging in, click the FSCM link under the
Enterprise menu, on the left side of the page.

FPersonalize Content Layvout

Enterprise Menu

[H FSCM

12) The next step is to navigate to the Create Requisition page. Click on eProcurement from
the left-hand menu. Then click Create Requisition, as shown in the picture below.

Menu

- eProcurement
[+ Buyer Center
[ Manage ERF Integration
— Create Requisition

13) Clicking on Create Requisition will bring up a new page, with a title saying Create
Requisition. This page has links to required sections, grouped under three main tabs. These
are numbered in a strip at the top; and the current tab will be highlighted in yellow.

Create Requisition

|’_=;|;: 1. Define Requisition E‘; 2. Add Items and Services \g; 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire requisition.
Business Unit: 2 General Senvices
*Requester: TN2_PU_EPRO_AGEMNCY_REQUESTC/C, TN2 _PU_EPRO_AGENCY REQUESTOR Currency:
Requisition Name: Doc Type: Q Priority: Medium |+ |
L=
Continue

Step 1: Define Requisition
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E‘Eﬂ:{- 1. Define Requisition

14) To create a Requisition, the Define Requisitions tab should be highlighted in yellow. If not,
click on Define Requisitions. Make sure the Business Unit and Requester defaulted in correctly.

Requisition Name: Click in the Requisition Name field and then type in the name. The
name must include a brief description of what you are buying.

Create Requisition
| E‘ 1. Define Requisition E!%.: 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: 2, General Senices
*Requester: robej0811001 1, RobertJ Hamblin *Currency:
Requisition Name: | Replacing Bldg Air Chiller, Doc Type: Q Priority:
[»
Continue

15) After naming your Requisition, click the Continue Button, _S2Minue

Step 2: Add Items and Services
Eh; 2. Add Items and Services

16) The next step is to add items to the requisition. Requests for One-Time purchases that are
not assets will need to be done as Special Requests.

17) The main Add Items and Services page has 7 tabs at the top, all showing different ways to
create Item Lines on a Requisition. For One-Time Purchases, you will use the Special
Request tab. To enter a Special Request, click the “Special Request” tab, then click the
“Special Item” link.

Catalog | Favorites | Templates | Forms | Web | Special Request
Special tem

*Item Description:

*Price: *Currency:

*Quantity: *Unit of Measure: =)

*Category: Q Due Date: E
Vendor ID: Q Suggest Mew Vendor

Vendor Item ID:
Mfg ID: @

Mfg ltem ID:
Additional Information

[] send to Vendor [] show at Receipt [] show at Voucher

Additern | Cancel | Add or Start New Type |
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Special Request Tab
All the fields marked with an asterisk (*) must be completed.

O Item Description: This is used to enter a detailed description of the item. Begin with a
noun and follow with descriptive terms.

o Price: This is the estimated price for the item.
o0 Quantity: This is the quantity needed.

0 Unit of Measure: This is used to select a Unit of Measure. Press the Lookup Button to
pull up a list of valid Unit of Measures. Select the appropriate Unit of Measure from the
list.

o Category: This is the National Institute of Government Purchasing (NIGP) code
category. NIGP codes are the standard being used for Edison, replacing the old
Tennessee Commodity Code (TCC) system. Press the Lookup Button to pull up the
NIGP search screen, shown below.

Create Requisition

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.

=

Search By Diescription v Office supplies

Categories Customize | Find | view &1l | B First [ 1.5 or5 [F] Last
Find

Catalog Category Description in
Tree

" OFFICE SUPPLIES: CARBOM PAPER AMD o)

1 PFPROCUREMENT ITEMS 510-00 RIBBONS, ALL TYPES o

2 PROCUREMEMT ITEMS 515-00 QFFICE SUFFLIES, GEMERAL ﬁ%

3 PROCUREMENMT ITEMS 515-60 Office Supplies, General (Mot Otherwise Classified) ﬁ%

e Start off by changing the drop-down box from Description to Category.

Search By Description v

Cataloa | DESCription

e Type “-00” into the Search field, without quotes, then press the Find button.

Search By Category v -00 Find

e This will bring up a listing of the generic NIGP Category codes at the header level. A
“header” NIGP code has the format xxx-00 with the “xxx” replaced by a three-digit
number. Pick a generic header from this list and write it down.
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First E '1-2EdufEEd

Customize | Eind | View 100 | B

Catalog Category Description
1 PEOCUREMEMT ITEMS  005-00 ABRASIVES
2 PROCUREMENT ITEMS  010-00 QI:L]JEESESAL TILE, INSULATING MATERIALS, AND

e Type the first three digits of the Header into the Category field and press the Find
button. This will return a list of all the valid NIGP codes within that header.

Search By Category v 005 Find

e Select the appropriate code from the list by clicking the link in the Category column.

Catalog Category Description
1 PROCUREMEMT ITEMS 005-00 ABRASIVES
2 PROCUREMENT ITEMS 005-05 Abrasive Equipment and Tools
3 PROCUREMENT ITEMS 00514 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc.

e This will return you to the Special Item screen with the Category field completed.

= *Category: 909-63 Q

18) After entering in all the required fields press the Add Item button (M).

19) Once added, the item and quantity will appear in the Requisition Summary box on the left side
of the page, as shown below.

Description ity LOM
Air-conditioning, 1 EA
installa...

Total Lines: 1

Total Amount (USD).  30,000.00

After all the requested items appear in the Requisition Summary box on the left side of the page, click
the Review and Submit tab located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit

ﬁa 3. Review and Submit

Reviewing and Submitting Requisitions: The final step in the One-time Purchase process is
the Review and Submit page. It contains a summary of the Requisition information, along with
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notes and Justification. The first thing you must do on this page is enter your Document Type,
which will be DOT, for "Purchasing, One-time Purchase (Non-contract)".

Business Unit: General Semnvices
*Requester: robej0811001 ‘2, Robert J Hamblin *Currency:
Requisition Name:  Air-conditioning installation Doc Type: |DOT & Priority: Medium ||

Line Comments

8) You must now add information to the Line Comments section to provide DGS with the
necessary information to process the Request. There is a Comments icon for each line, located
on the far right of the page. Click the Comments icon (%)) to go to the Comments screen, where
you can either type information directly into the field or add supplemental documents as
attachments. The Line Comments are used to attach specifications and instructions.

Line Comments

Line Description Quantity  Unit Price

1 Air-conditioning, installat 1.0000 Each 30000.000 LsD

== This is a one-time purchase for installation of a replacement air-conditioning systemn for a new
location. ==

[ send to Vendor [1 show at Recei pt ] show at Voucher
Add Attachment |

814 | Cancel|

To attach specifications that are contained in a separate Word, PDF or Excel document:

1. Click the Add Attachment button. (__2997fachment I) This takes you to the Add
Attachment page.

Browse...

Upload | Cancel |

2. Click the Browse button (). This opens up a window to let you search for
files on your computer.
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Choose file 2J&3
Lack in: | (=9 4032328 ~| & B ¥ E-
= BELfanszsza_extract, csvi

L\é B 4032328 _extract. s

MMy Recent

Docurnents

@

Deskiop

ments
by Cormnputer

-

by Metworlk: File name: I LI ﬂl

Plaras

3. Select the file, then click the Open button (). This takes you back to the
Attachment page, with your filename located in the window.

C:\Documents and Settings\BA10315\WMy Documents'bid
Upload | Cancel |

4. Click the Upload button (MI) once the file is found.
5. Repeat for all necessary files on that line.

9) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.

Requisition Lines

Line Description Vendor Name Quantity uomM
=[] 1 oOffice supplies 1.0000 Lot 572 640 572,64
Consolidate with other Reqs Override Suggested Vendor
+
Shipping Line: 1 Due Date: e Quantity: |1.0000 =l
Status: Active *Ship To: Q= Modify Shipping Address

Aftention: |Robert J Hamblin

*Distribute by: | Q% ||  spesdChart Q

Accounting Lines Customize | Find | View Al B8 First [ 1 o1 (Y] Last
[ chartfieids1 T chartfieidisz T chartfieis3 T Detais | Assetinformation

Line Status Dist Type *Location Quantity Percent Amount | GL Unit Account
Open looooo1:@, | 1.0000 | 100.0000 57264 32101 ' [70000002, [+] [=]
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10) Once all attachments are included for each line, review the lines to make sure they are correct.
To view the entire line table, scroll to the right using the scrollbar at the bottom of the screen.

Possible Changes:

Altering Quantity:
The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over
from Step 2. If changes need to be made to the Quantity, click on the Quantity field and
type in the new amount.

Deleting Lines:

If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line
is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line
Items) if you delete it.

Sections to Review/Modify:

Shipping Addresses:
To modify a Shipping Address, you must first expand the table by using the Expand Section
button. This will show the *Ship-To field. It may be blank, or may default to
PMFMSHIPTO, both of which must be changed.

*Ship To: Q

o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up
Ship To page.

Look Up Ship To

SetlD: SHARE

Ship To Location:| begins with |

Description: begins with | »

Look Up | Clear | Cancel |Basic|_00k|_|g

o] Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with™ to "contains”. Then press the Look Up button. This will pull up a
list of agency locations.
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SetlD:

SHARE

Ship To Location:| begins with

Description:

Look Up |

tower

Clear | Cancel |Elasin:Lnokug

Search Results

1-Tof 7

ip To Location Description

0000000019 BLUE BIRD TOWER 395 FIRE TOWE
0000000020 BLUE BIRD TOWER 295 FIRE TOWE
0000000021 BLUE BIRD TOWER 395 FIRE TOWE
0000000014 LAUREL GROVE TOWER WAL AMD Rl
0000013631 MASHWVILLE/TEMMESSEE TOWERSCC10
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled
This brings up the address information tied to that Ship-To location.

Modify Shipping Address

address.

Shipping Address

Line Office supplies Quantity Price
1 Office supplies 1.0000 Lot 5F¥2.64000 UsSD
Sched Hum Ship To Quantity Due Date Total
1 TEMMESSEE 1.0000 5T2.64 UsSD
=
Country: UsA | United States Prefix:
Address 1: 212 ROSA L PARKS BLVD Phone:
Address 2 Ext:
Address 3: Fax
Room #: Room Quadrant:
City: MASHVILLE
Cournty: DAVIDSOM Postal: 37243
State: T i, Tennessee

(8] | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location.

Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile

preferences.

Each of the fields listed below must have information populated in them.

O O0OO0OO0Oo
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0 Location CF: Found on the Chartfields2 tab.

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

e If the user’s setup is incorrect, they must contact the Edison Helpdesk to request
that their access, rolemapping and preferences be corrected. They may need to work
with their Agency Fiscal Office and Agency Security Administrator for more
information on this process.

e If the user is a Centralized Procurement officer for many locations in their agency,
they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.
DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
+ Repeat as necessary for all lines

Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for requesting a contract. Click in the field and begin typing.

JustificationComments

[Jsendto vendor [ ]Show at Receipt [ Show at Voucher

You must include:

"Submitting Requisition to Purchasing Division." (This must be at the beginning of the
comment)

e An explanation of what the request is for. This would be something like “This is a One-
time Purchase of a that is not on contract".

e If the request is for a one-time service or job: List the estimated amount of days from
the receipt of the purchase order that you want the vendor to start the job and amount of
days to complete the job. (i.e. Start =30 days ARO, Complete = 60 days ARO).

e If the request needs to be Sole-Source or Proprietary: Note that you are requesting it
to be Sole-Source or Proprietary, if applicable. Provide the supporting reasons behind
making it a Sole-Source or Proprietary (i.e compatibility w/existing or unique features).
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For Sole-Source, all the necessary documents must be attached in the Comments section as
attachments on the first line (including the Commissioner to Commissioner letter and sole
source documentation from the manufacturer and/or vendor).

e Listany suggested vendors.
e List your contact information.
Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section" button (@1).
After the justification section is completed, you must Budget Check the document.
Budget Check
1) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in

order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

i, Check Budget

2) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit I

3) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals

a) To view more information on the approvers, click on the “Multiple Approvers”
(Multinle Approvers ) |ink, This will bring up a window with a list of all the approvers
currently assigned to the Requisition.

Stage 1 - Agency Req Approvals
=~ Requisition 0000002915:Fending [+]Start New Path

Requisition Approval

Pending
@ Multiple Approvers 'E

Req - 1=t Agency Approver

b) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (“X) next to the User ID field, then selecting the User ID from the
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list. The Approver you wish to add must be in the system as an Approver before
you can select them.

i.  Use the Radio Buttons below the User ID Field (%) to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
through their Workflow to review the item, but are not required to approve.

Approvers must approve to continue the process.

Insert additional approver ar reviewer

User ID: &}

Insert as: @ Approver
) Reniewer

ii.  After selecting the Approver’s User ID and their function (Approver or
Reviewer), click the Insert ("**")) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.

= eProcurement
[ Buyer Center

Scroll down until the Requisition number is found, or use the Search function to search by the

RGQUiSition ID (Reuuisition 1D a, )
The Approval Status and Budget Check status of the Requisition are listed in this table.
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Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Requisition Mame BU Date Status Budaget Total
I 0000000145 DGST)PROCESSBLACK 32101  01/23/2009 Open Nat 39.501U8D ‘Selwﬂﬂﬂﬂﬂ--_"_ﬂ
LAS. Chid
I 0000000144 DGSTIENV,REG#10/24%.. 32101  01/23/2009 Pending  Valid 291.00USD ‘39'90“’“3'“0”--,",@
I 0000000143 DGSLawn Caresenices 32101  01/23/2000 Pending  Valid 5,080.36USD ‘39'99“’“3““”--.".@

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.

* Review/Edit Approvers

Requisition Approval

= greg:Approved

Requisition Approval

Approved

«TN P1 BUBR CT1 8YW OTH
Red - 15t &Agency Approver
11 £25/2005 - 2250 Pl

When the Requisition is approved, DGS Purchasing will begin creating the Sourcing Event and
start the Bid process. (Return to Top)

Requests with Edison Item IDs (Assets)

One-time Purchases over $25000 that are Assets
This section is for use ONLY with Asset items!

Procurement requests to order any item that must be tagged as "Sensitive™ (meaning it has a State Tag
number, hereafter referred to as an "Asset") are handled differently from other kinds of orders. The
main reason for this is because any item that must be tagged in the Assets module has to have an
Edison Item ID that is properly set up as an Asset Item. This causes problems for any items that
would previously have been ordered under the "As Per Catalog" (APCAT) principle, along with any
one-time Purchase that would normally be entered as a Special Request.

To determine whether or not an item is likely to be an Asset, please consult the section of the POST
User Manual beginning on page 96. This manual is accessible through the following link.
(http://www.intranet.state.tn.us/generalserv/fiscal/documents/postuserman.pdf) The main page for the
Assets Division is located at the Office of Administrative Services Property of the State of Tennessee
website, http://www.intranet.state.tn.us/generalserv/fiscal/ofmpost.html .

The section below is a brief summary of the asset guidelines. However, this information is subject to
change, and it would be best to consult the OAS POST website prior to ordering.

| 154 |



Agency Procurement: Requesting One-Time Purchases from DGS Purchasing

Asset Guidelines
(as of 5/26/2009)

A.All equipment purchases with a cost of $5,000.00 or more including freight and set up costs (labor)
should be a “716” account code.

B. All equipment purchases with a cost between $100.00 and $4,999. to include freight and set up costs
(labor) and listed here should be an account code 70999000 (sensitive minor equipment) or 72299000
(sensitive computer equipment). These are classified as sensitive items and are determined by Asset
Management.

Sensitive Item Listing:
**Subject to change

BAR CODE SCANNERS

BOAT MOTORS

BOAT TRAILERS

BOATS

CAMERA BODIES (35mm & DIGITAL)
CAMERA LENS (200MM OR LARGER)
CANOES

COMPUTERS, ALL TYPES

DIGITAL VOICE RECORDERS

PDA

COMPUTER PERIPHERALS (EXTERNAL)
GLOBAL POSITIONING SYSTEMS
GEOGRAPHIC INFORMATION SYSTEM
COLOR BAR GENERATORS

DVD PLAYERS/RECORDERS

FAX MACHINES

HAM BAND TRANS/REC (HAND HELD)
LCD/MULTIMEDIA PROJECTORS
MARINE BAND TRANS/REC

NIGHT VISION SYSTEM
OSCILLOSCOPE

POWER SUPPLIES

RADIO SCANNERS

SPECTRUM ANALYZER

TELEVISIONS

TWO/WAY RADIO TRANS/REC
VECTOR SCOPES

VIDEO CAMERAS

VIDEO RECORDERS & PLAYERS
WAVEFORM MONITORS

F. All weapons are to be tagged and added to POST regardless of cost. Weapons less than
$5,000.00 should be coded to 70999000 as sensitive; weapons $5,000.00 or more are coded as
71617000. Examples are:
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PISTOLS (NOT PELLET or AIR) STUN GUNS (TASER)
RIFLES (NOT PELLET or AIR) TEARGAS GUNS
SHOTGUNS

Computer Systems comprised of a monitor, keyboard and central processing unit are to be
tagged as one unit.

External computer peripherals with a cost between $100.00 and $5,000.00 are to be tagged
individually. Examples are:

EXTERNAL STORAGE DEVICES PRINTERS
EXTERNAL TAPE DRIVES SCANNERS
EXTERNAL MODEMS CD WRITERS
POWER SUPPLIES DOCKING STATIONS

Additional purchases for existing equipment totaling $5,000 or more including labor is
classified as an upgrade having a “716” account code and the dollar value added to the asset.
Additional purchases for existing equipment totaling less than $5,000 will not have the dollar
value added.

Software will be tagged if the cost is $5,000.00 or above and is mainframe or mid-level based
(including server-based). Software that is PC-based will not be tagged.

Donated equipment items that meet the above criteria should be added based upon estimated fair
market value at the date of donation.

Equipment manufactured for use within the department that meets the other requirements
should be added. Cost must include labor and materials.

Items purchased not meeting the above criteria may be entered by Asset Management upon
request at the discretion of your department.

K. Equipment purchased from the State and Federal surplus warehouse that meet the above criteria

should be tagged.

L. Examples of items NOT to record

ALARM SYSTEMS WHERE THE WIRING IS BUILT-IN
ATTACHED MIRRORS, CHALKBOARDS AND BULLETIN BOARDS
ATTACHED SHELVING, CABINETS AND COUNTERS
AWNINGS AND BLINDS

BOWLING EQUIPMENT

CARPET

DOORS OF ALL KINDS

DRAPERIES AND CURTAINS

STAGE LIGHTING, RIGGING AND TRACKS

FIXED AUDITORIUM SEATS

FOLDING BLEACHERS WHEN ATTACHED TO THE WALL
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GRILLS GAS AND CHARCOAL THAT ARE PERMANENT
HANDICAP RAMPS AND LIFTS

REPEATER STATIONS THAT ARE PERMANENT
IN-GROUND LIFTS

IN-WALL FOLDING CAFETERIA TABLES AND BENCHES
LANDSCAPE FURNITURE PERMANENT

PLAY GROUND EQUIPMENT THAT IS PERMANENT

PUBLIC ADDRESS SYSTEMS WHERE WIRING IS “BUILT-IN”
RADIO TOWERS THAT ARE PERMANENTLY ATTACHED
SPRINKLER SYSTEMS THAT ARE “BUILT-IN”

WATER AND FUEL TANKS, IN-OR ABOVE GROUND, THAT ARE PERMANENT
WATER FOUNTAINS

GARBAGE DISPOSALS

WATER HEATERS

CENTRAL HEAT AND AIR UNITS

Requesting Item IDs for Asset Items

Item IDs must be requested from the Content Group. To request an Item ID, you must send a request to
get Asset Items created. Content will send you a copy of the Spreadsheet Guide for Agencies along
with a copy of the TN CG Item Only Layout spreadsheet. This spreadsheet must be completed according
to the guidelines and returned to the Content Group to have your Item IDs created. This is the only
acceptable format.

The Content Tool in Edison is used to create Item IDs, and the only format it can read is the exact
format included in the TN CG Item Only Layout spreadsheet. Due to the volume of requests, it is not
possible for Content to take PDF scans, Word document specifications or any other file-type and create
a Spreadsheet out of them. Completion of the spreadsheet is the sole responsibility of the agency
requester, not Content. Content can and will assist, but it is necessary for the agency requester to
complete the spreadsheet.

Identifying Asset Item IDs

After the Content Team has created Asset Item IDs, they can be used to create Purchase Orders. There
are two types of "Asset" Item IDs that are created, Specific Assets and Generic Assets.

0 Specific Assets:
Used for specific items that have one set price. These can either be from lines on a contract
(similar to non-Asset Contract lines) or from One-time Purchase requests. If the item is only
going to be used once, it will be inactivated after usage, but it still must be requested and set
up in the same way.

0 Generic Assets:
Are a generic description that covers a broad category of possible items. Specific details on the
item must be attached separately. They are used to handle the problem of items from "APCAT"
contracts that must be tagged. Generic Assets' descriptions will end with GENERIC ASSET.
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The Content Team will e-mail your Asset Item IDs to you after they have been completed. Depending
on whether the Asset created is a Specific Asset or a Generic Asset, the ordering process will be
slightly different.

One-Time Requests for Assets
This section is for use ONLY with Edison Item IDs provided by the Content Team!

1) You must first be logged in to Edison. After logging in, click the FSCM link under the
Enterprise menu, on the left side of the page.

FPersonalize Content Layvout

2) The next step is to navigate to the Create Requisition page. Click on eProcurement from
the left-hand menu. Then click Create Requisition, as shown in the picture below.

Menu

« eProcurement

[ Buyer Center
[ Manage ERF Integration
— Create Reqguisition

3) Clicking on Create Requisition will bring up a new page, with a title saying Create
Requisition. This page has links to required sections, grouped under three main tabs. These
are numbered in a strip at the top; and the current tab will be highlighted in yellow.

Create Requisition

| 'j‘v( 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire requisition.
Business Unit: L General Services
*Requester: TN2_PU_EPRO_AGEMCY_REQUESTC|Q, TN2_PU_EPRO_AGENCY_REQUESTOR Currency:
Requisition Name: Doc Type: Q Priority: Medium |+ |
L=
Continue

Step 1: Define Requisition
|_=|34¢ 1. Define Requisition

1) To create a Requisition, the Define Requisitions tab should be highlighted in yellow. If not,
click on Define Requisitions. Make sure the Business Unit and Requester defaulted in correctly.

Requisition Name Click in the Requisition Name field and then type in the name.
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Create Requisition
E‘ 1. Define Requisition E!‘% 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: R General Senices

*Requester: robej0&11004 C, Robert J Hamblin “Currency:

Requisition Name: | Contract Request HVAC Repair Doc Type: Q Priority:
L3

Continue

2) After naming your Requisition, click the Continue Button, __“2ntinue

Step 2: Add Items and Services
E!‘% 2. Add ltems and Services

3) The next step is to add items to the requisition.

4) The main Add Items and Services page has 7 tabs at the top, all showing different ways to
create Item Lines on a Requisition. For Asset Items, you will use the Catalog tab.

Catalog Search

e To search for items, click on the Catalog tab under the Search bar.

Create Requisition

||f‘ 1. Define Requisition E!‘%: 2. Add ltems and Services @a 3. Review and Submit ‘

Add lines to the requisition, specifying the information necessary to procure each item or service.
Search: | DO MNOT USE THIS SEARCH BAR ), Search |

e Next, make sure the All Procurement Items catalog is selected from the drop-down
menu. This should show as the default option when the Catalog tab is selected.

Catalog | Favorites | Templates | Senices | Forms | Web | Special Request

Browse Catalog
*Select a catalog:  [All Frocurement llems |v| e Choose from available
[ catalogs in the dropdown list
| All Procurement lterns « Navigake calegorics by

clicking folders

=« View items in a category by
clicking the category name

+ lIse the checkboxes to select
categories to search below

e Underneath the catalog listing is the Search Catalog section. This contains fields to

search by different listings. This is the ONLY search field that should be used, NOT
the one that’s at the top of the screen.
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e Type the first Item ID (obtained from the Content Team) into the Item ID field, then
press the Search button. An example is shown below.

Search Catalog

Search containg  all of the following search fields entered: Q, Search |

Description: | Search Settings
Manufacturer: |

Manufacturer's ltem ID: |
Vendor: |

Vendor Item ID: |

Item ID: 11000007457

e If you are ordering a "Generic Asset" item, search for "%Generic% %Asset%" with no

quotes.
Search Catalog
Search contains  all of the following search fields entered: | Search |
Description: %Genericd Y%Assett|

Search Settings

Details

Min
Quantity Item 1D Item Description :‘:{:Il Price Order Contract ID

(] [ 1.0000 EfAdd | 1000106932 Mlcrowave Radio Equipment, Initial Purchase. GEMERIC

5) If any items meet the search criteria used, they will be displayed below the Search Catalog
section. The results appear in a table format, with named headers at the tops of the columns.

Sort ltems: Show Images

ltem Description A

Details

Quantity tem ID Item Description gz::” E){r;:ler

HVAC ANMUAL SERVICE INSPECTION AND PREVENTIVE
] | 1.0000 ESAdd | 1000007457 |\ 2o ANCE E5  2p98.000 EA 1.0000

[] Select All/ Deselect All

L Er‘-‘«ddl M Add to favorites | (4 Compare I

6) If the item you need was located by the search, check the box next to the item to include the
item on the Requisition. Then type the Quantity in the Quantity field.
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Cuantity ltem ID

[]|4.0000 E!'F'.dd 1000007457

7) After inputting the desired quantity, click the Add (W) button. Once added, the item and
quantity will appear in the Requisition Summary box on the left side of the page, as shown
below.

Requisition Summary

Description City UOM
HWAC AMMUAL 4 EA
SERVICE INSPEC...

Total Lines: 1
Total Amount (USD).  34,752.00

Repeat this process for all additional lines that must be on the contract. After all the requested items
appear in the Requisition Summary box on the left side of the page, click the Review and Submit tab
located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit

\% 3. Review and Submit

Reviewing and Submitting Requisitions: The final step in the One-time Purchase process is
the Review and Submit page. It contains a summary of the Requisition information, along with
notes and Justification. The first thing you must do on this page is enter your Document Type,
which will be DOT, for "Purchasing, One-time Purchase (Non-contract)".

Business Unit: General Semnvices
*Requester: robej0311001 C, RobertJ Hamblin *Currency:
Requisition Name:  Air-conditioning installation Doc Type: DOT & Priority: Medium |+

11) You must now add information to the Line Comments section to provide DGS with the
necessary information to process the Request. There is a Comments icon for each line, located
on the far right of the page. Click the Comments icon (%)) to go to the Comments screen, where
you can either type information directly into the field or add supplemental documents as
attachments. The Line Comments are used to attach specifications and instructions.

Line Comments
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Line Comments

Line Description Quantity  Unit Price

1 Air-conditioning, installat 1.0000 Each 30000.000 UsD

== This is a one-time purchase for installation of a replacement air-conditioning systemn for a new
location. ==

[l sendto Vendor [ Show at Receipt ] show at Voucher
Add Attachment |

ok | Cancel |

To attach specifications that are contained in a separate Word, PDF or Excel document:

1. Click the Add Attachment button. (_AddAttachment ]) This takes you to the Add
Attachment page.

Browse...

Upload | Cancel |

2. Click the Browse button (). This opens up a window to let you search for
files on your computer.

Choose file _

Laok i | (9 4032328 | & @Bk E-

.

BELfanszaza_extract, csvi
B 4052528 _extract, xls

E

My Recent
Documents

—

Dezktop

\§

ky Documents

!
My Computer

&

kM etwork: File hame: _:_! Open |
=i

| 162 |



Agency Procurement: Requesting One-Time Purchases from DGS Purchasing

3. Select the file, then click the Open button (). This takes you back to the
Attachment page, with your filename located in the window.

C-\Documents and Settings\BA10315\WMy Documents\bid
Upload | Cancel I

4. Click the Upload button (M) once the file is found.

5. Repeat for all necessary files on that line.

12) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.

Requisition Lines
i uomM Price Total

Line Description Vendor Name Quantity

=[] 1 Office supplies 1.0000 Lot 572.640 572.64
Consolidate with other Reqgs Override Suggested Vendor
] [1.0000 |
Shipping Line: 1 Due Date: e Quantity: |1-0000 &=

Status: Active *Ship To: @, [=] Modify Shipping Address

|Robert J Hamblin

Attention:

~pistributeby: | @ [¥|  speedchart: Q

Accounting Lines

First 1] 1 of 1 [H Last

Customize | Find | View All| B

[ chartfields1 T chartfielis? T chartfieiis3 T  Detaie T Assetinformation

Line Status Dist Type *Location Quantity Percent Amount | GL Unit Account
Open looooo:@ | 10000 | 100.0000 572,64 32101 @ [70000002, [+] [=]

Supplemental Information for Generic Assets

You must enter supplemental information on the Line Details screen to be able to process the order.
On the main Review and Submit page, scroll to the right of the screen and click on the Line Details

icon. 2 This is located next to the Total (shown below as 250.00).

Create Requisition
E 1. Define Requisition El;; 2. Add ltems and Services \g 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

General Services

Business Unit: 32101
*Requester: |f0b910311001 3, Robert J Hamblin *Currency: usD
| boctype: | @ pronty.  [wedum _[v]

Requisition Name:

Requisition Lines
De!Crlthn
[ 1 Staplers American Paper And Twine

UomM

Quantity
50.0000, Each 5.000 250,00 (2

Vendor Name

Line

|:| Select All / Deselect All Total Amount: 250.00 USD

L % Addio favorit 5% Modify Line / Shipping / Accounting | EIDeIete'
+ 0 Tavories |

JustificationlComments

[ send to Vendor [] Show at Receipt [] Show at Voucher

s Check Budget |
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Clicking the Line Details icon will bring you to the Line Details page.

Line Details

Line: 1 ALL BUNMDLED DESKTOP SYSTEMS

B

Amount: 0.00 usD Price: 0.00000

Category: 204-53 Microcomputers, View Hierarchy

Desktop or Tow

Buyer: robej0g11001 &y, Buyer Information

Vendor: 0000001370 L, Dell Marketing LP

Vendor Location: WA 2, ROUND ROCK

Vendor's Catalodg:

Vendor Item I1D: 2730136

Manufacturer ID: 2 UPHNID:

Manufacturer's Item ID: i,

Physical Nature Goods w

[] RFQ Required Zero Price Indicator [ Inspection Required
Device Tracking Stockless ltem

Configuration Info
[+
[=

ok | cancel |

*Note: If you cannot see the "Price" field, you will need to contact the Content Team to see if the
item is set up properly. If the item is set up properly (as confirmed by the Content Team), you will
need to contact the Edison Help Desk to have the correct Requester Setup added to your access.

Price: Change the price to reflect the vendor's true price.
Vendor: Select the vendor to be used.

Vendor Location: Select the correct Vendor Location.

Vendor Item Number: Enter the correct Vendor Item Number.

O 00O

13) Then press the OK button at the bottom of the page to return to the main Review and Submit
page.

14) Once all attachments and supplemental information is included for each line, review the lines to
make sure they are correct. To view the entire line table, scroll to the right using the scrollbar at
the bottom of the screen.

Possible Changes:

Altering Quantity:
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The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over
from Step 2. If changes need to be made to the Quantity, click on the Quantity field and
type in the new amount.

Deleting Lines:
If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line
is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line
Items) if you delete it.

Sections to Review/Modify:

Shipping Addresses:

To modify a Shipping Address, you must first expand the table by using the Expand Section
button. This will show the *Ship-To field. It may be blank, or may default to
PMFMSHIPTO, both of which must be changed.

*Ship To; Q

o] Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up
Ship To page.

Look Up Ship To

SetlD: SHARE

Ship To Location: | begins with | »

Description: begins with |

Look Up | Clear | Cancel |Elasi|:Lc-0kug

o] Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with™ to "contains". Then press the Look Up button. This will pull up a
list of agency locations.
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SetlD:

SHARE

Ship To Location:| begins with

Description:

Look Up |

tower

Clear | Cancel |Elasin:Lnokug

Search Results

1-Tof 7

ip To Location Description

0000000019 BLUE BIRD TOWER 395 FIRE TOWE
0000000020 BLUE BIRD TOWER 295 FIRE TOWE
0000000021 BLUE BIRD TOWER 395 FIRE TOWE
0000000014 LAUREL GROVE TOWER WAL AMD Rl
0000013631 MASHWVILLE/TEMMESSEE TOWERSCC10
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled
This brings up the address information tied to that Ship-To location.

Modify Shipping Address

address.

Shipping Address

Line Office supplies Quantity Price
1 Office supplies 1.0000 Lot 5F¥2.64000 UsSD
Sched Hum Ship To Quantity Due Date Total
1 TEMMESSEE 1.0000 5T2.64 UsSD
=
Country: UsA | United States Prefix:
Address 1: 212 ROSA L PARKS BLVD Phone:
Address 2 Ext:
Address 3: Fax
Room #: Room Quadrant:
City: MASHVILLE
Cournty: DAVIDSOM Postal: 37243
State: T i, Tennessee

(8] | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location.

Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile

preferences.

Each of the fields listed below must have information populated in them.

O O0OO0OO0Oo
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0 Location CF: Found on the Chartfields2 tab.

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

e If the user’s setup is incorrect, they must contact the Edison Helpdesk to request
that their access, rolemapping and preferences be corrected. They may need to work
with their Agency Fiscal Office and Agency Security Administrator for more
information on this process.

e If the user is a Centralized Procurement officer for many locations in their agency,
they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.
DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
+ Repeat as necessary for all lines

Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for requesting a contract. Click in the field and begin typing.

JustificationComments

[Jsendto vendor [ ]Show at Receipt [ Show at Voucher

You must include:

"Submitting Requisition to Purchasing Division." (This must be at the beginning of the
comment)

e An explanation of what the request is for. This would be something like “This is a One-
time Purchase of a that is not on contract".

e If the request is for a one-time service or job: List the estimated amount of days from
the receipt of the purchase order that you want the vendor to start the job and amount of
days to complete the job. (i.e. Start =30 days ARO, Complete = 60 days ARO).

e If the request needs to be Sole-Source or Proprietary: Note that you are requesting it
to be Sole-Source or Proprietary, if applicable. Provide the supporting reasons behind
making it a Sole-Source or Proprietary (i.e compatibility w/existing or unique features).
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For Sole-Source, all the necessary documents must be attached in the Comments section as
attachments on the first line (including the Commissioner to Commissioner letter and sole
source documentation from the manufacturer and/or vendor).

e Listany suggested vendors.
e List your contact information.
Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section" button (@1).
After the justification section is completed, you must Budget Check the document.
Budget Check
1) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in

order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

i, Check Budget

2) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit I

3) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals

a) To view more information on the approvers, click on the “Multiple Approvers”
(Multinle Approvers ) |ink, This will bring up a window with a list of all the approvers
currently assigned to the Requisition.

Stage 1 - Agency Req Approvals
=~ Requisition 0000002915:Fending [+]Start New Path

Requisition Approval

Pending
@ Multiple Approvers 'E

Req - 1=t Agency Approver

b) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (“X) next to the User ID field, then selecting the User ID from the
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list. The Approver you wish to add must be in the system as an Approver before
you can select them.

i.  Use the Radio Buttons below the User ID Field (%) to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
through their Workflow to review the item, but are not required to approve.

Approvers must approve to continue the process.

Insert additional approver ar reviewer

User ID: &}

Insert as: @ Approver
) Reniewer

ii.  After selecting the Approver’s User ID and their function (Approver or
Reviewer), click the Insert ("**")) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent on to create a Purchase Order.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.

= eProcurement
[ Buyer Center

Scroll down until the Requisition number is found, or use the Search function to search by the

RGQUiSition ID (Reuuisition 1D a, )
The Approval Status and Budget Check status of the Requisition are listed in this table.
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Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Requisition Mame BU Date Status Budget Total
[ 0000000145 DGST)PROCESSBLACK 32101 01/23/2009 Open Not 39.50USD ﬁSeleﬂMiﬂﬂ--VlGﬂ\
LAS... Chk'd
0000000144 DGSTIENV,REG#10/24# .. 32101  01/23/2009 Pending  Valid 291.00USD ‘SE'EUMW“--VIGU‘

I 0000000143 DGSLawnCaresenices 32101  01/23/2009 Pending  Valid 5,080.36USD ‘SE'EME’“U”--VIGG‘

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.

Requisition Approval

= greg:Approved

Requisition Approval

Approved
«TN P1 BUB CT1 5YW DOT1

Red - 15t &Agency Approver
11 £25/2005 - 2250 Pl

When the Requisition is approved, DGS Purchasing will begin creating the Sourcing Event and start
the Bid process. (Return to Top)
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Contract Requests to DGS Purchasing

Several types of procurement requests must be routed to the Department of General Services,
Purchasing Division (DGS Purchasing) to be completed. These include:

Requests for new Agency Term Contracts (not DPAs, DPAs are in a separate document)
Reprocurement requests for existing Agency Term Contracts

Requests for One-time Purchases with a total greater than $25,000.00 (separate document)
Requests for One-time Purchases of Asset-tagged items

All of these Request types follow the same basic pattern, but they may need different specific actions
taken to get them to DGS Purchasing. The main deciding factor between the paths is whether or not the
item requires an Edison Item ID #.

Requests to Purchasing:
Is an Edison Item ID #
Required?

Yes: Requesting Contracts NoO: One-time Purchases
and Asset Purchases that are not Assets and are
over $25000.
|

Asset One-time: Use the

"New Asset Request to
DGS" section

Edison ID # Required: (for all these request types, go to *"Requests with Edison Item IDs"")

e All new Contract lines

e All reprocured Contract lines

e Any item that must be tagged as "Sensitive" (Asset), regardless of whether it is for a one-time
purchase or not. Further information on what counts as an Asset can be found in the Asset
Ordering guide.

Edison ID # not Required: (for this request type, go to "Requests without Edison Item IDs")
e Items for one-time purchases that do not need to be tagged as Assets.
If you are creating any type of Request that is in the first group (Edison ID # Required), you

MUST first have a list of Edison Item ID #s provided by the Content Team. Failure to complete
this step first will require you to re-enter your Requisition.
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* Edison Item IDs

Edison Item IDs are created by the Content Team in DGS Purchasing. To do so, they require a
properly-completed copy of the "TEN CG Item Only Layout v7.4.xIs" spreadsheet. A blank copy of this
spreadsheet along with the "Spreadsheet Guide for Agencies.doc" instructions can be requested by
sending an e-mail to Content.group@tn.gov . This must be submitted back to Content, who will create
the item IDs and return them to you in the same spreadsheet format. You must have these Item IDs to
continue with your request.

Creating Requests

Requests with Edison Item IDs-

New and Reprocured Contract Requests
This section is for use ONLY with Edison Item IDs provided by the Content Team!

20) You must first be logged in to Edison. After logging in, click the FSCM link under the
Enterprise menu, on the left side of the page.

Personalize Content Layvout

21) The next step is to navigate to the Create Requisition page. Click on eProcurement from
the left-hand menu. Then click Create Requisition, as shown in the picture below.

Menu

w eProcurement

[+ Buyer Center
[ Manage ERF Integration
— Create Requisitian

22) Clicking on Create Requisition will bring up a new page, with a title saying Create
Requisition. This page has links to required sections, grouped under three main tabs. These
are numbered in a strip at the top; and the current tab will be highlighted in yellow.

Create Requisition

|L=;|.,( 1. Define Requisition E‘; 2. Add Items and Services \53 3. Review and Submit |
Specify requisition name, requester, and other information that applies to the entire requisition
Business Unit: S General Services
*Requester: THNZ_PU_EPRO_AGEMNCY_REQUESTC/C, TN2_PU_EPRO_AGENCY_REQUESTOR Currency:
Requisition Name: Doc Type: @ Priority: Medium ||
[
Continue

Step 1: Define Requisition
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E'y:{. 1. Define Requisition

1) To create a Requisition, the Define Requisitions tab should be highlighted in yellow. If not,
click on Define Requisitions. Make sure the Business Unit and Requester defaulted in correctly.

a. Requisition Name Click in the Requisition Name field and then type in the name.
The name must include "Contract Request".
Create Requisition
E‘ 1. Define Requisition E‘}; 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: R General Senices
*Requester: robef0&11004 C, RobertJ Hamblin “Currency:

Requisition Name: | Contract Request HVAC Repair Doc Type: Q Priority: Medium |+
[+

Continue

2) After naming your Requisition, click the Continue Button, __“2ntinue

Step 2: Add Items and Services
E!‘#—: 2. Add Items and Services

3) The next step is to add items to the requisition. Requests for Contracts will use a list of Item
IDs provided by the Content Team to search and find the items in the Catalog.

4) The main Add Items and Services page has 7 tabs at the top, all showing different ways to
create Item Lines on a Requisition. For Contract Requests, you will use the Catalog tab.

To search for items:

e First, click on the Catalog tab under the Search bar.
Create Requisition

|L=‘ 1. Define Requisition E!‘%: 2. Add ltems and Services \& 3. Review and Submit ‘
Add lines to the requisition, specifying the information necessary to procure each item or senvice.

Search: | DO MOTUSE THIS SEARCH BAR Q) Search |

[ catalog | i i i il il |

e Next, make sure the All Procurement Items catalog is selected from the drop-down
menu. This should show as the default option when the Catalog tab is selected.
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Semnices Web | Special Request

Catalog | Favorites | Templates
Browse Catalog

*Select a catalog: |EMPmumnentlun5 Ii] +« (Choose from available
[ catalogs in the dropdown list
| All Procurement lterns « Navigake calegorics by

clicking folders

=« View items in a category by
clicking the category name

+ lIse the checkboxes to select
categories to search below

e Underneath the catalog listing is the Search Catalog section. This contains fields to
search by different listings. This is the ONLY search field that should be used, NOT
the one that’s at the top of the screen.

e Type the first Item ID (obtained from the Content Team) into the Item ID field, then
press the Search button. An example is shown below.

Search Catalog

Search contains  all of the following search fields entered: € Search |
Description: | Search Settings
Manufacturer: |

Manufacturer's ltem 1D: |
Vendor: |
Vendor Item ID: |
Item ID: 11000007457

5) If any items meet the search criteria used, they will be displayed below the Search Catalog
section. The results appear in a table format, with named headers at the tops of the columns.

Sort ltems: Show lmages

ltern Description

Details

HVAC ANNUAL SERVICE INSPECTION AND PREVENTIVE
[]|1.0000 Eamm 100{}00?45? S EZ  2698.000 EA 1.0000

[] Select All/ Deselect All

L Eﬁddl { Addto favorites | [, Compare |

6) If the item you need was located by the search, check the box next to the item to include the
item on the Requisition. Then type the Quantity in the Quantity field. The quantity must
reflect how many times the service will be used over the course of the contract. An example
is shown below with a Quantity of 4.0000. It's an annual inspection, so this would be for four
yearly inspections, as on a four-year maintenance contract.
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Quantity tem ID

] | 4.0000 E?F'.dd 1000007457

7) After inputting the desired quantity, click the Add (W) button. Once added, the item and
quantity will appear in the Requisition Summary box on the left side of the page, as shown
below.

Description Qty UOM
HVAC AMMUAL 4 EA
SERVICE INSPEC..

Total Lines: 1
Total Amount (USD).  34,792.00

Repeat this process for all additional lines that must be on the contract. After all the requested items
appear in the Requisition Summary box on the left side of the page, click the Review and Submit tab
located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit

éa 3. Review and Submit

Reviewing and Submitting Requisitions: The final step in the Contract Requisition process
is the Review and Submit page. It contains a summary of the Requisition information, along with
notes and Justification. The first thing you must do on this page is enter your Document Type,
either DCM or DCO. DCM is for requesting a multi-year Agency Term Contract, while DCO is
for requesting a single-year Agency Term Contract.

Business Unit: General Senvices
*Requester: robej0811001 , RobertJ Hamblin *Currency:
Requisition Name: | Confract Request HVAC Repair Doc Type: [DCM < Priority: Medium

1) You must now add information to the Line Comments section to provide DGS with the
necessary information to process the Contract Request. There is a Comments icon for each line,
located on the far right of the page. Click the Comments icon (%) to go to the Comments
screen, where you can either type information directly into the field or add supplemental
documents as attachments. The Line Comments are used to attach specifications and
instructions.
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Line Comments

Line Description Guantity Unit Price

1 Office Supplies 1.0000 Lot 572.640 USD

[ sendto Vendor [] Show at Receipt [] show at Voucher
Add Attachment |

Ok | Cancel|

To attach specifications that are contained in a separate Word, PDF or Excel document:

1. Click the Add Attachment button, (__AddAttachment ]) This takes you to the Add
Attachment page.

Browse...

Upload | Cancel |

2. Click the Browse button (). This opens up a window to let you search for
files on your computer.

Choose file
Look in: | 5 4032328 x| & By E-

ELE4032328_extract,csv!
B 4032328 _extract.xls

=

E

iy Recent
Diocuments

=

Deskiop

\$

ty Documents

ky Computer

y
My Metwork. — File name: _:J ﬂj

Plaras
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3. Select the file, then click the Open button (). This takes you back to the
Attachment page, with your filename located in the window.

C:\Documents and Settings\BA10315\WMy Documents'bid
Upload | Cancel |

4. Click the Upload button (MI) once the file is found.

5. Repeat for all necessary files on that line.

2) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen
will take you back to the main page.

Requisition Lines

Line Description Vendor Name
=[] 1 office supplies 1.0000 Lot 572 640 57264
Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date: ki Quantity: 1.0000 EHE
Status: Active *Ship To: Q Modify Shipping Address

Attention: |Robert J Hamblin

*Distribute by: |2 %]  speedChart Q
Accounting Lines
[ chartfieids1 T chartfieidisz T chartfieis3 T Detais | Assetinformation

Customize | Find | Vi First El 1 of 1 El Last

Line Status Dist Type *Location Quantity Percent Amount | GL Unit Account
1 Open |0000011Q | 1.0000 | 100.0000 57264 32101 C  |[70900002, El

3) Once all attachments are included for each line, review the lines to make sure they are correct.
To view the entire line table, scroll to the right using the scrollbar at the bottom of the screen.

Possible Changes:

Altering Quantity:

The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over

from Step 2. If changes need to be made to the Quantity, click on the Quantity field and
type in the new amount.

Deleting Lines:

If a line needs to be deleted, click the check box next to the line, then press the Delete
button. This will delete the line. If you only have one line, you cannot delete it. Once a line

is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line
Items) if you delete it.
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Sections to Review/Modify:

Shipping Addresses:

1178 |

To modify a Shipping Address, you must first expand the table by using the Expand Section
button. This will show the *Ship-To field. It may be blank, or may default to
PMFMSHIPTO, both of which must be changed.

*Ship To: Q

e Click the Lookup Icon (=) next to the Ship-To field. This brings you to the Look Up
Ship To page.

Look Up Ship To

SetiD: SHARE
Ship To Location:| begins with | s
Description: begins with v
Look Up | Clear | Cancel | Basic Lookup

e Use the Look Up Ship To screen to find your specific Ship To location. Type part of
your building name or address into the Description field. Change the drop-down
from "begins with™ to "contains”. Then press the Look Up button. This will pull up a
list of agency locations.

SetlD: SHARE
Ship To Location:| begins with |« |
Description: contains v tower
Look Up Clear Cancel | Basic Lookup

Search Results
1-T of T

ip To Location Description
oooo0o0019 BLUE BIRD TOWER. 295 FIRE TOWE
0000000020 BLUE BIRD TOWER 295 FIRE TOWE
0000000021 BLUE BIRD TOWER. 395 FIRE TOWE

0000000014 LAUREL GROVE TOWER WAL AMD Rl
00000136521 MNASHWVILL E/TEMMESSEE TOWER/CC10
0000014342 TEMMESSEE TOWER COMPLEX

Click the location that seems correct. This will send you back to the main page. Use the
Modify Shipping Address link, located to the right of the Ship-To field to check the pulled
address. This brings up the address information tied to that Ship-To location.

(=1 Modify Shipping Address




Agency Procurement: Requesting Contracts from DGS Purchasing

Shipping Address

Lime Office supplies Quantity Price

1 Office supplies 1.0000 Lot S72.64000 USD
Sched Num Ship To Quantity Due Date Total

1 TEMMESSEE 1.0000 572 64 USD
oy

Country: UsAa Sy uUnited States Prefix:
Address 1: 312 RO3A L PARKS BLVD Phome:
Address 2: Ext:

Address 3: Fax:

Room #: Room Quadrant:

City: MNASHVILLE

County: DAVIDSOM Postal: 37243

State: T 21 Tennessee

Ok | Cancel | Load Default Shipping Address |

Verify that the information is correct. If it is not, choose a different Ship-To location.
Chartfields:

All Chartfield (*“Accounting”) information should default in based on the User’s Profile
preferences.

Each of the fields listed below must have information populated in them.

Location: Found on the Chartfields1 tab.
GL Unit: Found on the Chartfields1 tab.
Account: Found on the Chartfields1 tab.
Fund: Found on the Chartfields2 tab.
Department: Found on the Chartfields2 tab.
Location CF: Found on the Chartfields?2 tab.

O o0o0o0O0Oo

If this is not the case, this means one of two things. Either the user's setup is incorrect, or the
user is a "Buyer" for many separate locations at an agency (Centralized Procurement).

o If the user’s setup is incorrect, they must contact the Edison Helpdesk to request
that their access, rolemapping and preferences be corrected. They may need to work
with their Agency Fiscal Office and Agency Security Administrator for more
information on this process.

e If the user is a Centralized Procurement officer for many locations in their agency,
they will have to work with their Agency Fiscal Office to obtain all the correct
Chartfield information for each location they buy for.

DGS Purchasing is not able to view, access, change or review individual Account Preferences,
and does not have access to what the “correct” Account/Chartfield information should be for
any given location. This is the sole responsibility of the Agency and Agency Fiscal Office.
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% Repeat as necessary for all lines

Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the
justification for requesting a contract. Click in the field and begin typing.

Justification/Comments

[Isendto Vendor [ ]Show at Receipt [Ishow at Voucher

You must include:

| 180 |

"Submitting Requisition to Purchasing Division." (This must be at the beginning of the
comment)

An explanation of what the request is for. This would be something like “This is a
Multi-year (2 year) Agency Term Contract” for a DCM, with the "2-year" replaced with
the duration of the contract. Or for DCO requests, “This is a 1-Year Agency Term
Contract”.

If the contract will be a Multi-year: Include justification as to why it must be a multi-
year contract (i.e. to maintain continuity of service or product availability and to
stabilize pricing).

If the Contract needs to be Sole-Source or Proprietary: Note that you are requesting
it to be Sole-source or Proprietary, if applicable. Provide the supporting reasons behind
making it a Sole-source or Proprietary (i.e compatibility w/existing or unique features).

For Sole-Source, all the necessary documents must be attached in the Comments section as

attachments on the first line (including the Commissioner to Commissioner letter and sole

source documentation from the manufacturer and/or vendor).

If this is a contract Reprocurement: List the previous TOPS requisition and contract
number, if any.

If there was a current or previous contract, list the dollar amount spent during the
last 12 months.

If the previous contract was a time & material, list the amount spent on parts during
the last 12 months.

List the start date that you are requesting to have the contract start. If the end date is be
different than a full 12 months, please specify the end date.

List the Estimated Dollar Amounts per fiscal year. The following is an EXAMPLE:
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This a 3 year contract to start 05/01/09. The following is the estimated funding:
FY-09, May to June = $5,000.00
FY-10, July to June = $30,000.00
FY-10, July to June = $30,000.00
FY-11, July to April = $25,000.00

Once all this information is completed, you can review the Justification as a whole by checking the
"Expand Section” button (F¥),

Justification / Comments

Submitting Regquest to Purchasing Divis=sion
for a Multi-vyvear (3-year) Agency Term
contract for HVAC repair. Thi= contract
needs to be a multi-year to maintain
conzistency of pricing and availability.
This is a brand new contract for a new
location. The requested start date is
6/01/09.

The following i= the estimated funding:
FY—lO, July to June = £30,000.00
FY-10, July to June = £30,000.00
F¥-11, July to April = £25,000.00

' DK

After the justification section is completed, you must Budget Check the document.
Budget Check

1) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in
order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget
Check is completed.

s, Check Budget |

2) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
| Save & submit I

3) Once the Requisition has been saved, a screen appears showing the approval path. It will have a
Requisition 1D number underneath the Requisition Name. This is used to search for the
Requisition if needed later. This screen also shows the Approval paths.

Approvals
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a) To view more information on the approvers, click on the “Multiple Approvers”
(Multinle Approvers ) [ink, This will bring up a window with a list of all the approvers

currently assigned to the Requisition.

Stage 1 - Agency Req Approvals

~ Requisition 0000002915:Pending [+]5tart New Path
Requisition Approval

Pending

Multiple Approvers
@ Req - 18t Agency Approver _E

b) T o add additional approvers, click the Insert Approver button. (‘E| ) This will bring
up a new window. Select the User ID of the approver to be added by clicking the
Lookup button (“X) next to the User ID field, then selecting the User ID from the
list. The Approver you wish to add must be in the system as an Approver before
you can select them.

i.  Use the Radio Buttons below the User ID Field (/) to select if the person
will be added as an Approver or Reviewer. Reviewers receive a notice
through their Workflow to review the item, but are not required to approve.
Approvers must approve to continue the process.

Insert additional approver or reviewer

User I0: &}

Insert as: (5 ppprover
) Reviewer

ii.  After selecting the Approver’s User ID and their function (Approver or
Reviewer), click the Insert ("**")) button. This returns you to the main
approval screen.

Requisitions must pass all approvals before being sent to Purchasing for further processing.

¥ Note on Approvals: The eProcurement Requisition process is being taught as the main
method for all forms of Procurement because it automatically builds necessary approvals
based on the item’s NIGP code, the dollar amount of the purchase and the business unit.
These approvals are set up in Workflow by Edison, and include all commodity approvals.

¥ Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-
4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then
Manage Requisitions.
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= eProcurement
[ Buyer Center
— Create Reguisition

— Wanage Eeduisitlans

Scroll down until the Requisition number is found, or use the Search function to search by the
Requisition 1D (Reuulsmon ID: | |Q ).

The Approval Status and Budget Check status of the Requisition are listed in this table.

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Requisition MName BU Date Status Budaget Total
[ 0000000145 DGST)PROCESSBLACK 32101  01/23/2009 Open Not 39.50USD =Seleﬂﬂﬂi0ﬂ--V|GU‘
LAS... Chied
0000000144 DGST)ENV, REG#10/24% . 32101  01/23/2009 Pending  Valid 291.00USD ‘SE'EME’“U”--VIGG‘
I 0000000143 DGSLawn Caresenices 32101 01/23/2009 Pending  Valid 5,080.36USD ‘Se'emc’fm”--vleﬂ‘

0 Once the Approvals have been met, the Requisition Approval screen will change to show that the
Requisition has been approved. See the picture below for an example.

Requisition Approval

= greg:Approved

Requisition Approval

Approved
«TN P1 BUB CT1 5YW DT1

Req - 1=t Agency Approver
11025/2008 - 2250 P

When the Requisition is approved, it will be processed by Purchasing and the Purchasing Buyer
will contact you with further information.
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DPA Request Setup

= Log into Edison and go to FSCM, then click on eProcurement. Then click Create
Requisition.

& TN Ennancements ontienu-Fscu>
H Employee Self-Service
[ Manager Self Service ﬁ eProcurement
El FsCh Set up eProcurement; mana P t i
& Supplier Contracts p ; ge or approve eProcurement requi
H ltems E Create Requisition
# Vendors Create a new requisition by browsing or =earching
[+ Purchasing company or external catalogs.
® Inventory

= Create an ePro Requisition with a name that includes “DPA” and a brief description. Select the
DDA Doc Type. Then press the Continue button at the bottom of the page.

Create Requisition

If‘ 1. Define Requisition E“% 2. Add ltems and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: 22101 |4 General Senvices

*Requester: robej0811001 Q. RobertJ Hamblin *Currency: SO
Requisition Name: | DPAfor Emergency repairs Doc Type: DDA @ Priority:
[

Continue |

= Go to the Special Request Tab, Special Item link.

Catalog | Favorit mplates | Serdices | Forms [ Weh | Special Request
Select a Request Type
Special lterm Reguest an iterm that is not listed in the Catalog.

= Enter a valid description into the Iltem Description field. "Valid" meaning that any approver can
look at the description and have at least a basic idea of what it is they are being asked to approve.

“Item Description: |DF'Afnr Emergency Repairs, Governor's Residence

= Enter one dollar ($1.00) into the Price field.

*Price: | 1

= Enter the total dollar amount into the Quantity field. For example, on a $100,000 DPA, enter
100000 into the Quantity field.

*Quantity: | hooooo
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= Set the Unit of Measure as DO (Dollar)

*Unit of Measure: DO Q
= Enter a valid, applicable NIGP code into the Category field (first picture below). If you are not

sure what code to use, click the Lookup Icon (%) to bring up the Category search page (second
picture below).

*Category: Q

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.

o

SearchBy | Description M Find

Customnize | Find | View Al | B8 First [ 4 or 1 [ Last

Catalog Category Description _Fl_':;;m
1 £
[
Return |

On the Look Up Category page, type a partial description of the Category Code you think you'll

need, then click the Find button ( Find ). This will bring a up a list of Category Codes that match
the description you entered. Scroll through the list until you find a likely candidate.

SE'ETChB}{ Descriptinn [V] repair

Customize | Eind | View All | i First E 1-93 of 93
Catalog Category Description
1 PROCUREMENT ITEMS 060-21 Brakes, Repairs, and Replacements (Mot Electric
Controller)
2 PROCUREMENT ITEMS 0E0-87 Tire and Tube Repair ltems and Yulcanizers
3 PROCUREMENT ITEMS 120-65 Mets and Repair Supplies, Marine
23 PROCUREMENT ITEMS 909-53 Maintenance and Repair, Commercial and

Institutional Building

Click the blue link of the Category you want to return to the main page with the Category field
completed.
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*Category: 1909-63 Q

= Include the Maximum Number of Delegations, the Begin Date and the End Date into the
Additional Information field.

Additional Information

This is a DPA for Emergency Repairs at the Governor's Residence. There is no maximum amount '
of Delegations. The Begin Date on this DPA is ¥/01/2009 and the End Date is 6/31/2010.

= Examples of what a sample DPA Special Item section “should” look like are shown in the next
picture.

Catalog | Favorites | Templates | Senvices | Forms | Web | Special Request

Special [tem
*ltem Description: |DF'Afnr Emergency Repairs, Governor's Residence
*Price: | 1 *Currency: USD
*Quantity: | 100000 *Unit of Measure: Do
*Category: |gug_53 Q Due Date: Eﬂ
Vendor ID: | QL Suggest New Vendor
Vendor Item ID: |
Mfg ID: | Q
Mfg tem 1D: |
Additional Information
This is a DPA for Emergency Repairs atthe Governor's Residence. There is no maximum amount @
of Delegations. The Begin Date on this DPA is 7/01/2009 and the End Date is 6/31/2010.
[] Send to Vendor [] show at Receipt [] Show at Voucher
Additem |  Cancel |  Add or StartNew Type |

0 After all the information on the DPA is completed, press the “Add Item” button ( #dd ltem |).

3. Review and Submit

| | R
Then go to the third tab at the top, Review and Submit
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Requisition Name: |DP»\ for Emergency Repairs, Gvr Doc Type: |DDA €8 Priority:
Requisition Lines
Line Description Vendor Hame Quantity Uom Price Total
p[] 1 DPAforEmergency Repairs, 100,000.001 Dollar 1.000  100,000.00 [

[] Select All/ Deselect All Total Amount: 100,000.00 USD

-~z Modify Line / Shipping / Accountin Delete
L Addtofavorites | sk Modity Ppng o | @ |

0 Expand the Requisition Lines, using the “Expand Section” button ().

Requisition Lines

Line Description Vendor Name Quantity uom
—[] 1 DEAforEmergency Repairs 100,000.001 Dollar 1000  100,000.00 B &
Consolidate with other Reqs Overnide Suggested Vendor
+
Shipping Line: 1 Due Date: & Quantity: | 100,000 =]
Status: Active *Ship To: Q. [=] Modify Shipping Address

Attention: |Y0ur Mame Defaults Here]

“Distributeby: | Q% %]  speedcnart Q

Accounting Lines Customize | Find | View Al B First [ 1 0r4 [M] Last
[ crartfieldst T chartfieids? T chartfielis3 T  Detals T Asset information

Line Status Dist Type *Location Quantity Percent Amount [GL Unit Account
1 Open |UUUUU1IQ |1UU,UUU.UU | 100.0000 100,000.00 (32101 | 7O70600CY E|

[] Select All/ Deselect Al Total Amount: 100,000.00 USD

~ Modify Line / Shipping / Accountin Delete
L Addtofavorites | st Modity Peing o | m |

0 Enter a default Ship-To into the Ship To field, if one is not defaulted in.

*ShipTo:  |PMFMSHIPTO &

This will be for a generic address that will be overwritten at the PO level when the agency orders
off of the DPA.

o Scroll down to the Accounting Lines section. This needs to be set up on a Non-Budgetary
account at the Requisition level, so as to not encumber funds. Then the correct accounting
information will be entered at the Purchase Order level.

o To do so, click on the LookUp icon (“4) next to the Account Chartfield, on the Chartfields1
tab.

TOTOE00C,

o Then search on the number 8451000. This is the Non-encumbered contract Account number.
Click on the blue link to return to the main page with the Account field changed to 84510000.
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Look Up Account
SetiD: SHARE Search Results
Account:| begins with [+ |(8451000| 10f1
Account Description Account Type
Look Up | Clear | Cancel |Mﬂ 84510000 Non-encumbered contract M
Look Up Account
SetlD: SHARE

Account:| begins with 8451

LunkL.lp| Clear | Cancel |Easic|_|:|c||{|_|g

Search Results

1 of1
Account Description Account Type

84510000 Mon-encumbered contract i

| Account
451000,

0 Go down to the Justification/Comments section, and enter a Justification for the DPA. This
must list that you are "Requesting DPA Authorization from Bid for 1 year" and then include the
Agency Name, what it is you are requesting DPA Authority for, when it will be used, why it
needs to be used and who will authorize purchases from it within your agency. The dollar
amount and total duration should also be included.

Justification/Comments

WIIETT LITIE 15 UTUe BSSETICE dINd QUeEsS TIOL PETTTIL USE U TEQUIED FUrcridsinyg procedures. 11eg [dn arrrounih On irs DE A WID oe [‘]
5100000, and the DPA period will be from 7/1/2008 to 6/31/2010. All orders that use this DPA must be approved by the Agency [~

[IsendtoVendor []Show atReceipt [ | Show at Voucher

0 You can use the "View Expanded" (@) button to see a larger version of the Justification field
to type information into.
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Justification / Comments

This reguisition is for DPAS/bid
authorization for one (1) wvr, and provides
G5/PS5M,/F55 with the abilitwv to affect
repairs as needed when tcime is of the
essence and does not permit use of regular
Purcha=sing procedures. The total amount of
thi=s DPA will be $100000, and the DPA
pericod will be from 7/1/2009 to &/31/2010.
211 orders that use this DFR muast be
approved by the Agency Director.

—Reque=sted by

0 After entering your Justification, scroll down. Press the “Save and Submit” button after all
information is entered correctly.

Save & submit

o0 Saving and submitting will get you a Requisition ID number. Write this number down or
save it in a readily accessible file! You will need the Requisition ID to be able to create
Purchase Orders.

0 After approvals are met, the DPA can be used.
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Agency Usage

1. Agencies will use the DPA by doing Direct-Entry Purchase orders. Go to Purchasing ->
Purchase Orders -> Add/Update POs.

Main Menu > FSCM = Purchasing =
ﬁ Purchase Orders

Add, maintain, and dizpatch purchase orders.

ﬁ“ Add/Update Express POs Add/Update POs
Enter purchase orders on a =single page using Add or modify PO header, line, =chedule, and

a rapid-entry express PO form. digtribution information.

2. Choose the Add a New Value tab, which is the default. Select the appropriate Business Unit.

Leave the PO ID as “Next”. Press the Add button. —

Purchase Order

/_Find an Existing Value | Add a New Value

Business Unit:|32101 O,
PO ID: MEXT

Add

3. Select the Vendor ID by using the LookUp icon next to the Vendor ID field. This must be done
before copying from the Requisition.

*Vendor ID: QL

Look Up Vendor ID

SetlD: SHARE

Vendor ID: begins with [+
Short Vendor Name:| begins with [+ ]

Loaok Up | Clear | Cancel |EIasicL00kug

Search Results
Only the first 300 results can be displayed. Enter more informmation above and search again to reduce the number of searcr

Wiew All 1-100 of 200 [p] Last
Vendor ID  Short WYendor Name Name 1 NHame 2 Our Customer Number Old Wendor 1D
0000 MARJORIE A-004  Marjorie A Sleeman (Blank) (klank) (blank)

0000000001 LAWREMCE C-001 Lawrence County (blank) (blank) C260053791
0000000002 DECATUR CO-001 Decatur County Government (blank) (blank) CB20674507

4. Find the selected vendor using the search function and click its link. For example, Lawrence
County. This returns to the main page and fills in the vendor’s information.
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*P0O Date: 05M19/2008 E Vendor Search Sub Contractor
Vendor DILLINGHAM-001 | CL  Vendor Details  InsurBond/Cert
“Vendor ID: 0000000211 <\ Dillingham & Smith Mechanical And Sheet

5. Next, select “Requisition” in the Copy-From drop-down box at the top of the page.

Maintain Purchase Order

Purchase Order

Unit: 32101
PO D MEXT
Copy From: v
o
Contract
*PO Date: Purchase Order
Vendor Requisition ... .EC‘\

6. Type in the Requisition ID of the DPA Requisition created above, then press Search.

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page
o

Business Unit: QOrigin: Q

Buyer. Q Max Rows: 20

Vendor ID: Q Include Regs With No Vendor

Category: Q Include Inventory ltems

Requisition ID: Q [] stockless Item

Contract ID: Q [] Exclude Auto Source Item
Search

7. Check the box for the desired Requisition lines, then press the Copy to PO button.

Select Requisition Lines
Sourcing | Reguisitions

Customnize | Find | View All | B8 First [ 1 or 1 [ Last

Select POQly POUOM Item Description ReqID ';—"e W%
[]  400.0000 EA 8000014229 5 WIPING CLOTHS, 18 INCHX 36 N 00DDOD0GOE 1

¥ SelectAll Clear All

Copy To PO

8. This returns to the main screen with the DPA Requisition’s line copied over. Change the

Quantity on the line to the amount of dollars the order is for. Leave the Unit of Measure and
Price the same as the default.
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9. Click the “Schedule” button at the far right of the line. ( = ).

10. Click the Distributions/Chartfields icon (-G'.). This goes to the Distributions page.

Maintain Purchase Order

Distributions for Schedule 1

Unit: 32101 Vendor: LAWRENCE C-001
PO ID; NEXT Item: Description
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantity [ | Schedule Qty:
Merchandise Amt:
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 0.000
Distribution
Chartfields “( Assetinformation |} ReqDetal Y Statuses
Dist Status Percent POGQty Amount Currency *GL Unit  Fund Dept *Account W Proarar
1 Open 32101 |3 Q G Q Q,

11. Enter the correct Chartfield information for the Purchase Order in the fields. This can be

obtained from your agency Fiscal Department. DGS Purchasing does not have this
information. Then press the OK button.

12. Return to the Main Page, then press Save to generate a PO ID.
13. Budget Check the PO and use the Approve Amounts screen to route the PO for approval.

14. Select the Dispatch method from the drop-down, then press the Dispatch button. This goes to
the Dispatch Options page. Click the OK button.

15. When the prompt saying “Would you like to wait for confirmation that the PO Dispatch process
has completed?” click Yes. This will return you to the updated PO page after the dispatch is
complete.
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Issuing Release Orders against DPAs

1. Agencies will use the DPA by doing Direct-Entry Purchase orders. Go to Purchasing ->
Purchase Orders -> Add/Update POs.

Main Menu = FSCM = Purchasing =

Purchase Orders

Add, maintain, and dizpatch purchase orders.

ﬁ“ Add/Update Express POs AddUpdate POs
Enter purchase orders on a single page using Add or modify PO header, ling, schedule, and

a rapid-entry express PO form. digtribution information.

2. Choose the Add a New Value tab, which is the default. Select the appropriate Business Unit.
Leave the PO ID as “Next”. Press the Add button. Add

Purchase Order

/_Eind an Existing Value | Add a New Value

Business Unit:| 32101
PO 1D MEXT

Add

3. Select the Vendor ID by using the LookUp icon next to the Vendor ID field. This must be done
before copying from the Requisition.

*Vendor ID: QL

Look Up Vendor ID

SetlD: SHARE

Vendor ID: begins with [+
Short Vendor Name:| begins with v

Look Up | Clear | Cancel |ElasicL00kug

Search Results
Only the first 300 results can be displayed. Enter more inforrmation above and search again to reduce the number of searcr

View All 1-100 of 200 [p] Last
Vendor ID Short Vendor Name Name 1 Name 2 Our Customer Number Old Wendor ID)
0ooo0 MARJORIE A-004  Marjorie A Sleeman (blank) (blank) (Blank)

0000000001 LAWRENCE C-001 Lawrence County (blank) (blank) C260053791
0000000002 DECATUR CO-001 Decatur County Government (blank) (blank) CB20674507F

4. Find the selected vendor using the search function and click its link. For example, Lawrence
County. This returns to the main page and fills in the vendor’s information.
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*P0O Date: 05M19/2009 El Vendor Search Sub Contractor
Vendor DILLINGHAM-001 | Vendor Details  Insur/Bond/Cert
“Vendor ID: 0000000211 <. Dillingham & Smith Mechanical And Sheet

5. Next, select “Requisition” in the Copy-From drop-down box at the top of the page.

Maintain Purchase Order

Purchase Order

Unit: 32101
PO 1D: MEXT
Copy From: v
v

Contract
*PO Date: Purchase Order
Vendor Requisition . ... .EQ\

6. Type in the Requisition ID of the DPA Requisition created above, then press Search.

Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page

52
Business Unit: Origin: Q
Buyer: Q Max Rows: 20
Vendor ID: Q Include Regs With No Vendor
Category: Q Include Inventory ltems
Requisition ID: Q [] stockless Item
Contract ID: Q [] Exclude Auto Source Item

Search

7. Check the box for the desired Requisition lines, then press the Copy to PO button.

Select Requisition Lines Customize | Find | View All | B First [4] 1 or 1 [ Last
Sourcing Y Requisitions

Select POQly POUOM Item Description ReqID ';—“e g;ﬁ“re'"e“‘ gcri\:edue
[]  400.0000 EA 8000014229 5 WIPING CLOTHS, 12 INCHX 36 N 00DDOD0GOB 1

¥ SelectAll Clear All

Copy To PO

8. This returns to the main screen with the DPA Requisition’s line copied over. Change the

Quantity on the line to the amount of dollars the order is for. Leave the Unit of Measure and
Price the same as the default.

| 194 |



Agency Procurement: Delegated Purchasing Authority

9. Click the “Schedule” button at the far right of the line. ( = ).

10. Click the Distributions/Chartfields icon (-+?'.). This goes to the Distributions page.

Maintain Purchase Order

Distributions for Schedule 1

Unit: 32101 Vendor: LAWREMCE C-001

PO ID: MEXT Item: Description

Line: 1

Sched: 1 Status: Active
*Distribute by: Quantity |« Schedule Qty:

Merchandise Amt:
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 0.000
Chartfields ' Assetinformation |} ReqDetal | Statuses
Dist Status Percent POQty Amount Currency *GL Unit  Fund Dept *Account W Prograr
1 Open 32101 |3 Q, &} Q, Q,

11. Enter the correct Chartfield information for the Purchase Order in the fields. This can be
obtained from your agency Fiscal Department. DGS Purchasing does not have this
information. Then press the OK button.

12. Return to the Main Page, then press Save to generate a PO ID.
13. Budget Check the PO and use the Approve Amounts screen to route the PO for approval.

14. Select the Dispatch method from the drop-down, then press the Dispatch button. This goes to
the Dispatch Options page. Click the OK button.

15. When the prompt saying “Would you like to wait for confirmation that the PO Dispatch process
has completed?” click Yes. This will return you to the updated PO page after the dispatch is
complete.
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