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1- ©r | atniton
The General Procurement process involves the following user activities:

Placing orders for goods or services.
Recording the receipt of those goods or services.
Ultimately remitting payment for the goods and services acquired.

In AdvantageME every effort has been made to retain and enhance the functionality currently found in
SICOMMnet while bringing tighter integration to the Accounts Payable and General Accounting
modules. In AdvantageME the desktop has been replaced with a Procurement Workspace from where
Procurement functions and business processes may be initiated and status may be tracked through on-
line inquiries.

AdvantageME contains several features that provide additional support to users in their general
procurement activities. The AdvantageME Procurement Workspace consolidates in one place the links
to the documents and inquiries we need to complete general Procurement functions. AdvantageME
also provides a Procurement Type field used to identify the Business Process being followed to procure
Goods or Services for a given requirement. Procurement Type controls which documents may be
processed with milestones to guide the process, how Vendors are evaluated in the Post Award state,
and which Authorities may be cited on an Award Document.

This General Procurement class is designed to provide you with a basic understanding of the State of
Maine™s procurement process and the AdvantageME procurement functionality as it relates to the
typical department procurement user who shops for items on Catalogs and / or creates Requisitions to
send to the Division of Purchases.

Pre-requisites

You should have completed the following courses before continuing:

AdvantageME 101 Intro to AdvantageME
AdvantageME 201 Chart of Accounts and General Accounting (optional)

Learning Objectives

At the conclusion of this lesson, we will be able to:

Review and Understand Universal Requestor Catalog Search (URCATS)

Create Procurement documents by searching and ordering items from URCATS and/or the
Document Catalog:

o Delivery Order (DO)
0 Purchase Order (PO) for Small Purchases by Agencies
0 Standard Requisition (RQS)

Create Receiver (RC) documents

Review Error Messages

State of Maine 50f 111 GMB Version
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Document Code Crosswalk

The following table displays the Procurement document codes currently used by end-users in MFASIS
and the corresponding new Procurement document codes in AdvantageME.

Busi nesces®Pr|Pr-Advant age ME Advant age ME
Current Document Descripti(Docume/Description
CodePrefi x Code

Build an order from CRO Contract Release DO Delivery Order
existing Master Order
Agreements
Request goods or PR Purchase Request | RQS/RQN | Standard Requisition
services
Solicitation RFP Request for Proposal
Solicitation RFQ Request for Quote
Tab Sheet or EV Evaluation
Evaluation Criteria
" RFP only
Response SR Solicitation Response
Order items without a APO Agency Purchase PO Purchase Order
requisition or Order (Procurement Type
Procurement Card APO)
Request delivery CRO Contract Release UR/DO Delivery Order
against agreement Order
Commaodity Master Agreement | MA Master Agreement
Contracts
Contract for Services Service Awards Contract for CT Contract
Services
Receive goods and Receiving Report RC Receiver
services
Record a vendor™s INV Paper Invoice IN + PR, Vendor Invoice +
invoice PRC, Payment Request
PRM,
PRMI
Setup a new vendor VR New Vendor VCC Vendor/Customer
Request Creation
Form/Registration
Sicommnet
Modify an existing VRM / VR Vendor Request VCM Vendor/Customer
Vendor Modification/Login Modification
to Sicommnet to
update
Termination Amendment/Change | Amended ™ Termination
Order Document
Renewal Amendment/Change | Amended RN Renewal
State of Maine 6 of 111 GMB Version
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Busi nesces®r|Pr-Advant age ME Advant age ME
Current Document Descripti(Docume/Description
CodePrefi x Code
Order Document
Performance Informal note to file PE Performance Evaluation
Evaluation of Vendor
State of Maine 7 of 111 GMB Version
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Workflow Unit

AdvantageME Procurement uses the Unit field to route documents through the workflow.

Do not confuse this Unit with the Unit field associated with chart of accounts elements used to organize
appropriation of expenditures and revenues in order for department heads to effectively plan and
control those activities assigned to them.

All Unit codes have a prefix of WF, except those used for the service center which have a prefix of SC,
and two digits suffix (01, 02, etc.). View Appendix A to see all Unit codes.

174, YWFO1 AP 17AWFDTAR Dept. of Transportation

174 AELT AP 17 AWFDZAR Admin Services

174 WFO3 AP 17 AWFD3AR Stockroom

174, WWFO4 AP 17 AWFO4AR Contract Procurement Office
174 WWFDS AP 17 AVWFDEAR Financial Pracessing

174 WyYFOB AP 17 AWFOBAR Executive

174, WWFO? AP 17 AWFD? AR Communications Office

174 WWFOS AP 17 AVWFOBAR Human Resources (not 5.C.)
174 WiyYFOS AP 17 AWFDSAR Legal

174 WiF10 AP 17 AWF10AF Planning

174 WiF11 AP 17AWFT11AR CPT

174 WyF 12 AP 17 AWF12AR OFT

174 WWF13 AP 17 AW 13AF Dept. of Transportation - OIT
174 WiF 14 AP 17 AWF14AP fl & O Main Office - Augusta
174 WiF15 AP 17 AWF15AF hl & O Region 1

174 WF 16 AP 17 AWF1BAR il & O Region 2

174 WF17 AP 17 AWF 17 AR bl & O Region 3

174 WiF 15 AP 17 AWF18AF bl & O Region 4

174 WiF 19 AP 17 AWF19AF bl & O Region 5

174, WWF20 AP 17 AWF20AR Enviranmental Office

174, WWFZ1 AP 17 ANWF21AR Project Development  Multimaodal
174, W22 AP 17 ANVFZZAR Project Development Bridge
174, WWFZ3 AP 17 AWFLIAR Project Development  Highway
174, WWF2d AP 17 ANVF24AP Project Dev - Property Office
174, WiF25 AP 17 AWF25ARP WMDOOT STAR

State of Maine
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The RQS, RQN, DO and PO documents all require a unit code. Populate the Unit field with the correct
unit code. There are three locations where you enter the Unit code:

1. Document Catalog, Unit field

Document Catalug

Creste

e

whocument ldentifier

IInit :

Code d

Dept.

D :

2. URCATS, Create Request section, Department and Unit field

Universal Requestor Catalog Search

Browse Clear @R

wheneral

Search For: |%PAPER%

pAdvanced

Included Sources Master Agreameants Inventory W Commodity Codes W

of Supply: MA Catalog lems W Purchase History W

weTEteReTet

Department :
Unit: [\WF20 B

Supplier
Part Vendor Hame

Number

Alias/DHA | CL Description c°r":';r:'|":“’ Unit | Unit Price Source Expit

3. Copy forward page, Unit

Code field

Copy Forward

From Document

Category |F'ROC

Doc Dept : [104

Type : [RQ

Doe Unit:l

Code |RC!S

Select Entire Document . v

To Document

Dac. Department Code :I

T ID1DEDEDDDDEIEIEIEIDDEIEIQE

Version |1

Dacument [d :I

LInit Code :I

“uto Mumbering : T
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Procurementt Commodities

9of 111

GMB Version
05/09/2007



AdvantageME 302 Procurement Commodities

If you enter an unauthorized or incorrect unit code, the process to correct it is as follows:

The document is workflowed to the approval role, who rejects the document
The document is returned to the submitter
The submitter should repopulate the field with the correct unit code

In order to correct the code, search for the rejected document in the Document Catalog. Copy the
document by clicking Copy.

The Copy Document page opens. In the Unit field, enter the correct unit code. Click OK. Submit the
document.

Make sure to return to the Document Catalog and discard the original document. To do this, select the
document and click Action Menu>>Discard.

Tracking Work in Progress with the Unit Code

Agency users select workflow units to trigger workflow. Once a document enters workflow, the
document phase changes from Draft to Pending. To view the workflow details, select the Action Menu
at the top of the screen, click Approve and track work in progress.

Track Work in Progress - RQS - 17A - 06080800000000000023 - 1

enu Back

Diate Submitted ; B8r2006 Submitter : Home PCOETTA

Approval Rule ID | Seq Ho | Approval Level | Assignment Date As=signee Hame Approval Status
+ B112 1 1 2006-08-02 Environmertal Office Approver  Pending
E112 2 2 DOT Dept. Designes Approver Pending
Wiew Log
State of Maine 10 of 111 GMB Version
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Accounting Templates

Accounting templates allow users to save frequently used chart of accounts data for use in subsequent
documents. These templates are used to populate fund and detail accounting elements on documents.
Use of accounting templates is optional within Procurement documents. Note that chart of accounts
elements (e.g. Fund, Dept, Unit, SubUnit and Object) must be completed separately if an accounting
template is not selected.

In order to reduce data entry and minimize errors, you can create standard accounting templates with
information for processing documents. These templates reduce the amount of time required to enter
new documents. Templates also make it easier for the non-accountant to process documents.

Basics of the Accounting Templates:

Accounting templates are invoked after the document is created.

Any accounting elements that have already been entered on the document are not overlaid with
values from the selected accounting template. Therefore, accounting templates only default
values to blank fields.

After the template is applied, the values entered by the user are maintained.

For example, a department creates an accounting template called [Less than $2500, for use with
procurement documents. The template includes fund, department, unit, subunit, and expenditure
object. When applying this template on an accounting line with a fund already specified, the accounting
template only brings in the department, unit, subunit, and expenditure object. The Fund Code on the
document is not replaced with the Fund Code from the template.

For further questions about creating, modifying, and searching for Accounting Templates, please refer
to the AdvantageME 101 Intro to AdvantageME or 201 Chart of Accounts courses.

State of Maine 11 of 111 GMB Version
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Event Types

Event Types on the Accounting line specify what posting codes are used while bringing in specific
rules concerning referenced transactions, customer codes, vendor codes, and all defined chart of
account elements in the system for data entry.

Procurement documents will automatically default the Event Type. However, there are instances when
the user may need to select an alternate Event Type for a specific business case. The user can select
an event type and name combination from the pick list for a particular document™s event code. The
system never defaults an event type over one entered by a user. If the data entered is not correct for
the event type, error messages are issued.

The Event Types used in Procurement documents are listed below.

Procur e mamit on

Document Code

Event Type

Non Pre-Encumbrance RQN PRO1
Pre-Encumbrance RQS PRO2 (default)
UR URO02 (default)

Encumbrance

PO (BPO* Buyers Only)

PRO5 (default)

UR

UROS5 (default)

DO

PRO5

CT

PRO5 (default)

Non-Encumbrance

PO (APO “ Agency Users Only)

PRO7 (default)

DO

PRO7 (default)

PO PRO7
CT PRO7
No accounting Lines ™ None
RN None
PE None

State of Maine
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2-Stat e

of

Procurement Lifecycle

Mai ne

R v Ur ement

Pr

o

The State of Maine™s procurement lifecycle consists of the following six major states, though not all
states are required in all procurements:

Requisition ~ a request for goods or services is created

Solicitation ” requirements for goods or services are advertised and vendors are requested to

submit information, quotes, bids or proposals
Solicitation Response " vendor responses to solicitations are received and recorded
Evaluation © vendor responses to a solicitation are evaluated for award

Award ~ formal agreements are established with a vendor to either purchase goods or services
or set prices for future purchases

Post Award “ the activities that take place during the remainder of a vendor contract after

award

Common scenarios used by the State of Maine:

Phases | ny

I nitiate

Scenari o

Comment s

Requisition to
Award

Agency

--Commodity Orders over $2500
--Printing, all dollar amounts

In order to skip the Solicitation
Phase a Sole Source
justification is required for
commodity orders over $2500

Solicitation to SR to
EV to Award

Agency or DOP

--RFPt for any service

For an item/commodity, a
requisition must always be
created. A solicitation (RFQ) is
then created.

Solicitation to DOP --ltem greater than $2500 (BPO) | The DOP is not required to
Award --Master Agreement (MA) for create requisitions and may
any amount Chose tO Sk|p the formal
Solicitation Response and
Evaluation phases and go
straight to an Award.
Award Agency --Item is less than or equal to

$2500 (APO)

--Sole Source CT"s under
$10,000 with justification

--Solicitations received and

evaluated outside the system

Note: Post Award documents are not required but can be created at the end of any of these scenarios.

State of Maine
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Procurement Folder

The procurement folder is the central repository for documents and documentation related to a single
procurement. AdvantageME compiles all activities, documents and related correspondence for
procurement into a virtual Procurement Folder. This folder ties multiple procurement documents and
documentation items together. The Procurement Folder provides a single point for tracking, assigning,
and reporting during the procurement life cycle. Each procurement document belongs to a specific
Procurement Folder.

Each folder has a unique identification number generated by AdvantageME which allows users to
identify the procurement documents and documentation items that apply to a particular purchase. Each
folder also has a Procurement Title to easily identify the Procurement Folder. The Procurement Title is
displayed on various procurement related pages to aid in identifying the proper folder for a specific
procurement.

State of Maine 14 of 111 GMB Version
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Maine™s Departments generally follow the processes detailed in the following diagram:

Procurement Overview

Agency ) Advantage > Purchase ) Vendor
H H H
' ' '
ﬂ ' Search '
. mnn l Requislllon Buyer begins to
c : oltf:lr nPlca NO RQS Searl:h for Item b ﬂ Buyer E
o ' H '
W Agency Requestor H ' !
.S L] A .
g : Yes : :
o ' ' '
¢ (See Diagram Diagram ' '
' '
' '
g : Y : Vendor
= ] "
% : Sole Source( RFQ Le=\endor Receives RFQ through VSSq'—’ﬂ
= ] ] "
= " ' "
3 : : .
[= L] T T
g g : PO or DO : : J
= " " "
1) g ' SR |d=dVendor responds to RFQ 1hrough VS
S0
o @ : : |
8 14 ' ' '
\ \ \
c : L 4 : Buyer H Vendor
S ' ' '
= Vendor 3 Selects or
g : EY [~ Responses Negotiatess
3 : : : ﬂ
ol " " '
" ' '
) ' "
] " W
" ' '
" " '
: Encumber? o < : :
' ' "
B2 No, Yes, Event Type H H
(1] Event Type PROS Y ' "
H PROT Default Buyer Creates a ' Vendor
< i b——p| PO, DO [—- PO |g—m M or PO '
" "
" "
: ' ' CHE [ ﬂ
1 ' "
] i []
' " '
g : * 5 al | : . Vendor
= H (RN) - H 4 Renews or Termlrlates :
< : p!:::::;“ : Agreement
B : (PE) Termination | H H
(=] T™ -
o ' ™ : :
' ' '
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Re g utiison

For procurements that will exceed $2500, a user must prepare a Requisition document in Advantage to
describe the goods and/or services required. The system will workflow the requisition to the department
approver and the department designee, after which it will be routed to the Division of Purchases. No

$2500 form will be required.

The State of Maine uses the following three distinct document codes:
Standard Requisition (RQS)
Non-Accounting Requisition (RQN)
Surplus Requisition (RQA) (For Surplus only)

Depending on the Procurement Type, these documents may be optional.

State of Maine 16 of 111 GMB Version
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3-Advant agedM&Eur e Demint Secti ons

AdvantageME Procurement documents have a Header section and up to eight Detail Sections. The
following paragraphs provide an overview of what each section is used for and the types of information
that are entered.

Header
The Header section lists general information associated with the entire document.
Vendor

The Vendor section provides Vendor information pertaining to:

Suggested Vendors for providing the goods/services (Requisitions)
Vendor associated with a Solicitation Response
Vendor awarded a contract

Vendors are selected from a pick list that is populated by the Vendor/Customer (VCUST) table.

SudWender NOT USED

The Sub-Vendors section lists sub-vendors associated with the procurementt information only. Note
that commaodity lines are not linked to the sub-vendors. This functionality is rarely used.

Accounting Distribution

The Accounting Distribution section lists the fund distribution across multiple line items. This
information allows for the distribution of commodity costs across multiple accounting lines based on
percentages. Completing this section is optional when creating Procurement documents. Completion of
this section allows you to [push, the accounting distribution to all commodity lines on the document. If
you prefer, you can enter accounting information line-by-line in the Accounting section, below. If you
chose to complete this section, complete the following fields:

Accounting Templatet Select from [Pick List,. Accounting elements associated with the
template populate the fund accounting and detail accounting sections.

Distribution %-- The percentage should be entered as a number between 0 and 100 with a
maximum of four decimal places. The sum of all distribution percentages for all lines in the
distribution must equal exactly 100.

State of Maine 17 of 111 GMB Version
Procurementt Commodities 05/09/2007



AdvantageME 302 Procurementt Commodities

Terms and C-o MNdTt iUSED

The Terms and Conditions section lists the terms and conditions associated with the document. The
Terms and Conditions (TRMC) table is used to establish "pre-established" terms and conditions for
selection on this detail section.

Commodity

The Commodity section lists all commodities (goods or services) associated with the document. The
State of Maine uses the 5 digit NIGP code and buyers provide a more detailed description in the CL
Description field.

Acounting

The Accounting section lists the accounting codes for each commodity line, if you have decided not to
use the Accounting Distribution functionality covered above.

Posting
The Posting Section lists the posting information for each accounting line.

State of Maine 18 of 111 GMB Version
Procurementt Commodities 05/09/2007



AdvantageME 302 Procurement Commodities

4- AdvantageME Procunelmetnyt Functi o

Worklist

Documents in AdvantageME which require approval will workflow to the appropriate approver™s
Worklist. The approver can review the document, add comments and either approve or reject the
document.

Documents greater than $2500 require two levels of approval before the document is workflowed to the
Division of Purchases.

Department approver
Department designee (replaces Form DPFY04-1)

Note: For OIT related items, the document is workflowed from Purchases to the OIT approver.

Worklist

SelectWoarklist: |Envirnnmenta| Office Apprwerj

Level I_L,
Cade I—
Dept: I—

onit:[ |

Browese Clear

Comments | Creator 1D Reason

| CT 174 WF20  DB072400000000000034 Mo PCRFPDE17S  bodana Tr2402006 20502 P Apply approval  CT requires
f 1 CT 174 WF20 DBO072500000000000045 Mo PCRFPDE1YA PCRFPDE1TA  7A25/2006 $10:35 P Apply approval  CT recuires
| CT 174 WF20  0B072500000000000047  “es PCRFPDE1YA  PCRFPDE17A  7/2602006 11:05:258 &M Apply approval  CT reguires
f 1 CT 174 WF20 DBO072600000000000050 Mo PCRFPDE1YA PCRFPDE1TA  7A26/2006 114153 P Apply approval  CT recuires
| CT 174 WF20  DE0726000000000000459 Mo PCRFPDE1YA  PCRFRFDE17A 7A26/2006 1:08:31 PM Apply approval  CT reguires
f 1 RFP A7A W20 DBO72E00000000000025 ko PCRFPDE1YA PCRFPDE1TA  7i26/2006 1:27 15 PM  Apply approval RFP reguire
| | CT 174 WF20  DE072500000000000052 Mo PCRFPDE1TA PCRFRPDE17A  7i26/2006 25745 PM  Apply approval  CT reguires
[f 1 CT 174 WF20 DEO72600000000000055 Ro PCRFPDE1YA PCRFPDE1TA  7i26/2006 3:43:32 PM Apply approval  CT reguires
| . RFP 474 WF20  DE072E00000000000033 Mo PCRFFDE1YS PCRFFDE1TA  7A26/72006 41358 PM Apply approval RFP reguire
f 1 CT 174 WF20  0BO072600000000000057 Mo PCRFPDE1 YA PCRFPDE17A  7/2702006 11:14:02 AWM Apply approval  CT reguires

First Prew Nest Last Approve Reject Take Task Return Tash Eefrash
hlan Docall

State of Maine 19 of 111 GMB Version
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5-0rdering from URCATS

Requisitions are the first stage in the Procurement Lifecycle and are typically created by agency end
users.

Standard Requisition (RQS)

From the Universal Requestor Catalog Search (URCATS), a user prepares a Requisition (RQS)
document in AdvantageME to describe the goods and/or services required, receive departmental
approval and route to Division of Purchases (DOP) for subsequent processing for these two scenarios:

Purchase total is greater than $2500
Commercial printing order of any dollar amount

There is only one Requisition document type, Requisition (RQ). The State of Maine uses the Standard
Requisition (RQS) document code, as well as the Non Accounting Requisition (RQN).

The following diagram details the process:

Procurement — Requisition Overview

Agency > Advantage > Division Of Purchase ) Vendor

Search BLyer begins to
greamant o
Ll il esPpl ROS I~ Search for Item_’?/\ Buyer
Item '
Yes T

Yes
.@ No @
Yes No \ o' pj
See Diagram (See Diagram\I
>2500 <2500

Agency Requestor

Requistion

See Diagram
Buyer Award

Non Accounting Requisition (RQN) ~ For Balance Sheet Accounts Only

The RQN is for requisitions that do not impact your budget at this time, but it still must have valid
accounting lines. Use the RQN document, with event type PRO1, for non pre-encumbrance.

The RQN is created in two ways:

Document Catalog

Generate a RQS, via URCATS and the UR document (this process is discussed below in the
[Create a Requisition, section). Change the event type on the RQS document to PRO1%
Request Non Accounting.

State of Maine 21 of 111 GMB Version
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Summary of the Requisition documents

All Requisition documents are workflowed to Division of Purchases after the document has been
submitted.

) ; Resul ting
Doc CEvent Typdine Types| Document Fudintc

Default Requisition PO
document. Used to pre-
encumber funds when
making a request.

Requisition for a
RQS  [External Vendor Item or Service
PRO2 (default)

Non-Accounting . PO
Requisition for a _ Used if the Requestor does or
RON External Vendor Item or Service not want to pre-encumber MA
funds.
PRO1
State of Maine 22 of 111 GMB Version
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Creating a Requisition

The Process to complete a Requisition (RQS) document is as follows (note: to create other Requisition
documents, follow the same steps but change the Event Type accordingly):

Ordering Items Using URCATS

The Universal Requestor Catalog Search inquiry (URCATS) is the starting point for Procurement
activity. Users search the State of Maine™s database of Catalog Items and Master Agreements to locate
desired items.

Use the URCATS to order items from:

Central Warehouse,
Catalog,

Master Agreement, or to
Create a Requisition.

The Universal Requestor document (UR) is generated by the URCATS, and includes all of the
information required to process the request: commodity information, accounting template information,
shipping/billing information, and specifications. After all required information is assembled into a UR
document and finalized; the Universal Requestor creates the appropriate document to purchase the
requested commodities, either an RQS, or a DO

To create a requisition:
1. Access the Procurement Workspace

2. Click Creating Requisitions>>Pre-enc Requisition.

3. The Universal Requestor Catalog Search page opens.

Universal Requestor Catalog Search

Ienu

Brovuse Clear ﬁla

wheneral

Search For: |

Included Sources mMaster Agreements |w Inwentary v Commodity Codes v
of Supply: MA Catalog tems v Furchase History v

kAdvanced

Supplier Part Number | Vendor Hame |Ali“ﬂ]|1ﬂ | CL Description | Commodity Code | Unit | Unit Price | Source | Expiration

First Prew Mext Last
Start Mew Regquest Add To Current Request Wiew Current Request Cataleg Line Details

State of Maine 23 of 111 GMB Version
Procurementt Commodities 05/09/2007



AdvantageME 302 Procurementt Commodities

4. Type in your search terms into the Search For field and click Browse. This search field supports
special characters and reserved words for advanced searching. The following table shows how
reserved words work:

Reserved Wor ( Exampl es Search Resul

ACCUM computer ACCUM mouse Returns catalog records with either
or both terms. Relevancy is
increased based on the number of
times both words occur.

OR laptop OR notebook Returns catalog records with either
laptop or notebook in any of the
fields.

NOT Notebook NOT MA-12344 Excludes records that contain the

specified key word. In this example
it would return records with the word
notebook which does not have MA-

12344 in any of the fields.

AND Traffic AND Paint Includes records that contain the
specified key words. Returns
catalog records with both Traffic
and Paint in any of the fields.

Please note that the percent character [P6...,  rather than the more usual asterisk (*) is used as a
wildcard to replace individual characters. For instance, the search query IBoo%, would return results for
both ook, and [Moot,, or any word that starts with [Boo, like Booster,.

Note: When searching for a supplier part number through Warehouse Catalog items, you can not
enter in the dash. For example, you are searching for pens and you know the part number is P-056.
You need to enter *056 in the Search for field; results will return any supplier part number that end in
that number.
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Review the results of the catalog search. AdvantageME produces a set of results that are sorted based
on relevancy (that is, based on how closely the item matches the search criteria entered), and then
within that relevancy, results are sorted by Source (Central Warehouse, Master Agreements, Catalogs,
Purchase History and then Commodity Codes).

Note: Users should select the best Source type (MA, PO or Commodity) when the same item/service is
found with multiple sources on URCATS. Users should always choose an item/service with a Master
Agreement Source first, a Purchase Order Source second and a Commodity Code Source last on
URCATS in order to get the best pricing.

Universal Requestor Catalog Search

Menu

Browsese Clear b

=General

Search For: | %PUMP%

Included Sources Master Agreements v Inventary |« Commoadity Codes v

of Supply: MA Catalog tems v Furchase History v

r BAivanced ]

=l reate Request

Department

Supplier
Part Vendor Name AllazsDBA | CL De=scription Unit | Unit Price Source

Number
|:| Fire Equipment Pumps and Pumg Parts T2027 Commodity Code
|:| Disphragm Pumps T2024 Commodity Code
|:| Certrifugal Pumps, Stationary T2ME Commodity Code
|:| Certrifugal Pumps, Compact, Submersible 72017 Commodity Code
|:| Certrifugal Pumps, Portakble T2M 5 Commodity Code
|:| Cavity Pumps, Progressive T2M3 Commodity Code
|:| Booster or Circulating Pumps, In-Line T2 2 Commodity Code
|:| Bootm Pumps and Parts, Concrete T20M0 Commodity Code
EE:;LF#TE:;DQ:: dPgrpnpSJ. Rotary and— oonng Commodity Code
|:| Asphaltt Pumps T2003 Commodity Code

First Prev Mext Last
Start Mew Request Add To Current Reguest Wiew Current Request Catalog Line Details

5. Select the item(s).

6. Click Create Request section to see your Department and workflow Unit. If the unit needs to be
changed, change it here.

7. Click Start New Request.
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8. The Catalog Comparison Sheet page opens. Notice that the Doc Dept & Doc Unit fields are un-
editable. You must make your change, if there is one, on the URCATS page.

9. Click the [Request, check-box, add quantity, shipping location, accounting template (optional) and
delivery date for each line. Click Save and Create Request to open the Universal Requestor
document.

Catalog Comparison Sheet

fenu Quidk Search

Supplier
Request Part I - Deszcription | Unit Aliaz/DBA

Humber

- v I 10.00000 E3066 Traffic Paint  Paints, Traffic GAL  §22.50 EPAINT COMP

Delete Save First Prew Mesxt Last

Doc Dept : |1?A

Doc Unit: W
Shipping Location | W
Accounting Template : Ii
Delivery Date IW
Reguesting Unit ; Ii

Ship Whaole Indicatar: [
Warehouse

<+

Create Request Add tem to Request Add Wendor Quotes
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10. The UR document opens to the Header section. Your unit will not appear on the UR document.

UR. - 18P- 06080800000000000051- 1- Hew- Draft

Ship/Bill To Lines
Load Accounting Profile

Fh

~wGeneral Information

U Shipping Location ; [18P01
Billing Location : [15P02
Docurnert Descrigtion : | 1rame Paint 05/15/2006
Delivery Date
Requestor D : |tdemen:hant
Accounting Profile
lzsuer D : |tdemeru:hant
Total of Header Attachments - 0
Total of All Attachments ;0
Generated Documents Successiully Processed | ([
Actual Amount : $0.00
=l ontact
Issuer Mame - Terrny DeMerchant Reguestar Name : [Terry DeMerchant
207-343-2242
_ Phone Number : [207-343-2242
terry | demerchant@maine.gov
Email : |terry.I.demerchant@maine
State of Maine 27 of 111 GMB Version
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Complete the required fields in the General Information and Contact sections:

Secti on
Secondas
Navigat

Panel

Sub
Secti

KeyFi e

Requir
Opti on
Inf er r €

Comment s

Header

General
Information

Document
Description

Required

The description is also searchable
from various inquiries like the
Procurement Document inquiry

Issuer ID

Inferred

Requestor ID

Required

Select from [Pick List,

This is used to identify for whom
the Goods or Services are being
requested (e.g. who actually uses
the items or services detailed on
this Requisition).

Shipping
Location

Required, if
not Inferred
from the
Catalog
Comparison
Sheet.

Select from [Pick List,

This is used to identify where the
goods requested on the
Requisition should be delivered.
The Shipping Location code,
however, must be valid on the
Procurement Location reference
table.

**Important for Central Warehouse
Delivery Orders**

Billing
Location

Required

Select from [Pick List,

This is used to identify the
Accounts Payable Office to which
the Vendor™s Invoice should be
mailed. The Billing Location
code, however, must be valid on
the Procurement Location
reference table.

**Important for Central Warehouse
Delivery Orders**

Contact

Requestor
Name, Phone
Number,
Email

Inferred

Once Save or Validate are clicked,
the information infers from the
Requestor ID field.

Extended
Description

Optional

Enter additional descriptive
information

State of Maine
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Complete the Accounting Distribution component (Optional). The Accounting Distribution panel is
used to build a list of accounting lines with a given percentage of distribution for the purpose of applying
that distribution to each commaodity line automatically. (Alternatively, you may choose to enter separate

accounting lines for each commodity line.)

Once we have entered the initial set of accounting lines, the system can automatically replicate these
accounting lines for each of the commaodities. Based on the percentages associated with each of the
accounting lines, the system also automatically calculates the correct funding.

When a distribution has been built on this panel and the document is validated, the Distribute
Accounting Lines link is available. Clicking this link applies the listed accounting lines to each

commodity line.

Secti on Sub KeyFi e| Requir Commnt s
Seconddg Secti Opt i on
Navi gat or
Panel Inf er r g
Accounting General Event Type Inferred Defaults. Not used as URs do not
Distribution Information generate journal postings. Used for
(Optional) future documents (RQS, PO, DO)
Accounting Optional Select from [Pick List,
Template If selected then accounting
elements associated with template
populates the fund accounting and
detail accounting sections.
Distribution Optional The percentage should be entered
% as a number between 0 and 100
with a maximum of four decimal
places. The sum of all distribution
percentages for all lines in the
distribution must equal exactly 100.
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Note: Clicking Distribute Accounting Lines overwrites any pre-existing accounting lines.

Line | Distribution %

&t v 70,0000 100
&% 2 50,0000 100
Insert Mew Line Insert Copied Line First Prev Go To Mext Last

Lristribute Accounting Lines

—wiGeneral Information

Event Type : LUR0A

Accounting Template : D01

Distribution % : [70.0000

Total % ;100
—wFund Accounting
Fund:[m@ Object: [4006 osa:[
subFund: [ subobject:[ | suwossa:[
Department W Revenue I— Dept Ohject I—
Unit:lﬁ Sub Revenue:l— DeptRevenue:l—
subUnit: )1 psa: [
Appr Unit |EIEI15EIE Sub EIEA:I

—whetail Accounting

Location : I Reparting : I Majar Prograrm : I
Sub Location :I Sub Reporting :I Frogram :|
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11. Complete the Required Commadity line item information. The Commodity Panel displays all
Commodity lines that are listed on the Universal Requestor. For Commodity lines that originate from
the catalog there is very little information to add to the Universal Requestor. However, for
Commodity Code lines complete the following information:

Secondg Suisect i KeyFi el Requir Comment s
Navi gat Opti on
Panel Inf er r ¢
Seti on
Commodity General CL Inferred Inferred from Commodity Code
Information Description
Commodity Required This field populates based on
the value from the catalog or the
Commodity Code value selected
from URCATS.
Line Type Required Select either Iltem (commodity)
or Service. Defaults to Item.
Quantity, Required if | Select from the [Pick List,
Unit of Line Type is
Measure, Item
Unit Price
Extended Optional It is used to provide a detailed
Description description of the desired item.
Up to 2500 characters of
information can be stored in this
field.
Service Service From | Required if | Select the dates from the
Contract Date, Line Type is | calendar icon.
Service To Service.
Date
Contract Required if | If the unit cost is unknown or not
Amount Line Type is | applicable the lump sum cost of
Service. the line should be recorded
Shipping/Billing | Shipping Inferred If the location is not present on
Location, from the Commodity line, navigate to
Billing Catalog the Header line. Click the Pick
Location Comparison | List to select the appropriate
Sheet on location.
UR
State of Maine 31o0f111 GMB Version
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& v 1 Traffic Paint

Line Humber | CL Description | Quantity | Commodiby

10.00000  E3066

First Prew o To Mext Last
Commodity Group @ 1 >

Ship/Bill From Header
sk

~wGeneral Information

CL Description Traffic Paint

Commodity |ESDEE

Stack term Sufﬂx:l

Warehouse

Supplier Part Mumber

Line Type : I lterm v|

Guantity |1EI.EIDEIDEI
Unit: [GAL

Unit Price - [§7.60
ltern Total Armaount ; $76.00

Discounted Unit Price |$?.ED

List Price : |$E|.EID

Shipping Location |1E|F'EI1
Billing Location ; |1ap|:|2

Accounting Template 1D I

Celivery Date : II:IEW g2006 s

=] Lock Catalog List Price : I vI

vendor Customer Code |VC1EIDDEII35243
Legal Marme : AUTO PAINT SUPPLY INC

K

Alias Mame :
Commodity Specs
Faints, Traffic ;l
Description :
Mumber of Attachments : 0
Yellow paint ;l
Extended Description

Lock Order Specs: [

—waendce Contract

Service Fram |I:|2EBEEIEIE

If the Line Type field is Service,
the fields in the Service
Contract component are

Serice To |IZ|5I31I.7’_IIIIIIF'r

Contract Armount ; |$1?,EIIZIIZI.IIIIII

required and must be
populated.

—wShippingBilling

Shipping Location : Division of Purchases Billing Location : Division of Purchases
Burton Cross Office Bldg 9 State House Station
4th Floar Augusta
Aunusta WE
ME 04333
04333 s
5 LI

Shipping Method - | Additional Infa
Free On Board :I =l
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12. Complete the Accounting Summary information (if not using the Accounting Distribution

functionality):

If using the Accounting Distribution, go back to the Accounting Distribute Line and click Distribute
Accounting Lines.

Section Suisect.i KeyFli e Requir g Comment s
Second g Opt i onal
Navi gat Inf err ed
Panel
Accounting General Accounting Optional Select from the [Pick
Information Template List,.
Line Amount Required Enter the amount
allocated to this
Accounting Line.
Fund Fund Required Required Elements
Accounting Dept Inferred, if are shown.
Unit Accounting However, other Fund
Sub Unit Template Accounting v_alues
selected may be required by
Object Code the department.
Users should check
with their respective
department to find
what may be
required.
Detall Function Required Required Elements
Accounting Inferred, if are shown.
Accounting HOWeVer, Other
Template Detail Accounting
selected values may be
required by the
department. Users
should check with
their respective
department to find
what may be
required.
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If a template or profile is incomplete or has not been used, then manually complete the Accounting
Summary Panel.

Accounting Summary

Accounting Line | Line Amount | Line Cloged Amount | Event Type

&5 v 1 $225.00 $0.00 URDS

Insert Mews Line Insert Copied Line First Prewv 5o To Mext Last
Commuodity : >

Sk

—wGeneral Information

Event Type © LIEOA Budget Fy I
Accounting Ternplate ; IJDD1| F R I—

il Feriod :I

Line Description mumber of Attachments ;0

Suh Unit: |01 BSA

[ -
Line Amaunt : |$225.EIEI
—=Fund Accounting

Fund : J010 Object: [a0oE ossa:[
subFund:[ | subobject:[ | swomsa:]
Department : IW Fevenue : I— Ciept Ohject : I—
LInit : W Sub Revenuea I— Dept Revenue : I—

o -

I—

Appr Unit |EIEI15EIE Sub BSA

r bDetail Accounting 1

Note: Be sure to enter the accounting information either in the Step 2: Accounting Distribution line or
the Step 5: Accounting line of the UR document. Failure to enter the information will generate an error
on the proceeding document.

The Panel displays all accounting lines referencing the parent commodity line.

13. Validate and Submit the UR to final.
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14. Click on Step 7 - Created Documents on the Secondary Navigation panel. Once the UR has been
submitted the Created Documents panel populates with the documents that were spawned from
the UR. There is an entry on this panel for each commaodity line on the UR. The Document ID is a

link that opens the document created for the line. Documents spawned from the UR are created in
Draft mode.

Procurement « |@ View All (1 of 1) : Document submitted successfully
deez HemEn o el UR - 18P- D6033000110- 1- New- Final

110 1 | Actian Menu I

Document

Step 1: Header

Step 20 Accounting Distribution

Step 3 Commodity Group Barrel Pumps

Step & Commodity (Drum Pumps),
Cimp L e aurifing 5: Accoun,hn First Prev Go To Mext Last
Step 6: Comparizon

~ Step ¥: Crested Documents [ &t J Pat ) ComFowad | Ciose |

Description Document 1D Phase | Document Status | Procurement Folder | Deleted

-
j RGE 15 06033000076 | Draft Held ho

Document Comments
Document History
Document Reference
Future Triggering

Menu

15. From the Created Document panel, select an RQS to open.

16. The Requisition document opens to the Header component. Click on the Edit tab at the bottom of
the page to add or edit pertinent information.
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17. Complete the required and optional information in the Requisition Header:

Sectio| Suibecti KeyFi el Requir Comment s
Seonda Optio
Navi ga or
Panel Inf er r ¢
Header General Document Inferred Inferred from UR document. If
Information Description necessary, edit this field to
customize the description for
this document.
Procurement | Optional Defaults to the System
Type ID Standard of Unclassified. This
can be modified by the buyer.
Contact Issuer ID Inferred
(your
information)
Requestor ID Select from [Pick List,
This is used to identify for
whom the Goods are being
requested (e.g. who actually
uses the items detailed on this
Requisition).
Default Shipping Optional If the same Shipping and Billing
Billing/Shipping | Location and information should be used on
Billing each line of the Purchase Order
Location then complete this section.
When we are creating
commodity line items we may
click on the Ship/Bill To Lines to
have this information
automatically populated on the
line item. (Optional)
Delivery Date | Inferred It is used to enter the date by
from the which we request the goods to
UR be delivered.
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ROS - 174- 06080800000000000025- 1- New- Draft

| Action Wenu I

Load Wendor List Ship/Bill To Lines

Load Accounting Profile

b

—wiGeneral Information

Accounting Prafile - | EJ

Daocument Mame : |

K

Fard 1D |

Record Date :I
PCard Exp :|
Budget FY:I Frocurement Folder :
Fiscal Wear: I Procurerment Type 1D I

Feriod 2| Tracking Numher:l

Document Description Beitiz] Mz —‘J Warghouse :|

Document Short Description - I Total of Header Attachments : IEI
Actual Amount : $3,000.00 Total of All Attachments IEI

Closed Amount ; $0.00
Closed Date :

r FContact 1

- BExtended Description |

r bAdditional Information 1

r kDefault Shipping/Billing ]

r kDocument Information 1

Top
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Complete the Vendor component (optional). The Vendor component panel is used to record a list of
the suggested vendors who could provide the goods or services defined in this requisition. This section
may be completed to document quotations that have been received from Vendors. For vendors to be
recorded on this Requisition they must exist on the State of Maine™s file.

Secti orn
Seondar
Navatg o

Panel

Suisecti

KeyFi el ¢

Requir ¢
Opt i onal
Inf err ed

Comment s

Vendor

General
Information

Vendor Customer

Optional

Select from [Pick
List,. On the pick-list
page we may search
for a vendor by Legal
Name, Last Name,
Alias, and/or Vendor
Active Status.

Comments

Optional

Itis used to
document any
guotations that have
been received from
this Vendor
(optional).

Additional
Information

Optional

Itis used to
document why the
vendor should be
given the award or
also why they
shouldn™t be given
the award

Free Form
Vendor

Itis used to record a
list of suggested
vendors who could
provide the goods or
services defined in
this requisition but
who are not already
registered to do
business with the
State of Maine.

Vendor Name

Required

Legal name of the
company or
individual
represented by this
record

Correspondence
Type

Required

Identify the Vendor™s
preferred method of
receiving
communication from
the State of Maine
(Preferred Method:
Email.) -
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Section Suisecti KeyFi el ¢ Requir ¢ Comment s
Seondar Opt i onal
Navatg o Inf erred
Panel
Email Address Required
Fax Optional
Address 1, Required.
Principal Contact,
State and Zip

Load Wendor List Ship/Bill To Lines
Vendor List Vendor
Line Humber | Yendor Customer | Legal Hame
T4 v 1 %S0000000025 Home Depot
Inzert Mew Line Insert Copied Line First Prev o To Next Last
sk
—fendor
YWendor Customer |VSEIEIEIEIEIEIEIEI25 Yendor Contact 1D ; |CTEIEI1
Legal Mame : HOME DEPOT wendor Contact Mame |F'at Faint
AliasiDBA
YVendor Contact Phone © |555-555-5555
Address Code IARDD‘I I
135 East Ave Yendar Contact Phone Ex. ; I
Augusta Wendor Contact Email ; |pt@cgi-ams.cnm
mME
04333
L5
Fax:
Fax Extension
Wieh Address httpof
r kAdditional Information 1
Top
r Save T Lindo T Frint T Waigate T Submif T Cloge ]
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Complete the Accounting Distribution component (optional). If Accounting Template is not used, the
user enters information in the Fund Accounting and Detail Accounting fields.

Secti orn Sub KeyFi e| Requir Comment s
Secondg Secti Optio
Navigat or

Panel Inf er r g

Accounting General Event Type Inferred Defaults to PR02

Dlstr.|but||on Information Accounting Optional Select from [Pick List,

(Optional) Template If selected then accounting
elements associated with template
populates the fund accounting and
detail accounting sections.

Distribution Required The percentage should be entered
% as a number between 0 and 100
with a maximum of four decimal
places. The sum of all distribution
percentages for all lines in the
distribution must equal exactly 100.
Load Wendor List Ship/Bill To Lines
Line | Distribution % | Total %

Insert Mew Line Insert Copied Line

First Frev Go To Mext Last

Fh

wieneral Information

Event Type : I

Accounting Template :I

Distribution % :|

ILIl-dI"?O.i

kFund Accounting

kDetail Accounting

Top
r Save T Unds T Prind T Wabgale T Subid T Ci ]
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18. Build Commodity Lines. The Commodity section of the Requisition is used to list all distinct goods
or services being requested.

Load Wendor List Ship/Bill To Lines

Line Humber CL Description hem Total Amount | Clozed Amount
=% - 1 Barrel Pumps (Drum Pumps), Ratary and Plunger Types, Hand Op F35,000.00 F0.00
Inzert Hew Line Insert Copied Line First Prev Go To Mext Last

Commadity Group @ 1 >

Ship/Bill From Header

~wGeneral Information
- Fixed Agset:
CL Deseription : Barrel Pumps (Drum Pumps), - |
Rotary and Flunger Types, Hand Qp = | Commodity Specs |
Cammaodity : |FQDDE
F=TV TP II Mo Code Description

Barral Purmps (Drum Pumpsy, Rotary and

Flunaer Types, Hand Op

Line Type:lltem vI

Quantity * [12.00000

Unit: |EA

Extended Description ;

Mon-Reserned Funding Open Amaount Total - $0.00

Unit Price -
nit Price : [§250.00 ltern Sub Total © §3,000.00

List Price : |$D_DD [tern Total Amaount ; $3,000.00
Closed Date .
Caontract Amount
|$D.EIEI Clogsed Amount  §$0.00
Discounted Unit Price : [$250.00 Ref Amount : §0.00

Service From - I— Closed Quantlwi Q.0o00a0

Ref Quantity : 0.00000

Senice To :| Closed Contract Amt; $0.00
| ——
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19. The fields listed below were completed on the UR and should infer onto the RQS. Please verify
information is correct and make necessary changes.

Secondg Suibecti KeyFi el Requir Comment s
Navi gat Opti o
Panel or
Seti on Inf er r €
Commodity General CL Description | Inferred Inferred from Commodity Code,
Information but may be changed to record
a brief description of the good
or service being requested.
Commodity Required This field populates based on
the value from the catalog or
the Commodity Code value
selected from URCATS.
Line Type Required Select either Item (good) or
Service. Defaults to Item.
Quantity, Unit Required if
of Measure, Line Type
Unit Price is Item
Extended Optional It is used to provide a detailed
Description description of the desired item.
Service From Required if | Must be entered by the user.
Date, Service Line Type
To Date is Service.
Contract Required if | If the unit cost is unknown or
Amount Line Type not applicable the lump sum
is Service. | cost of the line should be
recorded
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Second{
Navi gat

Panel
Set i on

Sutsect i

KeyFi el

Requir
Opti o
or
Inf er r ¢

Comment s

Shipping/Billing

Shipping
Location

Required

Select code by clicking the
[Pick List,. Or enter the number
if we already know it.

It is used to identify where the
goods requested on the
Requisition should be
delivered. The Shipping
Location code, however, must
be valid on the Procurement
Location reference table.

Billing Location

Required

Select code by clicking the
[Pick List,. Or enter the number
if we already know it.

It is used to identify the
Accounts Payable Office where
the Vendor™s Invoice should be
mailed. The Billing Location
code, however, must be valid
on the Procurement Location
reference table.

Shipping/Billing
Additional Info

Optional

It is used to record any specific
instructions about the
packaging and shipping of the
goods being requested. This
field can store up to 1500
characters of text. This field
does not print.

Specifications

Optional

It is used to record additional
information that we feel should
be stored separately from the
Commodity Line Extended
Description.
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20. Click Accounting. Build an accounting line if an accounting template or funding accounting was not

entered on the Accounting Distribution line.

The fields listed below were completed on the UR and should infer onto the RQS. Please verify

information is correct and make necessary changes

Setion| Suisect.i KeyFi el ¢ Require Comment s
Second§g Opt i onal
Navi gat Inf err ed
Panel
Accounting General Accounting Optional Select from the [Pick
Information Template List,.
Line Amount Required Enter the amount
allocated to this
Accounting Line.
Fund Fund Required Required Elements
Accounting Dept Inferred, if are shown.
Unit Accounting However, other Fund
Sub Unit Template Accounting \{alues
selected may be required by
Object Code the department.
Users should check
with their respective
department to find
what may be
required.
Detall Function Required Required Elements
Accounting Inferred, if are shown.
Accounting HOWeVer, Othel’
Template Detail Accounting
selected values may be

required by the
department. Users
should check with
their respective
department to find
what may be
required.

21. When we complete the Requisition, Validate the document to check for errors and Submit_the

document to finalize the document and initiate workflow for approval.

Logi n

AdvambageMEXer ci €reat e

Requi

t o
siti

on

(RQS)

Doc

ument

a
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Delivery Order (DO)

Delivery Order (DO) is created to procure items from an established Master Agreement (MA). If the DO
exceeds $2,500, then it requires two levels of approval. If the item is valued at more than $10,000, and
is IT related, then an additional approval from the Office of Information Technology is required. (OIT
approval is obtained through the Division of Purchases. Departments should not contact OIT for
approvals directly.)

The process is detailed in the following diagram:

Procurement — Greater Than 2500

Agency > Approvals » Advantage » DOP > Vendor
H ' H '
' 1 I [
' ' I 1
[ [ . '
Yes, Use an PO (Agency PO) . [
c ' 1 ' 1
] ' 1 [ 1
= ' [ . [
= H H Search ! H
=] [ : : Agraamant Less than Requisition Buj.'et begins to, H
8' [ [ | Order > In Flace == No= $2500 N RQS [ Search for tem” :
x : : Item : :
Agency Requestor : : : Buyer :
H : ' H :
. ] Yes, MA referenced " [
H NIGE 8 v ' '
H Buyer : : :
: | ] Do " [
' [ [ [
' [ T [ [
' [ ' [ [
Agency OK
gensy : Order Approval : Y : :
' ' ‘ . '
' [ [ [
[ [ [ [
' [ [ [
' [ [ [
' [ . [
H H Ne, PROT Yaa. H H
H H © " Default PROS H H
- H : H :
& ' &No OIT Approval Needed | DO ' '
= ' ' . . '
< H : OIT Appi | H i
[ ' . [ [
E E Rﬁ:s‘ ! i Vendor
: : Aoprova 4 Do -
] " . [ =
H : v : :
1]
[P 2 Reauest Workflow | = Approved §»{ DO : :
] » Approval P " [
' ' . '
' ' . '
Department Agancy ' ' H H
Designee ~ APProver | : ‘ s :
' ' H . '
' I N . I
H : v H :
E Agency : : : :
i ?2; [ [ [ '
g Receiver | Product Recei ${ RC " [
[ ' [ [
< ] [ " [
[ [ [ [
B f [ [ . [
E : : Product Shi : :
[ [ [ [
[ [ [ [
' [ [ [
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If the item meets the following requirements, the user selects the appropriate commodity code and
initiates a Universal Requestor (UR) document for that commodity:

Is available in the Central Warehouse or;
Is available on a Master Agreement or Catalog.

Ordering from URCATS

The Process to complete a Delivery Order document is as follows:
1. Access the Procurement Workspace.

2. Click Creating Orders >>Delivery Orders>>MA Search.

3. The Universal Requestor Catalog Search page opens.

4. Follow the same steps as we did with the RQS. Generate a UR document. Once the UR is
submitted, a DO document generates. Click the DO link from the UR.

When the Universal Requestor (UR) document submits to final, for lines that Reference a Master
Agreement, the information from the UR populates the fields on the generated Delivery Order (DO).
The Delivery Order is largely complete, and does not need much information added in order to submit
successfully. In order to make these necessary changes you must click the edit tab at the bottom of the
page.

The Delivery Order is the legal agreement with the Vendor and commits the funds required to pay for
the order.

Delivery Orders submits with a phase of Draft and a status of Held. This allows you to make any minor
changes that might be required to the document. It also allows you to subsequently submit the
document for approval. The accounting information entered by the end-user may also not pass
validation. If this is the case, it can be modified on the Delivery Order.

Commoadity Information is not modifiable as it defaults from the Master Agreement or Catalog and
should not be changed.
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Complete the following fields on the DO Header line:

Sectiornq Suisect KeyFiel Requir Comment s
Secondd Opti o
Navi gat or
Panel Inf err e
Header General Document Inferred Inferred from UR document.
Information Description
Procurement Optional Select Delivery Order
Type ID
<! o ipping an nferre ick the Pick Lis
[B)(Ielfau}tSh Shipping and | Inferred Click the Pick List
1Hin 1ppIn HIH
9/SnIPRINg | Billing from UR **|mportant for Central
Location Header Warehouse DO**
DO - 18P- 06033000044- 1- Mew- Draft
Ship/Bill To Lines
Load Accounting Profile
Header
sk
wieneral Information
Cocument Mame : ﬂ FeElilols I
FCard Exp :|
Record Date :
Accounting Profile :I
S FY:I Pracurement Folder :
Fiscal Year :I Pracurement Type : Delivery Order
Feriad - I— Pracurerment Type 10 : |2
. = Cited Authority -
Document Descriptian : |Order Traffic Paint —I I
LI Confirmation Crder: [
Actual Amount : $225.00
0 Default Farm : |
Clozed Amount : $0.00
Clozed Date : Last Print Date :|
Total of Header Attachments : 0
Total of All Attachments : 0
whefault ShippingBilling
Shipping Location : |18F'D1 Billing Location : |18F'|:|2
Division of Purchases Division of Purchases
Burton Cross Office Bldg 9 State House Station
4th Floor Augusta
Augusta ME
ME 04333
04333 e
L5 ﬂ
Shipping Method : | Billing Additional Info :
Free On Elnard:l =l
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Inspect the Vendor Component. The Vendor from the Master Agreement defaults to this record. The
vendor may not be changed on a Delivery Order. When the document is validated, the Vendor from

the Master Agreement always re-infers.

DO - 18P- 06033000044- 1- New- Draft

Ship/Bill To Lines
Copy Line Select Line

First Prew Go To Mext Last

| Actian Menu I

25 RESEARCHRD

Vendor Contact Phone Ext.

T

sk
~fendor
Yendor Customer I\HC1EIDDD235E!E Wendor Contact 1D IF'CDEH
E PAINT COMP vendor Contact Mame |._Iohn Sith
Address Code : [VC1000023686_2 vendor Contact Phone : [565-456-7890

E FALMOUTH
M Wendor Contact Email © Ijnhn_smith@hntmaiﬁ .COm
02536 ;|
VS Secondary Reason
Weh Address hitpr
Wendar Preference Level |99 LI
Modified : [false
r kDiscount
Top
[ e Y fin J vaidae [ St [ Ciose ]
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Inspect the Commodity Component of the Delivery Order. For items ordered in the catalog none of
the descriptive information may be modified e.g. CL Description, Unit of Measure, Commodity Code,

etc.

The List Price field may only be modified for catalog lines if the Lock Catalog List Price on the
Master Agreement is set to false. This functionality is used to address cases where prices of

items listed in the Catalog fluctuate.

Shipping Location and Billing Location fields on the Commodity Line are inferred from the
DO document Header line. Make sure that these fields are the same on the Header and

Commodity line, as this information is sent to the Inventory Management system.

Ship/Bill To Lines

CL Description

4 ~ 1 Traffic Pairt, light kiue

Line Amount | Modified
F22300 false

Insert Mew Line Insert Copied Line

First Prev o To Next Last
Wendor 1: WCADOODZ3G3E >

Ship/Bill From Header
sk

wGeneral Information

CL Description Traffic Paint, light blue
VWarshouse :|
Comrnodity ; |ESDBB

Stock Iterm Sufﬂ}{:l

Paints, Traffic

Supplier Part Number:l

Line Type Iltem vI

Quantity : {10,00000
Unit: [GAL

Unit Price |$22.SD

Discounted LInit Price . !'ID? A0

List Price : [§0.00

Contract Amount ; [$0.00

Service From :

Service To ! |

K

Fixed Azszet:

Lock order Specs

Lock Catalog List Price

Wendar Preference Leval

Commadity Specs

Extended Description :

Mon-Resemed Funding Cpen Amount Total
ltern Sub Total :

Tax Amount :

Line Amoaunt :

Total Acctg Amit

Closed Amount

Closed Quantity

Closed Contract Amt:

.
=

1
—=

F0.00
$225.00
F0.00
$225.00
$0.00
F0.00
n.0o0ao
F0.00

=Shipping/Billing

Shipping Location |1BF'EI1

Divizion of Purchaszes
Burton Cross Office Bldg

Billing Location ; |1BF'E|2

Divizion of Purchaszes
4 State House Station

4th Floor Augusta
Augusta ME
ME 04333
04333 S
LIS ;I
Shinping Wethod | Additional Infa :
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Inspect the Accounting Section for each Commaodity line to see if the accounting information entered on
the Universal Requestor is correct. If a template was used on the Universal Requestor, then it may not
be replaced with a new template. Individual elements in the Fund Accounting section may be replaced

as required (e.g. Object).
PRO7% Non Accounting is the default event type. If you wish to encumber funds, click the Pick List and
select PROS5.
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