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Agenda

 Overview of Super User Role and
Responsibilities

e Common Issues in Team Georgia Marketplace
e Updates and Problem Solving

— eProcurement

— Virtual Catalog

— Requisition to Purchase Order
— Pcard
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Overview

e One Year +

— Team Georgia Marketplace™ is celebrating the completion of one year
of post pilot deployment waves which includes 12 agencies,
approximately 3200 users, and nearly $1.4 billion captured in
addressable state spend. Great job everyone!

* Super User Program

— Super Users were trained before other users, along with agency trainers,
to learn module details and to have the time to prepare for Go Live as
the first line of support. Their support has been referred to as Level 0.

— DOAS would like to enhance the super user program to maximize its
benefits to the agencies. Our goal is to assist your agency create and
sustain a vibrant super user/Level O program that meets the needs of
your users.
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Benefits from Super User Program

Agency Super Users

* Provide rapid access for agency users to Super
User expertise

e Assist users to avoid problems before they
occur

e Monitor and communicate issues and
solutions to all users

e Train new users on agency business processes
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Roles and Responsibilities

* Provide support to agency users in his or her
field of expertise.

 Answer agency user questions and solve
problems when possible.

 Be the conduit between the agency and the
Help Desk.

e Share solutions with agency users.
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Attributes of Super Users

 Knowledge of Agency Business Processes

e Strong experience in the business processes
they are going to support

e Ability to use Team Georgia Marketplace™

e Ability to help users with processes and
problem solutions

* Interest in helping others to succeed
e Time available to coach other users
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Support for Super Users

 Ad hoc classes in all modules
e Updates and webinars specific to Super Users

e Emails with communication on important
information for their modules

e Monthly report on agency issues

* Please send other suggestions to Licia Duryea:
|duryea@sao.ga.gov
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User Group Meetings

e Our User Group meets
— the third Tuesday of the month
— 2:00-4:00 PM
— Room 1816A

e |f you would like an invitation to the User
Group, please contact Licia Duryea:
|duryea@sao.ga.gov
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Requisition Naming Convention

/2 Create Requisition - Windows Internet Explorer provided by Yahoo! =

@ ® [ htps:fisaatrist stake gausipspifscrist EMPLOYEE/ERPIc/Py_MAIN_MENLPY_REQ_ENTRY GL7PORTAL 2] b |[ %0/ X | [ Gooae Lo

J File Edit Wiew Favorites  Tools  Help
J x Google “F check + ? €7 [ signin v J ¥ & snaglt E@

w o Search ~ 4k &0 G~ | ROy Share - o Sidewiki =
(]

4

{‘f Favorites @ Create Requisition

FSCMTST

Worklist Add to Favorites Sign out

= eProcurement
[» Buyer Center

= Create Requisition oo
- Uanage Requisitions || | Create Requisition
= Approve Requisitions =

= Receive ltems El
= Procurement Card Center
= Administer Procurement
= [\lv Profile

[ Help

1. Define Requisition El;; 2. Add ltems and Services \ﬁi 3. Review and Submit

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

Business Unit; IdEIEDEI Administrative Services, Dept
Requisition Summary Requester: [MmoGHAzZY2 Maghazy Mohamed ‘Currency:  |usD
Thers are no linez on thiz request.
Requisition Name: |2¢¢- (Add Requistion Mame) Priority: IMedium v|
Pleaze add new ling in ordsr to -
save ti requistion.
Continue |
Total Linez: ]

Total Amount (USD).

[=1
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Presentation Notes
 Advise Requestors to add their origin number at the beginning of the Requisition Name. This will help your agency buyers determine if they are responsible for Sourcing that requisition.
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E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

Requisition Workflow

+ eProcurement

[> Buyer Center

- Create Requlisition

- llanage Requisitions
- Approve Requisitions
- Receive ltems

Worklist

Add to Favorites

1. Define Requisition 2. Add Items and Services

3. Review and Submit

B3 Review the details of your requisition, make any necessary changes, and submitit for approval.

@ Business Unit: Administrative Services, Dept [[] Authorized DPA

Requester: Mohamed Moghazy

F:[ﬂ '

Requ'sition Summary

Description Qty Uom
Carpet 2000 SF
Carpet Installation 1MHR

Total Lines: 2

Total Amount (USD). 251,000.00

Accounting Date: 507"07"2010 By

Requisition Name:  |244- Using Authorized DPA

Card Number: v Expiration Date:  08/31/2011 [Tluse Procurement Card
Requisition Lines
Line Description Vendor Name Quantity UOM Price To
b 1 Camet 12,000.0000 Sq. Feet 100.00000 200,000,
[Juse Procurement Card
b[] 2 Carpetinstaliation | 1.0000 MHR £1,000.00000 51,000,
[Juse Procurement Card

[] Select All / Deselect All

L #addto Favorites| (2 Add to Template(s)| | Jodity Line  Shipping / Accounting | ] Delete |

*Currency:

Medium [

Priority:

Total Amount:  251,000.00

Justification/Comments

teamgeorgiamarketplace.ga.gov
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Presentation Notes
Why did my requisition escalate to a State Purchasing Department (SPD) Buyer for approval?

Requestor did not check the “Authorized DPA” box.

The Authorized DPA box should always be checked if the item(s) requested are going to be sourced to an RFQ.  For any item(s) that will be sourced using an RFP event, the “Authorized DPA” box should not be selected.  If the amount exceeds the agency DPA for an RFP, the requisition will automatically route to the appropriate SPD buyer for approval or sourcing.

If your requisition has routed to SPD and should not have, the requestor can edit the requisition and check the “Authorized DPA” box. In this case requisition approver workflow will start over without escalating to SPD Buyer.
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Using PCard on Requisition

— ey r .
I*hs Ho workiist AQd 1o Favories

¥ eProcurement 4 = . _— = " . g
b Buyer Center A D{ 1. Define Requisition E]:ﬂ: 2. Add Items and Services 3. Review and Submit
- Cre: Juisiti - . _ . -

ueat._e Requisition B3 Review the details of your requisition, make any necessary changes, and submit it for approval.
= lanage Requisitions
- Approve Requisitions i . i
- Receive ltems @ Business Unit: | Administrative Services, Dept [[] Authorized DPA
| Requester: MUOGHALY. Mohamed Moghazy *Currency:
Requisition Name: 244~ Using PCard Accounting Date: |0?f0?!2010 B Priority: Medium
Requisition Summary Card Number: ranaranaara()0775 (VISA) 2 Expiration Date:  03/31/2011 Use Procurement Card

Description Qty uom —
Carpet 2000 SF Requisition Lines

arpetInstallation 1 WHR Line Description Vendor Name Quantity UOM Price
b[] 1 Carpet 12,000.0000 Sq. Feet 100.00000
otal Lines: 2
otal Amount (USD). 251,000.00 | [“]use Procurem|
b[] 2 Campetinstallation | 10000 MHR £1,000.00000
[¥] Use Procurem
[J Select All | Deselect Al Totsl Mnomt: 2

L #addto Favorites| (3] Add to Template(s)| [ Jodity Line / Shipping / Accounting | [ Delete |

Justification/Comments

ﬁ] J—Tﬁ—]l
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Presentation Notes
Why  did my requisition split into two separate Purchase Orders? 

The first possibility is that the requestor added a line(s) to an existing requisition that used PCard as method of payment, but did not check the “Use Procurement Card” box on the new line(s). 


Recommendation: 
Advise the Requestor to select “Use Procurement Card” when adding a new special item to existing requisitions.

Buyer has to cancel the PO, select “Yes” to resource requisition 
Go to “Requisition Selection” page 
Select requisition lines
Click Stage Information
Select Card 
Click Save to source the requisition to PO 
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Vendor Location

_ Lreate Requisiton - Windows internel cxplorer proveded Dy 1 aiood

m = IE_ https: [/saofntst . stabe.ga.us/psp/fscmtst/EMPLOYEE/ERP/c/PY_MA

| File Edt View Favorites Tools Help

| x Google| E]-,‘!]m~-|-@- - | Bshere- & - .-m-"&c&mdu” €, - (SonIn=+ | x @ Snaglt
.o Favorites € Create Requisition I '
X Find: Isquaref Previous Next ”7 Options - |
6‘-"‘%‘*_:] FSCMTST
2212 _Home Add to Favorites
B»

Create Requisition
Iﬁ& . Define Requisition =

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

2. Add Items and Services E,; 2 3. Review and Submit

Business Unit: 4030¢ Administrative Services, Dept I™ Authorized DPA

Requester: MMOGHAZ Moghazy Mohamed

*Currency: US

Accounting Date: 106/29/2010 [ Priority: [Megium =]
Expiration Date:  04/20/2013

Requisition Name: |244- (Add Requistion Name)

Card Number: TT00894 (VISA) - | ¥ Use Procurement Card

ce Lt
> 1 Camet |2.000.0000 Sq.Feet 100.00000  [200.000.00 2]

¥ use Procurement Card

51.000.00000 1.000.00] 3|

¥ Use Procurement Card

v T 2 Carpetinstaliation [ 1.0000 MHR

I Select All / Deselect All

Total Amount: 251.000.00 USD

L araddto Fmrltesl P3| Add to Template(sll L&lodlfy Line / Shipping / Accounting | [1 Delete |
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Presentation Notes
Why  did my requisition split into two separate Purchase Orders? 
Other possibilities include:

Requisition Vendor Location is different (000001 and EDX)
Buyer did not select all requisition lines when staging the requisition to a PO on “Requisition Selection” page  

Recommendation: 

Use only one location for all requisition lines
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DOAS, State Purchasing Division

Vendor Location

Mo ol

&
El»

Line Details

Line: 1 Carpet Line Status: Open
- Item Details
Amount: 200,000.00 usD
Category: 36076 Tile, Carpet View Hierarchy
Buyer. MMOGHAZY2 | BuserInformation
Vendor: 0000000003 |Q ACSINC Suaagest New Vendor
Vendor Location: I 000001 I Q PRIMARY
Vendor's Catalog:
Vendor Item ID: \ |
Manufacturer ID: | ‘@ uPNID:
Manufacturer's Item ID: ‘ jQ
Physical Nature ‘ Goods 4
[CJRFQ Required [[]zero Price Indicator  [_] Amount Only
Device Tracking Stockless Item [JInspection Required
Configuration Info

Worklist

Add to Favorites

teamgeorgiamarketplace.ga.gov
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Presentation Notes
Notice Requisition line 1 the Vendor Location is 000001


E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

Vendor Location

Add to Favorites

Worklist

Lreate Requisition

|ine Details

ine; 2 Carpet Installation Line Status: Open
Amount: 51,000.00 usD
|Category: 97739 Floor Covering and  View Hierarchy
_ Carpet Equi _

|Buyer: MMOGHAZY2 'Q Buyer Infarmatian

Vendor: i0000000003 'Q Suggest New Vendar
Vendor Location: \EDX |

Vendor's Catalog: |

Vendor Item ID: |

Manufacturer 1D: | !Q UPN ID:
Manufacturer's Item ID: | Q
Physical Nature ‘Goods [

RFQ Required [[1zero Price Indicator  [_] Amount Only
Device Tracking [] stockless Item [Jinspection Required

aucaticn lefo
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Presentation Notes
Notice Requisition line 2 the Vendor Location is EDX, as  a result the Requisition will split to two POs unless Requestor/Buyer changes vendor location to one of the two locations.
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E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

Non-Catalog Items

Creakte Req [i] ndows Internet Explorer provided by Yahoo!

m - |g, https:,l',l’saofntst.state.ga.us,l'psp,l'Fscmtst,I'EMPLO\’EE,I’ERP,I’C,I'PV_MF\IN_MENU.PV_REQ_ENTR\’.GBL?PORTALLI a |‘?|| =

Iﬁ Google

| File Edit Wiew Favorites Tooks  Help

J x Google | ;I 2 search - &2 ~ cjm~ Share = &b~ | | Sidewiki = | %2 Check - > €4 - | IsSignIn v J % & snaglt f
{2- Fawvarites @Create Requisition |
* Find: Isquaref Previous  Mexkt | J Options = |
ESCMTST

Add to Favorites:

Wiorklist

Create Requisition
||j‘: 1. Define Requisition = 2. Add Items and Services \g 3. Review and Submit

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

Business Unit: 40300 Administrative Services, Dept [ authorized DPA

Requester: MMOGHAZY2 Moghazy,Mehamed *Currency: UsD
Requisition Name:  |244- (Add Requistion Name) Accounting Date: 08/29/2010 [ Priority: [Wediom =]
Card Number: |7 rn0894 (VISA) =l  ExpirationDate: 04302012 I¥ Use Procurement Card

Line Description Quantity UOM

T 1 Carpet 2,000.0000/ Sq. Feet 100.00000 00,000.00 EI(D

¥ Use Procurement Card

[T 2 Carpetinstallation 1.0000 MHR 51,000.00000 51,000.00

¥ Use Procurement Card

®

[ Select All/ Desalact All Total Amount:  251,000.00 USD
L 444 to Favorites| D2 Add to Template(s)| [S3Modify Line / Shipping / Accounting | [ Delete |
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Presentation Notes
Why are some/all of my requisition line(s) not pulling out to be sourced to a PO?

One or more lines are $5000 or more and the line(s) are not created using the Virtual Catalogs, so the line(s) “RFQ Required” box is checked.

Recommendation: 

Determine if you need to have an RFQ for a requisition of $5000 or more.  If not, advise requestor to edit the requisition and uncheck the “RFQ Required” box.
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Non-Catalog Items

Create Requisition

Line Details

Line: 1 Carpet Line Status: Cpen
¥ |tem Details
Amaount: 200,000.00 usD
Category: 36076 Tile, Carpet View Hierarchy
Buyer: Ir\.'”.,mGH_.az-(g @ Buver Information
Vendor | Q Suggest Mew Vendar
Vendor Location: | a
Vendor's Catalog: |
Vendor Item ID: |
Manufacturer |0: | Q. UPHID:;
Manufacturer's [tem 1D | Q
Physical Nature IGoods vl
¥ RFQ Required ™ Zero Price Indicator [ Amount Only
™ Device Tracking [T stockless Item ™ Inspection Required

Configuration Info

teamgeorgiamarketplace.ga.gov 17
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Ad hoc Approver

A“‘E’C\ FSCMTST
ViR Workliet Add to Favorites
@

[Elr
Origin Stage
= 244- (Add Requistion Name):Initiated [#]start Mew Path
Origin
Not Routed Not Routed Not Routed Not Routed
Kyle M. Morton 404-453-4066 Multiple Approvers Multiple Approvers Multiple Approvers
E-. Inzerted Approver -E_b @ BU Qrigin _E_b @ BU Origin Secon Approver _E_’ @ PCard User List _E
APO Amount
= 244- (Add Requistion Name):Initiated [+]Start New Path
APO Amount

Not Routed
i i .'*'. I.l’.
E" @ Multiple Approvers ‘E

BU APO Amount

= 244- (Add Requistion Name):Initiated [#]start Mew Path
SPD

Not Routed
i i .'*'. "'f'
E"’ @ Multiple Approvers 'E

BU SPD Amaount
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Presentation Notes
I wanted to insert an Approver to my Requisition, but I can’t!!!!

Ask requestor to edit the requisition then Click “Save & Preview Approval” button when they wish to add ad hoc approvers, then Click Submit.
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Virtual Catalog Overview

e Team Georgia Marketplace™ Integration
e Catalog Types
e Virtual Enhancements

e Resolving Virtual Catalog Issues

teamgeorgiamarketplace.ga.gov 20



E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

Team Georgia Marketplace™
Integration

- e

P o Team
G

A

ORACLE €3> REUIIELS

GEORGIA Enterprise

1171l B_} GRAINGER .|

EEEEEEEEEEEEEEEEEEE

m @ < SUPPLY
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Presentation Notes
What systems make up Team Georgia Marketplace™?

PeopleSoft (Oracle)
Virtual Catalog (sciQuest)
Various Suppliers


http://www.staples.com/�
http://www.hdsupply.com/default.asp�
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E’ﬁ Team Georgia Marketplace™

DOAS, State Purchasing Division

Catalog Types

e Hosted, Forms, Instructional & Punchout

Team er  pro
.Georgia
Eﬂb‘larketpface Home/Shop

home/shop

shop

forms

raft Ci
SN Catalog No. (SKU) =] _go

contracts | customize e

Shop |Everything

_'_l |S.e”al-:_:h.for Hosted, Forms or Instructional Items Go | advanced search ]

Go to: favorites | forms | non-catalog form | quick arder

Browse: suppliers | categories | contracts

Team Georgia Marketplace

CDWG (Panasonic Toughbooks)
Punchout Live

Catalog Live for CCTV, Peripherals
& Desktop Printers
(Troxell, Southern Computer Warehouse, AVI-
SPL, Canon, Ricoh, Advanced Business
Solutions)

NAPA Punchout Live
Please review Ordering Instructions

Office Supplies

?

Computers [SWCT 07 64)

Servers, Storage
(SWC30813-01)

Server, Storage

Servers, Storage @
[swCo0813) Computers (SWC30814] [SWC30812-02) Panasanic Toughbooks

MRO)/ Facilities

‘a
NAPR
-_—
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Presentation Notes
What are the types of catalogs and how can I search for the items I need?

The four (4) major catalog types are Hosted, Forms, Instructional and Punchout.  Hosted, Form and Instructional items can found by utilizing the Basic and Advance search functions; forms can also be accessed directly from the “forms” tab.  To better direct you to the catalog hosted by the suppliers, direct Punchout links can now be found on the main shopping page.


=

E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

Virtual Catalog Enhancements

 Product Search Engine Improvements

1. Part Number Searches (also known as SKU or Catalog number):

O Exact match has been enhanced to better prioritize search results.
O Simple Search now returns similar results to searches performed in the

Part Number (SKU) field in Advanced Search
O A begins with partial part number match returns closest matching results
All part number string components must be present for the item to be

returned

@
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Presentation Notes
Areas of Focus:
Improve the quality of results returned for user/shopper’s searches.
Definitions behind the “best match” result have been reviewed and improved. 
Changes should be seamless to your end-users, however, users may identify the enhancements made to the results received from the following types of searches performed:
Part Number searches (also known as SKU or Catalog number):  
Exact match to catalog or manufacturer part number is prioritized in search results.
A partial match on part number returns closest matching or similar results (this is a “begins with” match). “123” would return “123”, “123ELO”, and “123-456”
If multiple strings of text are entered (i.e. “123 456 789”) then all components of that string must be present in the part number for the item to be returned. For example if “123 456 789” is entered into Product Search, the part numbers “123-456-789” and “123-456-789-000” would be returned, and “123-456” would not.
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E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

Virtual Catalog Enhancements

 Product Search Engine Improvements

2. Keyword Searches:

0 Singular/plural entries return similar results

0 Searches containing special characters, such as hyphens, spaces, etc.,
return similar results

o0 Differing UOM/Product Size syntax entries return similar results
0 Misspelled search entries return more relevant results
3. Relevancy of returned items:

O Irrelevant items in search results have been significantly reduced.

O The “Include Similar Terms” option is no longer required.

teamgeorgiamarketplace.ga.gov 24


Presenter
Presentation Notes
Keyword Searches:
Plural Word Searches –This functionality also applies to searchable keywords on contracts, contract forms, contract items, suppliers, favorites, and forms (i.e. if a shopper searches for “latex-free gloves” or “latex-free glove” the results will contain both the singular and plural results in the same weight class).
Searches containing or not containing hyphens, spaces, and other miscellaneous characters – Entries differing by included/excluded characters (i.e. TOF1234 vs. TOF-1234) return similar results
Product Size Searches – Differing UOM syntax entries (i.e. 100 ml vs. 100ml) return similar results
Misspelled  search entries – For example, misspelled “dispensirs” will return “dispensers” or “dispensing” (et al) in the results
Note:
Due to the behind-the-scenes enhancements to the product search engine, the “Include Similar Terms” option is no longer required for returning relevant or similar search results. Therefore, the option to turn this feature on/off has been removed throughout the application.  
Advanced Search:  In advanced search, the preferences link has been removed and the Hide Advanced Search on search results option has been directly placed on the Advanced Search window.  Current settings will not change with the 10.2 promotion to the production environment.
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Virtual Catalog Enhancements

e Additional Search Filter

O Shoppers can now also filter product search results by Manufacture
Name

O Shoppers can now select multiple filter values within Filter Results
on the Product Search Results page

e Product Search Results > Filter Results > filter icon

T+ = Allows the user to select multiple filter criteria

T— = Allows the user to remove the selected filter criteria

teamgeorgiamarketplace.ga.gov 25


Presenter
Presentation Notes
Filters only on Manufacturers that are checked
Shows the 15 results that match the manufacturers selected
Click Remove Filter icon to go back to previous results
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Resolving Virtual Catalog Errors

* Price File Schedule

— Schedule Overview

— In-Flight Requisitions/Purchase Orders
PO Distribution Issues

— Non-Catalog Item Orders

— Address Issues

— Escalation Process

teamgeorgiamarketplace.ga.gov 26
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Presentation Notes
Price File Schedule:
 File submission schedule in place for all hosted catalogs
 Scheduled to occur quarterly at most
 Supplier must submit their fields 1 month in advance to allow for DOAS approval and sufficient notification
 Finalized schedule to be posted by July 30th in the Org Message
 Suppliers to give advanced notification of SKU changes or discontinued items

In Flight Requisitions/Purchase Orders
 Items sourced from the Virtual Catalog MUST be distributed before the catalog refresh to prevent PO Distribution errors and delays
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PO EDX Dispatch

FSCMTST

Worklist Add to Favorites

~ eFrocurement B New Window | Help | Customize Page |
[ Buyer Center

= Create Requisition

= Manage Requisitions Manage Requisitinns
= Approve Requisitions

=~ Receive ltems A —— — :
= Procurement Card Center To locate requisitions, editthe criteria below and click the Search butto

= Administer Procurement Business Unit: |4D3EIEI Q, Requisition Hame: |523 )
= My Profile N |— T = : |—;l
b Senices Procurement Requisition IC: aQ Request Status: J Budget Status:
> Sourcing Date From: | E Date To: I &)
[ Program Management
I Project Costing Requester: I Q Entered By: I Q. POID: I Q

[> Accounts Payable

[ Custom Accounts Payable Search | Clear |

[ eSettlements

[+ Asset Management Requisitions

b Banking Toview the lifespan and ling iterns for a requisition, click the Expand triangle icon:

U VAT and Intrastat To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go

I> Commitment Cantral P g - - p :

[ General Ledger ReqglD Eeguisition Mame Bu Date Status Budaet Total

E ggmulgt;ﬂﬁ';gfys“pp|y b \m §23-2 OFFICE SUPFLIES | 40300 06232010 Approved Valid 1.UDE.QQUSE|J qSelectAc:tinn__j Gol

: Select Action..=

Chain B poooogoseE0  B23-1 OFFICE SUPPLIES 40300 06232010 Approved Valid . icitinp @9

I Enterprise Components O APP 49-95U5D| |

Eﬁg:ak:\:'lsgnager Q000000259 623 OFFICE SUPPLIES 40300 06232010  Approved Valid 19.39USDIEan Heqmgmn ﬂ

[ Reporing Tools 1‘Iiequji!xsitiu:m Clycle

[ PeopleTools iew Approvals

[> Fund Source Distribution Create Mew Requisition  Inquire Change Request Inguire Receipts Requisition Report

= Tax Center
= Change My Password
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Presentation Notes
Why hasn’t my EDX PO dispatched to the supplier?  The PO is for Staples and the PO Approved/Valid and the dispatch method is EDX.

This is often caused copying the requisition from an existing sourced requisition using “Manage Requisition” page.  

In order to correct this, the PO must be canceled and the requestor needs to create a new requisition selecting the items from the virtual catalog or from favorites within the virtual catalog site.


To prevent this from occurring, requestors should never copy existing requisitions that contain virtual catalog items using the  “Manage Requisition” page.   
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E Team Georgia Marketplace™

DOAS, State Purchasing Division

PO EDX Dispatch

=T T e
e

= Stage/Source Requests | a|
- PO Auto Sourcing
= Requisition Selection |

- Auta Requisition

Worklist Add to Favorites Sign out '

New Window | Help | Customize Page | (B, 2}

Requisition Selection
Selection
= PQ Calculations

Staging Information
- PQ Creation

- Sourcing Workbench mt reing P

b= Purge Stage Tahles
[> Manage Change Orders
> Reconcile POs
[> Review PO Information
[> Reports
- Add/Update POs
= Approve Amoaounts
= Approve CharFields
= Resarve PO IDs
= Maintain Distributions
- Dispatch POs
- Verify Document
Tolerance

Unit: 40300

Vendor;

Loc:

Do0D4z2842

EDX
[MOGHAZY2

HDSUFPLYFA-001
PO ID:

Origin

Buyer: Q

Line /| Schedule

IMahamed Moghazy

Line: Sched:
Item 1D: |
Req Qty:

Price: |

1

[> Receipts

> Return To Vendor

[> Procurement Cards
[> Supplier Schedules
> Analyze Procurement
Inventory
eProcurement
Services Procurement
Sourcing

Program Management

1000.0000 EA
4454000

Amount: 44540.00 UsSD

“Distribute by: | Quantity =]

Distributions

D:-j-mg PO Qty Amount Percent Location *GL Unit  Entry

*pO Date; |07/06/2010 [34

™ User Assign ID I Use Procurement Card I |

PETime Due:

| HeaderDetails |

o
: 224"

[ El
[on Q  pestination
Ship Via: 100“""‘0N Q Commaon Carrier

SR [PO_22400° A state Purchasing
Physical Nature: |Goods  ~]

Due Date:; Receivina/inspect Infarr

Freight Terms:

Event  *Account Fund Fur

Dept

Project Costing

1[1000.0000  44540.00 100.0000 [PO_224001 Q [40300 Q |

Accounts Pavable

[512003 @ [10100 @ [s030203100 @ [o1
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Presenter
Presentation Notes
I created SWC requisition using Virtual Catalogs , but when PO was created the dispatch method was print. Why did this happen?

Reason: 

Buyer did not use “Requisition Selection” page to stage the Requisition to a PO. 

Recommendation:

Advise Buyer to change vendor location to EDX, change PO type for SWC requisition to “CON”, and leave dispatch method as “EDX” for Virtual Catalog requisition.

- Always use “Requisition Selection” Page to stage Requisitions to POs
-Leave dispatch method as “EDX” for Virtual Catalog requisition
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PO EDX Dispatch

roumM iDL

Worklist Add to Favorites

< Stage/Source Requests | 4 Mew Window | Help | Customize Pag
- PO Auto Sourcing

PO Header Staging

= Auto Requisition

Selection
- PO Calculations Unit: 40300 Vendor: 0000422842 HDSUPPLYFA-001 Loc: EDX
- PO Creation
= Sourcing Workbench PO Type: [CON @ Currency:  USD
- Purge Stage Tables -
> Manage Change Orders Bill Addrs: |P0_001002 Q PORef:  |Online Sourced from Req
[ Reconcile POs
I> Review PO Information Terms: |N3U Q' Net30Days
> Reports
- Add/Update POs I Tax Exempt Flag Tax Exempt ID: |
= Approve Amounts
~ Approve ChariFields D
- Reserve PO IDs Match Action: |No Match vl Match Rule: I
= Dispatch POs : ent Terms
= Verify Document
Tolerance Payment Terms Basis Date Type: ||nv Date v|
[ Receipts
[> Return To Vendor
[> Procurement Cards ¥ Di .
[> Supplier Schedules Dispatch Method: EDX =
[ Analyze Procurement e

oK Cancel

Inventory

eProcurement

Services Procurement
Sourcing

Program Management
Project Costing

Accounts Payable
Custom Accounts Payable
eSettiements - |
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Dispatch Non-Catalogs Items

raoCmiai
Add to Favorites

< Purchase Orders L~ New Window | Help | Customize Page | &
I> Stage/Source Requests
> Manage Change Orders
[> Reconcile POs Maintain Purchase Order
> Review PO Information
P Reports Purchase Order
= Add/Update POs
= Approve Amoaounts Unit: 40300 PO Status: Appraved x
= Approve ChartFields . - . vali T
e PO e PO ID: 0000003614 Budget Status:  Valid in R
= Maintain Distributions .
~ Dispatch POs ’ Copy From: I | ™ Hold From Further Processing
- Verify Document <
Tolerance
b Recei::tsr *PO Date: |06r08i2010 21 Vendaor Search Doc Tol Status: Valid
[> Return To Vendor Vendor |TECHNOLOGY-02: Q,  Vendor Details
[* Procurement Cards . . . .
D Supplier Schedules Vendor ID: [0000222215 Q@ TECHNOLOGY INTEGRATION GROUP  _Receipt Status: ___ Not Recvd —
b Analyze Procurement *Buyer: [MMOGHAZY2 Mohamed lMoghazy *Dispatch Method: |EDX Dispatch
Inventory Q anes —l
eProcurement PO Reference: |S'.-‘.fC for Desktop Printers
Services Procurement Merchandise:
Sourding Header Details PO Activities 4dd ShipTe Comments erchandise Calculate |
Program lManagement PO Defaults Document Status FreightTax/Misc.:
T esia Add C ts  Requisit Use P t Card Total Amount: 36384 USD
Accounts Payable . omments equisitions se Procurement Car : -
Custom Accounts Payable
eSettlements :
Asset Management —  Purchasing Kit Catalog ltem Search Line: | QU 10 | Q Retrlevel
Banking
\é‘:JTT'lamngr':'ln:natSé?]tmrol Details Y Ship To/Due Date |  Statuses | lteminformation | Attributes RFQ Contract Receiving |\ [0
General Ledger Line  Item Description Contract ID PO Qty yom  Lae
SCM Integrations cb
31
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Presentation Notes
Why can’t I dispatch my PO that was created as Special Items/Non- Catalog item Requisition?

Advise Buyer to change the PO dispatch method for the Non- Catalog item requisition to “Print/Fax/Email/Phone.”
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Using PCard On PO

DOAS, State Purchasing Division

Reqguisition Selection

FProcurement Card Inforrnmation

Business LINnit: A03=00

Carcd Mumlb»er: FresssssEsEs=OO8585 (WIS A]

Carc Type: Wisa

Expiration Date: O=/Z2a/2012

Card Mumber: e &I

Carc Type:

Expiration Date:

I o't use Procursrment Carnd

s I Cancel I
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Presentation Notes
Why I can’t use my PCard on the PO?

Reason:

Requestor/Buyer did not select a PCard number before source Requisition to PO.

Recommendation:

Buyer has to cancel the PO, select “Yes” to resource requisition 
Go to “Requisition Selection” page 
Select requisition lines
Click Stage Information
Select Card 
Click Save to source the requisition to PO 

Always ask users to use PCard as method of Payment on the requisitions and Purchase Orders, since Buyers have the option to not to use the PCard on POs.
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PO DOC TOL Error

Purchase Order

Unit: 40300 PO Status: Fend Appr x
PO ID: 0000003645 Budget Status: Netchkd | B (I [

Copy From: | j I Hold From Further Processing

B

*P0 Date: IW E{I Vendor Search Doc Tol Status: Errar

Vendor |ST.AF'LESEIUS—EIEIE Q,  Vendar Details

*Wendor ID: |I:|I:|I:|E|42I3?53 ), STAPLES BUSINESS AD Receipt Status: Mot Recvd

*Buyer: |r-.-1r-.-1OGH.i'-.Z‘1’2 2 Mohamed Moghazy *Dispatch Method: |EDX - Dispatch |

PO Reference: IOFFICE SUPPLIES

Header Details PO Activities

PO Defaults

Add Comments Requisitions
Purchasing Kit Catalog [tem Search

Add ShipTo Comments

Document Status

IIse Procurement Card

Line: I Q

Merchandise;
FreightTax/Misc.:

Total Amount;

T I 6} Retrievel

Receiving

148 85
0.00 Calculate |
148 85 LISD

Details Ship To/Due Date Statuzes ttem Information Attributes Contract

Line Item Description Contract ID PO Qty *Uon %ﬂ Price
16 | Q, [OUTLINK DESK/WALL | [SWC20805 Q & | 5.0000 [EA Q@ [61518 Q 9.99000
2 B | Q, [BOARD 3X2 MONTHLY | [SWC20805 Q & 100000 [EA Q [7e515 @ 9.99000
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Presenter
Presentation Notes
I received a Document tolerance errors on my Purchase Order.

Reason:
 The buyer may have tried to Budget Check the  PO before PO Status is set to Approved.

Recommendation:

Buyers should Approve the PO, then Budget Check.  The PO Document Tolerance status will change to a Valid.
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PO Change Order

Maintain Purchase Order

Purchase Order

Unit; 40300

PO ID: 0000003645

Copy From: j

54

*P0 Date: 062912010 [ Vendor Search
Vendor STAPLESBUS-00Z  Vendor Details
*Vendor ID: 0000426763 STAPLES BUSINESS AD
*Buyer. MHOGHAZYZ2 Mahamed Moghazy

PO Status: Dispatched A x

Budget Status:  Valid o R

™ Hold From Further Processing

Doc Tol Status:  Valid

Backorder Status. Mone Create BackOrder

Receipt Status:  MNotRecy

d
‘Dispatch Method: [EDX ¥ Dispatch|
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Presentation Notes
My Purchase order was dispatched with catalog items from one of the State Wide Contract (SWC) suppliers.  When I received the order,  some items were charged at a lower or greater amount than was on the original Purchase Order that dispatched.  Can I adjust my PO?

Yes, the buyer needs to create a change order and add an additional line(s) to the PO to reflect the changes as outlined below:

 For the additional items or cost, the buyer needs to add a line to the Purchase order for the difference of the quantity or amount.
 For less items or cost, the  buyer needs to add line(s) for the total quantities/amount received then cancel the original line(s).


E’ﬁ Team Georgia Marketplace™

PO Change Order

B W WFEEE B W B

DOAS, State Purchasing Division

i Worklist Add to Favorites
g Explorer User Prompt 5'
| | Hold From Further Processing
Script Prompt; J
Doc Tol Status: valid Enter number of rows to add:

Cancel |
Backorder Status; Mone Create BackQrder E

Receipt Status: Mot Recvd

*Dispatch Method: I I Dispatch |

Merchandise; 14885
FreightTax/Misc.: 0.00 Calculate
Total Amount: 14885 UsSD

Q, Retrievel

Customize | Find | View Al | B8 First ] 1.2.0r2 [ Last

RFC Contract 4 Receiving [F=2 K
D PO Qty *uom%ﬂ Price Amount Brand/Model Status
; & | 50000 EA  [61519 @ 9.99000 49.95 544325 acive O [E &= [E
; B [ 100000 EA  [78515 | @ 9.99000 99.90 490091 acive O [E (==
“Goto: |- More . j
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Printing PO

Puchasing kit Cafalog  femdeach  One| W o M TEE

Details | 3hip Toue Date temfomaton | Atnbute

g il (oD i
E SEEE%KA[R)ESML QA B ome e oo
B ggi‘m MR st B e foets o
View Printaple Version ot |- j
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Presentation Notes
How can I have a hard copy of my PO?

From “Add/Update PO” page, click “View Printable Version” link
Click “Reporting Tools” on the Menu
Click “Report Manager”
Click “Administration” tab
Click on “PO Dispatch/Print” link
The PO PDF file will open, Click Print  
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Printing PO

Supplier Contracts = Mew Window
Agency Security
ltems i List ' Explorer Administration Archives
Vendors
Furchasing
o - . [ - o5 [ 1[0as =] |
u 10 MMOGHASY 2 T : Last: 1| Days Refresh

eProcurement ser I : ype as d
Senvices Procurement Status: | ;I Fnlder:l ;I Instance: | to: |
Sourcing
Frogram Management Customize | Eind | View All | b First El 1-10 of 10 E' Last
Froject Costing po eq
Accounts Payahble Select :Ee t IF:1:5Cthce Description gat;"??rae Format Status Details
Custom Accounts Payable T
eSettlements r 3830212 24073233 PO Dispatch/Frint ﬁggfglﬂ f;':”:é’ft Posted Details
Asset Management 05}29;’20'_16 A.p h-l :
Banking 3830212 24073232 Email ~eroba Posted Details
VAT and Intrastat = - 1113 44AM {*.pdf) —_—
Commitment Control . [ 06/28/2010 Acrabat )
General Ledger Ll 3830211 2407322321 PO Dispatch/Print 11:13- 4441 ey Posted Details
SCM Integrations ;
Set Up Financials/Supply = 3830210 24073220 Comm_ Cntrl_Budget Processor 0o/ 50 2010 o 1% Posted Detals
Chain .

nterprise Components omm. Cnirl. Budget Processor - 50 . aste etails
Ent C t r 3830200 24073228 C Cnitrl. Budget P P [eAFles  Rosted Detail
Worklist L= i)

Tree Wanager - 3830208 24073227 Comm. Cntrl. Budget Processor 0 o/2 22010 TedFiles  pocieq Details
7|RE|:I|:I|-ti|-Ig Tools 11:06:49AM [*.t:{t_: -
b Query 08/29/2010 Text Files -

= m— - 2830207 24073226 Comm. Cnirl. Budget Processar 11:05: 0940 (* tet) Posted Details
FPeopleTools 06/29/2010 Text Files h
Fund Source Distribution - 3830206 24073225 Comm. Cntrl. Budget Processor 11:00° 3740 (* tet) FPosted Details
= Tax Center ;
| Change My Password r 3830205 24073224 Comm. Crtrl. Budget Processar 3?33%31& P;Eéttf”es Posted Details
- Ly Personalizations o o
- Ly System Profile I 3830204 24073223 Comm. Cntrl. Budget Processor 50 5 2010 [EAFISS Posted Details
- LIy Dictionary - -3 UBAk (".bxl)
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Close/Cancel PO

FINANCIALS PRODUCTION
Worklist Add to Favorites Sign out
Er
Total Amount: 142140 USD
I Q, Retrievel
Customize | Find | Vi First "] 1-9 of 9
Contract e Receiving
D PO Qty *Uomgi’}i"'ﬂ Price Amount Brand/Model Status
1 53] 1.0000 EA 54523 83.25000 83.25 2YRF3 Closed ¢ [6 =
1 1.0000 EA 44527 22050000 22050 ZAEUT Closed (2 [ =]
1 551 1.0000 EA 54575 294.30000 294.30 4FTJ1 Closed ¢ [68 =
£ &, 5.0000 EA 34028 75.03000 468.18 3GRWT Closed G2 [E8 =]
1 53] 40000 EA 45032 73.62000 204.4% 4DYES Closed G2 [E [=]
8 & 1.0000 EA 07542 72.63000 7263 GYFEY Canceled G2 [2 [=]
L 3.0000 EA 44552 19.00000 57.00 3A517 Canceled (O [58 =]
£ &, 1.0000 EA 44531 £0.68000 068 3028 Closed &2 [B =]
1 | 1.0000 EA  [44591 |Q 0.01000 0.01 Acive ¢ [E =
*Go to: . Maore .. j
E'q.AI:II:Il Update.-'[:iaplayl
4] [
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Presentation Notes
I can’t Cancel/Close my PO!

Check or ask Buyer if he/she closed/canceled all PO lines, if YES, advise the buyer to follow these steps:

Add a line for $0.01 
Add chartfields 
Approve & Budget Check PO
GO to GA Reconciliation Workbench page
Close the PO
PO will close when overnight batch runs

Always ask Buyers to Cancel/Close the PO at the header level. If they want to Close/Cancel all the PO lines, they can do so by using GA Reconciliation Workbench page.
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PCard Reconciliation

— RECOHCHQ LAl NUNIDELLT  Aenrsssanas fal Lal11] Ldiu Froviuer, VISA ﬂ
= Reconcile Statement ™ Run Budget Validation on Save
Dpw Bank Statement Customize | Find | View All | B First (4] 1.9 or15 CJi
DR?:;:; Statements Transaction Biing \ [
b Security k . Transaction Billing Budget  Chartfield . .
St Trans Date Merchant Status Amount nmoumf:urrencg Status Status Redistril
; ;;E;’:::“:cﬁzzjzeme“‘ 17 03252010 BULLES o [Staged v 268 o2seseusp B[O RRNaie  vaid  ves
I Analyze Procurement ‘ STAPLES ‘ ] . T -
Em;ento,.y t 2 T QRRRE0M0 o co e e [4pproved v 16.98 1698UsD B @ 3 valid valid  Yes
it eFrocuremen
iy BUWPER TO = = oo
5 e , . ; 52 \
: gsm;iz Procurement 3 [7 08132010 ibioEe ey [Staged ] 9.94 994uUsD [ O [ NotChkd valid  No
Program Management 4 ipi01g RENTALL OF ADDTOv 5 B @ B vali vali
Hprojemosﬁng [ 037252010 & vay [4pproved +] 00 soousd @ ¢ _4, alid valid  Yes
‘ECCE;U"EAPEYEW:GP . 5 [7 032512010 TATFEED&SEED [Approved ] 31.98 mousD [ O [ valid valid  Yes
i} Custom ACcounts Fayanle _
| eSettiements 6 [T 051812010 TATFEED&SEED [Staged ] 55.65 5565USD [ (O L NotChkd valid  No
[} Asset Management = =
kaznkmga geme 7 7 051912010 WALAMART #0630 [Staged  v] 12.35 12350sD [ O [ NotChkd valid  No
i 8 ™ 0352010 THEHOUEDEROT faproveq o] 1254 1254usD B2 @ RRvalid  vald  Yes
| General Ledger T oM oy
| ScH Integrations 0 [~ 031252010 Lﬁi‘f” MEOEPOT pproved ] 12895  12895UsD [ @ [ valid  valid  Yes
[} Set Up Financials/Supply —
‘I(-Z:r?taelirrp')rise Eodonants v selectAll L Clear Al Stage | Verify Approve | Validate Budget |
k‘lTr\rfgrek::gnager Search Purchase Details | SplitLine | Distribution Template
E:g:lfg.?gc"l'gms E!Sa-.re| Elnatify| & Refresh]
0
Tult
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Presenter
Presentation Notes
How can I link a PO paid by PCard to a transaction?

System will split the Pcard transaction if the total the amount on the PO matches the total amount on the transaction and if you enter the PO before the transaction loaded to PeopleSoft.
 
Follow these steps when splitting a transaction:
Split transaction before adding comments and attachments if you are attaching more than one file or comment
Split the transaction by PO lines
Don’t change chartfields if you will be linking transaction to PO
Link the transaction line to the PO line by using “Purchase Detail” link
Don’t close or cancel PO’s related to open PCard transactions
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PCard Reconciliation

 Recancile New Window | Help | Customize Page | &
= Reconcile Statement

- Review Disputes .
[ Reports : :
b Securl Split Transaction
[> Definitions —
- Review Bank Statement Line: !
[> Supplier Schedules Trans Date: 03/25/2010 Billing Amount: 256.84 USD
[> Analyze Procuremen
| Anelze Procurement PostedDate: 03292010 Reference: 000000000000
i ry
| eProcurement Merchant:  STAPLES BUSINE00348045
| Senvices Procurement
Sourcing Description:
slr_giger;rgg;at?naggemenl Customize | Find | View All | M First Y 12002 [ Last
Accounts Payame M W Billing Amount Mﬁ
Custom Accounts Payable | 150.00 | 150.00 | 58.402118 [#] [=]
eSettlements
Asset anagement fi 106.84 | 106.84 | 41597882 [#] [=]
Banking
VAT and Intrastat
Commitment Control
General Ledger

SCM Integrations
Set Up Financials/Supply 0K | Cancel |
Chain
Enterprise Components
Worklist

Tree Manager
Reporting Tools
PeopleTools
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PCard Administration

— Add new PCards to the system ASAP
— Update PCard expiration date
— Never delete PCards from the system
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Presenter
Presentation Notes
It is essential that Agency PCard Administrators keep all agency PCard information up to date. Delay of updating the PCard will prevent Requestors and Buyers from using their PCards when creating Requisitions and/or Purchase Orders.

In any case, Agency PCard Administrators are prohibited from deleting PCards of the system. The PCard can only be set to expired!  


E’ﬁ Team Georgia Marketplace™ DOAS, State Purchasing Division

Questions?

If you have more questions after this
presentation, please contact
DOAS Help Desk
404-657-6000
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