January 17, 2012 eProcurement User Group Meeting

A preview of the 9.1 upgrade was given.   Almost everything in the eProcurement and Purchasing modules will remain the same after the upgrade.   Requisitioner and Buyer guides are being updated now in preparation for the April upgrade.
· The “Recently Used” area will show places that you have visited recently –click on the link to return to the same page.

· When you navigate to a certain page, the breadcrumbs will be shown at the top of the page to show you where you are.  You can click on any of the titles to return to that particular area.

· The favorites you have in production now will carry forward through the upgrade.

· The Main Menu item is where you will find the menu items you are used in seeing a folder format now.  

· Instead of the red Processing note in the upper right you will see a spinner moving until the process has completed.

· You will see a button that says “Pre-check budget” on the Requisition “Review and Submit” page.  If you click on it, then it will run a process to let you know the requisition is “Provisionally valid” which means the funds are available at the time the button is clicked. The requisition is not pre-encumbered until the check budget comes back as “valid”.  There is an icon on the PO panel that will run the same process.  The po is not encumbered until the budget check comes back as “valid”.
· You will be able to change the unit of measure on a purchase order line.  
Shipping charges on Request for Quotes and the resulting purchase orders

Agencies should be requiring shipping and other costs to be included in bidders’ solicitation documents.  Be sure to include the Standard comment type of RFQ with the SHP Standard comment on all RFQs.  Then be sure to include the Standard comment type of SHP with the SHIP standard comment on all purchase orders.  You should not accept incorrect invoices from vendors (that do not match your purchase order).  See Myra Wilson’s proc agent email from 12/28/2011 for more information.
Contract Amendments and/or Renewals as they relate to purchase orders

Be sure to enter a requisition for all contract amendments or renewals against contracts.  Once the paperwork is executed, then the approved and valid requisition lines can be copied to the existing purchase order.   This process also works for warranted changes on small purchases and QPA change orders.   See Myra Wilson’s proc agent email from 1/5/2012 for more information.

We are looking for approval to make the process good for warranted change orders on small purchases and QPA changes off this type over $500.  Please watch for more information to come.
If a purchase order goes over your agency’s delegation, then you must request IDOA approval through the profserv@idoa.in.gov email account which has been recently renamed “IDOA Purchase Order Approve” or poapprove@idoa.in.gov.  Both email addresses are directed to the same box.

Purchase Order Receiving and Interest Charges on purchase order payments

If you receive a partial shipment and the corresponding invoice, then be sure to have your receivers issue a receipt and have AP make the corresponding payment.  If you are holding an invoice for a partial delivery until the balance of the items are received, then you are opening your agency up to having interest payments applied if over 35 days.  The interest will be charged to the default chartfields given to the ENCOMPASS team as account 592022 – Admin Op – late payment interest.  The charges will show on the ACH notification and in the AP voucher>Payment Tab>Payment info.

MWBE Pay Audit System

The system is being implemented in PeopleSoft agency by agency.  You must be sure that your agency buyers are correctly picking the PO type and entering the MWBE sub-participation numbers accurately on the Tier 2 Tab panel on each purchase order.   For most QPA purchases, the user can click the “Load QPA Tier 2 Info” button and the information will auto populate.  If nothing is populated and you know there are sub-participation numbers (shown on the QPA listing), then you can enter those manually.    If a non-QPA purchase, then you will need to enter the information manually.  The information can be found on the MWBE sub-contractor commitment form in the RFQ/contact documents and/or the EDS form routed with a contract.  See the MWBE Pay Audit Roll out document to see when your agency will be using the system.
Reminders

· Keep up on Encumbrance and Asset Management activities – year end will be here before we know it.
· The Auditor’s Town Hall meeting on the fiscal year end and related topics will be February 15th from 10:00 to 12:00 in the IGCS Auditorium.  All are welcome and each business unit should be represented.

· Open user testing will be done in all of the GMIS training rooms on February 20th and 27th from 1:00PM to 4:00PM.  Users will have to RSVP to GMIS when the time comes.  First come, first served.

· Financial Disclosure forms are due to the Inspector General on February 1st.

· When desktop testing of 9.1 is available, be sure that all of your agency PeopleSoft users can log into it and access the same menu items they have in production.

