State of Idaho
Office of the State Controller
Division of Statewide Accounting

Purchasing

USING THE PURCHASING APPLICATION FOR YOUR AGENCY’'S PROCESSES

It is important to accurately create some sort of flow chart or map of your existing processes to prepare to use the Purchasing application. Below is a
basic example of an agency’s process with corresponding processes in the Purchasing application. Some existing business processes in the agency
may need to change or be created in order to adopt the Purchasing application.

Example of existing Agency Processes

To apply a corresponding Purchasing application processes

Request from end user.

Create Requisition

Agency rule: Under $100, the end user may purchase, with Status Requisition ¥ Approval " Report
SuperViSOF approval' a:g?:::::rch and Development E:::ES_}:‘I ;;?:kmg f e S | bl
Agency rUIe' Over $100 a requisition must be fl”ed out Need by [F| [11/13/2008 All or Nothing ™' Req Notes Req Atch [7]
. J ' Desc [Building tools Wake Template |
End user or end user’s clerical fills out requisition for request. Status  Awaiting Fiscal Coding
Requested by Edited by
JAMES CARTER (11/06/2008) JAMES CARTER (11/06/2008) Void Requisition |
Add ltem | Coding Complete | Clear All tems |
Total: $120.00 I Vendor Info [T CodingInfo [ ReceivingInfo ~ *Press F3 for Lookup
Notes Atch Status liem # Description Qty [ Price SubTotal WorkFlow
Menu D Awaiting Fiscal Coding 15222 Hammer 3 IEach ~| 30.00 90.00 | Accounting -
Menu D Awaiting Fiscal Coding 451222 #12 Nails 2 Box ~| 15.00 30.00 | Accounting -
Requisition sent to Agency’s Purchasing to log in and to route | Authorize Requisition if necessary
for approval. Aopeovel ¥ Roprts
Department Req# | Tracking # New | Simve | Print Preview I
SY5: Systems Admin. BYE0E004 226
BFY [2008  Needby T 00262008 All or Nothing [ Req Notes Req Atch (7]
Dese [Micraway, Make Template
m
lested by Edited
ATHICIA ROLLER [031972008) JAMES CRRTER (D3 19/2008) Void Requisition

Ada Y Authorize
Total: $200.00

I~ Vendos Info [ Coding Infa ™ Rept Info

‘Press F3 for Lookup
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Purchasing

Example of existing Agency Processes

To apply a corresponding Purchasing application processes

Requisition routed to end user supervisor for budget and

approval.

Fiscal Coding

Status Requisition  Approval Reports

Department Req# [ Tracking # Gl (FEpREETD SV | Preview
BHS: BUREAU OF HOMELAND §i+| B0B00018 155

BFY [2008 Need by [ [01/14/2008 All or Nothing [ Req Notes Req Atch [
Description:

[Packs Make PO
Status: Awaiting Line Approval Make Template

Requested by: Edited n

TIMTRACE(01/07,2008) JAMES CARTER (01/07/2008) Void Requisition
Add tem Changes Saved Clear All tems:
Total: $400.00 " Vendor Info I Coding Info "/ Receipt Info *Press F3 for Lookup
Motes Atch Status ltem # Description IC* R RefDoc* Six Mod PCA* Index ExpSub* Dl RevSub* Dil Grant Ph Project Ph BU*
Menu [*) Awaitinglu1 A1 Packs 230 10051 1200 5101 1BURLY 08 ARMOPS 03 GVOA
Menu [7] Awaitingle1 A2 Packs 230 10061 1200 5101 1BURLY 08 ARMOPS 03 GVOA
o | -]

Create Workflow approval levels and add approvers

Workflow Department

Work Flow Worker Levels Worker Level 1 Level Approvers
Workflow e Approver P

Select Edit Del CSC v Select Edit Del Worker Level 1 UpDn| Edit Del ROCHENDA REYHOLDS v

Select Edit Del Worker W Select Edit Del Worker Level 2 Up Dn. Add ITU ANH BOCKENSTETTE Il

Add I 2 Add

Requisition routed to fiscal officer for final approval.

Workflow approval levels and approvers

Final Approval Level
Workflow Department

Work Flow Worker Levels Worker Level 1 Level Approvers
Workflow Active Approver Active

Select Edit Del CSC v Select Edit Del Worker Level 1 UpDn| Edit Del ROCHEHDA REYHOLDS v

Select Edit Del Worker v Select Edit Del Worker Level 2 Up Dn. Add |TU AHH BOCKEMSTETTE = =

MI 2 @I
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Purchasing

Example of existing Agency Processes

To apply a corresponding Purchasing application processes

Requisition routed to agency Purchasing agent.

Ready for Purchasing

Status Requisition * Approval Reporis

Department: BHS
BFY: 2008

Req #: BOBO0018

by: 01/14/2008 Req

ption: Packs
Status: Ready for Purchasing

Approve

Tracking #: 155

Notes Req Atch [0

Unapprove:

W

Item #Description Oty UM  Price SubTotal Encul

" Show Vendor Info

Notes Atch Status

Menu [*] Line Approval Complete A1 Packs 4 Each $60.00  $290.00

Menu Packs 2 Each $80.00 $160.00

4

[*] Line Approval Complete A2

mhb Sfk Mod TC R PCA IndexSubObjDtiGrant PhProject PhBU  Fund
230 10051 1200 5101 1BURLY 08 ARMOPS 08 GVOA 0001

230 10051 1200 5101
|

1BURLY 08 ARMOPS 08 GVOA 0001

Agency rule: May purchase without soliciting quotes if under
$5,000.

Agency rule: If purchase is estimated to be between $5,000 to
$50,000 the request can be processed in house.

Vendor # =| ®

State Contract _=|

Required Delivery PO Options
]J;E Nane -] vender Notes

Create PO
PO Status " Req Status ° Requisition * Assign PO Reports
Department PO # New PO | Save | Print Preview |
|~Select Department~ |

Purchase Order
information to apply

PO atch [

status New PO
Total: $0.00

- Requisition
line items

Req # MNotes Atch Status

I Menu D3000

Meed By

[*] Line Approval Complete
T Menu D8000 [*] Line Approval Complete

T Menu D8o00O [*] Line Approval Complete

" vendorinfo [ Codinginfo [ Receipt Info

PO Edited

Delete PO

Price

Description

Wheel 1 Each =| 80.00 30.00
‘Wheel 1 Each x| 80.00 80.00
Wheel 1 Each -| 80.00 80.00

Agency rule: If the purchase is estimated to go over $50,000
requisition must be routed to Dept of Administration, Division
of Purchasing.

" Email Notification
[ Restrict Req Approver
¥ Restrict Approval by Req Department

Administrator can define Delegated Amount

Delegated Amount $|5000.00
PO Pct Variance 0
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Purchasing

Example of existing Agency Processes

To apply a corresponding Purchasing application processes

Agency rule: Purchases between $5,000 to $50,000 must be
sent to three vendors with a significant Idaho presence. Quotes
are informal.

n/a

Quotes are submitted, tallied, and the lowest responsible
vendor awarded the purchase.

State Contract numbers can be tracked on the PO.
See ‘Create PO’ above
Scanned documents from vendors can be attached to the PO

PO Status

Department PO #
WKP: Worker PO WKPE0004

Vendor # | -|7E|
Required Deli\ner\«EI

Status In Purchasing

Total: $198.25

Req Status " Requisition " Assign PO Reports

New PO | Save | Print Preview |

Approve
pcard Purchase —  venderNotes® | {Po aten”]

PO Created TU AHH BOCKENSTETTE {03/13/2008) PO Edited JAMES CARTER (04/07,/2008)

Delete PO |

¥/ View Selected ltems

™ Vendor Info ™ Coding Info r Receiving Info
g

Req # Need By Notes Atch 3tatus

W Menu DSA07003 12/07/2007 ﬂ Assigned to PO xyT823-aa

Description

Business cards 1

Purchase order is generated and faxed or
e-mailed to vendor.

A

Agency : 140 State Controller

BO0DW. Main Sireat  Sun Valley Id 83566 (208) 5551111 201,  fax

Purchase Order WKPB0023

Purchasing Agent Supplier Phone
JAMES CARTER (05/19/2008) ELECTRICAL SPECIALISTS 301 TROY RD
PO BOX 8175 —

MOSCOW ID 83843

Item No ~ Cuantity wM Amachmaent O Price Fraign Amaum
Item
Following Ship Ta: Atin: Training Specialist Tim Christense, 250 Nosthwest Blvd, Suite 108 Coeur Falene ID, 83814 (208}
Following Bill To:  Latent Fingerprint Supr Randy Meade, 700 5 Stratford Drive, PO Box 700 Merickan 1D, 83680 (208) 88
456321 1 Each 5,000.00 0.00 $5.000.00
Fuel Calls
Following Ship To: Atn: Supervisor Donald Peck, 209 E Lewis Pocatelio 1D, 83201 (208) 2320474

E Following Bill To:  Atin: Rebecca K Thomason, 650 West State room 100, PO Box 83720 Boise 1D, 83720  (208) 332182
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Purchasing

Example of existing Agency Processes

To apply a corresponding Purchasing application processes

Vendor receives PO and processes order.

n/a

Vendor ships order to agency (usually an FOB Destination).

Shipping Addresses maintained by administrator within the application

User Maint ~ Agency Address PO Notes
Address Maintenance _ i
@ Active © Non Active © All Addr
™ Dome  loroup oescription lact ShiBil fcontast - |address |
Select College Idaho  Southern Idaho College of Southern Idaho W Attn: Claudeen W Campbell 315 Falls Avenue, Pt

Select Dept Admin

Management Main Boise Office '
Select Forensic Servc Region 5 Lab  Idaho State Forensic Services W
v

Attn: Rebecca K Thomason 650 West State roor
209 E Lewis

700 5 Stratford Driv

Attn: Supervisor Donald Peck

Select Forensic Servce Region 3 Lab  Idaho State Forensic Services v v Latent Fingerprint Supr Randy Meade
|

4

_ Cancel|
Name
Group
Contact
Address
City
Phone ext Fax
Desc

[T Active Address

" Default Shipping
" Default Billing

State Zip

Add New Address

[ PO Form Address

Shipment arrives at agency.

Item(s) is inspected to see if it meets specifications and the
terms and conditions of the purchase order.

Receiving

Status Recei

Item Description: Square Forms

PO # POS008-A Order Quantity &

Vendor: BIG SKY RAC

>

Receive |

Process Receipt

Unit of Issue Each
Quantity Outstanding &

Line Item Notes:

& Everything is here
 Something is missing

© Something is broken

C Something is backordered

Quantity Received & 2‘

Requested Delivery Date

Actual Receiving Date 04252008 o

Item(s) inventoried.
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Purchasing

Example of existing Agency Processes

To apply a corresponding Purchasing application processes

Invoice received and sent to fiscal officer to approve and
process payment.

POs can be imported in Payment Services

Payment Services
Purchase Order Look Up

Po # [/BHos0002 Find |  Import

Status:

Vendor: 820487538-00 PERKINS CONSTRUCTION INC

Total: $6,700.00
[ All T None

Status n Price

Menu Received Sand Bags 300 Bag 500 1500.00(
"

enu Received MPC Laptop #456, quate 8909 2 Each  2600.00 5200.00]

Vendor issued a warrant or EFT.

Payment Services uploads to STARS

Copy of Requisition, P.O., Inventory Record, and Invoice to
file.

Agency rule: File to be kept for 3 years retention.

Reports can be generated in PDF, and printed or saved.

Status Requisition ° Approval Reports
' Purchasing Report O Encumbrance Report O User Report
© Audit Report C Grant Report
< DOP Delegated Report C Project Report
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