Things to keep in mind as the new fiscal year marches on

Presented by Myra Wilson, Director of Administrative Services

Purchase Order Types

These relate to the document being processed, not to the payment type.  They usually relate to the requisition type chosen, but should be verified/corrected on the purchase order.  These need to be correct as some reporting/auditing is done by the po type.
EDS number  field on the purchase order

Be sure to populate the EDS number on the purchase order for every contract po issued – not including QPA purchase orders.  Be sure to enter it even if you have a FY 11 po with FY 12 commitments.  You can also search for purchase orders by the EDS number which will be helpful to your contract personnel as well.
Tier 2 panel on the purchase order

Be sure you are entering correct information on the Tier 2 tab panel on all of your purchase orders – not just choosing “None” from the drop down.  The “Copy Contract Tier 2 Info” button is at the top of the page for QPA purchases, but on other purchases you will have to gather the information from the contract/Request for Quotation documents and enter it by hand.  The vendors do have a current certification through the MWBE office.
Knowledge Services partial invoice payments

Some agencies are making partial payments to Knowledge Services when time was approved in DotStaff system.   If you have made a partial payment on a KS invoice, please email Roxie Coble at Rcoble@idoa.com and provide reason that the invoice was not paid in full. 

Receiver class

We recommend that all buyers read through the Receiving Against an ePro Purchase Order manual posted on the website or even attend the IDOA class.  This will help Buyers see how the way purchase orders are set up impacts the Receiving function.
PeopleSoft Financials 9.1 upgrade
Early testing is currently being done and more intensive testing will be forthcoming.  Watch for emails about more expanded testing being done in the near future.  GMIS is hoping to implement the new version on or about the week of October 7th.  We are planning on giving the head procurement agents a peek at the September meeting.
Presented by Teresa Bucker, eProcurement/Streamlining trainer
Requisitions/Purchase Orders

Amount only

Primarily for services or most any po line that may have an invoice that can fluctuate (copier overages, building leases, trash removal services, pest control, etc.) 
Setting purchase orders up this way allows the PeopleSoft receiver to issue a receipt by a dollar amount instead of a quantity so it can be picked up by Accounts Payable correctly.

This cannot be used with asset items as they will not interface correctly into AM
This will not work with most QPA catalog/punch-out requisition lines.

Asset Flags

Requisitioners/Buyers have to be sure that all line items are flagged appropriately so items do not come forward as assets on the receipt when they should not.  We have instructed Receivers to talk to the buyer listed on the purchase order if something looks like it came through incorrectly.
Receivers must have asset tag, custodian and location for each asset item on the po.  We have instructed them not to enter bogus information when something comes through as an asset when it should not.  They have been instructed to talk to the buyer listed on the purchase order.
Buyers should verify that one requisition results in one purchase order for asset lines – a split in purchase orders causes problems on the AM side.

Multiple Distributions on po lines as they relate to receiving

Someone must let the receiver know which distribution line to issue a receipt against each time a purchase order of this type is set up.
Distribution line receiving instructions are included in the Receiving against an ePro Purchase Order document posted on the Training & Resources website.

Encumbrance Management

There is a monthly class hosted by GMIS  - we absolutely recommend it to every agency/buyer.


Keep up on requisition and purchase orders throughout the fiscal year
SOI_Active_Agency_Buyer query


Post GMIS issues to adjust/remove access as needed.
Financial Disclosure Statements – questions from people who receive the email trigger from the Inspector General’s office in December will be directed to their agency’s head procurement agent so you will want to keep up on the query results.  If you have not looked at the The Complete Guide to Financial Disclosure Statements training on the Inspector General’s website, then be sure to take a look.  www.in.gov/ig

Head Procurement Agent 


Information updated in the Commodities Streamlining Manual

Be sure that your Delegation and nomination as a head procurement agent is up-to-date and that your agency buyer’s Delegations are too.
We send vendors to the agency listing posted on the IDOA Procurement website when they ask for a point of contact for agencies.
Contracts

Employment Eligibility Verification – This requirement applies to all contracts, grants and leases that do not originate from the IDOA Procurement Division.
  The new requirements do not apply to a body corporate and politic and state universities/colleges/schools.  The new statutory requirement does not require "going back" to amend or add language on existing contracts, only when you are actually are amending or renewing.  So, for contracts in existence prior to 7/1/11, they remain unchanged and you do not have to have the Employment Eligibility Verification Clause Attachment signed.
Professional Services Contract Training - being held again on August 3rd – sign up through the Attorney General’s office.  The 2011 Professional services manual is posted on their website at http://intranet.idoa.state.in.us/contract/administration.stm. 
Remember - the agency holds the original contracts– copies to should be sent to the vendor and with amendment/renewal paperwork be processed for signature.






