
CREATING A REQUEST FOR QUOTE

You should only be using this process if the requisition you created is below your delegation of authority to complete.  You should have first created a requisition by following the Creating a Requisition for Non-QPA Goods & Services Quick Reference Guide.
Menu Navigation:

· Purchasing
· Request for Quotes

· Add/Update RFQs
A screen will come up with your default Business Unit and an RFQ ID of NEXT.  Change the RFQ ID to your Requisition ID Number (auto-numbered when you saved your requisition).  
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Click on the ADD button.  The main RFQ panel will be displayed.  

Next you will need to copy information from your requisition to your RFQ.  Click the Copy From link at the bottom left of the screen.  A new page will be displayed.
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At the Enter Copy Criteria screen you will need to first change the Copy From drop down to Requisitions.  The page will refresh and add more criteria.
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Once the page has refreshed and added the extra search criteria you will have to add your search criteria to find your requisition to copy to the RFQ.

1.  Select Req Lines

2.  Specific Requisition
3.  Requisition Number

4.  Copy all Req RFQ lines
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1.  Select Req Lines
Choose Req Lines from the drop down menu.
2.  Specific Requisition
Check the box next to open the Requisition Number in the box to the right.

3.  Requisition Number
Enter the Requisition Number you want to copy.  You can search for the requisition by clicking on 

the magnifying glass.

4.  Copy all Req RFQ lines
At the bottom right, check the box for this option, leaving all other check boxes unchecked.

Click on the OK button to return to the main RFQ panel.  The Requisition lines will be copied and displayed in the RFQ.  

Once all lines have been copied from the requisition to the RFQ you will need to enter/verify some information on the RFQ.

5. Request Date

6. Status

7. Origin

8. DtTm Open

9. DtTm Close
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5.  Request Date


You need to make sure that the date is set for the date you are creating the RFQ.  This shows the


date the RFQ was started being processed.

6.  Status


This needs to always be set to Approved.  

7.  Origin


This always needs to be set to NON.  NON shows that this RFQ was done outside of IDOA 


Procurement.

8.  DtTm Open


This is the Date and Time the RFQ will be sent to the vendors.  This is in the format of 


MM/DD/YYYY HH:MM then PM or AM.

9.  DtTm Closed


This is when the responses for the RFQ are due back to the buyer.    This is in the format of 


MM/DD/YYYY HH:MM then PM or AM.  The following guidelines show the correct amount of time

the RFQ must be “on the street”.  Saturdays may be included in the response timeframe, but
Sundays and holidays must be excluded.  For purchases $500 -$5,000, responses may be
requested as quickly as needed.  For purchases $5,000 - $75,000, Indiana Code requires that
vendors be given at least 7 days to respond, excluding Sundays and holidays.
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Editing the RFQ

Header Details

Click on the Header Details link at the bottom of the page.  The RFQ Header Details page will open and two pieces of information must be entered.

10. Buyer
11. Bill Addrs
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10.  Buyer

Enter the PeopleSoft ID for the Buyer/Procurement Agent who will be handling the quotes.

11.  Bill Addrs


This field is where you will verify/change the address information for where the invoice should be

sent once the order has been filled.  If you do not know your address code, click on the small magnifying glass.  Search by Location Code by entering the agency 3 digit number then click on the yellow Look Up button.  This will populate a list of available locations that you can select by clicking on the Location Code in the list.

Once you have completed these steps click on the OK button to return to the main RFQ panel.

NOTE:  At this point, enough information has been entered to save the RFQ.  It is recommended that you save periodically to minimize the risk of lost work.  Click on the Save button in the bottom left corner of the page to save.

Header Comments
To enter Header Comments (Comments that apply to ALL line items or the solicitation itself), click on the Header Comments link at the bottom of the Request Quotes main screen.  The justification from the requisition will appear as comment number one of your header comments.  You may choose to have that print on the quote form by clicking the check box next to Send to Vendor.  If you do not want it to print, leave it unchecked.  If additional comments are needed, click on the BLUE plus button to add a comment line.  
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You may type manual comments in the box provided or add standard comments as follows.
To add a standard comment, click on the Copy Standard Comments link.  This will open another panel where you must complete three fields to choose your comment to be added.

12. Action

13. Comment Type

14. Comment ID
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12.  Action


The action always needs to be Copy Comment.

13.  Comment Type


Click the magnifying glass to get the comment type you need.  
14.  Comment ID


Click the magnifying glass to get the comment types available.  Once you have picked this


the actual comments will populate in the Comments box for your review to make sure this


is the correct comment.

Once you have the comment you want click the yellow OK button to return to the RFQ Header Comments screen.  Repeat this process to add all comments you desire.
When you have finished entering Header Comments, click on the OK button to return to the Request Quotes panel.

Line Comments

To enter Line Comments click on the comment bubble (

 ) at the end of the line you have chosen to enter comments about.  
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You will see the following screen after clicking the comment bubble.  If you added line comments at the requisition, they will appear as the first of your RFQ line comments.  You may choose to have that print on the quote form by clicking the check box next to “Send to Vendor”.  If you do not want it to print, leave it unchecked.  
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You can add manual comments or standard comments from the system.  

Manual Comments


To add manual comments click on the blue plus sign button to add a comment line.  Type

the comments in the box provided.  Make sure that if you want these comments to go to the

vendor, you check the Send to Vendor box.
Standard Comments


     To add a standard comment, click on the Copy Standard Comments link.  This will open
     another panel where you must select a Standard Type (Std Type) and a Comment ID.  When
     you have found the comment you want, click on the OK button to return to the Line Comments
     panel.


When you have finished entering Line Comments, click on the OK button to return to the 
main RFQ panel.  

Selecting Vendors to Solicit

For purchases $500 - $75,000, you should select a minimum of three vendors to solicit.  You may solicit as many vendors as you like.  In addition to the minority and woman-owned businesses listed in PeopleSoft, the MBE/WBE Division’s web site at http://www.in.gov/idoa/2352.htm offers a list of certified minority vendors.  It is recommended that you solicit minority and woman-owned businesses to help meet your agency goals for participation.  However, this is no longer a requirement for each individual purchase.
To select vendors, click on the Dispatch Vendor List link in the bottom right corner of the page.  The RFQ Dispatch Vendor List page will open.
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On the RFQ Dispatch Vendor List you can find vendors from which to solicit in two different ways.

15. Quote Group ID

16. Vendors Section

15.  Quote Group ID


The Quote Group ID is a search of vendor groups based on the UNSPSC codes for the


individual vendors.  To find the vendors under the UNSPSC code you chose for item on line


number one of your requisition place the UNSPSC code for this item in the box next to Quote


Group ID.  At the bottom of the page, click the yellow Refresh button.  This will display all

vendors who have registered for that category.  Repeat this process if other categories were

chosen for additional lines.
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16.  Vendor Section


You can select vendors manually in this section.  You can type the PeopleSoft vendor  
number in the box under the column titled Vendor or you can click the magnifying


glass to search the vendor list.  

The location for each vendor will default to the default location of the vendor.  If you need to change the location to send to a specific set of addresses, you will need to click the magnifying glass next to the location you want to review and change.

Complete the Vendor Selection Process 

Click on the checkbox in the far-left column of the rows displaying the chosen vendor(s) to identify EACH vendor you want to solicit. (This column has no heading.)   Click on one check box in the column labeled “To Dispatch” – it does not matter which vendor you choose. 
At the bottom of the page, click on the OK button.
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NOTE:  Once you click OK, any vendors not chosen will not appear in the list when you return to the Dispatch Vendor link.  If you need to add vendors after that, they may be added manually by clicking on the plus sign button and searching for them by name.  You may also enter the appropriate category code and click the yellow Refresh button at the bottom of the page to bring up the vendors originally not selected.

Click on the Save button.  The RFQ is ready to be printed and distributed.





       PRINTING A REQUEST FOR QUOTE

Menu Navigation:

· Purchasing
· Request for Quotes

· Dispatch Quotes
A dialog box will appear requesting a Run Control ID.  This is a user-specific title assigned to the process for printing RFQs.  Follow the appropriate procedure outlined below. 
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To set up a Run Control ID the first time this process is run, click on the Add a New Value tab.  In the Run Control ID field, enter DISPATCHRFQ and click on the Add button.  (You may name the process whatever makes most sense to you.)

DO NOT USE SPACES OR PUNCTUATION WHEN ENTERING A RUN CONTROL.

To select an existing run control if this is NOT the first time this process has been run, click on the Find an Existing Value tab.  Click on the Search button to view a list of existing run controls and click on the appropriate selection.

Once you have found/created your run control you will have to enter three pieces of information.

17. Business Unit

18. RFQ ID

19. Print Copy
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17.  Business Unit

You need to enter the Business Unit associated with the RFQ you want to dispatch and print.

18.  RFQ ID

Enter the RFQ ID number assigned during the RFQ creation process.

19.  Print Copy

To obtain a printable copy of the RFQ documents to be sent to the vendors the Print Copy box

must be checked.

Once you have entered the required information you will need to run the process.  At the top of the panel, click on the Run button.  The Process Scheduler Request page will open.  You will have to complete two items to finish the scheduling of the process.

20. Server Name

21. Process List
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20.  Server Name


The server name always must be blank, this allows the system to find the server that is not busy.

To change the server name click on the down arrow next to the Server Name field and set it to be
blank.
21.  Process List


In the Process List section, click on the checkbox next to Indiana RFQ/ITB Print.

Click on the OK button at the bottom of the page and you will be taken back to the Dispatch Quote Forms screen.  You will need to check the status of the process, click on the Process Monitor link next to the Run button.

The process monitor will display the Run Status.  Click on the Refresh button in the upper right corner every eight seconds or so to refresh the status of processes running, until the status changes to “Success” and the Distribution Status changes to “Posted”.
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Once the process has gone to Success you will need to click on the blue Details link in the Details column.  The Process Detail page will open.  
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Scroll to the bottom of the page and click on the View/Log Trace Link in the bottom right corner.
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The View/Log Trace page will display a list of available files, one of which will be in “.PDF” format.  This file is the Request for Quotation form.  

Click on the file link that ends in “.PDF”, Adobe Acrobat Reader will be launched, and the Request for Quote forms will open.  Click on the Printer icon located on the toolbar to print hard copies of the RFQ forms.  When you are finished with the report, close the Acrobat Reader window.   

NOTE:  When the quotes are printed, you will need to manually fix the page numbering, because they print together as one document.
Complete the Request for Quotation Package

The estimated dollar amount of the purchase may require that additional forms be included with the Request for Quote form when vendors are solicited.  The additional standard form packages are available on the IDOA Procurement Division web site at http://www.in.gov/idoa/2342.htm .They include sections for the vendor to complete including small business classification (if applicable), minority/women owned business participation, the Recycled Preference and recycled content, the Indiana Small Business Preference, Secretary of State registration, Drug-Free Workplace and Non-Collusion certification, and a Signature section where the vendor signs indicating that they agree to the State’s terms and conditions, and that the information they have provided is accurate and correct to the best of their knowledge under penalties of perjury.  The following guidelines based on the estimated dollar amount of the purchase should be followed.

Purchases up to $500

There is no solicitation required for purchases up to $500 and no official forms or additional documents are required.  Agencies may purchase the goods/services they need from the source of their choice, but should continue to include the minority and women owned business community and purchase recycled products whenever possible.

Purchases $500 - $2,500

Solicitation of competitive prices is required for purchases within this dollar amount.  The additional standard forms package, however, is not required and seeking quotes by telephone is acceptable.  In addition to entering the vendor responses in PeopleSoft, buyers and requisitioners should also complete the Record of Telephone Price Quotations and maintain a hard copy file.  The telephone quotation form is available on the ICPR Forms Management Division’s web site at http://www.in.gov/icpr/webfile/formsdiv/.  Search for form #43464. 
Agencies MAY choose to use the standard forms package when seeking competitive quotes within this dollar amount, but any information submitted in vendor responses MUST be used in completing an evaluation and making an award.

Purchases $2,500 - $25,000

Soliciting competitive prices for purchases within this dollar amount is required.  Buyers and requisitioners MUST use the additional standard forms package and by law vendors must be give at least seven business days (not including Sundays or holidays) to provide a response for purchases over $5,000.  The standard forms packages are available on the IDOA Procurement Division web site at http://www.in.gov/idoa/2342.htm .
Purchases $25,000 - $75,000

Some agencies have been granted increased delegation of authority and may solicit responses for purchases between $25,000 and $75,000.  The package of required standard forms is the same as the one used for purchases up to $25,000 and is available on the IDOA Procurement Division web site at http://www.in.gov/idoa/2342.htm.
For more detailed information about solicitation requirements and dollar amounts, please refer the Streamlining Manual at http://www.in.gov/idoa/2342.htm .
           ENTERING RESPONSES TO AN RFQ

Menu Navigation:

· Purchasing
· Request for Quotes

· Add/Update Vendor Responses
Once all responses have been received you will have to enter the vendor prices into the RFQ.  To search for your RFQ you will need to enter two items.

22. Business Unit

23. RFQ ID
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22.  Business Unit


The Business unit should default, but should be changed if necessary to your business unit.

23.  RFQ ID

Enter the RFQ number that was assigned by the system or assigned by you.  This should be the

same as your Requisition ID number.  

Click on the Search button.  A list of the vendors selected when the RFQ was dispatched will be returned. 

Click on the link with the correct Vendor ID for the quote you have received.  If desired, you may simply click on the first one in the list to begin entering responses.
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Once the Maintain Responses panel opens up you will need to enter three pieces of information for each line of the RFQ.
24. Response Date Time

25. Rspnded

26. Price
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24.  Response Date Time


Enter the date and time that the response was received from the vendor.  This needs to be


entered as MM/DD/YYY and HH:MM(AM or PM)

25.  Rspnded


This box must be checked for each line that the vendor sent a price response.  If this is not


Checked, the responses will not be able to be used for Award later in the process.

26.  Price


Enter the actual bid price submitted by the vendor for each line item.  

Note: This is all that is required for a response entered to be saved, but there may be other information provided that needs to be entered.  See below for those items.  If nothing else is to be added, save and go to the next vendor’s response.
If the vendor indicates a delivery time frame, enter the number of days in the Lead Time field.

If the vendor claimed a preference, offered an alternate product, or the product offered does not meet the required specifications, enter a comment to that effect by going to the More Details tab and entering the information in the Comment box.  
If the vendor has included comments with the response, click on the Response Comments link at the bottom of the page and enter the comments.  These could include things such as “Prices good for 30 days,” “Bidding All or None,” or an explanation of alternative products offered and the effect on the end user’s functional requirement.

When you have finished entering a particular vendor’s response, click on the Save button in the lower left corner.  You may then either click on the Return to Search link to choose another vendor for entering responses or click on the Next in List link to retrieve the next vendor in the list of those solicited.

Repeat the process outlined above until all responses have been entered.

If you need a spreadsheet of the responses for analysis purposes, please see the following instructions.  If this is not needed, you may skip to Analyzing and Awarding Quotes.


         GENERATING AN EXCEL SPREADSHEET

Menu Navigation:

· Reporting Tools
· Query

· Query Viewer
[image: image25.png]2 Query Yiewer - Microsoft Internet Explorer

Query Viewer
Enter any informatian you have and click Search. Leave fields blank fr a st af all values.

“Search By: [QueryName =] vesins win

[Seateh | Asvanced searen

NewWindow | pelp | Customize Page |





In the blank field next to “begins with”, type “SOI_RFQ_A” (without quotation marks).  Click Search.

One result should appear titled “SOI_RFQ_AWARD_ANALYSIS”.  Click the Excel link to the right.
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A new window will open that asks for your Business Unit and RFQ ID.  Enter that information and click View Results.
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When the results appear, you can then click the Excel Spreadsheet link to download the results into Excel.  You may choose to simply “Open” it or “Save” it to a file on your computer.  You can manipulate the spreadsheet or add information as needed before printing for your file.
IF THIS PURCHASE IS ABOVE YOUR AGENCY’S DELEGATION, FORWARD THE SIGNED REQUISITION AND ANY SPECIFICATIONS TO IDOA PROCUREMENT FOR SOLICITATION AND THE PURCHASE ORDER.  DO NOT FOLLOW THE REST OF THIS GUIDE.

         AWARDING QUOTES

IMPORTANT!

There are many factors to be considered when making an award of a competitive solicitation in addition to the quoted price.  These include the response being received on time, meeting specification requirements, required paperwork returned, preferences claimed, requirements to make an award to the only response received, and many others. 

To be certain that a fair and equitable award is being made to the lowest responsive, responsible bidder in accordance with purchasing laws, policies, and procedures, please review the Streamlining Manual at http://www.in.gov/idoa/2342.htm .
Menu Navigation:

· Purchasing
· Request for Quotes

· Award Quotes
If you are coming directly from entering responses, your quote will still be active.  If it does not come up automatically, enter the Business Unit (agency number) in the Business Unit field, the RFQ number in the RFQ ID field, and click Search.
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Awarding the quote lines may either be done by entering the full quantity for each line item next to the appropriate vendor under Qty Award or award the entire quote to one vendor.  
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27.  Award List of Items to Vendor

Awarding all line items to one vendor you need to enter one piece of information.
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To award all to one vendor, enter the appropriate vendor’s ID number (listed at the left of the line


items).  Then, click on the Refresh button at the bottom of the page, the full quantity for each line


item will be assigned to that vendor.  If all items have been awarded correctly, click the Save


button to finish the awarding process.

28.  Qty Award
Awarding lines to more than one vendor you need to enter once piece of information.
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For each line you must enter the total quantity to be awarded to this vendor.  The quantity should


total the Quantity column.  The amount placed in the Qty Award will be transferred to the PO.
When all award quantities have been identified and saved, click on the tab titled Create PO/Contract to start the PO creation process.
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The Create PO/Contract panel will display the FIRST vendor in the list of the responses that were entered.  This is not necessarily the vendor that you wish to make an award to. Use the small arrow keys in the upper right corner of the panel to navigate through the list of vendors.  Or, if you prefer, click on the View All link (next to the small arrow keys) to view the entire list at once and use the scrollbar on the right to navigate through the list.

Find the vendor(s) listed with a “quantity” displayed in the Qty Award column, to verify the vendor(s) you have identified in the previous step to receive a PO.  

For the vendor(s) receiving an award you will need to complete three items.

29. Create Box

30. Create Form Type

31. PO Type
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29.  Create Box


For the vendor you want to create a PO for you will click on the Create checkbox.  This will need


to be done for each vendor that was awarded a line.

30.  Create Form Type


Change the Create Form Type field to Purchase Order always.  This will open up the PO Type

drop down box.

31.  PO Type


Change the PO Type to reflect the appropriate payment method.   (i.e. SMP—Small Purchase)

Click on the Save button at the bottom of the panel.

You are now finished with the Quote process!


             TRANSITION FROM QUOTE TO PO

Two processes need to be run to prepare the purchase order for viewing and finalization.  These are PO Calculations and PO Create.  These must be done in the correct order.

Menu Navigation:

· eProcurement
· Buyer Center
· Procurement Process
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The first step to be completed is PO Calculations.  You will need to click on PO Calculations.
The first time you run this process, you will need to click on the Add a New Value tab and give the process (Run Control) a name (i.e. POCALC) and click the Add button.  From then on, you can stay on the Find an Existing Value tab and click the Search button.
Note: The name you assign to the Run Control must have NO spaces
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Once you have created/found your Run Control you will need to enter/verify nine (9) pieces of information each time you run this process.

32. Business Unit

33. PO Process that Built row

34. Buyer

35. Sourcing Method

36. Buyer

37. Consolidation Method

38. Origin

39. Pre-Approve Vendor
40. Build POs as Approved
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32.  Business Unit

This should default to your Business Unit.  If you purchase for multiple Business Units, make sure


to enter the correct Business Unit here.

33.  PO Process that built row


This should be set to RFQ.

34.  Buyer


This is the Buyer assigned to the PO.  It will default to your information.

35.  Sourcing Method


All Boxes must be checked and the Accumulate Level Set to Run.
36.  Buyer


This is the buyer for which PO items are to be picked up.  This should default to your ID.

37.  Consolidation Method


This should always be set to Business Unit, Vendor

38.  Origin


This should always be set to NON. 

39.  Pre-Approve Vendor


This box should always be checked.

40.  Build POs as Approved


This box should always be checked.

Once all items have been populated correctly you will need to run and monitor the process. 

Click the Run button at the top of the panel.

On the next page, set the Server Name drop down menu to be blank.  In the Process List, “PO Calculations” should be checked.  Click the OK button at the bottom.  You will be taken back to the run control panel.
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To check on the status of this process, click on the Process Monitor link next to the “Run” button.

The most recent process should be first in the list. No more than every 8 seconds or so, click the yellow Refresh button until the Run Status says “Success” and the Distribution Status says “Posted”.

[image: image39.png]T r—— 3

Q-0 11 @) |, oo @] - LB B

‘address [{) hit:/financiad.gms.state. in.us{pspifstrn/EMPLOYEE ERP/c/PY_MAIN_MENLPY_PO_MAIN3. GBLTFolderPatt

Training

ORTAL ROOT_OBJECT £9C0_EPROCURENENT.2P_Py_po <] 3 6o |Lnks >

New Window | Cusiomize Page |

[EFTRRT Q. e Sluast  [78 [Wimiss =] Retesh |
=] Mame: Q stance: o
=] Dstrintion = % Save On Rresh
s

Distribution

Seq. Process Type N User,
Select Instance Seq. Process Ty FLoce jser e e et
T 155446 Application Engine FO_POCALC EPTRN1 05/05/2006 4:09:33PMIND  Success  Posted  Defails

G0 backto PO Calculations

Frocess List| Server List

TR [

@) start| [ nbox - Mierosoft Outiook || Run Purchase Order P ) RFQ Processes Panelsh.





***This completes PO Calculations.***

To run the next process, follow the navigation for PO Calculations.  From the list that comes up, click on PO Create.

The first time you run this process, you will need to click on the Add a New Value tab and give the process (Run Control) a name (i.e. POCREATE) and click the Add button.  From then on, you can stay on the Find an Existing Value tab and click the Search button.

Note: The name you assign to the Run Control must have NO spaces.  

Once you have created/found your run control you will have to enter/verify four (4) pieces of information.

41. Business Unit

42. Buyer

43. Allow Dispatch When Appr

44. Purchase Order ID Budget Year
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41.  Business Unit


Enter the correct Business Unit of the PO that is being created.  It should default to your Business


Unit.

42.  Buyer


Enter the Buyer for the PO being created.  This should default to your information.

43.  Allow Dispatch When Appr


This must always be checked.

44.  Purchase Order ID Budget Year


Enter the last two digits of the Budget Year of the PO.  

When all information is correct click the Run button at the top of the panel.

On the next page, set the Server Name drop down menu to be blank.  In the Process List, Create Purchase Orders should be checked.

Click the OK button at the bottom.  You will be taken back to the PO Create panel.  
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To check on the status of this process, click on the Process Monitor link next to the “Run” button.

The most recent process should be first in the list. No more than every 8 seconds or so, click the yellow Refresh button until the Run Status says “Success” and the Distribution Status says “Posted”.
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***This completes PO Create.***

Verify Purchase Order Initiation 
Menu Navigation:   

· eProcurement

· Manage Requisitions
At the Manage Requisitions panel you will need to enter search criteria to find the original requisition used to create the RFQ.  

45. Business Unit

46. Requisition Name

47. Requisition ID

48. Date From/Date To
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45.  Business Unit


Enter the 5 digit Business Unit of the requisition.  This will default to your Business Unit.

46.  Requisition Name



Enter the requisition name, if you like.  This is not required.

47.  Requisition ID


Enter the 10 digit requisition number.  This is the best way to search.

48.  Date From/Date To


Enter the Date range that the requisition was created during.  This defaults to the last month.
Click on the Yellow Search button to find your requisition based on the entered criteria.

If a PO has been created for this requisition, the Status column will say PO(s) Created.
To obtain the PO number click the requisition number link under the Req ID column.
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Once you have clicked the Req ID number you will be taken to the Requisition Details screen as shown below.
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Under each line item you will see a small triangle to the left of the line that says “PO Information”. Click on the triangle to obtain your purchase order number.  Make sure to open each triangle to make sure you have the same PO number for all line items.  Record all PO numbers.
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Complete the Purchase Order
Menu Navigation:   

· eProcurement

· Buyer Center

· Manage Purchase Orders
At the Manage Purchase Orders page you will need to enter some of the five (5) criteria to find your purchase order.

49. Business Unit

50. Vendor ID

51. PO ID

52. Buyer

53. Date From/Date To
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49.  Business Unit


This should default to your Business Unit if not enter your 5 digit business unit number.

50.  Vendor ID


Enter the 10 digit PeopleSoft vendor ID if know.  Not needed to search.

51.  PO ID


Enter the 10 digit PO number you got from the manage requisitions page.  This is the best search


criteria to enter.

52.  Buyer


Enter the Buyer ID of the buyer assigned to the PO at creation.

53.  Date From/Date To


You can limit your search frame based on the date of PO creation.  This will find only POs 


created during this time frame.

Once you have entered all your search criteria click the Search button to find the PO(s) for the criteria you entered.  You will see the PO(s) you have found under the List of Purchase Orders section.
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If there were attachments that were needed to be sent to the vendor, these will be shown as an attachment on the PO.  Before finalizing of the PO it is recommended to open the Attachment and print.
In the column to the far right of the purchase order number link there is a link (paperclip) where you will find the attachment from the requisition (you will need to click on this link to open the attachment to print a copy of it if you want to send it to the vendor awarded the purchase order).
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Once you have clicked the attachment link you will get a “View” link for each attachment that you have, click on the yellow “view” link.  You will get a gray message box that asks if you want to “open”, “save”, “cancel”, etc….you will select “open”.  At this point you should be viewing a copy of the attachment to the PO and you will select the printer icon to print a copy.  You will repeat this process for each attachment that you have for the PO.  To exit the attachment feature, click the small x in the upper right hand corner of the panel then click the OK button to go back to the manage purchase orders panel.
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Once you have found the correct PO you need to finish updating, click on the PO number link in the PO ID column.  This will retrieve the PO form where required /optional information may be entered.
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You will be taken to the PO Form Screen.  Before you can print your PO you must complete four items on the PO.

54. Header Defaults

55. Edit Comments

56. Line Comments 

57. Tier 2 Detalis
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54.  Header Details (required)

Click the Header Details link to access and complete all necessary details for the Header Details


Page.

Once you are at the PO Header Details Page you will need to complete/verify five (5) items.
58. PO Type

59. Billing Location

60. Tax Exempt/ID

61. Method

62. Interface
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58.  PO Type


Click the magnifying glass to pick the correct PO type for this PO.

59.  Billing Location


Verify that the default Billing Location is correct.  If it is not, select a Billing Location by clicking the


Magnifying glass and selecting your location.

60.  Tax Exempt/ID

The check box must be marked.  Enter your tax-exempt number or enter the State’s.  The State’s


is 0003118568001.

61.  Method


Set the Method to Print.

62.  Interface


The interface should be set to Do Not Send.

Once you have entered all necessary information click OK to be taken back to the Maintain Purchase Order screen to enter Header Comments.

55.  Edit Comments

This link allows the user to enter Header Comments if necessary.
After clicking on the Edit Comments link you will be taken to the PO Header Comments screen where standard comments may be selected or free form comments entered manually.  If the comments entered or selected should appear on POs sent to vendors, click on the Send to Vendor checkbox located below the comment field.
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You may type manual comments in the box provided or add standard comments as follows.

To add a standard comment, click on the Copy Standard Comments link.  This will open another panel where you must complete three fields to choose the comment to be added.

63. Action

64. Comment Type

65. Comment ID
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63.  Action


The action always needs to be Copy Comment.

64.  Comment Type


Click the magnifying glass to get the comment type you need.  

65.  Comment ID


Click the magnifying glass to get the comment types available.  Once you have picked this


the actual comments will populate in the Comments box for your review to make sure this


is the correct comment.

Once you have the comment you want click the yellow OK button to return to the RFQ Header Comments screen.  Repeat this process to add all comments you desire.
When you have finished entering Header Comments, click on the OK button to return to the Maintain Purchase Order panel.

56.  Line Comments


To enter comments about a line item of a PO you will need to click the line comment icon ( 

) to

access the PO Line Comment screen.
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To add line comments follow the same directions as section #54.

57.  Tier 2 Details

Click the Tier 2 Details tab to access the Tier 2 Details panel to enter the MBE/WBE sub 
participation percentages for your PO.  This information must be entered in order to save the 
purchase order.
[image: image58.png]Purchase Ord osol plo EEIES

T s D | &
- o =

Qo - O - 1] 8] D] Psewen foraenes @[ 0- L B - ) B

ctess [ i v o 2IEMPLOYEEERPIce) AN PN T caLrORTALPARA FICH ST_GaLEECPP SClode-kP =]

18 A

Newindow | belp | Custorize Page

PO Farim Y Tier 2 Details \\__Tiar 2 Histary

Unit: 00061 Vendor: COWGOVERNN-001
POID: 0007542038 PO Date: 0410412007
POStas:  Pend Appr

T2Twe  Bidder D Name % Percentage/Amount

+ (-]

PO Total: 5000.000

Dore [ @ Trusdstes

@istart| 7] cYey ) ) nbox - Microsoft ook _| B RFQ Processes 307 - . |[&] Manage Purchase ord. mw‘ A 1zo3pm





First you will need to check the RFQ Solicitation package Minority Participation form.  If the vendor has M/WBE sub-participation, the vendor will either have it marked as a percentage or a dollar amount total of the bid.  It will also tell you if the subcontractor or supplier is an MBE or WBE and give the name of the company.  Once you have found the information, you will follow the steps outlined below to enter the information into PeopleSoft.

Once the Tier 2 Details screen is up you will be entering four (4) pieces of information on the M/WBE being used for participation on this PO.

66. T2 Type

67. Bidder ID

68. %/$

69. Percentage/Amount
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66.  T2 Type


Click on the drop down button to show three choices.  The choices are None, MBE and WBE.


Choose the type of participation.  If you choose None, you can click Save and go to page 63 and
finish the process.

Once you have selected the type of participation it will open a new field under the Bidder ID heading.  
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67.  Bidder ID

Enter the 10 digit Bidder ID if known.  If not, click the magnifying glass and you will be taken to 
the search for the Bidder IDs.  This field will allow you to select only certified MBE/WBEs.  The 
listing you will see will be based on the Tier 2 Type (T2 Type) you have selected.  If you selected 
Minority, all you will see are the certified Minority Businesses.  You can not select the prime 
vendor as the MBE/WBE vendor on the PO because it will not save.  
The best way to search is by the Name 1 field, this is the company name.  You should change the drop down to contains and use a portion of the company name.  Once you have found the correct vendor click on the vendor link and it will fill the Bidder ID and Name fields.
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68.  %/$

You will need to click on the drop down box and choose either Amount or Percent.  This tells the

system if the information entered in the Percentage/Amount piece is based on a dollar amount

or on a percentage of the PO. 
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Once you have selected to use Amount or Percent the field titled Percentage/Amount will open for you to place either the amount of participation by dollar amount or percentage of the contract.  

69.  Percentage/Amount

Enter either the percentage of participation or the dollar amount of participation for this PO based


on the response of the vendor and your choice in the %/$ column.
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To add any additional participation for this PO, you will click on the blue + to add a new row of information and then follow all the steps for each additional participation entry.  Once you have entered all participation for the PO you will then click refresh and the system will calculate the MBE and WBE participation and dollar amount total for you, the total for the participation can not be 100%.  If you list 100% MBE/WBE participation, you will get an error and not be able to save this PO.  

View Printable Version of the Purchase Order

To view/print a copy of the PO you will click on the link titled “View Printable Version”.
[image: image64.png]L@l eE-1J3

ORACLE’
3

Maintain Purchase Order
Purchase Order

Pend Appr x
Notchid TR B

00061
0007542038

Copy From: I Hold From Further Processing
[heacer ]}

povates  [ouowmnnT vendorscan Doc Tolstatus: ot chk
Vendor  [COWGOVERTWOEC, vendoDetals
endorD: [IO00GRTZTT . COW GOVERNWENTING Recetstatus: ot Rocvs
fassies Q. sumpichaetos-proc e |
Header Details. PO Activities Add ShipTo Comments WMerchandise: 5000000 -
[— ™

PO Defaults Document Status
EditComments  Requisitions Total Amou 5000.000 USD
adatemsFrom __________________[JSelectLines To Display

Puthssinakt  Caos  femSearcn o[ Remee

PO Oty UOM  Cateqory Price
BALLASTIASSEMBLY FOR _
CEEE

LAW ENFORCEMENT & FIRE €, 1.0000 [EA @ [361118 Q |5000.00000 5,000,000 Active

FIGHTERS MEMORIA
View Printable Version ‘Goto: |- More

PO Form | Tier 2 Detals | Tier 2 Histary

o




A message will pop up saying that your Purchase Order has been scheduled for preview.  Click ‘OK’.
A new window will open with Report Manager.  (This page works much like Process Monitor.)  If you don’t see the new window, look on your Windows “Task Bar” (the gray bar with “Start” at the beginning) for an open window titled “Report Manager”.

Click the yellow Refresh button until the Status column says Posted.  Then click the blue details link to the right.
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Locate the blue file link that ends with “.PDF” and click on it.
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Another new window will open with a picture of your Purchase Order.  Verify that everything is correct, including the vendor’s addresses.  If so, click the printer icon in the top left corner to print a copy and skip down to “Approve the Purchase Order”.

If there is anything wrong with the way the Purchase Order looks, make a note of it and close the window.  The Report Manager window will also need to be closed.  The PO Form panel should still be available behind the Report Manager window.  From there, you can make any necessary changes.

Changing the Vendor’s Addresses
If necessary, you can change the vendor’s addresses.  You will first need to find the appropriate Location in the vendor database.  A vendor Location is a specific combination of an ordering address and remitting address.  
Make a note of the vendor’s ID number located near the top left corner of the PO Form next to “ID”.
In the top right corner of the PO Form panel, click the New Window link.  A new window will open to allow you to navigate to the vendor database.  The current window displaying the PO Form will remain open for easy access.
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In the new window navigate as follows:

· Vendors

· Add/Update 
· Vendor 
At the vendor search screen you will be able to enter any of four (4) search criteria into the Find an Existing Value tab.

70. Vendor ID

71. Short Vendor Name

72. Name 1

73. AOS Vendor ID
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70.  Vendor ID


Enter the 10 digit PeopleSoft Vendor number assigned by IDOA Procurement.  Best

search.

71.  Short Vendor Name


This search is based on the first 10 characters of a vendor’s company name.  This does


not include any punctuation.  First change the drop down box to contains.  Enter the first


10 characters of the vendor’s name to search the file.  This is the worst way to search.

72.  Name 1


This search uses the company name.  First change the drop down box to contains.  Next


enter an unique portion of the vendor’s name.

73.  AOS Vendor ID


Enter the vendor’s tax ID number.  You can enter the full 9 digits or you can change the


drop down box to contains and put a portion of the tax ID.  If you enter only a portion of 


tax ID, you will get all vendors that have that combination in their tax ID.

Example if you entered contains 7942 you will get vendors with 7942XXXXX,

X7942XXXX and any other combination.  Best if you enter all 9 digits.

Once you have entered all of your search criteria click the yellow search button and you will either be taken to the vendor you searched or be given a listing of the vendors that meet your search criteria as shown below.
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Now find the vendor you want to review and click any information in the vendor’s record to be taken to review the vendor information.  You will be taken to the summary screen of your selected vendor.
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All users will have view access to three tabs of the vendor file.  

74. Summary

75. Contacts

76. Profile

74.  Summary


The summary tab is a new modification to 8.9.  The summary will give you many pieces

of information from the vendor file.  You will be able to view all current locations with all

addresses associated with the location.  

75.  Contacts


This tab gives you all contact information that the system has associated with each


vendor address.  

76.  Profile


This tab gives three (3) pieces of information on the vendor necessary for purchasing.

The following pages will give more details on each of the viewable tabs in the vendor file.

Summary Page

The summary page gives the user a complete review of all needed information on a vendor.  This is what the screen looks like.  Note this shown as one screen but you must scroll down to see all the information.
[image: image71.png]2 Vendor - Microsoft Internet Explorer

)
e tt Vew Fovotes Tooh Help 3

Q- © [ B O Poower Fpromee @3- & s

cress | ] https:financial.gmis. in. gov/pspFsprd/EMPLOYEE/ERP/c/MAINTAIN_VENDORS. YNDR_ID. GBLZPORTALPARAM_PTCNAY=EP_VNDR_ID_GBLEEOPP.SCNode=ERPEEC v | B G0 Liks @+

L RIS

1927 N CAPITOL AVE 1827 N CAPITOL AVE &
INDIANAPOLIS, IN 46202 [NDIANAPOLIS, IN 46202

Status: Approved Last Modified By: 1248868

Persistence: Regular Last modified date: 1010612009 1:45PM

Classitication: Supplier Created By:

HCM Class: Created Datet

Openfor Ordering:  Yes Last Activity Date: 1010712009

Witholding: Yes

VAT: No

Address Line 1 Address Line 2 city State |*Zip Code | Name 1 =
1927 N CAPITOL AVE INDIANAPOLIS N [45202  [UNIFORMHOL
3002 JEFFERSON BLVD FORT WAYNE N [48804 UNIFORMHOL

Pa  |iochame Loc Eftat Usedfor |Adar Descr Etf Date
Hold |Method
000001 N 10034, 10083,10697,10776 | 01/02/1800 Active Orderta 179792 o0a/112000
o000t | 10034,10083,10687,10776 (0110211900 pctive | Remmitto 1 g7 01112008
REMITOO1 [N [ACH |UMBBANK,NA =923 081132008 |Acive |Orderto 2 78201 01112008
REMITOO1 [N [ACH |UMBBANKNA =923 09132008 |Acive |Remitto 2 =g78201 osn12008
i ] >

T 1 [ B w

start @





The top half of the screen gives several pieces of information about the vendor you have selected.  This screen shows:

77. Vendor ID

78. Vendor Short Name

79. Vendor Name

80. Order

81. Remit

82. Status
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77.  Vendor ID


This is the PeopleSoft number assigned to the vendor by IDOA Procurement.

78.  Vendor Short Name


This is generally the first 10 characters of the vendor’s name.  This is one of the search


criteria.

79.  Vendor Name


This is the vendor’s legal name as recorded with the Auditor of State.  

80.  Order


This shows the order address for the default location for this vendor.  There might be


more order addresses associated with this vendor, but only the default location 


information is found.

81.  Remit


This shows the remit address for the default location for this vendor.  There might be


more remit addresses associated with this vendor, but only the default location 


information is found.

82.  Status


This shows the status of the vendor.  Your status must be Approved to be able to use this


vendor.  

The bottom half of the screen as seen below has three (3) items for you to view.
83. Locations Tab

84. Address Tab

85. Show All Columns icon 
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83.  Locations Tab


This tab contains information about each location that is used to determine the correct


location needed.  


86. Location


87. Loc Status


88. Used for


89. Addr


90. Descr


91. Status
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86.  Location


This gives the location number for this vendor.

87.  Loc Status


This shows if the location you are reviewing is active or not.  You should only use active


locations, as an inactive location will cause your PO to error.

88.  Used for


This column shows the type of address for this location.  The only two types you need to


use are Order and Remit.

89.  Addr


This shows the address number associated with the type of Used for.  

90.  Descr


This column shows the last four digits of the vendor tax ID and any sub codes if applicable.  You 
will also see No Auditor of State Payment for addresses that are not in VinQ and can not be used 
as a remit address.

91.  Status


This shows the address associated with the Order or Remit address of this location.


You need to make sure all addresses are Active.

84.  Address Tab


This tab gives the corresponding address associated with the Remit and Order 


Addresses from the Location Tab.
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85.  Show All Columns Icon


Clicking this Icon  

 combines the information on both the Location and Address

tabs into one view with all columns.  This is what is recommended to be done to see all

information in one place.

IF THERE IS NO LOCATION AVAILABLE OFFERING THE CORRECT COMBINATION OF ORDER AND REMIT ADDRESSES, contact the Auditor of State vendor coordinators with the pertinent information, so that a new location can be set up.
Close the window displaying the Vendor Information.  The PO Form window will still be available behind the Vendor Information window.

Once you have found the correct vendor location and Order Address number, you will need to return to the Purchase Order panel.  On the Purchase Order panel you will need to click on the blue Vendor Details link next to the vendor.  This will bring up the Vendor Details panel.  
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At the vendor details screen you will need to enter two items.

86. Location

87. Address
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86.  Location

In the Location field enter the 5 digit location number noted during your research.  

87.  Address


In the Address field enter the Ordering address number noted during your research.  No zeros
are needed before the number.

Once you have entered both of these items Click OK.  

Setting Purchase Order Lines to Amount Only

If the requisition lines were set up for the purchase order to be “Amount Only”, then click on the Attributes Tab and click on the check box labeled Amount Only for each line needed.
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Changing the Payment Terms on the Purchase Order
*Payment terms are used to calculate the net due date, discount due date, and discount amount calculations for Vendor payments. Payables uses these payment terms and timing methods to schedule payments for invoices and to calculate amounts remitted to vendors.
*Payment terms may specify either a single payment or multiple payments. Payment terms may specify a discount for early payment, for example 2% discount if paid in 10 days, otherwise the full amount is due in 30 days, see 2NT30 where a discount of 20.00 is taken if paid within 10 days of the invoice date. Payment terms may set a rebate percentage - a percentage reduction for each day early the payment is made.
*Payment terms may also set delay days, see the example below for 15TH. If the invoice is dated between the first and the 10th, the payment will be scheduled for the 15th of that month. If the invoice is dated the 11th through the end of the month, the payment will be scheduled on the 15th of the following month.
*Multiple payment terms will create multiple payments for a single invoice and voucher. For example, annual building rent of $125,000 may be invoiced at the beginning of the year and 12 payments will be created, one each month for the next year.
*Payment terms calculate the scheduled payment date based on the invoice date. The Auditor of State attempts to create the payment two business days before the scheduled due date.

Indiana uses AREAR as the default payment terms except for employees where the default is ZERO (for immediate payment). Payment terms other than the default should be included in a purchase order after negotiation of the best price and terms available.
*A payment will not be created until the voucher has been fully approved, even when the approval occurs after the calculated payment due date.
Click on the blue Vendor Details link.

[image: image80.png]2 Manage Purchase Orders - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Quic- © [ A G| Pt Fprwete @ - 5 oUs

L RIS

Sion out

NewWindow | pelp | Customize Page | B, &
PG Form

Maintain Purchase Order
Purchase Order

unit: 00061 PO Status: Aoproved x

POID: 0010513020 Budget Status:  Valid ER

Copy From: v [IHold From Further Processing

PO Date: 09212000 |5 vendorSearch Doc Tol Status:~ Vaiia

Vendor INDIANAPOL-074 | Vendor Details

“Vendor ID: 0000078443 @ INDIANAPOLIS AVIATION Receipt Status: Not Recvd

Buyer: SHOUSTON  |@L Houstan Shirey-061-Pro “Dispatch Method: [ Prnt v| _pispatn |

PO Reference: |Online Src From Req 0000006681 [Amourt Summary ]
Merchandise:

Header Details PO Activities Edit ShipTo Comments ~ Leased Assets terchandise: 0.000 -

PO Defaults Document Status FreightTaxMisc.: o.00

EdfiCommenls  Reausitons Total Amount: 0000 USD

radttemsFrom _______________JSelectLines To Dispiay
Puthasingkii  Catalog e Search  Line: QT Q Retiove|

‘Amount Status

=]

|8 % Lol ntranet




Then click on the magnifying glass to the right of the Terms box.
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Then chose the appropriate payment term based on the contract.
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Asset Information on the Purchase Order
The Buyer can verify through the eProcurement>Buyer Center>Manage Purchase Orders>Details tab> Schedule icon>Distribution/Chartfields icon> Asset Information tab as shown in the panels below.
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The Buyer can also make an item an asset that is not automatically set as one (through the UNSPSC code chosen) by adding the AM Business Unit and Profile ID on each line of the purchase order (as needed).
You will need to indicate whether or not the purchase order is for a Leased Asset prior to saving.
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Check either No or Yes and click OK to return to the main panel of the purchase order. 
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You will need to save the PO on the main panel.

Approve the Purchase Order

Menu Navigation:   

· Purchasing

· Purchase Orders
· Approve Amounts
If the purchase order amount is under your agency’s delegation of approval, then at the Amount Approval page you will need to enter the Business Unit and Purchase Order number of the Purchase Order you need to approve.  Click the Search button to find your Purchase Order.
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The Purchase Order Amount Approval page will open displaying information about your PO.  To Approve the Purchase Order you will need to complete one item.

You will have to make sure that the Approval Action is set to Approve.
Click on the Save button at the bottom of the page to approve your Purchase Order.
The Approval Status displayed at the top of the page will change to Complete when the action has been saved.  You can now continue with the final purchase order steps.
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Finalize and Budget Check PO
Menu Navigation:   

· eProcurement

· Buyer Center

· Manage Purchase Orders
The Manage Purchase Orders page will open.  Find your purchase order.  Instructions to find your Purchase Order are on pages 46-50.
Once you have found your Purchase Order and are at the Maintain Purchase Order page you will have to complete three (3) final items before your Purchase Order is ready to be sent to the awarded vendor.

88. Finalize Document

89. Budget Check

90. Dispatch
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88.  Finalize Document

This releases any funds that were encumbered in the requisition stage that are over the amount

of the Purchase Order.  This needs to be done before the Purchase Order is dispatched.
To do this you will click the finalize document icon (

).
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89.  Budget Check

The PO status must be Approved in order to run the budget check process.  This process will


encumber the PO funds in the system.   

Click once on the Budget Check icon (

) to initiate the budget check process.  
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Once the Budget checking process is completed you will see changes to the Budget Status and the Doc Tol Status.  If you get an error for either of these Statuses you must contact your Head Procurement person to have these errors corrected.  The final status for both Budget and Doc Tol must be Valid and Valid, before you can finish your processing.

90.  Dispatch

To Dispatch the Purchase Order it must have these three statuses.  PO Status as Approved,

Budget Status as Valid and Doc Tol Status as Valid.  Click the yellow Dispatch button to

be taken to the Dispatch Options panel.
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Once you are at the Dispatch Options panel you will have to complete/verify three (3) three items.

91. Output Destination Type

92. Output Destination Format

93. Print PO Item Description
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91.  Output Destination Type

This must always be WEB.

92.  Output Destination Format

This must always be PDF.

93.  Print PO Item Description

This box must always be checked.

Once you have all the correct information entered you will click the yellow OK button.  You will be asked if you would like notification when the dispatch process is complete.  Click the Yes button.
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Once the dispatch process is complete you will be taken back to the Maintain Purchase Order panel and the PO Status will change to Dispatched.
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Click Save.
Note: The following steps are to be followed only upon receipt of items from the vendor.

Receiving Items

Menu Navigation:   

· eProcurement

· Manage Requisitions

You will first need to locate the appropriate requisition.  The Status for the requisition you are receiving items on should say POs Dispatched or Partially Received.  To access the Receive Items panel click the drop down box, and select Receive Order and click the yellow Go button.
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There is a second way to receive items.  

Menu Navigation:   

· Purchasing

· Receipts

· Add/Update Receipts

You will be taken to the following screen to enter search criteria to find the PO you want to receive against.  The first option will take you to this screen once you click search.

At this screen you will need to enter three (3) search criteria.

59. PO Unit

60. ID

61. Date Range
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59.  PO Unit


Enter the business unit number of the PO to be received against.

60.  ID


Enter the 10 digit PO number that is being received against.

61.  Date Range


Enter the Dates to search.

Once you have entered the correct criteria click the Search button to be given a list of all lines on the PO that you can receive against.  

Once you have found the PO and its lines to receive against you will need to select the lines to receive against.  You can either choose each line individually by marking the box under the Sel column next to the line(s) you want to receive against.  If you want to select all lines, then click the Select All link.
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Once all lines have been selected click the OK button and you will be taken to the next screen to continue the process.

You will be taken to the Maintain Receipts panel.  At this panel you will enter the quantity of items received in the Receipt Qty column for each line.  You will also see that the Receipt Status is set to OPEN.
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Once you have entered all of the quantities received and entered information as required in the Header Details link and the blue pending link if an asset, click the Save button to be given the Receipt ID number.

Once you have clicked save you will see the Receipt Status change to Received and the Receipt ID go from NEXT to the receipt number.

[image: image103.png]2 Manage Requisitions - Microsoft Internet Explorer

Fle Edt View Favortes

Tools  Help

Q- O HEAG

Pt Jorwmies @) (- 1o

=03

L RIS

Maintain Receipts

ks ) Wtosffinancl s i v sl r/EPLOYEEERPICIPY_AIN_VEND.PY_REQ_STATUS,GBLIPORTALPARAI_PTCNAY=EP_P_REQ_STATUS GBLUEOPP.SChod ~ERPOEC

Be

Sion out

New Window | Help | Customize Page |

Receiving

Business Unit:

Receipt ID:

Select Purchase Order

[linterface Receipt

00061
0000001704

Header Details

Description

Eluorescent

Receipt Status: Received X

Add Comments  Actiities

Document Status

000000000000011897 F4N/30BXISPXA0 10.25000

L

800000 Received En ja X

soooo0 | B [Ea |Q

Interface AssetInformation

@ Inbo:

s start

=]

18 @ et 1





Please see the  Receiving Against an ePro Purchase Order  Quick Reference Guide on http://www.in.gov/idoa/2342.htm for complete instructions.
This completes the purchasing process.
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