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1. eProcurement Changes

All your Procurement options are still available on the Procurement WorkCenter.

To access the WorkCenter, log on and click on the Procurement tile

News and Announcements Asset Management Commitment Control

Payables Procurement

i3

Approvals My Favorites My Sourcing Events

€5

1.1.Procurement WorkCenter
When you click on the Procurement tile, the default page has been changed to display the pagelets for
the user that is logged on. The pagelets can still be seen under the Pagelets tab. In the upgraded
environment the Pagelet information will display automatically on the Procurement WorkCenter landing
page.



Home Procurement WorkCenter

ocurement WorkCente| # | < pProcurement Dashboard
Aain Reports/Queries Pagelets ePro Regs multi Origins c o~
Links ‘ 4 ‘ | | ' |5um
| Req[sys  |Req RFQ Budget Use
————_ ["""ip ' |source [Date 5""“5| °”9"‘| q |Req [Ame status |76 [procard
Dashboards ePro Regs to be Sourced T ov
Procurement Dashboard
unit|Red [Rea  |Approval o isition|Origin|Requester [T Q  [Sum Budget PCard
0 |pate |Date Req |Amount |[Status
eProcurement
o Requisition

Manage Requisitions

- Manage Requisition

Approvals
- DOAS Quick Reference
Guide Lit...... %
My Work ‘ Cl| s ‘
My Work

Approval Routing (1)
Collaboration Review

CollaborationComplete

Pcard Verified charges

’

1D Name Account Trans Date |Bill Dt Status |Merchant
00536082 TannerKenneth |+=w++e:21761 |2015-06-18| 2015-07-04 Verifieg] 3 SASKMS SNAP
WILLIAM
00978572] Stanton Malcolm [ =====+r=-785322021-10-27 [ 2021-11-27 | Verified| 3risenis
00503204] Harrison,Sara  |*=w+wr+29234|2021-10-16[2021-10-27 | Verifieaf SN
00503204| Harrison,Sara weeereeeee29234 |2021-09-28 | 2021-10-27 | Verified| TENNANT CO
00842636| Evans,Dennis. 17008 2021-11-04 | 2021-11-27 | Verified| GRAINGER
00326788] Callahan, Timothy | 50386 |2021-11-17 | 2021-11-27 | Verified| PAYPAL *FEDEX
00341068| Carson,Robert | ™= ****206232021-10-29] 2021-11-27 | Verified| RAY MARINE
aoauoeslurson.neoen emeeeee20623[2021-11-12 | 2021-11.27 | Verifee| S0
00341068 Carson Robert_|+=-+206232021-11-04 | 2021-11-27 | Verifiea| SALLYS COP SHC
00938315 Clopp,Rebecca | *=r++g4800[2021-11-21 | 2021-11-27 | Verified :g'é’;_l":,‘lzm,
=

00883177|PersonKim | ==+==rre=260114 |2009-09-18|2009-10-15 | verified 3@5755034%“
00883177|Person,Kim ***60114 |2009-10-09| 2009-10-15 | Verified| ;;J[;EILEEOS(ﬁASO“

- N ROBERT HUTSON
0053608: 5-06-; 5-07-

Tanner,Kenneth 21761(2015-06-292015-07-04 | verifiea| ROSERT ¥
00536082] Tanner,Kenneth 21761]2015-06-16 | 2015-07-04 | Verified| THE PARTS HOUS
00536082 TannerKennetn |+wwrrr:21761 [2015.06-27 | 2015-07-04 | Verifiea AT ONAL CAR
00841677|Roth Angela  [+==emeer73452]2021-11-23 |2021-11-27 | Verified Fmcucs
00842636 Evans Dennis__ | ++++1700812021-11-06 12021-11-27 | Verified| SQ "WASH N DR\

1.2.Procurement Dashboard

2rocurement WorKCente‘ #‘ «

Main Reports/Queries Pagelets
® Links [e]] ¢
Dashboards
o Procurement Dashboard
eProcurement
Requisition
o Manage Requisitions
~ Manage Requisition
Approvals
- DOAS Quick Referenc
Guide List
Pcard

Reconcile Statement
Review Disputes
Cardholder Profile

Assign Proxies

Assign SpeedCharts

The next thing that you will notice is that the layout of the menu has changed. The colors are blue and
white and there is more space between options. The menu options available are still based on a users’
security.

A new menu option labeled Procurement Dashboard will be displayed. When you click on this option,
the pagelets will display/refresh. The gray bar on the right of the menu options can be used to move up
and down through the Workcenter options.




The bottom of the Dashboard page has a bar that allows the user to scroll left and right to look at the
pagelet data. At the right of the screen is a bar that allows the user to scroll up and down through the
pagelet data.

rocurement Dashboard

*Pro Regs multi Origins & o~ | Pcard Verified charges
Sum
Reasys  [Rea | g | |real udget|pcgluse | o [name Account [fans ate [min0e  [stas [merchant
Uni 15| Source [Date 5"‘“‘| a Oviala|Rag [Rea [ame [staes PCard| procard
o ~
00535082| TannerKenneth [+ 2015-06-18[2015-07-04 Veriiea| § GASKINS SNAR
1Pro Reqs to be Sourced c ov ETTT IR
T e e e e L Budoet  [pourg| || L22ZESI2] Stanton Mlcom 32]2021-10-27[2021-11-27 | Verifieaf S0 cn
0 Date Date S 9 q - Req Amount Status CANVA®
5 34 |26 -10-16]2021-10-27| g
00 Sara 34[2021-10-16{2021-10-27 | Verified| S0 1

00503204| Harrison,Sara
Evans,Dennis

34]2021-09-28]2021-10-27| Verified| TENNANT CO
8]2021-11-04 | 2021-11-27 | Verified| GRANGER
5]2021-11-17 | 2021-11-27 | Verified| PAYPAL *FEDEX
23]2021-10-29]2021-11-27 | Verified| RAYMARNE

Callahan,Timothy

g| Carson, Robert

00341068| Carson,Robert

00341068| Carson,Robert

3 sp*
2021-11-122021-11-27 | Verified] 00 0\ e com

3]2021-11-04 ] 2021-11-27 | Verified| SALLYS COP SHC

AMZN Mitp
00938315 Clopp,Rebecca 2021-11-21 |2021-11-27 [verifiea] A2 WP
—— X Trooorore STAPLES
00883177|Person Kim 2009-09-18[2008-10-15 | verified] 3 o o0 4045
= y 5 AR STAPLES
00883177 Person Kim 2009-10-092009-10-15 verified] S/ SAE - 40as
00536082 TannerKennetn [=+====:21761 [2015.06-23[2015-07-04 verifieaf RORER" HUTSON

00536082| Tanner Kenneth | 21761]2015-06-16]2015-07-04 Verified| THE PARTS HOUS
NATIONAL CAR
RENTA

NTAL

00536082 Tanner,Kenneth |*** 21761 |2015-06-27 | 2015-07-04 | Verified|

TRITECH
FORENSICS

00842636]Evans, Dennis | *rerrreers 17008]2021-11-06 12021-11-27 | verified] sa "WasH N DRY Y

00841877|Roth Angela reeseeneen7 3452[2021-11-23 | 2021-11-27 | Verified|

1.3.Requisition
Under the eProcurement menu, the Requisition option opens allows user to access the requisition page
to create a requisition.

«

>rocurement WorkCente| ¥

Main Reports/Queries Pagelets
» Links c ‘ H
Dashboards

Procurement Dashboard

eProcurement

o Requisition

Manage Requisitions

~ Manage Requisition
Approvals

~ DOAS Quick Reference
Guide List

Pcard
Reconcile Statement
Review Disputes

& Cardholder Profile
Assign Proxies

Assign SpeedCharts

The pages used to create a Requisition have not changed. All fields are still the same and will use the
same page layout. NO new fields or functionality have been introduced



Users will see a NEW 'Contract in Use' icon that shows on the requisition lines that have a contract
linked. This link allows the user requestor or buyer to see if there is a contract linked on all requisition
lines without having to view the Requisition Line Details

Kequisition Lines
Une  Description tem ID Suppiier Quantity uoMm Price Total Comments  Dele
a e NTRA & )OC a )0 3 Add
AL
Shipping Line *ShipTo  [PO_215001 X Add Shipto Comments Quantity 1.0000 3=
Address Price 1.0000 Pric =4

Attention To

Due Date W

Accounting Lines

Chartfields layout may change depending on the screen each user is on. If this change is noted on a
page, the ‘Personalize’ option on the accounting lines section allows the user to to arrange chartfields
defining the tab each value is visible on.

Accounting Lines

*Distribute By | Qty v|  speedChart Q
Accounting Lines Find | View All | (2] | u.} First (40 10f1 (» Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information | |29
*Account Fund *Dept Fund Src Class Budget Reference
- Q .. Q oyl | Q [301 Q Q [H[E

When changes are complete, users will need to scroll down and click ‘OK’ to save the new arrangement.



Gria customizauon

Accounting Lines

Personalize Column Order
To order columns. highlight column name. then press the
appropnate
Frozen cclumns display under every tab.

Column Order
Tab Chartfieids1 B
Line

g‘DgD

0K [ corce | Priew | cony stirs

Current: The majority of all chartfields exist and can be scrolled through on the ‘Details’ tab. Also,
options exist for Personalize, Zoom, and Export

Requisition Details

Business Unit 40300 Requisition Name 0000005325

Date 04/01/2022 Requisition ID 0000005325
Request State Pending Total Amount 1.00 USD
Requested For AHARDER Pre-Encumbrance Balance 0.00 USD

=xpand lines to review shipping and accounting details

lequisition Lines
Line Item Description Source Status Amount Only Quantity Price Status Total
v 1 ¥ test Not Source No 1.0000 Each 1.00000 USD Pending 1.00
Contract Information
Shipping Line 1 Ship To PO_215001 Quantity 1.0000
DOAS Fiscal Services Price 1.00000 Price Adjustment
200 Piedmont Avenue Suite 1820W
Atlanta, GA 30334
Attention To Harder April 404/463-4032
Due Date
w Accounting Lines
Distribute By Qty Liquidate By Amt
| Accounting Lines Personalize | (21| [ | First (4 10f1 () Last
More Details || More Details 2 H Asset Information || Budget Information |
Req = Entry Fund
Dist#  Status Location Qty Merchandise Amt Percent GL Unit Event Account Fund Dept Sre Program
1 n PO_215001 1.0000 1.00 100.0000 40300 614001 10100 4030403100 01101 065100

»

Upgraded: There is no scroll bar appearing on the Details tab due to a change in the chartfields
displayed. The majority of chartfield values now appears on the ‘More Details’ tab. There is also



only an Export option appearing on this page, this is a change from current production. Users will
need to click the ‘Show All Columns’ icon to scroll through all values appearing on all tabs.

AeYyuiIsiuvn vewans
Requisition Summary
Business Unit 41400 Requisition Name 0000039793
Requisition ID 0000039793
Pending Total Amount 1.00 USD

Date  04/01/2022
Request State

Requested For MBRODKIN Pre-Encumbrance Balance 0.00 usD
xpand lines to review shipping and accounting details
Requisition Lines
Line Item Description Source Status Amount Only Quantity Price Status Total
d tect t rCH
17 test Not Source No 1.0000  Each 1.00000 USD Pending 1.00
Shipping Line 1 ShipTo  PO_015004 Quantity  1.0000
ce Adjus
Department of Education Price  1.00 Face Adusmant

Contracts Division

205 Jesse Hill Jr Dr SE Ste 1562 East Tower
Atlanta, GA 30334

Attention To  Miriam Brodkin
Due Date
w Accounting Lines
Distribute By Qty Liquidate By Amt
Accounting Lines

More Details More Details 2 Asset Budget m

Dist # Status Location Quantity

Merchandise Amt  Percent GL Unit Entry Event  Account

1 Open PO_015004 1.0000 1.00 100.0000 41400 626001

1.4. Mass Change

The Accounting Information section has changed. It appears more like the Accounting Lines view on the
Req Line and no longer has the scroll bar. Instead, users will view the sections by selecting individual

tabs or use the ‘Show all Columns’ option which will produce a scroll bar for scrolling through ALL
chartfield values on ALL tabs.



Current:

Supplier ID Q ‘Supplier Location Q
Buyer. Q Category Q
Ship To Location | Q
ovenste @ e
Comments|

Porsonaize | Find | 1R Fst (0 1011 0 Last

Account  Fund Oept Fund

Q [ Jal -
Load Values From Defaults
Taw MRS
Upgraded:
Edit Lines/Shipping/ g for Lines
Line Information (7
Note: ected When the 'OK" the da
page for sourcing.
suppierio| 1@ Supplier Location| |
[ Y Categoy @
shipToLocation| —]Q
DueDate g Attention| ]
‘Comments |
SpeedChart| Q
Please enter GL

I Fst 4 1011 0 Las

Chartfieios1 || Chartfields2 || Charteids3 || Detais || Assetinfomaton | [
5. Product

[— Y — | — | — | o— Y o—
e —————————————

Load Values From Defaults

The Priority marked on an ePro requisition will translate into the Priority on POs sourced from the

requisition. There is now a ‘Priority’ status on the PO Header. The priority assignment will transfer onto
PO Requisitions sourced through the auto sourcing process or manually copied.



Edit Requisition - Review and Submit

Review the item information and submit the req for approval

Requisition Summary

Business Unit 40300

Requester -

Administrative Services, Dept

April Harder
Currency USD (0 Authorized DPA
A g Date 02/012022 |
Card Number | v
Expiration Date

Use Procurement Card

Maintain Purchase Order
Immw—|

Business Unit 40300

o0 I

Copy From v

v Header @

*PO Date 04/01/2022 Supplier Search

*Supplier STAPLESCON-001 Q Supplier Details
0000426763
—— Q| STAPLES CONTRACT.& COMMERCIALINC
|
“Buyer _

PO Reference Online Src From Req 0000005164

o My Pref L Setting
Requisition Name | 0000005164
Requisition 1D 0000005164
Priority
tatus  Approved X
BudgdStatus  Not Chk'd L] BB

O Hold From Further Processin

Tol Status Not Chk'd

Not Recvd
ipt Status
PO Type SWCC SWC-Convenier
Priority  Low A
*Dispatch Method ~ Print v

1.5. Manage Requisitions

The Manage Requisitions option opens the Manage Requisitions page.

>rocurement WorkCente | «
Main | Reports/Queries

¥ Links

Pagelets

[e](+]

q

Dashboards
& Procurement Dashboard

q
1

eProcurement
& Requisition
o Manage Requisitions
~ Manage Requisition
Approvals

- DOAS Quick Reference
~ Guide List

4

Pcard
& Reconcile Statement

2 Review Disputes

2 Cardholder Profile

5 Assign Proxies

& Assign SpeedCharts

- PoER e




The information display on the manage requisition page, how it’s used, and the layout of the page have
not changed.

Manage Requisitions

Search Requisitions

0 locate requisitions, edit the criteria below and click the Search button

Business Uml- X Requisition Name X

Requisition ID

L Request State| All bu o Budget Status v
Date From " Date To |03/23 3
Requester _ 3 Entered By 2 PO ID
Search Clear Show Advanced Search
Requisitions

Req ID Requisition Name BU Date Request State Total
0000005162 Chk'd 4 Go
0000005161 ot Chk'd e Go
0000005160 . Go
0000005159 v|[ 6o
0000005158 v Go
0000005157 1,000,001.00 USD =/ Go
0000005156 1.000.001.00 USD (¢ aul Go

The dropdown menu is still available and has the same options. Click on the dropdown arrow, select the
desired option, and click Go. This will allows you to see the selected option.

Requisitions

Req ID Requisition Name BU Date Request State Budget Total

0000005162 ot Chkd 102.60 USD | [Select Action] vil 6o

0000005161 Not Chid 10260 USD | Approvals =
Cancel

0000005160 102.60 USD | Check Budget Go
Copy

0000005159 100,000.00 usD | 2% Go
Edit

0000005158 Kd 249,000.00 USD | view Cycle Go

0000005157 Chkd 1,000,001.00 usp | View Print Go
[Select Action]

0000005156 Not ChKd 1,000,001.00 USD 5 J_Go

1.6. Approving Requisitions and Edit Requisitions
There are two ways to approve requisitions. Click on the Approvals tile on the Home Page or click on the
Manage Requisition Approvals menu option on the Procurement WorkCenter.

Approvals tile on the Home Page or Manage Requisition Approvals on the Procurement WorkCenter



Procurement WorkCente &
Approvals

Main eports/Quenes szeets

v Q Links c

@ Dashboards

eProcurement

Manage Requisition ‘
Approvals

Pcard ‘

When you click on the Approvals tile, the Pending Approvals page will display showing all the
Requisitions that are waiting for your approval. To approve a Requisition, click on the Requisition in the
list. The process of approving a requisition from the tile has not changed. The layout and information
on the Approval page has not changed, except for the Edit Requisition link. The Edit Requisition link,
which was located under the Budget Header Status, is no longer available.

Pending Approvals Requisition ()
Request for REQ 2 ADDED ROBEMAR

2000 USD ‘ Deny

[ Header is pending your approval

Summary
Business Unit 40300 Requisition ID 0000004665
Routed Date March 11, 2022 Requisition Date March 11, 2022
Requester [N Entered by I
Origin 224 Budget Header Status Not Budget Checked
B b

To edit a requisition, click on the Procurement tile from the Home Page and then select the menu option
Manage Requisition Approvals.

‘rocurement WorkCente| % | «

Main || Reports/Queries || Pagelets
» Links c
Dashboards

Procurement Dashboard

eProcurement

Requisition
Manage Requisitions
Manage Requisition
Approvals
DOAS Quick Reference
Guide List

Pcard

Reconcile Statement
7 Review Disputes

Cardholder Profile

Assign Proxies

Assign SpeedCharts




The Manage Requisition Approvals page will display all the Requisitions that are pending approval. Click
on the Req ID.

Manage Requisition Approvals
Search Requisitions

To locate requisitions that require your approval (or requisitions that previously required your approval), edit the criteria below and click the Search button

Requisition ID Q Requisition Name Q
Business Unit Q *Status | Pending v
Date From | 03/23/2021 [31) Date To 03/23/2022 [
Requester Q Entered by Q
Search Clear

Show Advanced Search

Requisitions

To view the lete details and approve a Requisition, click the requisition ID link
Expand All Collapse All
Action/Status Req ID Requisition Name Bus. Unit Date Requester Entered By Total
® Pending 0000004644 0000004644 40300 10/01/2021 1000.00 usD
®© Pending 0000001192 0000001192 40700 12/13/2021 159.99 usD

® Pending 0000004649 _40300 1211372021 1000.00 USD

Clicking on the Req ID will display the requisition approval page. A requisition can be edited by clicking

the Edit Requisition button. The requisition can be approved by clicking on the Approve button at the
bottom of the page.

KEQUISILOI APPIOVAI

Business Unit 40300
Requisition 1D 0000004644

Requester

Entered on  10/01/2021

Status  pending

Total Amount 1,000.00 USD
Priority

cara tumver I
card Holder Name | EEEEEENNN

Medium
Budget Status  Not Checked

Requester's Justification
No justification entered by requester. -3

W Eait Regquisition *—— i

¥ Line Information @

Line Information

IR

Line Item Description Supplier Name Quantity UOM Price Category  Category Description Co

Camping and
Outdoor
Equipment: Camp
Stoves, Cots
Lanterns (See
450-32 for Battery
Types), Mantles

1 # mEm1 10.0000 EA T 45015

~ Review/Edit Approvers
Origin Stage

Requisition 0000004644:Pending

it New Path

origin
Pending Not Routed Not Routed
Margaret Rove I ) , Hultip 5 e Phoenix Famutimi 404/685-266
@ Insered Approver & @ B8U o & & @ PCad UserList =

Enfr Approver Comments

Approve (2] Deny




Manage Requisition page allows the user to edit a requisition. This menu option can be accessed by
selecting Manage Requisitions from Procurement Workcenter, selecting Edit from the dropdown and
then clicking Go.

Note**As of 03/28/2022, there is a known bug on the Manage Requisitions page.

To the left of each requisition, there is a chevron " clicking the chevron displays the lifecycle of the
requisition. As the requisition goes through the cycle the stages are completed and then become
accessible links.

ReqID Requisition Name BU Date Request State Budget Total

Entered By_ Priority Medium

0.00 usD
] ) &
iy
Purch hi
Requisition Approvals Inventory gr:i;:e F({:eqa;eg:t Receiving Returns Invoice Payment

40300  03/11/2022 Pending Not Chk'd 10.00 USD | [Select Action] v

Go

The current issue occurs when the Approvals link is selected. It does not take you to the correct page or
displays an error message. The issue is expected to be resolved after the go-live date of 4.22.22

2. Supplier Contract Changes

Supplier Contracts options are still on the Procurement WorkCenter menu. To access the WorkCenter,
log on and click on the Procurement Tile.

News and Announcements Asset Management Commitment Control

Payables Procurement

=

Approvals My Favorites My Sourcing Events

= €5




2.1.Procurement WorkCenter
When you click on the Procurement tile, the default page has been changed to display the pagelets for
the user that is logged on. The pagelets can still be seen under the Pagelets tab.

I n the upgraded environment the Pagelet information will display automatically on the Procurement
WorkCenter landing page.

Home Procurement WorkCenter
’
ocurement WorkCente| # | < pProcurement Dashboard
Aain Reports/Queries Pagelets ePro Regs multi Origins c ov Pcard Verified charges
Links ‘ Cli ‘ Re: | | | |5"m
q | Sys Req RFQ Budget Use 1D Name Account Trans Date |Bill Dt Status |Merchant
—— —— [|¥"*ip " | source [Date | St2t3 °”9'"| q |Req |Am status |7C3 [procard
00536082| TannerKenneth [===++==-21761(2015-06-18[2015-07-04 | Verifiea| 3 GASKNS SNAR
Dashboards ePro Regs to be Sourced c ov P
7 rrrrrrreer 79819 v WIN W
Procurement Dashboard Reqa |Rea |Approval o 6 Budget 00978572| Stanton, Malcoim 78632[2021-10-27| 2021-11-27 | Verified| 70 0c
unit| 9 (5 Requisition | Origin|Requester PCard
ate  |Date Req |Amount |Status CANVA®
eProcurement 00503204 Harrison,Sara | ++=r++++129234[2021-10-16| 2021-10-27 |verifieaf CSNVAT o
@ Requisition 00503204 Harrison,Sara 29234|2021-09-28]2021-10-27| Verified| TENNANT CO
2 Manage Requisitions 00842636| Evans, Dennis 17008[2021-11-04 | 2021-11-27 | Verified| GRAINGER
™ = so3ee|2021-11-17 l202 27 In .
~ Manage Requisition 00326788 Callahan, Timothy 50386 |2021-11-17 | 2021-11-27 | Verified| PAYPAL *FEDEX
Approvals 00341068 Carson,Robert 20623]2021-10-29]2021-11-27 | Verified| RAYMARNE
_ DOAS Quick Reference NJ,_\OESICarson Robert 20623[2021-11-12[2021-11-27 | Verified| OF 0
Guide List...... % CGEMCEE}]Carson Robert *120623[2021-11-04 | 2021-11-27 | Verified| SALLYS COP SHC
My Work C| ¢ T Py | [y - e T AMZN Mitp
y ‘ 777‘ 00938315 Clopp, Rebecca 84800 2021-11-21 [2021-11-27 [ verifiea| SZR KM
My Work 00883177[Personim | 60114 [2009-09-18[2008-10-15 | Verified| 5 st a0 345045
Approval Routing (1) 00883177|Person Kim *60114 |2008-10-09]2009-10-15 | Verified :L‘J‘;E‘LEE:D:‘SO“
Collaboration Review —
N 00536082| TannerKenneth :21761/2015-06-20(2015-07-04 | Verifiea| ROBC T HUTSON
CollaborationComplete LM
00536082| Tanner,Kenneth +++21761|2015-06-16| 2015-07-04 | Verified| THE PARTS HOUS
00536082 TannerKennetn |+wwrrr:21761 [2015.06-27 | 2015-07-04 | Verifiea AT ONAL CAR
00841877| Roth, Angela 73452|2021-11-23|2021-11-27 | Verified Fnces
00842636| Evans Dennis 1700812021-11-0612021-11-27 | Verified] SQ "WASH N DR\ ¥

The layout of the menu will has changed. The colors are blue and white and there is more space
between the options. All menu options continue to be based on individual security.



2.2.Procurement Dashboard
There is a new menu option called Procurement Dashboard. Clicking this option displays pagelets based
on the individual security. The gray bar on the right of the menu option can be used to move up and
down through the options.

'rocurement WorkCente| % | «
Main || Reports/Queries || Pagelets

b Links (o4

Dashboards

Procurement Dashboard
eProcurement

Requisition

Manage Requisitions

» Manage Requisition
Approvals

DOAS Quick Referenc:
Guide List

Pcard
Reconcile Statement
Review Disputes
Cardholder Profile
Assign Proxies

7 Assign SpeedCharts

Using the gray bar allow you to scroll down the menu and access the Contract Entry page. All options
displayed are based on Security.

>rocurement WorkCenter| % | «

Main Reports/Queries Pagelets
¥ Links e
< Sourcing

Event Details

Event Workbench

Analyze Events

Notice of Intent to Award
otice of Award

rd Events

< Supplier Contracts
Contract Entry
Document Management

» Update Agreement
Statuses

o Supplier Contract
Workbench

2.3.Supplier Contracts
The Add a New Value and Find an Existing Value options on the contract page have not changed. The
font is blue and white, and the fields are spaced farther apart.



Contract Entry

Find an Existing Valve | Add a New Value

‘SetD STATE Q
Contract ID NEXT
Style 1D Q

Contract Process Option ~ General Contract v

Contract Entry

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

Find an Existing Value 234 a New Value
~ Search Criteria
*SetlD = v [STATE Q
ContractID | begns with  ~
Contract Version | = v
Version Status | = v
Contract Process Option | = v v
Supplier ID | begns with v Q
Short Supplier Name = begns with v Q
Supplier Name = begins with v Q
Contract Status v
Master Contract 1D~ begns with v Q
Description  begins with
s begns with
begns with v a

Correct History (1€

To edit an existing contract, always change the status to Open.

Contract Entry
Contract

SetlD
Contract ID

*Status

Administrator/Buyer

¥ Authored Document
Authored Status

STATE Contract Ver

40300-401-DAS0000116-0003

Open 7 Appro

Approved
Canceled ree Williams 404/657-9443
Closed

On-Hold

Open

No new functionality was introduced for supplier contracts during this upgrade. All options, checkboxes,
and fields are the same Any changes presented are cosmetic but do not affect the use of the pages.

The pages and options under Add a Document and Maintain Document have not changed. Some of the
links have been moved to the right of the Supplier information. There are no new links and no links

have been removed.



Contract Entry
Contract

SetlD
Contract ID
*Status

Administrator/Buyer

¥ Authored Document
Authored Status

Document Version
Description
Amendment

Document Administrator

¥ Header @
*Contract Style

Process Option

*Supplier

*Supplier ID

Primary Contact
Supplier Contract Ref
Description

Master Contract ID
*Begin Date

Expire Date

Renewal Date

Contract Version

STATE

40300-401-DAS0000116-0003 bt
Open 5 Approved Date

DESIREEW Q| Desiree Williams 404/657-9443

Executed

1.00

Fixed Winged Air Charter Servi
0

CASTEELE1

GN

General Contract

EPPSAVIATI-001 Q@ supplier Search

0000017333 Q| Eppg AR SERVICE INC

2Q

Fixed Winged Air Charter Servi

07/01/2017

06/30/2022

- |
06/30/2017

Sponsor
Department
Created Date/time
Last modified date

Status Current

Maintain Document

06/30/2017 12:00AM
07/21/2021 1:46PM

Edit Comments

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

Retention

Activity Log

Document Status
Thresholds & Notifications
Price Adjustment Template
View Changes

Current Change Reason
Purchase Order BU Defaults

No checkboxes have been added or removed.




Corporate Contract

@ Tax Exempt Currency USD
o 4 Tax ExemptID | STATE OF GA 4 a
Ato Defealt T e Rate Date 06/28/2017 CRRNT Q
O Lock Chartfieids [ Must Use Contract Rate Date
Group v ) Allow Multicurrency PO
Type - ) Multi-Agreement
Initial Period
[ Non-Profit Renewals
¥ Invoice Options
Invoice Number Gross Amount 0.00 ysp
AP Business Unit Q Freight Amount 0.00
Accounting Template Misc Charge Amount 0.00 Miscellaneous Charges
Payment Terms ID | N30 Sales Tax Amount 0.00
Basis Date Type M VAT Amount 0.00
¥ Amount Summary @
Maximum Amount 2,500,000.00 UsD
Line Item Released Amount 0.00
Category Released Amount 0.00
Open Item Released Amount 1,512,819.31
Total Released Amount 1,512,819.31
Remaining Amount 987,180.69
Remaining Percent 39.49
¥ Contract Open Item Reference
Allow Open Item Reference ) Price Can Be Changed on Order
) Adjust Supplier Pricing First Add Open Item Price Adjustments
The contract line section also introduced no new changes to the functionality.
Lines
H||lQ 1-10f1
Details | OrderByAmount || Memlinformation || DefaultSchedule || Release Amounts || Release Quanties || Line Groupings | | SpendThreshold | i
Line item Description uom Category Merchandise WMchdetor | status
1 B Q Aircraft Charter Senvices %‘J‘ a® UNT Q 96113 Q C a @ % Active
iew Cateaorv Hierarchv Cateaorv Search

View All

Document Management has not changed. New fonts and color schemas have been introduced but the

layout remains the same.




3. Pcard Changes
3.1.Updates/Changes in Cardholder Setup or Maintenance

Cardholder Profile

A couple changes are presented when a Procurement Card is being added to a Cardholder Profile or
edited. The changes include the addition of an Inactive radio box, and a field that shows Status and
Status Date.

Personal Data Card Data

Display Unmasked Card Number

Card Data

H|lQ
Credit Card Additional Information Credit Limits Transaction Limits i
“Business Unit “Card Issuer “Card Number “Expiry Date Inactive Card Type Date Issued Status Status Date
Q Q | v o202 [ £ +

‘ersonal Data ard Data

Inactive box: The Inactive selection has been added to allow P-Card Administrator to deactivate
Procurement Cards that have not expired, but the Procurement Card should not be used on requisitions
or purchase orders.

Status: New field that displays whether the Procurement Card is Active or Inactive. The Status field
cannot be manually edited, the status is updated when the card is added, the Inactive box is
checked/unchecked, or the expiration date has passed.

Status Date: Displays the date the status of the Procurement Card was updated. This field is not edited.
The date will update as the status of the Procurement Card changes.

3.2. Mass Adding Proxy Users to Cardholder Profile

Functionality has been added that will allow P-Card Administrators to assign proxy users based on User
Roles.

Add Proxy by Role: This is an option that will allow P-Card Administrators to mass assign proxy users to
a Procurement Card based on their role. The P-Card Administrator can only mass assign roles to users
within their business unit.




Assign Proxies x

Help
VISA Card Number

| Add Proxy by Role I
Proxies

Requester Buyer

*User ID Description *Role Default Default

(+]1[=]

GA_CC_AGENCY_ADMIN
GA_CC_Approver
GA_CC_PO_User

GA_CC_REQ_User
GA_CC_Reconciler
GA_CC_Req_Recon
GA_CC_Reviewer

GA_PV_Requester: clone of ePr

3.3.Update in Voucher Process — Load Voucher Stage

Fields were added to the Load Voucher Stage Request Parameters, the “Invoice Date to Use” and
“Invoice Date” fields.

.vau vuulner vayc -

Run Control ID 403 | oad_Vehr Report Manager  Process Monitor Run

Process Request Parameters
*SetlD STATE Q

*Card Issuer  VISA Q
AP Business Unit

“Billing Date  12/24/2020 Q

Invoice Date to Use | Billing Date ~|

Invoice Date

“Create Vouchers | Enter Date
Today

Invoice Number | PC03272018
i (Process Instance will be used when blank)

Max Voucher Lines 500

Transaction Status Criteria

® Approved Status
O Any Status Except Closed

Budget Status Criteria

@ Valid Budget Status
O Any Budget Status

Chartfield Status Criteria
@ Valid Chartfield Status
O Any Chartfield Status




Invoice Date to Use: The AP User can select between using the billing date of the transactions, manually

entering an invoice date, or allowing the system to use the current date that the AP User is running the
voucher process as the invoice date.

Invoice Date: Will be populated based on the “Invoice Date to Use” selection.

Document Management
SetlD STATE Contractip 40300-401-DAS0000116-0003

Supplier
Contract Style
Document Type
Description

Administrator

EPPS AIR SERVICE INC

SPD Agency Services Contract
Fixed Winged Air Charter Servi
Carrie Steele 404/463-5556

Return to Document Search

Sponsor Department
Version 1.00 Created On  06/30/17 12:00AM Document Details
Status Executed Last Modified On  07/21/21 1:46PM

‘ Resetto Dispatch | Executed On  07/21/21 1:46:46PM

‘ Create Amendment |

Imported Document

View and Edit Options: Review and Approval:
‘ Internal Contacts/

External Contacts:

Other Document Actions:

‘ View Document l Send to Contacts |

Modify Attachments/Related Documents Document View A

‘ Deactivate Document \
Document Version History

4. Strategic Sourcing Changes

4.1.Invite Bidders

The process to search for and invite bidders/suppliers is slightly modified. The new process includes one
additional step that was not previously required.

Access the Bidder Invitations link.




Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options
Event Comments and Attachments
Event Header Bid Factors

Step 2: Configure Line ltems
Create line listings for this event.

* Line ltems

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

d * Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators

Payment Terms and Contact Info
Event Constraints

Item Line Defaults

Click on Search for Bidders link

Viodify an Event
nvite Bidders

Business Unit 99999 EventID SPD0000165 Round 1 Version 1
& Public Event

Bidder Invitation List @

EIE
Select Bidder ID Bidder Type Status Georgia Resident
O PUBLIC_AUC Public

Search for Biddersl "’ Dispatch Lines

Event Format Buy Event ~

Small

Business * Bidder Company

This is a Public Event

Save Bidders as Group

By default, Bidder and Supplier will be populated in the Bidder Type drop down.

DO NOT CHANGE




Bidder Search

Search Criteria ® DO NOT CHANGE

Use Saved Search A

Bidder Typel Bidder and Supplier

b I

D
Name/Company = v Q
SIC Type Q State Q
SIC Code Q oty
Show More
» Category Criteria @
» Profile Question Criteria (?)
» Diversity Criteria @
Results Option  Display Bidder/Company Id Only v Type

Search Recommend Bidders

Enter search criteria and press search to retrieve bidders.

Help

TIN

v Maximum Rows retrieved

o

99999

]
= save Search Criteria Delete Search Criteria

Click on Recommend Bidders. This will generate a list of both bidders and suppliers that have a
NIGP code that matches the NIGP codes on the line(s) and header.

Click Select All. This will check the Invite box for all the bidders/suppliers on the list.

Click Return to Invite Bidders. This will bring all the selected bidders/suppliers in to the bidder

invitation list.

Results Option Display Bidder/Company Id Only v

Search ‘I Recommend Bidders ]

Nm

Type o

Maximum Rows retrieved 99999

2
= save search Criteria o Delete Search Criteria

Return to Invite Bidders l Cancel ‘
Invite to Entire Event
Select All Deselect All
arch Results E
5| Q 1500186 ~ | b || Ml
Bidder ID Bidder Type  Status Georgla Small Bidder Company Open for Category Diversity Invite
Resident Business * Ordering
TOM GRADDY
1 Supplier Approved Yes Yes ENTERPRISES LLC Yes ] a8
. MSC INDUSTRIAL SUPPLY .
] 3
2 Supplier Approved Yes COMPANY Yes lj
3¢ Supplier Approved :JN’::ITED REERIGERATION Yes L]
4 ( Supplier Approved &%KIN ARRLIEDAMERICAS Yes =

You will be returned to the Invite Bidders page and a full list of all the invited bidders/suppliers is
displayed. No additional action is required. Click Save Event Changes to save the list. Click Return to

Event Overview to return to the Event Overview page.




Invite Bidders

Business Unit 99999 Event!D SPDO000165  Round 1 Version 1 Event Format  Buy EventType RFx
2% Public Event

Bidder Invitation List &

][] e v [3][3]
Select Bidder ID Bidder Type Status Georgia Resident  SMoh__ . Bidder Company Category Diversity *Dispatch Method
o PUBLIC_AUC Public This is a Public Event Email E]
[u] 1 Supplier Approved Y Y [f’é"' GRADDY ENTERPRISES £ Email v =]
o i 3 Supplier Approved ¥ rc’gfﬂ \Pr:agswm SuPPLY ™ 3 Email - =l
o [ ] Supplier Approved UNITED REFRIGERATION INC L @ Email v ]
o ol 1 Supplier Approved ‘E:"'*é"w APPLIED AMERICAS ] £ Email ~ =
[u] 3 Supplier Approved Y ¥ BROOKS AUTO PARTS INC ® i Email v =]
o [ 3 Supplier Approved PEP BOYS GORPORATION ® Email v ]
o « 3 Supplier Approved ¥ ¥ NATIONAL BUS SALES L £ Email ~ 5]
o 3 Supplier Approved AUTO PAINT GENTER ING L Email - 5]
o 3 Supplier Approved ¥ ¥ SPRAGUES SUPPLY INC L @ Email v ]

. TECHMICAL LABORATORY " =
o « Supplier Approved AeSOCITES MG = Email ~ =

o | 4 Supplier Approved WAY BROS ING = Emai v s
o Supplier Approved ¥ ﬁ’fg NTWALKER FORD SALES £ Email ~ =]
o Supplier Approved CONDITIONED AIR INC = Emai ~ E]
o i ] Supplier Approved HANDICAPPED DRIVER = Email ~ =]

SERVICES INC

Search for Bidders /D\g:mh Lines Save Bidders as Group
Save Event Changes GoTo ™
< Retum to Event Overview

4.2. Additional Columns on Bidder Invitation List
There are additional columns that have been added to the Invite Bidders table. The table can be viewed
from the Bidder Invitation link. The newly added columns are Status, Category and Diversity. You can
view additional detail by clicking on the icons for Category and Diversity.

Status: Shows the current status of the bidder/supplier profile. Values can be Approved/I
Category: Shows the NIGP codes that are on the bidder/supplier profile.

Diversity: Shows the diversity selections that the bidder/supplier has made (ie. small business, Georgia
based, women owned, veteran, etc) .

View All



nvite siaaers

Business Unit 99999
Public Event

3idder Invitation List @

(=)(e]

Select Bidder ID Bidder Type

o PUBLIC_AUC Public

(] I Supplier
] C 3 Supplier
(] ) Supplier
u} | Supplier
=} 3 Supplier
0o [ ) Supplier

(] ( Supplier

EventIiD  SPD0000165 Round

1

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Version 1

Georgia Resident

Event Format Buy

Small
Business *

Bidder Company

This is a Public Event

TOM GRADDY ENTERPRISES
Lc

MSC INDUSTRIAL SUPPLY
COMPANY

UNITED REFRIGERATION INC
DAIKIN APPLIED AMERICAS
INC

BROOKS AUTO PARTS INC
PEP BOYS CORPORATION

NATIONAL BUS SALES

Event Type RFx

RN RN A B

]

*Dispatch Method

Email
Email v
Email v
Email v
Email v
Email v
Email »:
Email v
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