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1--Orientation
The General Procurement process involves the following user activities:

e Placing orders for goods or services.
¢ Recording the receipt of those goods or services.
e Ultimately remitting payment for the goods and services acquired.

In AdvantageME every effort has been made to retain and enhance the functionality currently found in
SICOMMnet while bringing tighter integration to the Accounts Payable and General Accounting
modules. In AdvantageME the desktop has been replaced with a Procurement Workspace from where
Procurement functions and business processes may be initiated and status may be tracked through on-
line inquiries.

AdvantageME contains several features that provide additional support to users in their general
procurement activities. The AdvantageME Procurement Workspace consolidates in one place the links
to the documents and inquiries we need to complete general Procurement functions. AdvantageME
also provides a Procurement Type field used to identify the Business Process being followed to procure
Goods or Services for a given requirement. Procurement Type controls which documents may be
processed with milestones to guide the process, how Vendors are evaluated in the Post Award state,
and which Authorities may be cited on an Award Document.

This General Procurement class is designed to provide you with a basic understanding of the State of
Maine’s procurement process and the AdvantageME procurement functionality as it relates to the
typical department procurement user who shops for items on Catalogs and / or creates Requisitions to
send to the Division of Purchases.

Pre-requisites

You should have completed the following courses before continuing:

¢ AdvantageME 101 Intro to AdvantageME
¢ AdvantageME 201 Chart of Accounts and General Accounting (optional)

Learning Objectives

At the conclusion of this lesson, we will be able to:
¢ Review and Understand Universal Requestor Catalog Search (URCATS)

e Create Procurement documents by searching and ordering items from URCATS and/or the
Document Catalog:

o Delivery Order (DO)
0 Purchase Order (PO) for Small Purchases by Agencies
0 Standard Requisition (RQS)

e Create Receiver (RC) documents

e Review Error Messages

State of Maine 5o0f 111 GMB Version
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Document Code Crosswalk

The following table displays the Procurement document codes currently used by end-users in MFASIS
and the corresponding new Procurement document codes in AdvantageME.

Business Process Pre-AdvantageME AdvantageME
Current Document Description Document | Description
Code/Prefix Code
Build an order from CRO Contract Release DO Delivery Order
existing Master Order
Agreements
Request goods or PR Purchase Request | RQS/RQN | Standard Requisition
services
Solicitation RFP Request for Proposal
Solicitation RFQ Request for Quote
Tab Sheet or EV Evaluation
Evaluation Criteria
—RFP only
Response SR Solicitation Response
Order items without a APO Agency Purchase PO Purchase Order
requisition or Order (Procurement Type
Procurement Card APO)
Request delivery CRO Contract Release UR/DO Delivery Order
against agreement Order
Commaodity Master Agreement | MA Master Agreement
Contracts
Contract for Services Service Awards Contract for CT Contract
Services
Receive goods and Receiving Report RC Receiver
services
Record a vendor’s INV Paper Invoice IN + PR, Vendor Invoice +
invoice PRC, Payment Request
PRM,
PRMI
Setup a new vendor VR New Vendor VCC Vendor/Customer
Request Creation
Form/Registration
Sicommnet
Modify an existing VRM / VR Vendor Request VCM Vendor/Customer
Vendor Modification/Login Modification
to Sicommnet to
update
Termination Amendment/Change | Amended ™ Termination
Order Document
Renewal Amendment/Change | Amended RN Renewal
State of Maine 6 of 111 GMB Version
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Business Process Pre-AdvantageME AdvantageME
Current Document Description Document | Description
Code/Prefix Code
Order Document
Performance Informal note to file PE Performance Evaluation
Evaluation of Vendor
State of Maine 7 of 111 GMB Version
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Workflow Unit

AdvantageME Procurement uses the Unit field to route documents through the workflow.

Do not confuse this Unit with the Unit field associated with chart of accounts elements used to organize
appropriation of expenditures and revenues in order for department heads to effectively plan and
control those activities assigned to them.

All Unit codes have a prefix of WF, except those used for the service center which have a prefix of SC,
and two digits suffix (01, 02, etc.). View Appendix A to see all Unit codes.

174, YWFO1 AP 17AWFDTAR Dept. of Transportation

174 AELT AP 17 AWFDZAR Admin Services

174 WFO3 AP 17 AWFD3AR Stockroom

174, WWFO4 AP 17 AWFO4AR Contract Procurement Office
174 WWFDS AP 17 AVWFDEAR Financial Pracessing

174 WyYFOB AP 17 AWFOBAR Executive

174, WWFO? AP 17 AWFD? AR Communications Office

174 WWFOS AP 17 AVWFOBAR Human Resources (not 5.C.)
174 WiyYFOS AP 17 AWFDSAR Legal

174 WiF10 AP 17 AWF10AF Planning

174 WiF11 AP 17AWFT11AR CPT

174 WyF 12 AP 17 AWF12AR OFT

174 WWF13 AP 17 AW 13AF Dept. of Transportation - OIT
174 WiF 14 AP 17 AWF14AP fl & O Main Office - Augusta
174 WiF15 AP 17 AWF15AF hl & O Region 1

174 WF 16 AP 17 AWF1BAR il & O Region 2

174 WF17 AP 17 AWF 17 AR bl & O Region 3

174 WiF 15 AP 17 AWF18AF bl & O Region 4

174 WiF 19 AP 17 AWF19AF bl & O Region 5

174, WWF20 AP 17 AWF20AR Enviranmental Office

174, WWFZ1 AP 17 ANWF21AR Project Development  Multimaodal
174, W22 AP 17 ANVFZZAR Project Development Bridge
174, WWFZ3 AP 17 AWFLIAR Project Development  Highway
174, WWF2d AP 17 ANVF24AP Project Dev - Property Office
174, WiF25 AP 17 AWF25ARP WMDOOT STAR

State of Maine
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The RQS, RQN, DO and PO documents all require a unit code. Populate the Unit field with the correct
unit code. There are three locations where you enter the Unit code:

1. Document Catalog, Unit field

Document Catalug

Creste

e

whocument ldentifier

IInit :

Code d

Dept.

D :

2. URCATS, Create Request section, Department and Unit field

Universal Requestor Catalog Search

Browse Clear @R

wheneral

Search For: |%PAPER%

pAdvanced

Included Sources Master Agreameants Inventory W Commodity Codes W

of Supply: MA Catalog lems W Purchase History W

weTEteReTet

Department :
Unit: [\WF20 B

Supplier
Part Vendor Hame

Number

Alias/DHA | CL Description c°r":';r:'|":“’ Unit | Unit Price Source Expit

3. Copy forward page, Unit

Code field

Copy Forward

From Document

Category |F'ROC

Doc Dept : [104

Type : [RQ

Doe Unit:l

Code |RC!S

Select Entire Document . v

To Document

Dac. Department Code :I

T ID1DEDEDDDDEIEIEIEIDDEIEIQE

Version |1

Dacument [d :I

LInit Code :I

“uto Mumbering : T
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If you enter an unauthorized or incorrect unit code, the process to correct it is as follows:

e The document is workflowed to the approval role, who rejects the document
e The document is returned to the submitter
e The submitter should repopulate the field with the correct unit code

In order to correct the code, search for the rejected document in the Document Catalog. Copy the
document by clicking Copy.

The Copy Document page opens. In the Unit field, enter the correct unit code. Click OK. Submit the
document.

Make sure to return to the Document Catalog and discard the original document. To do this, select the
document and click Action Menu>>Discard.

Tracking Work in Progress with the Unit Code

Agency users select workflow units to trigger workflow. Once a document enters workflow, the
document phase changes from Draft to Pending. To view the workflow details, select the Action Menu
at the top of the screen, click Approve and track work in progress.

Track Work in Progress - RQS - 17A - 06080800000000000023 - 1

enu Back

Diate Submitted ; B8r2006 Submitter : Home PCOETTA

Approval Rule ID | Seq Ho | Approval Level | Assignment Date As=signee Hame Approval Status | Appro
+ B112 1 1 2006-08-02 Environmertal Office Approver  Pending
E112 2 2 DOT Dept. Designes Approver Pending
Wiew Log
State of Maine 10 of 111 GMB Version
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Accounting Templates

Accounting templates allow users to save frequently used chart of accounts data for use in subsequent
documents. These templates are used to populate fund and detail accounting elements on documents.
Use of accounting templates is optional within Procurement documents. Note that chart of accounts
elements (e.g. Fund, Dept, Unit, SubUnit and Object) must be completed separately if an accounting
template is not selected.

In order to reduce data entry and minimize errors, you can create standard accounting templates with
information for processing documents. These templates reduce the amount of time required to enter
new documents. Templates also make it easier for the non-accountant to process documents.

Basics of the Accounting Templates:

e Accounting templates are invoked after the document is created.

¢ Any accounting elements that have already been entered on the document are not overlaid with
values from the selected accounting template. Therefore, accounting templates only default
values to blank fields.

o After the template is applied, the values entered by the user are maintained.

For example, a department creates an accounting template called “Less than $2500" for use with
procurement documents. The template includes fund, department, unit, subunit, and expenditure
object. When applying this template on an accounting line with a fund already specified, the accounting
template only brings in the department, unit, subunit, and expenditure object. The Fund Code on the
document is not replaced with the Fund Code from the template.

For further questions about creating, modifying, and searching for Accounting Templates, please refer
to the AdvantageME 101 Intro to AdvantageME or 201 Chart of Accounts courses.

State of Maine 11 of 111 GMB Version
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Event Types

Event Types on the Accounting line specify what posting codes are used while bringing in specific
rules concerning referenced transactions, customer codes, vendor codes, and all defined chart of
account elements in the system for data entry.

Procurement documents will automatically default the Event Type. However, there are instances when
the user may need to select an alternate Event Type for a specific business case. The user can select
an event type and name combination from the pick list for a particular document’s event code. The
system never defaults an event type over one entered by a user. If the data entered is not correct for
the event type, error messages are issued.

The Event Types used in Procurement documents are listed below.

Procurement Function Document Code Event Type

Non Pre-Encumbrance RQN PRO1

Pre-Encumbrance RQS PRO2 (default)
UR URO02 (default)

Encumbrance

PO (BPO—Buyers Only)

PRO5 (default)

UR

UROS5 (default)

DO

PRO5

CT

PRO5 (default)

Non-Encumbrance

PO (APO — Agency Users Only)

PRO7 (default)

DO

PRO7 (default)

PO PRO7
CT PRO7
No accounting Lines ™ None
RN None
PE None

State of Maine
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2--State of Maine Procurement Process

Procurement Lifecycle

The State of Maine’s procurement lifecycle consists of the following six major states, though not all
states are required in all procurements:
¢ Requisition — a request for goods or services is created

¢ Solicitation — requirements for goods or services are advertised and vendors are requested to
submit information, quotes, bids or proposals

¢ Solicitation Response — vendor responses to solicitations are received and recorded
¢ Evaluation — vendor responses to a solicitation are evaluated for award

¢ Award - formal agreements are established with a vendor to either purchase goods or services
or set prices for future purchases

e Post Award - the activities that take place during the remainder of a vendor contract after
award

Common scenarios used by the State of Maine:

Phases Involved Initiated by Scenario Comments
Requisition to Agency --Commodity Orders over $2500 | In order to skip the Solicitation
Award --Printing, all dollar amounts Phase a Sole Source

justification is required for
commodity orders over $2500

Solicitation to SR to | Agency or DOP | --RFP—for any service For an item/commodity, a

EV to Award requisition must always be
created. A solicitation (RFQ) is
then created.

Solicitation to DOP --ltem greater than $2500 (BPO) | The DOP is not required to
Award --Master Agreement (MA) for create requisitions and may
any amount Chose tO Sk|p the formal

Solicitation Response and
Evaluation phases and go
straight to an Award.

Award Agency --Item is less than or equal to
$2500 (APO)

--Sole Source CT’s under
$10,000 with justification
--Solicitations received and
evaluated outside the system

Note: Post Award documents are not required but can be created at the end of any of these scenarios.

State of Maine 13 of 111 GMB Version
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Procurement Folder

The procurement folder is the central repository for documents and documentation related to a single
procurement. AdvantageME compiles all activities, documents and related correspondence for
procurement into a virtual Procurement Folder. This folder ties multiple procurement documents and
documentation items together. The Procurement Folder provides a single point for tracking, assigning,
and reporting during the procurement life cycle. Each procurement document belongs to a specific
Procurement Folder.

Each folder has a unique identification number generated by AdvantageME which allows users to
identify the procurement documents and documentation items that apply to a particular purchase. Each
folder also has a Procurement Title to easily identify the Procurement Folder. The Procurement Title is
displayed on various procurement related pages to aid in identifying the proper folder for a specific
procurement.

State of Maine 14 of 111 GMB Version
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Maine’s Departments generally follow the processes detailed in the following diagram:

Procurement Overview

Agency ) Advantage > Purchase ) Vendor
H H H
' ' '
ﬂ ' Search '
. mnn l Requislllon Buyer begins to
c : oltf:lr nPlca NO RQS Searl:h for Item P ﬂ Buyer E
2 ' H '
W Agency Requestor H ' !
.5 L] A .
g : Yes : :
o . ] ]
' (See Ellagram) fve Diagram ’ I ' '
: =2500 =2500 @ Find S :
' '
' '
g : Y : Vendor
= ] "
% : Sole Source( RFQ Le=\endor Receives RFQ through VSSq'—’ﬂ
= ] ] "
= ' ' '
3 : : |
[= L] T T
g g : PO or DO : : J
= ' ' '
1) g ' SR |d=dVendor responds to RFQ 1hrough Vs
S0
o @ : : |
8 14 ' ' '
' I 1
5 : Y : Buyer : WVendor
S ' ' : ﬁ
= Vendor 3 Selects or
g : EY [~ Responses Negotiatess
= ' ' '
g ' ' '
ol ' ' '
' ' '
' ' '
4 0 0
' ' '
' ' '
: Encumber? o < : :
' ' '
B2 No, Yes, Event Type H H
(1] Event Type PROS Y ' "
H PROT Default Buyer Creates a ' Vendor
< i b——p| PO, DO [—- PO |g—m M or PO '
' '
' .
: ' ' CHE [ ﬂ
' ' '
] i []
' 0 '
g : * 5 al | : . Vendor
g H (RN) - ' . Renews or Termlrlates -
< : p!:::::;“ : Agreement
B : (PE) Termination | H H
(=] T™ -
o ' ™ : :
' ' '
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Requisition

For procurements that will exceed $2500, a user must prepare a Requisition document in Advantage to
describe the goods and/or services required. The system will workflow the requisition to the department
approver and the department designee, after which it will be routed to the Division of Purchases. No

$2500 form will be required.

The State of Maine uses the following three distinct document codes:
e Standard Requisition (RQS)
¢ Non-Accounting Requisition (RQN)
e Surplus Requisition (RQA) (For Surplus only)

Depending on the Procurement Type, these documents may be optional.

State of Maine 16 of 111 GMB Version
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3--AdvantageME Procurement Document Sections

AdvantageME Procurement documents have a Header section and up to eight Detail Sections. The
following paragraphs provide an overview of what each section is used for and the types of information
that are entered.

Header
The Header section lists general information associated with the entire document.
Vendor

The Vendor section provides Vendor information pertaining to:

e Suggested Vendors for providing the goods/services (Requisitions)
¢ Vendor associated with a Solicitation Response
e Vendor awarded a contract

Vendors are selected from a pick list that is populated by the Vendor/Customer (VCUST) table.

Sub-Vendors — NOT USED

The Sub-Vendors section lists sub-vendors associated with the procurement—information only. Note
that commodity lines are not linked to the sub-vendors. This functionality is rarely used.

Accounting Distribution

The Accounting Distribution section lists the fund distribution across multiple line items. This
information allows for the distribution of commodity costs across multiple accounting lines based on
percentages. Completing this section is optional when creating Procurement documents. Completion of
this section allows you to “push” the accounting distribution to all commaodity lines on the document. If
you prefer, you can enter accounting information line-by-line in the Accounting section, below. If you
chose to complete this section, complete the following fields:

e Accounting Template—Select from “Pick List”. Accounting elements associated with the
template populate the fund accounting and detail accounting sections.

¢ Distribution %-- The percentage should be entered as a number between 0 and 100 with a
maximum of four decimal places. The sum of all distribution percentages for all lines in the
distribution must equal exactly 100.

State of Maine 17 of 111 GMB Version
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Terms and Conditions — NOT USED

The Terms and Conditions section lists the terms and conditions associated with the document. The
Terms and Conditions (TRMC) table is used to establish "pre-established" terms and conditions for
selection on this detail section.

Commodity

The Commodity section lists all commaodities (goods or services) associated with the document. The
State of Maine uses the 5 digit NIGP code and buyers provide a more detailed description in the CL
Description field.

Accounting

The Accounting section lists the accounting codes for each commodity line, if you have decided not to
use the Accounting Distribution functionality covered above.

Posting
The Posting Section lists the posting information for each accounting line.

State of Maine 18 of 111 GMB Version
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4--AdvantageME Procurement Functionality

Worklist

Documents in AdvantageME which require approval will workflow to the appropriate approver’s
Worklist. The approver can review the document, add comments and either approve or reject the
document.

Documents greater than $2500 require two levels of approval before the document is workflowed to the
Division of Purchases.

e Department approver
o Department designee (replaces Form DPFY04-1)

Note: For OIT related items, the document is workflowed from Purchases to the OIT approver.

Worklist

SelectWoarklist: |Envirnnmenta| Office Apprwerj

Level I_L,
Cade I—
Dept: I—

onit:[ |

Browese Clear

Comments | Creator 1D Reason

| CT 174 WF20  DB072400000000000034 Mo PCRFPDE17S  bodana Tr2402006 20502 P Apply approval  CT requires
f 1 CT 174 WF20 DBO072500000000000045 Mo PCRFPDE1YA PCRFPDE1TA  7A25/2006 $10:35 P Apply approval  CT recuires
| CT 174 WF20  0B072500000000000047  “es PCRFPDE1YA  PCRFPDE17A  7/2602006 11:05:258 &M Apply approval  CT reguires
f 1 CT 174 WF20 DBO072600000000000050 Mo PCRFPDE1YA PCRFPDE1TA  7A26/2006 114153 P Apply approval  CT recuires
| CT 174 WF20  DE0726000000000000459 Mo PCRFPDE1YA  PCRFRFDE17A 7A26/2006 1:08:31 PM Apply approval  CT reguires
f 1 RFP A7A W20 DBO72E00000000000025 ko PCRFPDE1YA PCRFPDE1TA  7i26/2006 1:27 15 PM  Apply approval RFP reguire
| | CT 174 WF20  DE072500000000000052 Mo PCRFPDE1TA PCRFRPDE17A  7i26/2006 25745 PM  Apply approval  CT reguires
[f 1 CT 174 WF20 DEO72600000000000055 Ro PCRFPDE1YA PCRFPDE1TA  7i26/2006 3:43:32 PM Apply approval  CT reguires
| . RFP 474 WF20  DE072E00000000000033 Mo PCRFFDE1YS PCRFFDE1TA  7A26/72006 41358 PM Apply approval RFP reguire
f 1 CT 174 WF20  0BO072600000000000057 Mo PCRFPDE1 YA PCRFPDE17A  7/2702006 11:14:02 AWM Apply approval  CT reguires

First Prew Nest Last Approve Reject Take Task Return Tash Eefrash
hlan Docall
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5--Ordering from URCATS

Requisitions are the first stage in the Procurement Lifecycle and are typically created by agency end
users.

Standard Requisition (RQS)

From the Universal Requestor Catalog Search (URCATS), a user prepares a Requisition (RQS)
document in AdvantageME to describe the goods and/or services required, receive departmental
approval and route to Division of Purchases (DOP) for subsequent processing for these two scenarios:

e Purchase total is greater than $2500
e Commercial printing order of any dollar amount

There is only one Requisition document type, Requisition (RQ). The State of Maine uses the Standard
Requisition (RQS) document code, as well as the Non Accounting Requisition (RQN).

The following diagram details the process:

Procurement — Requisition Overview

Agency > Advantage > Division Of Purchase ) Vendor

Search BLyer begins to
greamant o
Ll il esPpl ROS I~ Search for Item_’?/\ Buyer
Item '
Yes T

Yes
.@ No @
Yes No \ o' pj
See Diagram (See Diagram\I
>2500 <2500

Agency Requestor

Requistion

See Diagram
Buyer Award

Non Accounting Requisition (RQN) — For Balance Sheet Accounts Only

The RQN is for requisitions that do not impact your budget at this time, but it still must have valid
accounting lines. Use the RQN document, with event type PRO1, for non pre-encumbrance.

The RQN is created in two ways:

e Document Catalog

e Generate a RQS, via URCATS and the UR document (this process is discussed below in the
“Create a Requisition” section). Change the event type on the RQS document to PRO1—
Request Non Accounting.

State of Maine 21 of 111 GMB Version
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Summary of the Requisition documents

All Requisition documents are workflowed to Division of Purchases after the document has been

submitted.
Resulting Award
Doc Code [Event Type Line Types Document Functionality
Requisition for a E)efault Rteqlljisnijot” PO
RQS [External Vendor  |item or Service ocument. Lsed to pre-
encumber funds when
PROZ (default) making a request.
Non-Accounting . PO
Requisition for a _ Used if the Requestor does or
RON External Vendor Item or Service not want to pre-encumber MA
funds.
PRO1
State of Maine 22 of 111 GMB Version
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Creating a Requisition

The Process to complete a Requisition (RQS) document is as follows (note: to create other Requisition
documents, follow the same steps but change the Event Type accordingly):

Ordering Items Using URCATS

The Universal Requestor Catalog Search inquiry (URCATS) is the starting point for Procurement
activity. Users search the State of Maine’s database of Catalog Items and Master Agreements to locate
desired items.

Use the URCATS to order items from:

Central Warehouse,
Catalog,

Master Agreement, or to
Create a Requisition.

The Universal Requestor document (UR) is generated by the URCATS, and includes all of the
information required to process the request: commodity information, accounting template information,
shipping/billing information, and specifications. After all required information is assembled into a UR
document and finalized; the Universal Requestor creates the appropriate document to purchase the
requested commodities, either an RQS, or a DO

To create a requisition:
1. Access the Procurement Workspace

2. Click Creating Requisitions>>Pre-enc Requisition.

3. The Universal Requestor Catalog Search page opens.

Universal Requestor Catalog Search

Ienu

Brovuse Clear ﬁla

wheneral

Search For: |

Included Sources mMaster Agreements |w Inwentary v Commodity Codes v
of Supply: MA Catalog tems v Furchase History v

kAdvanced

Supplier Part Number | Vendor Hame |Ali“ﬂ]|1ﬂ | CL Description | Commodity Code | Unit | Unit Price | Source | Expiration

First Prew Mext Last
Start Mew Regquest Add To Current Request Wiew Current Request Cataleg Line Details
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4. Type in your search terms into the Search For field and click Browse. This search field supports
special characters and reserved words for advanced searching. The following table shows how
reserved words work:

Reserved Word Examples Search Result

ACCUM computer ACCUM mouse Returns catalog records with either
or both terms. Relevancy is
increased based on the number of
times both words occur.

OR laptop OR notebook Returns catalog records with either
laptop or notebook in any of the
fields.

NOT Notebook NOT MA-12344 Excludes records that contain the

specified key word. In this example
it would return records with the word
notebook which does not have MA-
12344 in any of the fields.

AND Traffic AND Paint Includes records that contain the
specified key words. Returns
catalog records with both Traffic
and Paint in any of the fields.

Please note that the percent character “...%...” rather than the more usual asterisk (*) is used as a
wildcard to replace individual characters. For instance, the search query “boo%” would return results for
both “book” and “boot”, or any word that starts with “boo” like “booster”.

Note: When searching for a supplier part number through Warehouse Catalog items, you can not
enter in the dash. For example, you are searching for pens and you know the part number is P-056.
You need to enter *056 in the Search for field; results will return any supplier part number that end in
that number.
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Review the results of the catalog search. AdvantageME produces a set of results that are sorted based
on relevancy (that is, based on how closely the item matches the search criteria entered), and then
within that relevancy, results are sorted by Source (Central Warehouse, Master Agreements, Catalogs,
Purchase History and then Commodity Codes).

Note: Users should select the best Source type (MA, PO or Commodity) when the same item/service is
found with multiple sources on URCATS. Users should always choose an item/service with a Master
Agreement Source first, a Purchase Order Source second and a Commodity Code Source last on
URCATS in order to get the best pricing.

Universal Requestor Catalog Search

Menu

Browsese Clear b

=General

Search For: | %PUMP%

Included Sources Master Agreements v Inventary |« Commoadity Codes v

of Supply: MA Catalog tems v Furchase History v

r BAivanced ]

=l reate Request

Department

Supplier
Part Vendor Name AllazsDBA | CL De=scription Unit | Unit Price Source

Number
|:| Fire Equipment Pumps and Pumg Parts T2027 Commodity Code
|:| Disphragm Pumps T2024 Commodity Code
|:| Certrifugal Pumps, Stationary T2ME Commodity Code
|:| Certrifugal Pumps, Compact, Submersible 72017 Commodity Code
|:| Certrifugal Pumps, Portakble T2M 5 Commodity Code
|:| Cavity Pumps, Progressive T2M3 Commodity Code
|:| Booster or Circulating Pumps, In-Line T2 2 Commodity Code
|:| Bootm Pumps and Parts, Concrete T20M0 Commodity Code
EE:;LF#TE:;DQ:: dPgrpnpSJ. Rotary and— oonng Commodity Code
|:| Asphaltt Pumps T2003 Commodity Code

First Prev Mext Last
Start Mew Request Add To Current Reguest Wiew Current Request Catalog Line Details

5. Select the item(s).

6. Click Create Request section to see your Department and workflow Unit. If the unit needs to be
changed, change it here.

7. Click Start New Request.
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8. The Catalog Comparison Sheet page opens. Notice that the Doc Dept & Doc Unit fields are un-
editable. You must make your change, if there is one, on the URCATS page.

9. Click the “Request” check-box, add quantity, shipping location, accounting template (optional) and
delivery date for each line. Click Save and Create Reguest to open the Universal Requestor
document.

Catalog Comparison Sheet

fenu Quidk Search

Supplier
Request Part I - Deszcription | Unit Aliaz/DBA

Humber

- v I 10.00000 E3066 Traffic Paint  Paints, Traffic GAL  §22.50 EPAINT COMP

Delete Save First Prew Mesxt Last

Doc Dept : |1?A

Doc Unit: W
Shipping Location | W
Accounting Template : Ii
Delivery Date IW
Reguesting Unit ; Ii

Ship Whaole Indicatar: [
Warehouse

<+

Create Request Add tem to Request Add Wendor Quotes
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10. The UR document opens to the Header section. Your unit will not appear on the UR document.

UR. - 18P- 06080800000000000051- 1- Hew- Draft

Ship/Bill To Lines
Load Accounting Profile

Fh

~wGeneral Information

U Shipping Location ; [18P01
Billing Location : [15P02
Docurnert Descrigtion : | 1rame Paint 05/15/2006
Delivery Date
Requestor D : |tdemen:hant
Accounting Profile
lzsuer D : |tdemeru:hant
Total of Header Attachments - 0
Total of All Attachments ;0
Generated Documents Successiully Processed | ([
Actual Amount : $0.00
=l ontact
Issuer Mame - Terrny DeMerchant Reguestar Name : [Terry DeMerchant
207-343-2242
_ Phone Number : [207-343-2242
terry | demerchant@maine.gov
Email : |terry.I.demerchant@maine
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Complete the required fields in the General Information and Contact sections:

Section on Sub- Key Field Required, Comments
Secondary Section Optional or
Navigation Inferred?
Panel
Header General Document Required The description is also searchable
Information | Description from various inquiries like the
Procurement Document inquiry
Issuer ID Inferred
Requestor ID | Required Select from “Pick List”
This is used to identify for whom
the Goods or Services are being
requested (e.g. who actually uses
the items or services detailed on
this Requisition).
Shipping Required, if | Select from “Pick List”
Location not Inferred | This is used to identify where the
from the goods requested on the
Catalog_ Requisition should be delivered.
Comparison | The Shipping Location code,
Sheet. however, must be valid on the
Procurement Location reference
table.
**Important for Central Warehouse
Delivery Orders**
Billing Required Select from “Pick List”
Location This is used to identify the
Accounts Payable Office to which
the Vendor’s Invoice should be
mailed. The Billing Location
code, however, must be valid on
the Procurement Location
reference table.
**Important for Central Warehouse
Delivery Orders**
Contact Requestor Inferred Once Save or Validate are clicked,
Name, Phone the information infers from the
Number, Requestor ID field.
Email
Extended Optional Enter additional descriptive
Description information
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Complete the Accounting Distribution component (Optional). The Accounting Distribution panel is
used to build a list of accounting lines with a given percentage of distribution for the purpose of applying
that distribution to each commodity line automatically. (Alternatively, you may choose to enter separate

accounting lines for each commodity line.)

Once we have entered the initial set of accounting lines, the system can automatically replicate these
accounting lines for each of the commaodities. Based on the percentages associated with each of the
accounting lines, the system also automatically calculates the correct funding.

When a distribution has been built on this panel and the document is validated, the Distribute
Accounting Lines link is available. Clicking this link applies the listed accounting lines to each

commodity line.

Section on Sub- Key Field Required, Comments
Secondary Section Optional
Navigation or
Panel Inferred?
Accounting General Event Type Inferred Defaults. Not used as URs do not
Distribution Information generate journal postings. Used for
(Optional) future documents (RQS, PO, DO)
Accounting Optional Select from “Pick List”
Template If selected then accounting
elements associated with template
populates the fund accounting and
detail accounting sections.
Distribution Optional The percentage should be entered
% as a number between 0 and 100
with a maximum of four decimal
places. The sum of all distribution
percentages for all lines in the
distribution must equal exactly 100.
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Note: Clicking Distribute Accounting Lines overwrites any pre-existing accounting lines.

Line | Distribution %

&t v 70,0000 100
&% 2 50,0000 100
Insert Mew Line Insert Copied Line First Prev Go To Mext Last

Lristribute Accounting Lines

—wiGeneral Information

Event Type : LUR0A

Accounting Template : D01

Distribution % : [70.0000

Total % ;100
—wFund Accounting
Fund:[m@ Object: [4006 osa:[
subFund: [ subobject:[ | suwossa:[
Department W Revenue I— Dept Ohject I—
Unit:lﬁ Sub Revenue:l— DeptRevenue:l—
subUnit: )1 psa: [
Appr Unit |EIEI15EIE Sub EIEA:I

—whetail Accounting

Location : I Reparting : I Majar Prograrm : I
Sub Location :I Sub Reporting :I Frogram :|
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11. Complete the Required Commadity line item information. The Commaodity Panel displays all
Commaodity lines that are listed on the Universal Requestor. For Commodity lines that originate from
the catalog there is very little information to add to the Universal Requestor. However, for
Commodity Code lines complete the following information:

Secondary Sub-Section Key Field Required, Comments
Navigation Optional or
Panel Inferred?
Section
Commodity General CL Inferred Inferred from Commodity Code
Information Description
Commodity Required This field populates based on
the value from the catalog or the
Commodity Code value selected
from URCATS.
Line Type Required Select either Item (commodity)
or Service. Defaults to Item.
Quantity, Required if | Select from the “Pick List”
Unit of Line Type is
Measure, Item
Unit Price
Extended Optional It is used to provide a detailed
Description description of the desired item.
Up to 2500 characters of
information can be stored in this
field.
Service Service From | Required if | Select the dates from the
Contract Date, Line Type is | calendar icon.
Service To Service.
Date
Contract Required if | If the unit cost is unknown or not
Amount Line Type is | applicable the lump sum cost of
Service. the line should be recorded
Shipping/Billing | Shipping Inferred If the location is not present on
Location, from the Commodity line, navigate to
Billing Catalog the Header line. Click the Pick
Location Comparison | List to select the appropriate
Sheet on location.
UR
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& v 1 Traffic Paint

Line Humber | CL Description | Quantity | Commodiby

10.00000  E3066

First Prew o To Mext Last
Commodity Group @ 1 >

Ship/Bill From Header
sk

~wGeneral Information

CL Description Traffic Paint

Commodity |ESDEE

Stack term Sufﬂx:l

Warehouse

Supplier Part Mumber

Line Type : I lterm v|

Guantity |1EI.EIDEIDEI
Unit: [GAL

Unit Price - [§7.60
ltern Total Armaount ; $76.00

Discounted Unit Price |$?.ED

List Price : |$E|.EID

Shipping Location |1E|F'EI1
Billing Location ; |1ap|:|2

Accounting Template 1D I

Celivery Date : II:IEW g2006 s

=] Lock Catalog List Price : I vI

vendor Customer Code |VC1EIDDEII35243
Legal Marme : AUTO PAINT SUPPLY INC

K

Alias Mame :
Commodity Specs
Faints, Traffic ;l
Description :
Mumber of Attachments : 0
Yellow paint ;l
Extended Description

Lock Order Specs: [

—waendce Contract

Service Fram |I:|2EBEEIEIE

If the Line Type field is Service,
the fields in the Service
Contract component are

Serice To |IZ|5I31I.7’_IIIIIIF'r

Contract Armount ; |$1?,EIIZIIZI.IIIIII

required and must be
populated.

—wShippingBilling

Shipping Location : Division of Purchases Billing Location : Division of Purchases
Burton Cross Office Bldg 9 State House Station
4th Floar Augusta
Aunusta WE
ME 04333
04333 s
5 LI

Shipping Method - | Additional Infa
Free On Board :I =l
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12. Complete the Accounting Summary information (if not using the Accounting Distribution
functionality):

If using the Accounting Distribution, go back to the Accounting Distribute Line and click Distribute
Accounting Lines.

Section on Sub-Section Key Field Required, Comments
Secondary Optional or
Navigation Inferred?
Panel
Accounting General Accounting Optional Select from the “Pick
Information Template List”.
Line Amount Required Enter the amount

allocated to this
Accounting Line.

Fund Fund Required Required Elements
Accounting Dept Inferred, if are shown.
Unit Accounting However, other Fund
) Template Accounting values
Sub Unit selected may be required by
Object Code the department.

Users should check
with their respective
department to find

what may be
required.
Detall Function Required Required Elements
Accounting Inferred, if are shown.
Accounting HOWeVer, Othel’
Template Detail Accounting
selected values may be

required by the
department. Users
should check with
their respective
department to find
what may be
required.
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If a template or profile is incomplete or has not been used, then manually complete the Accounting
Summary Panel.

Accounting Summary

Accounting Line | Line Amount | Line Cloged Amount | Event Type

&5 v 1 $225.00 $0.00 URDS

Insert Mews Line Insert Copied Line First Prewv 5o To Mext Last
Commuodity : >

Sk

—wGeneral Information

Event Type © LIEOA Budget Fy I
Accounting Ternplate ; IJDD1| F R I—

il Feriod :I

Line Description mumber of Attachments ;0

Suh Unit: |01 BSA

[ -
Line Amaunt : |$225.EIEI
—=Fund Accounting

Fund : J010 Object: [a0oE ossa:[
subFund:[ | subobject:[ | swomsa:]
Department : IW Fevenue : I— Ciept Ohject : I—
LInit : W Sub Revenuea I— Dept Revenue : I—

o -

I—

Appr Unit |EIEI15EIE Sub BSA

r bDetail Accounting 1

Note: Be sure to enter the accounting information either in the Step 2: Accounting Distribution line or
the Step 5: Accounting line of the UR document. Failure to enter the information will generate an error
on the proceeding document.

The Panel displays all accounting lines referencing the parent commodity line.

13. Validate and Submit the UR to final.
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14. Click on Step 7 - Created Documents on the Secondary Navigation panel. Once the UR has been
submitted the Created Documents panel populates with the documents that were spawned from
the UR. There is an entry on this panel for each commodity line on the UR. The Document ID is a

link that opens the document created for the line. Documents spawned from the UR are created in
Draft mode.

Procurement « |@ View All (1 of 1) : Document submitted successfully
deez HemEn o el UR - 18P- D6033000110- 1- New- Final

110 1 | Actian Menu I

Document

Step 1: Header

Step 20 Accounting Distribution

Step 3 Commodity Group Barrel Pumps

Step & Commodity (Drum Pumps),
Cimp L e aurifing 5: Accoun,hn First Prev Go To Mext Last
Step 6: Comparizon

~ Step ¥: Crested Documents [ &t J Pat ) ComFowad | Ciose |

Description Document 1D Phase | Document Status | Procurement Folder | Deleted

-
j RGE 15 06033000076 | Draft Held ho

Document Comments
Document History
Document Reference
Future Triggering

Menu

15. From the Created Document panel, select an RQS to open.

16. The Requisition document opens to the Header component. Click on the Edit tab at the bottom of
the page to add or edit pertinent information.

State of Maine 350f 111 GMB Version
Procurement—Commodities 05/09/2007



AdvantageME 302 Procurement—Commaodities

17. Complete the required and optional information in the Requisition Header:

Section on Sub-Section Key Field Required, Comments
Secondary Optional
Navigation or
Panel Inferred?
Header General Document Inferred Inferred from UR document. If
Information Description necessary, edit this field to
customize the description for
this document.
Procurement | Optional Defaults to the System
Type ID Standard of Unclassified. This
can be modified by the buyer.
Contact Issuer ID Inferred
(your
information)
Requestor ID Select from “Pick List”
This is used to identify for
whom the Goods are being
requested (e.g. who actually
uses the items detailed on this
Requisition).
Default Shipping Optional If the same Shipping and Billing
Billing/Shipping | Location and information should be used on
Billing each line of the Purchase Order
Location then complete this section.
When we are creating
commodity line items we may
click on the Ship/Bill To Lines to
have this information
automatically populated on the
line item. (Optional)
Delivery Date | Inferred It is used to enter the date by
from the which we request the goods to
UR be delivered.
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ROS - 174- 06080800000000000025- 1- New- Draft

| Action Wenu I

Load Wendor List Ship/Bill To Lines

Load Accounting Profile

b

—wiGeneral Information

Accounting Prafile - | EJ

Daocument Mame : |

K

Fard 1D |

Record Date :I
PCard Exp :|
Budget FY:I Frocurement Folder :
Fiscal Wear: I Procurerment Type 1D I

Feriod 2| Tracking Numher:l

Document Description Beitiz] Mz —‘J Warghouse :|

Document Short Description - I Total of Header Attachments : IEI
Actual Amount : $3,000.00 Total of All Attachments IEI

Closed Amount ; $0.00
Closed Date :

r FContact 1

- BExtended Description |

r bAdditional Information 1

r kDefault Shipping/Billing ]

r kDocument Information 1

Top
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Complete the Vendor component (optional). The Vendor component panel is used to record a list of
the suggested vendors who could provide the goods or services defined in this requisition. This section
may be completed to document quotations that have been received from Vendors. For vendors to be
recorded on this Requisition they must exist on the State of Maine’s file.

Section on

Secondary

Navigation
Panel

Sub-Section

Key Field

Required,
Optional or
Inferred?

Comments

Vendor

General
Information

Vendor Customer

Optional

Select from “Pick
List”. On the pick-list
page we may search
for a vendor by Legal
Name, Last Name,
Alias, and/or Vendor
Active Status.

Comments

Optional

Itis used to
document any
guotations that have
been received from
this Vendor
(optional).

Additional
Information

Optional

Itis used to
document why the
vendor should be
given the award or
also why they
shouldn’t be given
the award

Free Form
Vendor

Itis used to record a
list of suggested
vendors who could
provide the goods or
services defined in
this requisition but
who are not already
registered to do
business with the
State of Maine.

Vendor Name

Required

Legal name of the
company or
individual
represented by this
record

Correspondence
Type

Required

Identify the Vendor’s
preferred method of
receiving
communication from
the State of Maine
(Preferred Method:
Email.) -
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Section on Sub-Section Key Field Required, Comments
Secondary Optional or
Navigation Inferred?
Panel
Email Address Required
Fax Optional
Address 1, Required.
Principal Contact,
State and Zip

Load Wendor List Ship/Bill To Lines
Vendor List Vendor
Line Humber | Yendor Customer | Legal Hame
T4 v 1 %S0000000025 Home Depot
Inzert Mew Line Insert Copied Line First Prev o To Next Last
sk
—fendor
YWendor Customer |VSEIEIEIEIEIEIEIEI25 Yendor Contact 1D ; |CTEIEI1
Legal Mame : HOME DEPOT wendor Contact Mame |F'at Faint
AliasiDBA
YVendor Contact Phone © |555-555-5555
Address Code IARDD‘I I
135 East Ave Yendar Contact Phone Ex. ; I
Augusta Wendor Contact Email ; |pt@cgi-ams.cnm
mME
04333
L5
Fax:
Fax Extension
Wieh Address httpof
r kAdditional Information 1
Top
r Save T Lindo T Frint T Waigate T Submif T Cloge ]
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Complete the Accounting Distribution component (optional). If Accounting Template is not used, the
user enters information in the Fund Accounting and Detail Accounting fields.

Section on Sub- Key Field Required, Comments
Secondary Section Optional
Navigation or
Panel Inferred?
Accounting General Event Type Inferred Defaults to PR02
Dlstr.|but||on Information Accounting Optional Select from “Pick List”
(Optional) Template If selected then accounting
elements associated with template
populates the fund accounting and
detail accounting sections.
Distribution Required The percentage should be entered
% as a number between 0 and 100
with a maximum of four decimal
places. The sum of all distribution
percentages for all lines in the
distribution must equal exactly 100.
Load Wendor List Ship/Bill To Lines
Line | Distribution % | Total %
Insert Mew Line Insert Copied Line First Frev Go To Mext Last
bk
wheneral Information
Event Type : I
Accounting Template I
Distribution % : |
||
LA 5 I
kFund Accounting
kDetail Accounting
Tap
r Save T Linda T Print T Vatidate T Subrmi T c ]
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18. Build Commodity Lines. The Commodity section of the Requisition is used to list all distinct goods
or services being requested.

Load Wendor List Ship/Bill To Lines

Line Humber CL Description hem Total Amount | Clozed Amount
=% - 1 Barrel Pumps (Drum Pumps), Ratary and Plunger Types, Hand Op F35,000.00 F0.00
Inzert Hew Line Insert Copied Line First Prev Go To Mext Last

Commadity Group @ 1 >

Ship/Bill From Header

~wGeneral Information
- Fixed Agset:
CL Deseription : Barrel Pumps (Drum Pumps), - |
Rotary and Flunger Types, Hand Qp = | Commodity Specs |
Cammaodity : |FQDDE
F=TV TP II Mo Code Description

Barral Purmps (Drum Pumpsy, Rotary and

Flunaer Types, Hand Op

Line Type:lltem vI

Quantity * [12.00000

Unit: |EA

Extended Description ;

Mon-Reserned Funding Open Amaount Total - $0.00

Unit Price -
nit Price : [§250.00 ltern Sub Total © §3,000.00

List Price : |$D_DD [tern Total Amaount ; $3,000.00
Closed Date .
Caontract Amount
|$D.EIEI Clogsed Amount  §$0.00
Discounted Unit Price : [$250.00 Ref Amount : §0.00

Service From - I— Closed Quantlwi Q.0o00a0

Ref Quantity : 0.00000

Senice To :| Closed Contract Amt; $0.00
| ——

State of Maine 41 of 111 GMB Version
Procurement—Commodities 05/09/2007



AdvantageME 302 Procurement—Commaodities

19. The fields listed below were completed on the UR and should infer onto the RQS. Please verify
information is correct and make necessary changes.

Secondary Sub-Section Key Field Required, Comments
Navigation Optional
Panel or
Section Inferred?
Commodity General CL Description | Inferred Inferred from Commodity Code,
Information but may be changed to record
a brief description of the good
or service being requested.
Commaodity Required This field populates based on
the value from the catalog or
the Commodity Code value
selected from URCATS.
Line Type Required Select either Item (good) or
Service. Defaults to Item.
Quantity, Unit Required if
of Measure, Line Type
Unit Price is Iltem
Extended Optional It is used to provide a detailed
Description description of the desired item.
Service From Required if | Must be entered by the user.
Date, Service Line Type
To Date is Service.
Contract Required if | If the unit cost is unknown or
Amount Line Type not applicable the lump sum
is Service. | cost of the line should be
recorded
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Secondary
Navigation
Panel
Section

Sub-Section

Key Field

Required,
Optional
or
Inferred?

Comments

Shipping/Billing

Shipping
Location

Required

Select code by clicking the
“Pick List”. Or enter the number
if we already know it.

It is used to identify where the
goods requested on the
Requisition should be
delivered. The Shipping
Location code, however, must
be valid on the Procurement
Location reference table.

Billing Location

Required

Select code by clicking the
“Pick List”. Or enter the number
if we already know it.

It is used to identify the
Accounts Payable Office where
the Vendor’s Invoice should be
mailed. The Billing Location
code, however, must be valid
on the Procurement Location
reference table.

Shipping/Billing
Additional Info

Optional

It is used to record any specific
instructions about the
packaging and shipping of the
goods being requested. This
field can store up to 1500
characters of text. This field
does not print.

Specifications

Optional

It is used to record additional
information that we feel should
be stored separately from the
Commodity Line Extended
Description.

State of Maine
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20. Click Accounting. Build an accounting line if an accounting template or funding accounting was not
entered on the Accounting Distribution line.

The fields listed below were completed on the UR and should infer onto the RQS. Please verify
information is correct and make necessary changes

Section on Sub-Section Key Field Required, Comments
Secondary Optional or
Navigation Inferred?
Panel
Accounting General Accounting Optional Select from the “Pick
Information Template List”.
Line Amount Required Enter the amount

allocated to this
Accounting Line.

Fund Fund Required Required Elements
Accounting Dept Inferred, if are shown.
Un|t Accounting HOWeVer, Othel’ Fund
. Template Accounting values
Sub Unit selected may be required by
Object Code the department.

Users should check
with their respective
department to find

what may be
required.
Detail Function Required Required Elements
Accounting Inferred, if are shown.
Accounting However, other
Template Detail Accounting
selected values may be

required by the
department. Users
should check with
their respective
department to find
what may be
required.

21. When we complete the Requisition, Validate the document to check for errors and Submit_the
document to finalize the document and initiate workflow for approval.

Login to AdvantageME and Go to Exercise 1 to Create a Standard
Requisition (RQS) Document
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Delivery Order (DO)

Delivery Order (DO) is created to procure items from an established Master Agreement (MA). If the DO
exceeds $2,500, then it requires two levels of approval. If the item is valued at more than $10,000, and
is IT related, then an additional approval from the Office of Information Technology is required. (OIT
approval is obtained through the Division of Purchases. Departments should not contact OIT for
approvals directly.)

The process is detailed in the following diagram:

Procurement — Greater Than 2500

Agency > Approvals » Advantage » DOP > Vendor
H ' H '
' 1 I [
' ' I 1
[ [ . '
Yes, Use an PO (Agency PO) . [
c ' 1 ' 1
] ' 1 [ 1
= ' [ . [
= H H Search ! H
=] [ : : Agraamant Less than Requisition Buj.'et begins to, H
8' [ [ | Order > In Flace == No= $2500 N RQS [ Search for tem” :
x : : Item : :
Agency Requestor : : : Buyer :
H : ' H :
. ] Yes, MA referenced " [
H NIGE 8 v ' '
H Buyer : : :
: | ] Do " [
' [ [ [
' [ T [ [
' [ ' [ [
Agency OK
gensy : Order Approval : Y : :
' ' ‘ . '
' [ [ [
[ [ [ [
' [ [ [
' [ [ [
' [ . [
H H Ne, PROT Yaa. H H
H H © " Default PROS H H
- H : H :
& ' &No OIT Approval Needed | DO ' '
= ' ' . . '
< H : OIT Appi | H i
[ ' . [ [
E E Rﬁ:s‘ ! i Vendor
: : Aoprova 4 Do -
] " . [ =
H : v : :
1]
[P 2 Reauest Workflow | = Approved §»{ DO : :
] » Approval P " [
' ' . '
' ' . '
Department Agancy ' ' H H
Designee ~ APProver | : ‘ s :
' ' H . '
' I N . I
H : v H :
E Agency : : : :
i ?2; [ [ [ '
g Receiver | Product Recei ${ RC " [
[ ' [ [
< ] [ " [
[ [ [ [
B f [ [ . [
E : : Product Shi : :
[ [ [ [
[ [ [ [
' [ [ [
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If the item meets the following requirements, the user selects the appropriate commodity code and
initiates a Universal Requestor (UR) document for that commodity:

¢ Is available in the Central Warehouse or;
¢ Is available on a Master Agreement or Catalog.

Ordering from URCATS

The Process to complete a Delivery Order document is as follows:
1. Access the Procurement Workspace.

2. Click Creating Orders >>Delivery Orders>>MA Search.

3. The Universal Requestor Catalog Search page opens.

4. Follow the same steps as we did with the RQS. Generate a UR document. Once the UR is
submitted, a DO document generates. Click the DO link from the UR.

When the Universal Requestor (UR) document submits to final, for lines that Reference a Master
Agreement, the information from the UR populates the fields on the generated Delivery Order (DO).
The Delivery Order is largely complete, and does not need much information added in order to submit
successfully. In order to make these necessary changes you must click the edit tab at the bottom of the
page.

The Delivery Order is the legal agreement with the Vendor and commits the funds required to pay for
the order.

Delivery Orders submits with a phase of Draft and a status of Held. This allows you to make any minor
changes that might be required to the document. It also allows you to subsequently submit the
document for approval. The accounting information entered by the end-user may also not pass
validation. If this is the case, it can be modified on the Delivery Order.

Commoadity Information is not modifiable as it defaults from the Master Agreement or Catalog and
should not be changed.
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Complete the following fields on the DO Header line:

Procurement—Comm

odities

Section on Sub-Section Key Field Required, Comments
Secondary Optional
Navigation or
Panel Inferred?
Header General Document Inferred Inferred from UR document.
Information Description
Procurement Optional Select Delivery Order
Type ID
Default | ghippingand | Inferred Click the Pick List
Billing/Sh PPINg
1Hin 1ppIn HIH
g/ShiPping | Billing from UR **|mportant for Central
Location Header Warehouse DO**
DO - 18P- 06033000044- 1- Mew- Draft
Ship/Bill To Lines
Load Accounting Profile
Header
sk
wieneral Information
Cocument Mame : ﬂ FeElilols I
FCard Exp :|
Record Date :
Accounting Profile :I
S FY:I Pracurement Folder :
Fiscal Year :I Pracurement Type : Delivery Order
Feriad - I— Pracurerment Type 10 : |2
. = Cited Authority -
Document Descriptian : |Order Traffic Paint —I I
LI Confirmation Crder: [
Actual Amount : $225.00
0 Default Farm : |
Clozed Amount : $0.00
Clozed Date : Last Print Date :|
Total of Header Attachments : 0
Total of All Attachments : 0
whefault ShippingBilling
Shipping Location : |18F'D1 Billing Location : |18F'|:|2
Division of Purchases Division of Purchases
Burton Cross Office Bldg 9 State House Station
4th Floar Augusta
Augusta ME
ME 04333
04333 e
L5 ﬂ
Shipping Method : | Billing Additional Info :
Free On Elnard:l =l
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Inspect the Vendor Component. The Vendor from the Master Agreement defaults to this record. The

vendor may not be changed on a Delivery Order. When the document is validated, the Vendor from
the Master Agreement always re-infers.

DO - 18P- 06033000044- 1- New- Draft

| Action Manu I
Ship/Bill To Lines
Copy Line Select Line First Prew Go To Mext Last
sk
~#dendor
Yendor Customer I\;’C1EIDE|E|235E|E Yendor Contact D IPCDEH
E PAINT COMP vendor Contact Marne |._Iohn Smith
Address Code : [VC1000023686_2

vendor Contact Phone |555-456-?E|9|]
25 RESEARCHRD

Vendor Contact Phone Ext. I
E FALMOUTH

M Wendor Contact Email © Ijnhn_smith@hntmaiﬁ .COm
02536

LIS

Secondary Reason
Weh Address hitpr

Wendar Preference Level |99 LI

Modified : |falze

- PDiscount
Top
[ e Y fin J vaidae [ St [ Ciose ]
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Inspect the Commodity Component of the Delivery Order. For items ordered in the catalog none of
the descriptive information may be modified e.g. CL Description, Unit of Measure, Commodity Code,

etc.

The List Price field may only be modified for catalog lines if the Lock Catalog List Price on the

Master Agreement is set to false. This functionality is used to address cases where prices of
items listed in the Catalog fluctuate.

Shipping Location and Billing Location fields on the Commaodity Line are inferred from the
DO document Header line. Make sure that these fields are the same on the Header and
Commodity line, as this information is sent to the Inventory Management system.

Ship/Bill To Lines

3% By~

Line Amount | Modified
F22300 false

CL Description

Traffic Paint, light blue

Insert Mew Line Insert Copied Line

First Prev o To Next Last
Wendor 1: WCADOODZ3G3E >

Ship/Bill From Header
sk

wGeneral Information

Stock Iterm Sufﬂ}{:l

Paints, Traffic

Supplier Part Number:l

Line Type Iltem vI

Quantity : {10,00000

Commadity Specs

Extended Description :

i i - Fixed Azszet:
CL Descrintion Traffic Paint, light blue =] r
LI Lok Order Specs - [
Warehouse : I Lock Catalog List Price | "I
Commodity |ESDBB Wendar Preference Leval |99

Unit : |GAL
Unit Price : |$22-5D Mon-Reserved Funding Open Amount Total - §0.00
Dizcounted Uinit Price !'ID? o ltern Sub Total : $225.00
Tax Amoaunt : §0.00
List Price - §0.00 Line Amount: $225.00
Contract Amount |$|:|=|:|D Total Acctg Amt - $0.00
Closed Amount: $0.00
Senvice From Closed Quantity: 0.00000
Serice To | Closed Contract Amt: $0.00

=Shipping/Billing

Shipping Location |1BF'EI1

Divizion of Purchaszes
Burton Cross Office Bldg

Billing Location ; |1BF'E|2

Divizion of Purchaszes
4 State House Station

4th Floar Augusta
Augusta ME
ME 04333
04333 s
LIS ;I
shipping Wetho . | Additional Info -
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Inspect the Accounting Section for each Commodity line to see if the accounting information entered on
the Universal Requestor is correct. If a template was used on the Universal Requestor, then it may not
be replaced with a new template. Individual elements in the Fund Accounting section may be replaced
as required (e.g. Object).

PRO7—Non Accounting is the default event type. If you wish to encumber funds, click the Pick List and
select PROS.

DO - 18P- 06033000044- 1- Mew- Draft

| Actian Menu I
ShipsBill To Lines
Line | Line Amount | Line Clogsed Amount | Modified
ot v o1 $0.00 $000 false
Insert Mew Line Insert Copied Line First Prev Go To Mext Last
Commuodity 1: G066 >
sk
=sCenerallnfonmation

Event Type IF'RD? Budget Fy IEEIEIE

Accounting Template |1 0AKLS Fiscal Year: IEEIEIE

Cine Crescrptiarn . | Feriod : |3

Line Amaunt ; |$225_EIEI Freight % ||:|.|:||:||:||:|
Fesemed Funding : | Mo - mModified : |fa|se
Line Closed Amount : §0.00 Mumber of Attachments - 0

Line Closed Date .

~*HReference

Ref Code : [UR Refvendor Line : ||:|
Ref Dept |1BF' Ref Cormmaodity Ling |1
ReflD: |EIEEI33EIEIEI119 Ref Accounting Line I

Referenced Line Amaount ; |$EI.EIEI

Ref Type IF"artiaI *I

r kFund Accounting 1

r kDetail Accounting ]
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DO - 18P- 06033000044- 1- New- Draft

Ship/Bill To Lines

T4 v $225 00

Line | Line Amount | Line Clozed Amount | Modified

000 falze

| Actian Mani I

Insert Mews Line Insert Copied Line

First Prev o To Mesxt Last
Commodity 1: 2065 >

vk
r bGeneral Information 1
r kReference 1
—%Fund Accounting
Fund:Jol0 Object: [s006 | opsa:[
subFund:[ subobject:[ | swwomsa:[
Department IF Revenue : I— Dept Ohject : I—
LInit: IW Sub Revenue : I— Dept Revenue I—
SubUrit: [T psa:[
ApprUnit: | supBsa:[ |

r kDetail Accounting

r BPayment Details

Top

r Save

Y e §  rie [ vawdae |

Submit | Close ]

—

Validate the document to check for errors and Submit the document to finalize the document and

initiate workflow for approval.

Note: for Central Warehouse delivery orders, the warehouse will have the final approval. Realize that

the State will be Pending until approval.
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Purchasing an Item with a PCard

For all PCard purchases, enter the PCard number in the PCardID field on the DO document. Realize
that by entering the number in the field, budgets are not affected; this is done only for recording and
tracking purposes. When using a PCardID, the event type on the Accounting line MUST be PRO7 to
avoid duplicate payments.

DO - 18P- 06033000044 1- New- Draft

Ship/BHill To Lines
Load Accounting Profile
Header

L]

wieneral Information

Document Mame PCard D |

K

Fard Brp |

Record Date ;
Accounting Profile :I
Budget F‘r’:l )
Frocurement Folder ;

Fiscal‘r’ear:l Procurement Type | Delivery Qrder
Perind - I— Frocurement Type (D |2

. = Cited Authority
Document Description : IOdefTraﬁc P = |
;I Corfirrnation Crder: [
Actual Amount: $225.00
b Default Farm |
Clased Amaunt : $0.00
Closed Date : Last Print Date : I
Total of Header Attachments ;0
Total of All Attachments . 0
FReference
pContact

Go to Exercise 2 to Create a Delivery Order (DO)
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6--Agency Purchase Order (APO)

An Agency Purchase Order (PO) may be created to purchase items that are valued at $2500 or less.
The Procurement Type is APO, the Procurement document code is PO and the event type must always
be PRO7 (non-encumbering).

Note: Creating the PO document is optional. You can create a General Accounting Expenditure (GAX)
document for commaodities under $2500, which are not on contract. For further information about the
GAX document, please see the 401 Accounts Payable course.

The process is detailed in the following diagram:

Procurement — Less than 2500
Agency > Advantage > Division Of Purchase  » Vendor
' H
: :
Requisition Buysr begins to
- i RAS [T searchior Imm_’ﬂ Buyer E
- : A : :
% Agency Reguestor E E E
(=2
@ ] Search —_—. . Refer t ]
[ Item " "
L L] L]
] H " ]
5 . s 5 E
L]
: - : ; :
[ H . [ '
" H Yes, " "
: ' Only : :
] H Allowable Event Type PROT . '
: : Non-Encymhe(ed : :
H Yes, MA referenced and Only ' H H
h Allowable Event Type PROT H ' '
H Non-En:.umhered H : :
: ! v : :
2 H ' PO H 40 H
g : : {APOJ : ‘.I..LIIII:‘;
2 : - : : :
: ; : H :
Y
: X ' : :
H Do A + d Doc v » /f;\lt\ Vendor
L L] . L
. T . 1]
L] L] Ll L] L]
. eemessess Ll L] L)
] H " " "
] 4 ] " ]
] 1 [ ] "
] H ] " ]
] H " I ]
[ N " " [
. : : H :
' v ' H '
B | e i : : :
g Receiver . Product R » RC eeea H '
< : H :
7 t : :
=] " H ]
o ' Product Shipp !
L} L] L]
L L] L]
L L] L
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Creating the APO document

From the Procurement workspace, click Agency Purchase Orders. Click Create an Agency Purchase

Order.

The Document Catalog page opens. Click Create.

Populate the Department Field and select the Auto Numbering checkbox or create your own
Document ID. Click Create. The PO document page opens.

Complete the required information on the Purchase Order (PO) Header:

Section on Sub- Key Field Required Comments
Secondary Section or
Navigation Optional?
Panel
Header General Document Required Customize the description for this
Information | Description document.
Procurement | Optional Select Agency Purchase Order
Type ID
Contact Issuer ID Required Inferred by your userid
Requestor ID Required This is used to identify for whom
the goods are being requested.
You must select from Pick list
from the Contacts Sections.
Extended Optional It further describes the nature of
Description the item being requested. This
field can store up to 1500
characters of text. This field does
not print.
Default Shipping Optional Select from “Pick List”
Billing/ Location and
Shipping Billing
Location
Delivery Date | Optional Click the Calendar icon.
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felcome, Home

Document Yiew
+ Header
ral Information
Reference

Budget

PO - 174- 06080800000000000086- 1- New- Draft

Wencdo

Load T and C Ship/Bill To Lines

Contact

Load Accounting Profile

Idification

Extended Description

Default ShippinoSiling

Reporting

Documert Information
Wendor
Buziness Type
Sub Wendor
Accourting Distribution
Terms and Concitions
Special Instructions
Commocity
Commodity T &&
Accounting
Prozting
Document Comments
Document History
Document Reference
Future Triggering

Header

| Action Meny I

~wGeneral Information

Document Mame :|

Periud:l

Record Date:l
Budget FY': I
Fiscal vear: I

FCard 1D

K

PCard Exp

S |
——

Frocurement Folder :

Procuremant Type

Frocurement Type 1D :

Cited Authority

Cloged Date :

Cocument Description : Ladder ill
LT TTTTTL, il L
Clozed Amaount : $0.00

Confirmation Order :
Last Print Date :

Total of Header Attachments
Total of All Attachments

Accounting Profile :

Terms Template :

s Agency Purchase Order

B
|
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Complete the Vendor component. Click Vendor.

Section on Sub-Section Key Field Required, Comments
Secondary Optional or
Navigation Inferred?
Panel
Vendor General Vendor Customer Required Select from “Pick
Information List”. On the pick-list

page we may search
for a vendor by Legal
Name, Last Name,
Alias, and/or Vendor
Active Status. Click
Save.

Vendor Address Inferred Once Validated. If
not inferred after
Saved, select from
“Pick List".

Contact Information | Inferred Once Validated. If
not inferred after
Saved, select from
“Pick List”.

If the Vendor Address and Contact Information do not default into the document, please use the pick list
and select the Address and/or Contact information.

Document View PO - 10A- 12010500000000000004- 1- New- Final
Heacler -
_ Action Many
~ Wendor u’l
it Load T and & ShipsBill To Lines
Business Type "
Sub Yendar i 1 PTRAINT PT PAINT $20,000.00 false
Accourting Distribution First Prew o To Hewxt Last
Terms and Concitions
Special Instructions
Commaodity sk
Commadity T &C Hondok
Accounting
e | wendor Custarner : [PT PAINT Wendor Contact 10 |F'CDD1
Supporting Documerts . .
(T — Leiﬁ;;i)r;; : :1?;::;1'[5 vendar Contact Narne : |F'T
Document History : .
Wendor Contact Phone © [555-555-5555
Document Reference Address Code IADDD1 I
Future Triggering .
195 State Street Yendor Contact Phone Ext. I
Augusta VendorCDntactEmail:l
ME
04330 _I
s Secandary Reason :
Weh Address bttt =
Yendor Preference Level I99 Modified ; lfalse
 bDiscount
Taop
r Edit T Print T Copy 'ru'wurfT Cloze ]
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Complete the Commodity component. Click Commodity.

Secondary Sub-Section Key Field Required, Comments
Navigation Optional
Panel or
Section Inferred?
Commaodity General CL Inferred Inferred from Commodity Code,
Information Description you can add more info here or
add the info under extended
description
Commodity Required Select from the “Pick List”
Line Type Required Select either Item or Service.
Defaults to Item. It is used to
select how the cost of the line
item establishes.
Quantity, Required if
Unit of Line Type
Measure, is Item
Unit Price
Extended Optional It is used to provide a detailed
Description description of the desired item.
Up to 2500 characters of
information can be stored in this
field.
Accounting Optional When the Accounting Profile
Profile field is populated on the Header
and document is validated, the
Accounting section associated
with the Commodity line is
automatically populated with the
Accounting Templates and
related percentages associated
with the Accounting Profile.
Service Required if | Defaults to current date if no
From Date, Line Type value entered.
Service To is Service.
Date
Contract Required if | If the unit cost is unknown or not
Amount Line Type applicable the lump sum cost of
is Service. | the line should be recorded
State of Maine 57 of 111 GMB Version
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Secondary
Navigation
Panel
Section

Sub-Section

Key Field

Required,
Optional
or
Inferred?

Comments

Shipping/Billing

Shipping
Location

Required

Select code by clicking the “Pick
List”. Or enter the number if we
already know it.

It is used to identify where the
goods requested on the
Requisition should be delivered.
The Shipping Location code,
however, must be valid on the
Procurement Location
reference table.

Billing
Location

Required

Select code by clicking the “Pick
List”. Or enter the number if we
already know it.

It is used to identify the Accounts
Payable Office where the
Vendor’s Invoice should be
mailed. The Billing Location
code, however, must be valid on
the Procurement Location
reference table.

State of Maine
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Complete the Accounting component. Click Accounting from the Secondary Navigation panel.
Complete the General Information section.

Note: AdvantageME does not validate the accounting elements being recorded in this section.
Validation does not occur until the lines have been distributed to the Commaodity lines.

Section on Sub-Section Key Field Required, Comments
Secondary Optional or
Navigation Inferred?
Panel
Accounting General Accounting Optional Select from the “Pick
Information Template List”. If the

Accounting Template
is not used, the user
must enter the values
in the Fund
Accounting and
Detailed
Accounting fields.

Line Amount Required Enter the amount
allocated to this
Accounting Line.

Fund Fund Required. Required Elements
Accounting Dept Inferred, if are shown.
Unit Accounting However, other Fund
. Template Accounting values
Sub Unit selected may be required by
Object Code the department.

Users should check
with their respective
department to find

what may be
required.
Detail Function Required Required Elements
Accounting Inferred, if are shown.
Accounting However, other
Template Detail Accounting
selected values may be

required by the
department. Users
should check with
their respective
department to find
what may be
required.
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Note: The Event Type field determines the type of accounting transaction that is performed when the
Purchase Order submits. Agency Purchase Orders always default to PRO7, which is a non-
encumbering event type. A clone, Buyer Purchase Order (BPO), has been created for the Division of
Purchases buyers; its default event type is PR05 but can be changed to PRO7 in order to non-
encumber.

Validate and Submit the Purchase Order.

Once you submit the PO document, you can copy forward to a CEC or GAX document to pay for the
goods. Please refer to the 401 Accounts Payable class for further information about these two
documents.

Go to Exercise 3 to Create a Purchase Order (PO) for an Agency

Purchase
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Printing and Sending the APO to a Vendor or Requestor/Issuer

If applicable, send the APO document to the vendor. You can only do this when the APO document is
in a final state.

To send the document, locate and open your document. Scroll to the bottom of the page and click Print.
You will see the following choices:

Print

Print Joh Frint Purchase Order Form A
FHumber of Copies:; . :

2 Email FO To lssuerfReguestar
Print on Both Sides? Ermail PO To Yendor

Print Resource

Wiewy Farms

YWiesy Forms Description |

Erict Cancal

To send an e-mail to the vendor in the form of a PDF, select Email PO To Vendor and then select
Print.

Print

Frint Job Ernail PO To Wendor hd ‘..
Murmber of Copies: |17

Frint on Both Sides? Fi

Frint Resource EhAIL +

Wi Farms Fi

Yiew Forms Diescription |

Frint Cancel

Your APO document will open with the below message. Even though it says “Document print job was
successfully submitted”, it really means that the APO was successfully e-mailed to the vendor.

B View All{1 of 1} : Document print job was successfully submitted.
PO - 10A- 0608 1400000000000006- 1- New- Final
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If you do this order for someone else, have assigned that person as the requester and want to e-mail
the document to them to, you can select Email PO To Issuer/Requestor. Click Print and the APO
document will be e-mailed to the Requestor.

Print

Print Johk Email FO To lssuerfRequestar + *—
Mumber of Copies: 1
Print an Both Sides? Fi

Print Resource ERAIL *‘
Wiew Forms Fi

Wiy Forms Description |

Frint Cancel

If you want to print out a copy of the PDF version of the APO document, select Purchase Order (PDF
Format), select the View Forms checkbox and click Print.

Print

FrintJob Furchase Crder (FOF Format) +_
Mumber of Copies: |17

Frint on Baoth Sides? ]

Print Resource FOF file generator + ‘—

Wiewy Forms ‘

Wiew Forms Description |

Frint Cancel

>
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This time, when you are redirected to the APO document, click Forms in the Secondary Navigation
panel.

Document View
+" Header
General Information

Reference Load T and C Ship/Bill To Lines

Contact Header
adification Sk

Extended Description
Default ShippingBiling
Reporting
Diocument Information Document Marme :

“encor =

Businezs Type Recaord Date : (104102006

Sub Wendor Zarn

Accounting Distribution Budget FY : (2007

Terms and Conditions Cardhald

T coeodl @meimes Fiscal Year:
Special Instructions 2007 Procurarms

Commodity

Commodity T &0 Period : |4 Procurer
Accpuntinu hoots Procureme
Posting Docurment Description
Document Comments Cited
Document Histo Actual Amaunt ; §1,920.00

1] nt Refi i
Document Reference Closed Amount : §0.00 A LBl

PO - 10A- 0610 1000000000000002- 1- New- Final

—=General Information

Future Triggering
EonmE Closed Date Terms

The View Forms page opens. From the screen shot below, you can see that the document was Printed
(or “Completed”) and converted to PDF. Click View PDF to open the PDF version of the APO
document.

View Forms

henu Bad

Browse Clear Refresh

Doc Code
Doc Dept:

Document 1D : |
|

Description

m zcription | Doc Code | Doc Dept Document ID File Name [

¥ Completed PO 104 06101000000000000002  shailey _18§_PO_104A_08101000000000000002_1  iew PDF
First Prev Mext Lag
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7--Post Award

The Receiver (RC) document is the only post award document you will need to understand.

View or record Post Award activities in:

e Post Award State Viewer on the PRCUID table—used most commonly for PE, TM and RN
e RC Search Windows (RCSRCH)

The Post Award State documents do not have any event types tied to them, as they do not perform any
accounting updates upon submission.

The following references apply to Post Award documents:

o Document(s) that all Post Award Documents can reference: All documents of the PO document

type
o Post Award documents cannot be referenced by any other document within Advantage
Procurement
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Receiver (RC)

Receiving is the process whereby:

e The governmental department takes physical possession of the goods ordered
¢ Quantities are counted and recorded in the system

e Acceptance processing is triggered—Users visibly inspect the items to ensure that goods match
specifications and are not defective

Receiving is optional per Agency policy. For services, a receiving report is not used.
o Department staff will use the Receiving Search (RCSRCH) page to select the Award document
(i.e., Purchase Order/Contract/Delivery Order) and item lines to be received.

o A Receiver (RC) document is automatically generated referencing the award. Department staff
submits the receipt.

e Users can attach a file (such as the scanned packing slip) to the Receiver as needed.
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Create an RC document

The process to record a Receiving Report (RC) is as follows:

Step 1: Access the Procurement workspace and click Receiving, then click Receiving search.

Step 2: Find the Award Document (PO, DO) for which you wish to record by executing a search using
any or all of the following parameters: Document Code, Department Code, Document ID, Procurement
Folder, Vendor Code, Commodity Code, Commodity Description, Shipping Location Code, Issuer
Code, Requestor Code.

Receiving Search

henu

Memo Beceipt Browse Clear

Doc Code : | Commodity Code ; l—
Departrnent : Ii Shipping Location Code Ii

Doc 10 - [12210500000000000009 lssuercode:[ B

ProcurementFolder:[ B RequestorCode:[BT [

vendor |
Doc .
Code Department Doc ID Phase Description Vendor Hame
P 178, 12240500000000000009  Finsl Thiz is & printing tem PO for the Receiving Prototype  ACHEFT WEMDOR  ACH EFT
Con Eirst P'r Ela-t | g

SelectLines To Recejve
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Step 3: Once the award document has been found, you can select the individual commaodity lines to
receive. In the Results Grid select the award in question and click on the Select Lines to Receive link.
The Receiving Search Select Lines page will open.

Receiving Search - Select Lines

henu

D Feaceaive All Lines

D Receive All Unselected Lines

Document Id Commodity Commodity Description

1 12210500000000000008 96600 PRIMTIMNG AMD RELATED SERWICES  0.00000 000 [ 10000000 EA §1.00

Reibr—Ray Mext Last
Beceive [Cancel

Step 4: Select lines to add to the receiving report. This page allows you to select the lines that you
want to receive. You can do this in one of three ways:

¢ Individually select the lines that you want to receive.

e Select the Receive All Lines option — This will select all of the lines for you.

e Select the Receive All Unselected Lines option — This will receive only those lines that you do
not have selected. Use this option if you have multiple lines that you want to receive and only a
few lines that you do not want to receive.

After you have made one of the above listed selections, you can click on the Receive link, or select
Cancel to return to the Receiving Search page.

The RC Header page opens.

Step 5: Complete the General Information section of the Header. The only field required in this
section is the Receiving Location field.

—wiGeneral Information
Document Marme - ﬂ Receiving Location : |1BF'EI1
Received O e:||:|3f1EI2IIIEIE
Allow Part. Recpts. v
Receiv rildl:n:lrum
RefDoc Code |F'D
\ Dioreen Corum
FefDoc Dept ; |1FA -Notice the Reference fields that
RefDoc D ; ||:|5|:|315|:||:||:|?5 contaln t_he award _ _
(PO in his example) information )
Frocurement Falder: 33863 [@rmaine oy
Procurement Type : Lnclagsified -Receiving Location field
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Step 6: Complete the Commodity Section. The commaodity section is where you record the quantity
received or the quantity rejected.

e The Received Qty is the count of the number of units received (Conditionally Required).

e The Rejected Qty is the count of the number of units rejected and sent back to the Vendor for
whatever the reason (Conditionally Required).

e The Shipment Indicator field is used on the Receiver to determine how the Order should be
referenced.

a. Partial — When this line on the Receiving Report should close only a part of the
referenced award document, then the partial type is used. This is the default reference
type for most situations.

b. Final — When the line on the Receiving Report should close out the remainder of a
referenced document, then the final type is used. Common logic determines this
reference type in the certain situation where the referencing line amount is equal to or
greater than the referenced award amount.

¢ A Condition code must be provided in the case where a partial receipt is recorded. Similarly, if
the received quantity exceeds the contract amount but within tolerances a valid condition code
must be provided.

e For underages and overages you must document a reason in the Reason field (Conditionally

Required).
| Actian Many I
Head
VZ:dZ: Commodity Line | Commodity | Received Qty | Rejected Qty | Received SC Amount | Total Oty Received
~" Commodity &% - 1 98600 103.00000 0.00000 F0.00 A00.00000
General Information Informatiolj Inzert Mew Line [nseri Copied Line First Prev Go To Hesxt Last
Tolerance Information
Document History sk
w ~wGeneral Information
Future Iriggering .
Line Type : | ltern v Commodity Match Type : 4
Ref Aweard Line ,17 MSD3 Required : L
MSDS Received : [
Cornrnodity : [SBE00
Shiprment Indicator: | Final
Stock [tem Suffix:
unt:[EA B Condition : [16
Ordered Gty : 100.00000 e
1 -
| Received Gty : |1D3DDDDD Wendor overshipped
Reasan
Rejected Gty : |0.00000
Total Oty Received - 100.00000
Ordered 3C Amount ; $0.00 Within tolerance
Received SC Amount 50,00 Comments :
PRIMNTING AND RELATED
Commodity Description ; SERVICES
r bTolerance Information ]
Top
| pr———— |
r Save T L T Walidate T Submit T Cioze ]
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Step 7: Validate and check for errors.

When “Validate” is clicked, an error stating that an override is required to close order short will appear.

Apply Override finish submitting by clicking “Submit”

RC - 17A- 0000020- 1- Hew- Draft
— " " . " Schedule »
Commodity Line | Commodity | Received Oty | Rejected Oty | Received SC Amount | Tota e —— —"
~ | ejec
¥ v 1 910 0.00000 0.00000 $900.00 File » Unapprave
Insert Mew Line Insert Copied Line First Frew o 1 Akbachments Bypass Approvals
Civerride
Remaove Override
sk Track Work In Progress
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8--Error Messages and Handling

A common error message that you may receive on a Procurement document is:

Line Type is ITEM, Unit of Measure is required.

If you receive this error, navigate to the Commadity line from the Secondary Navigation panel. At the
Line Type field, click the drop down menu and select ITEM. Click the Pick list next to the Unit field and

select the appropriate unit.

PO - 174- 06080800000000000086- 1- New- Draft

@ View All {1 of 2) : Line Type is ITEM, Unit of Measure is required. (8211)

Load T and C Ship/Bill Ta Lines

Line | CL Description | Line Amount | Modified

3% v 1 Ladder $62500 false

Inzert Mew Line Insert Copied Line

| Action Manu I

First Prev Go To Mext Last
Wendorq: >

Load T and C Ship/Bill From Header
Recalculate Accounting Line Amount

Fh
rwGeneral Information

CL Description Ladder
Warehouse :I
Commodity : [45082

Stock lterm Sufﬁ}{:l

Ladders, Extension, (See Class 340 far
Fire Ladders)

Supplier Part Murnber : |

Line Type : I [term vl

Quantity : |25.00000

Unit:l

Unit Price : [§25.00

Discounted Lnit Price : |$25.EID

List Price |$E|.IZIIZI

Caontract Amount : |$EI.EIEI

e 1|

TE C Template :
Fixed Asset:

Lock Order Specs

|
-
-

Lock Catalog List Price : I v|
I—

Wendor Freference Level

Commodity Specs

Extended Description :

Mon-Reserved Funding Open Amount Tatal - §0.00
[tern Sub Total © $625.00

Tax Amoaunt - $0.00
Line Amaunt : §625.00

= T B SR ¥ T
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9--Online Inquiries

Requisition Status

The Requisition History inquiry allows users to track the progress of Requisitions and Universal
Requestor Documents as they advance through the procurement life cycle. Go to the Procurement
Workspace and click Tracking Requisitions/Contracts. You can look up your document 4 different ways

depending on how and what you want to search on.

The 1% way is to click My Requests

II Fracurement -

Sawe Restart Sawe Al CI
Creating Orders

Creating Requisitions
Tracking Requisitions/Con
Reguisition/Contract Status
|l bty Recuests
Requisition Status &t DocL
Requisition Status st Come
iy Universal Reguests
Receiving
Service Awards
RFP Services
Evaluation of Bidder Respo

Retainage

My Requests

Menu Quick Search

Browge Clear

Doc Dept

Document Code ;

Ciocument ID :|
Requestor ;
Buyer

Team :

Function | Phase | Created | Description | Total | Issuer | Requestor | Buyer | Team

Document
First Frewv Mext Last
Eequizition History (Line-lewveal

All Begquests

The second way is to click on Requisition History (Document-level) via the My Request page

Frocurement -

Sawe Restart Sawe Al C

Reguisition/Contract Status
v iy Reguests
Fequizition Status st Docl
Reguizition Status st Comr
by Universal Reguests
Receiving
Service Awards

RFP Services
Evaluation of Bidder Respo

Retainage

Requisition History (Line-level)

fenu Ruick Search

Broveze Clear

Buyer :

Team .

Requestnr:l
Document | Line | CL Description | Amount | State | Date | Procurement Folder | Buyer | Team | Requestor

First Prev Mext Last
Eequizition History (Crocument:level

All Requests

Eequizition History (Line History) My Bequests
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The 3™ way is to click on Requisition History (Line-level) via the Requisition History (Document-level)

page

I Frocurement
Save Restart Save Al CI

Creating Orders

Creating Requisitions
Tracking Requisition=/Con

Requisition/Contract Status
~ iy Reguests
Reguisition Status at Docy
Requisition Status ot Come
Wy Universal Reguests
Receiving

Service Awards

BFP Services

Evaluation of Bidder Respa
Retainane

Requisition History (Line History)

Browse Clear
Line :I

Document | Line | Last Action | Buyer

Action

Requestor | User

Copy First Prew Mext Last
Bequisition History (Decumentlevel) Requisition History (Line-lewvel) by Requests
All Requests

Menu Quick Search

Referencing Document | Referencing Line

And the 4™ way is to click My Universal Requests

Frocurament Y
Sawe Restart Sawe Ml &
Creating Orders
Creating Requisitions
Tracking Reguisitions

Requisition Status
My Reguests
Requisition Status at Docy
Reguisition Status at Comi
~ iy Universal Reguests

Receiving and Invoicing
Service Awards
RFP Services
Ewaluation of Bidder Respa

Requests

Browese Clear

Menu Quids Search

Doc Dept: Created On |

Dac 1D | Created By |

Diocument Descriptian | lssuer |l : |
|

V| Requestor 1D

Docurnent Descripkion

Regquest Doc Phase | Document Description | Created On | Created By

v UR-034-06050500000000000050-1  Final Appliances 05052006 PCDEFO3A
LE-104-06050300000000000040-1  Dratt 050532006 PCDEF 04
UR-104-06050300000000000041-1  Final RS FROM UR CATS 05032006 PCDEF 04,
UR-104-06050400000000000047-1  Final 050420068 PCDEF10A
UR-104-06050400000000000045-1  Final 050402006 PCDEF10A
LIE-102-06051 800000000000072-1  Draft Irtegration Testing 05M852006 PCDEF10A
LUR-104-06051 0000000000007 31 Final Integration test [TEM 05182006 PCDEF 04
LR-124-06042300000000000003-1  Dratt 04/24/2006 PCDEF
LR-124-06042600000000000004-1  Final Paint 042662005 tdemerchant
LR-124-06042600000000000005-1  Final 2006 Dodge Truck 042642006 tdemerchant
Copy First Frev MNext Last
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Requisition History (Document-level)
Menu Quick Search
Browse Clear
| ——
COLUTTTETTL '\_rULIl:.I .
Coc Dept: I—
Document 1D |
Requestar : I
Buyer |
Team : I
Document Function | Phase | Created Description Total Issuer | Requestor
' REEA-102-0000000002-1 Mew Final 120272005 Sale of Surplus Bunsen Burners F540000 PT PT
FEGA-10A-0000000004-1  Mew Final 011172006 Sale of Suprlus Bunsen Burners F540000 PT PT
RGA-108-PT1223-1 ey Final 1202352005 Sale of Surplus Pumps F300.00 PT PT
RGk-104-PTOS07E-1 ey Firal 09072005 Road Maintenance Saft §5,000,000.00 RE D
RGk-104-PT10348-1 ey Final 01032006 Pumps F4050000 PT PT
RChA-104-PT11034-1 ey Firal 11/03/2005 Road Maintenance Saft §5,000,000.00 RE D
RCbA-108-PT1174-1 ey Final 01712006 Cataloy Reguest Fooo PT PT
RGk-104-PT12144-1 [ Firal 12M 452005 Master Agreement needed for Mest Slicers and Shredders F7 0000 PT PT
Fiabd-104-PT12148-1 ey Final 121452005 Rental of Cotton Candy Machines F1E0.00 PT PT
FGihd-104-PT121 48-2 Modification  Final 121452005 Rental of Cofton Candy Machines §1 40000 PT PT
FI=C FTeu Wexl Cdsr
Requisition Histony (Line-level)
Wy REUUESE FII NEUUESE

Clicking Requisition History (Line Level) link opens a new inquiry that shows all the commaodity line
items for the Requisition selected in the grid.

Requisition History (Line-level)

Menu Quick Search

Browsze Clear

EIU\,rer:I
Team :I
Requestnr:l

Document CL Description (ATEETE I Buyer | Team | Requestor
Folder
~ ROA-10A-O0O0000002-1 1 Surplus Laborstory Equipment 20000 Referenced By 1202802005 MULTIPLE PT PT
RoA-104-0000000002-1 2 Surplus Laborgtory Equipment 500000 Referenced By 1272802005 MULTIPLE PT PT

First Prew Mext Last
Requisition History (Document-level) Reguisition Histony (Line Histdry) My Regquests
All Requests

Clicking the My Reqguests link transitions the user to a similar inquiry but it pre-filters to show only
Request initiated by the user viewing the inquiry. The My Requests inquiry can also be accessed from
Page Search using the page code.
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My Requests

Menu Quick Search

Browse Clear

Doc Dept ; I—
Document Code I—
Document 1D |
Requestar I—
Buyer ; I—

Team I—

Document Function | Phase | Created Description Total Issuer | Requestor | Buyer | Team
¥ RELA-104A-0000000002-1  Mew Final 1202772005  Sale of Surplus Bunsen Burners  §5 40000 PT PT PT
First Prew Mext Last

Requisition Histony (Line-lewell
All Beguests
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Theses actions record on the Requisition History table:

o Approved — The Requisition updates the Requisition History table after the final approval with
the following: Type of Action equal to Approved, the User ID of the approver, the Document
Number and Line Number of the Requisition and the Date of the Approval.

¢ Assigned to Buyer — The Requisition updates the Requisition History table after it has been
marked Final and a buyer or workload team has been assigned with the following: Type of
Action equal to Assigned to Buyer, the Name of the Buyer or Workload Team, the User ID
associated with the Requisition document, and the Date the Requisition document was
accepted.

e Cancelled (Requisition) — A cancellation Requisition that has been approved and marked Final
updates the Requisition History table with the following: Type of Action equal to Cancelled, the
User ID associated with the cancellation document, the Document Number and Line Number
of the cancellation, and the Date of the cancellation.

e Cancelled Award/Solicitation
e Closed Award Line

¢ Modified — a maodification to a Requisition that has been approved and marked Final, updates
the Requisition History table with the following: Type of Action equal to Modified, the User ID
associated with the modification document, the Document Number and Line Number of the
modification, and the Date of the modification.

e Procurement Number Changed
o Referenced by (Award or Solicitation)

Procurement

Menu Quide Search

Procurement | Procurement Title | Procurement Type | Buyer | Manager | Amount | Last Completed State | Status | Est Completion

First Prev Mext Last

Search

F'mcurement:l Manager:l

Procurement Title Buyer I

Type: I tManager Team |

Frocurement Type

Buyer Tearm :
Amount ¥ I

Last Completed State :|

Status . I vI

Beguisition State Viewsr Solicitation State Wiewer Response State Wiewer Evaluation State Wiewsr fwuward State Wiewer Postfuward State Wiewer

j Est Completion :
Closed Date !
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10--

Reporting

InfoAdvantage is used to generate Procurement reports, which are listed below:

Awards by Buyer

Awards by Vendor

Awards by Department
Awards with Recycled Items
Code of Conduct report
Master Agreement report

An example Awards by Department

HEOHT 10 PHOF
RUN DATT: R Renne
HUN 1IME: 12410 AM

FARAMETERS AND PHOMI* S

DEFARTMENT: ‘%
RCPORT N GIN DATC: 070174005

RFPORT FND DATF:  DEADAING

03B

INFOADVANTAGE
STATE OF MAINE
DIVISION OF PURCHASES
REPORT OF AWARDS BY DEPARTMENT
07/01/2005 to 06/30/2006

COVER PAGE

DOCURMENT  |DOCUMENT
AWARD DOCUMENT VENDOR COMMODITY SERVICE/DESCRIPTION AMOUNT DATE
iZI3E| PO 05052300000000000153 ROBERT H JENKING :F'Iumbing paris 2 bEd 27 /2302006
PO
SUB TOTAL COUNT FOR PO: 1SUB TOTAL AMOUNT FOR PO: 2,603.27
_ITGTAL COUNT FOR DEPT: 036: 1jTDTAL AMOUNT FOR DEPT: 03B: 2,683.27
03k
DOCUMENT  |DOCUMENT
AWARD DOCUMENT VENDOR COMMODITY SERVICE/DESCRIPTION AMOUNT DATE
iZI3F PO OB0s2300000000007152 ROBERT H JENKING :Cnnsulllng Fees 13 be9 0052352006
PO
SUB TOTAL COUNT FOR PO: 15UB TOTAL AMOUNT FOR PO: 13,609.00
ITOTAL COUNT FOR DEPT: 03F: 1IT0TAL AMOUNT FOR DEPT: 03F: 13,688.00
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11-- Exercises

NOTE: These exercises may also be run within the AdvantageME
Learning Environment. For access please see the AdvantageME
website http://inet.state.me.us/osc/contactus

Exercise 1 — Create a Standard Requisition (RQS) Document from Pre-Encumbering Requisition
Search

Exercise 2 — Create a Delivery Order from the MA Search
Exercise 3 — Create a Purchase Order (PO) from the Document Catalog
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Exercises — Logging In to AdvantageME

You use a Student ID to access the training database during class. These IDs are only set up for the
training environment. Your User ID for the production environment is assigned along with a new

password when AdvantageME is implemented.
From the Login page, enter the following information:

Required Fields Values

User Name Enter your Student ID posted on the PC.
NOTE: User Names are case sensitive.

Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : Iacamic
Password : IW

Copyright ® 1999, 2004,
American Management Systems, Incorporated.
All rights rezenred.

Use of thiz sofhware is subject to
AS license agreement.

AS ADVANTAGES iz a

registerad trademark of
American Management Systemns, Incorporated.

Add AMS ADVANTAGE to wour Favarites

The Home Page appears.

€] http://162.114.104.151 - AMS ADVANTAGE - Microsoft Internet Explorer provided by AMS

ADVANTAGE Personize  Help

gr= Procuremert  Budgetin

» Message Center
» Search

» History

» Favorites

+ Administration

Accessibility  Logout
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Exercise 1 — Create a Standard Requisition (RQS) document

Scenario

The Department of Agriculture wants to purchase barrel pumps. Request the item through the Pre-

encumbering Requisition Search.

Task Overview

Login to AdvantageME using your Student ID and password and search for URCATS.

Procedures

1. From the Primary Navigation Panel, click Procurement workspace.
On the Secondary Navigation Panel, click Creating Requisitions.

Click Pre-Encumbering Requisition Search. The Universal Requestor Catalog Search page

opens.

4. Inthe Search for field, enter %pumps% AND 72006.

5. Click Browse.

6. Check the box next to the selected commodity (72006).

7. Expand the Create Request section. Populate the following fields:
Required Fields Values
Department 18P
Unit WF01

8. Click Start New Request.

Universal Requestor Catalog Search

Erowss Clear 6'&

rwGeneral

hdenu

Search For: f%F’UMF’S% AND 72006

Included Sources Master Agreements [ Imwerntary [ Commodity Codes W
of Supply: A Catalog ltems v Purchase History v
r PAdvanced ]

L reate Request

Department ;

r PAdvanced

Supplier Part Humber | Yendor Hame | Alias/DBA | CL Description | Commodity Code | Unit | Unit Price

2 72006

Source

Commodity Code

Expiration

———
First Prev Mext Lag
Start Hew Request Badd To Current Request Wiew Current Request Catalog Line Details
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9. The Catalog Comparison Sheet page opens. Enter the following information:

Required Fields Values
Request Check the box
Quantity 3

10. Click Create Request.

Catalog Comparison Sheet

fenu Quick Search

Supplier cL -
Description

Request Quantity Part Commodity
k Humber

Dezcription

&0 hp
v v I 3.00000 T2006 Grayson Barrel Pumps (Drum Pumps), Rotary and Plunger Types, Hand Op E&
barrel pumps

Delete Save First Prew MNest Last

Lelete Insert Copy Paste Search

Shipping Location : W

Accounting Template : I—
Delivery Date I—

Requesting Unit:l—

ShipWhaole Indicatar: 7
Warehouse ;

Create Request Add ltem to Regquest Add Wendor Quotes

GMB Version
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11. The UR document page opens to the Header section.

12. Enter the following information in the General Information section:

Required Fields Values

Document 3 barrel pumps

Description

Requestor ID Click the Pick List. Search for and select your LearnerID on your

Student card (where xx is your Student ID#)

Shipping Location Click the Pick List; browse on Department (18P). Select 18P01.

Billing Location Click the Pick List; browse on Department (18P). Select 18P02.
Click Save.

Frocurement UR: - 18P- 06033000110- 1- New- Draft

Document View Ship/Bill To Lines
" Step 1: Header Load Accounting Profile
Genetal Information sk

| Action Menu I

Contact - wGeneral Information

Extended Description
Additional Information

Document Marme :

Step 4 Commodity.
Step 5 Accourting

Step 3 Commodity Groug Document Description : Oirder 3 barrel purmps

Step B: Comparison Reguestar 1D |LearnerD1

Step 7 Created Documernts
Document Comments
Document History
Document Reference
Future Trigaering

IssueriD: |LearnerD1

B
=
- |
[ |

Shipping Location

Billing Location

Celivery Date :

Accounting Profile

Total of Header Attachments
Total of All Aftachments :
Generated Documents Successfully Processed

Actual Amount

q
:|18F'02

C§3747.00

- wContact

Issuer Mame : Training Learnerl
703.267.5555

advlearnerg@yahoo.com

Reguestar Marne ITraining Learnerd1

Fhone Mumber |?03_26?.5555

Email : |advlearner@yahoo. Cam

r PExtended Description

 Madditional Information

r kDocurment Information

Top
[ save [ Unde Y Pt vaidae [ Submit [ Ciese ]
State of Maine 850f 111 GMB Version
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Click Step 4: Commodity from the Secondary Navigation Panel. The page opens to the General

Information section.

13. In the Unit field, enter EA.
14. All Shipping/Billing information is inferred from the Catalog Comparison sheet and Header.

=hefault Shipping/Billing
Shipping Location :

Shipping Method :

Free On Board

|1BPD1

Division of Purchases
Burton Cross Office Bldg
4th Floaor

Algusta

ME

04333

FOB Dest, Frieght Prepaid

Billing Location :

Billing Additional Info

|18P02

Division of Furchases
9 State Housze Station

Aulgusta
ME
04333

113
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15. Click Step 5: Accounting from the Secondary Navigation Panel.

16. Click Insert New Line.

17. Click Fund Accounting. Enter the following information:

Required Fields Values
Fund Please refer to your Student ID Card
Dept Please refer to your Student ID Card
Unit Please refer to your Student ID Card
Sub Unit Please refer to your Student ID Card
Object Please refer to your Student ID Card
I Frocurement =] UR- 180 tousuaunounomouonun2- 1- Rew- Dralt
Save Restart Fave Al CI | Actian Manu I
IR 12P OGL
Document View Accounting Summary
Step 2 Accourting Distribution X
Step 3 Commodity Grougp 8 { EDe 2
Step 4. Commodity Insert New Line Insert Copied Line First Prew Go To Mext Last
" Step 5 Accourting Commadity: >
General Information
Fund Accourtineg sk
Coatial Ssorcouiniiing ~wGeneral Information
Step B Comparison
Step 7 Created Documents Event Type : UROZ Budoget Fy I
Document Comments ; .
e =L Accounting Template I > )
Document Histony J P . Fizcal Year: I
Document Reference ;I i
Future Triggering e D - Feriod : I
Ne HESEpion - Murmber of Attachrments - 0
Line Amount ; |$EI.EIEI
r=Fund Accounting
Fund : I Chject: I QOBSA I
Sub Fund : I Sub Ohject: I Sub OBSA I
Department : I Revenue : I Dept Ohject : I
It : I Sub Revenue : I Cept Revenue : I
Sub Unit:l EISA:I
Appr Uit | Sub BSA: |

r kDetail Accounting

18. Click Validate. Check for errors. If errors are found, correct all errors and click Validate again.
19. Click Submit.

Note: UR documents do not enter workflow for approval and submits to a Final phase.
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20. Click Step 7: Created Documents from the Secondary Navigation Panel. The page opens and
Line 1 is checked, which displays RQS, 18P, xxxxx under the Document ID column.

Frocurement - Io Wiew All (1 of 1) : Document submitted successfulhy
UR. - 18P- 06033000110- 1- New- Final
l Actian Meny I

e Description Document 1D Phase | Document Status | Procurement Folder | Deleted

Step 2 Accounting Distribution B
TR -
| sten 3 Commodity Group Barrel Purmps = RGOS 180 0B0I300007E Draft  Held Mo

Step 4: Commodity (Drurn Purmps), |

Step 5: Accourting

Step 6: Comparizon
+ Step ¥ Crested Documents: o — v S—— Cion
Document Comments [ et T et Ycoroma] cose ]
Document History
Document Reference
Future Triggering

First Prev Go To Mext Last

Menu

21. Click RQS, 18P, XXXXX.

22. The RQS document page opens to the Header section. Notice the document is now a New Draft
document.

23. The Document Description field is inferred from the UR document. If necessary, edit the field to
customize the description for this document.

UR - 18P 06033000110- 1- Hew. Final

| Actian Menu |

* Step 1. Header ShipdBill To Lines
General Information =1

Contact

Extended Description

Additional Information

~wGeneral Information

Shipping Location:l

Dacument Marme :

Step 2 Accounting Distribution
Step 3 Commoddity Grouy Order 3 barrel pumps

Billing Location : |18P02
Step 4 Commodit Document Description
Step 5 Accounting

Delivery Date :|
Sten B Comparizon Requastar D |LearnerD1

Step 7 Crested Documents Accounting Profile I
Document Comments Issuer D |LearnerD1
Total of Header Attachiments : 0

Document History
Document Reference Total of All Attachments : 0

Future Triggering Generated Documents Successfully Processed: [
Actual Amount: §3,747.00

KH I BN 3

r PContact ]

 PExtended Description ]

 PAdditional Informati ]

 PDocument Information ]

Top

[ ew [ et Y Copyfomard | Clese ]
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24. View all completed fields of the document to verify that the information is correct.

Note: The Vendor line may be blank. It is optional on RQS documents, as items may be put out to
bid.

25. Click Validate. Correct any errors and click Validate again.

26. Click Submit after all the errors have been corrected. A message is returned Document submitted
successfully. The document is now a New Final document in the Document Catalog.

27. Click Close to exit the document. Click Home to reset the navigation.

NOTE: To create a Confirming Requisition, at Step 7: Created Documents, click the link to the RQS
and in the Header section, click ‘Edit’.

1. Enter Document Description (if not yet populated)
Click Extended Description and enter invoice number
Click Commaodity

Verify Unit Price is actual price paid

Click Header, Action Menu

Click Attachments

Click Upload

Click Browse

© 0 N o 0k WD

Select file (scanned copy of invoice)
. Click Upload
. Click Return to Document

=
N B O

. Click Document Comments

=
w

. Click Insert

[EEN
N

. Enter ‘Confirmation Only’ in Subject

=
(62}

. In Comment, enter reason for the purchase
. Click Save, Back
. Click Accounting

e i
© N o

. Verify Line Amount is correct (actual price paid)

=
()

. In Commodity, click Recalculate Accounting Line Amount
. Click Validate, Submit.

N
o

NOTE: To create a requisition (RQS) for an over $2,500 purchase made using quotes you received
from multiple vendors; at Step 7: Created Documents, click the link to the RQS and in the Header
section, click ‘Edit":

1. Click Vendor; enter vendor/customer ID from pick list
2. Using the Action Menu, attach copies of the quotes received
3. Click Validate, Submit.
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NOTE: To Create a Central Warehouse order:
1. Click Procurement
2. Click Central Warehouse Orders

3. In Search For: enter %central warehouse and commodity% (where commodity is the item you
wish to order)

Deselect Inventory, Purchase History

Click Browse

4
5

6. Select Commodity and click Create Request

7. Populate Department and Unit (Work Flow)

8. Click Start New Request (at bottom of screen)

9. Click Request check box and populate Quantity

10. Select Delivery Date and click Create Request

11. Populate Document Description (in General Information block)
12. Populate Requestor ID with your Advantage 1D

13. Populate Ship to and Bill to fields

14. Click Accounting, click Insert New Line

15. Click Fund Accounting, populate with correct account codes
16. Click Validate, correct any errors and click Submit

17. Click Created Documents

18. Click the link to the DO created

19. Click Validate, click Submit

20. The DO created then moves on to the Agency Manager for approval & if over $2,500 the
Commissioner Designee before going to Central Warehouse for processing

State of Maine 90 of 111 GMB Version
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Exercise 2 — Purchasing Inventory with a DO document
Scenario

The Department of Transportation needs to order traffic paint. You would like to distribute the
accounting across different funds (70/30). In this situation, the department searches for the paint using
the Universal Requestor Catalog Search (URCATS) and creates a Universal Requestor (UR)
document, which automatically generates a DO document, to record the order of the item.

Task Overview

Login to AdvantageME using your Student ID and password and search for URCATS. Create one
commodity line and distribute the accounting across two funds. Therefore, you will have two accounting
lines.

Procedures

1. From the Primary Navigation Panel, click Procurement workspace.

2. On the Secondary Navigation Panel, click Delivery Orders. The Universal Requestor Catalog
Search page opens.

3. Inthe Search for field, enter Traffic AND Paint
4. Click Browse.
5. Check the box on the line that contains the MA document.
6. Expand the Create Request section. Populate the following fields:
Required Fields Values
Department 18P
Unit WF01
State of Maine 91 of 111 GMB Version
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7. Click Start New Request.

Universal Requestor Catalog Search

Menu

Browese Clear ih

wheneral

Search For: I.'I'RAFFIC AND PAINT

Included Sources Master Aoreements W Inventory W Commodity Codes W

of Supply: W& Catalog tems W Parchase History W

r PAdvanced ]

wCreate Request

Drepartment :

Unit: \wFo1 B '

Supplier Part CL Commuodity

Humber UERLoHbERE QoS mER Description Code

v AUTS PAINT SUPPLY IMC Tratfic Paint G3066 GAL $7 .60 MA 18P 0B072000000000000001 72007

Source Expiration

Start Hew Request Add To Current Request Wiew Current Request Catalog Line Details

rm

The Catalog Comparison Sheet page opens. Enter the following information:

Required Fields Values
Request Check the box
Quantity 10

8. Click Create Request.

ocurement -

Catalog Comparison Sheet

ST Yendor

Quantity a e — AliasDBA

Creating Requisitions v 2 10.00000 B3066 Traffic Paint  Pairts, Tratfic GAL $22.50 E PAINT COMP
ITracking Requisitions Delete  Save  Fimt Prev Net Last

Delete Insert Copy Paste Search

Shipping Location W

Accounting Template l_
Delivery Date : W

Requesting Unit'l_

Ship Whaole Indicator - [
‘Warehoule -

Lreats Reguest Add Hefn to Request Add Vandor Quotes
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9. The UR document page opens to the Header section.

10. Enter the following information in the General Information component:

Required Fields Values
Document Order Traffic paint
Description
Requestor ID Click the Pick List, search for and select your Learner ID located on
your Student Card
Shipping Location Click the Pick List, search for Department (18P) using the
Department field. Select 18P01
Billing Location Click the Pick List, search for and select 18P02.
Click Save.
Document Wiew m"
~ Step 1: Headsr Ship/Bill To Lines
General Information Fh
Contact . -
Extended Description wGeneral Information
Addttional Informati - inpi ion -
Step 2 Accounting Distribution Billing Location : [18P02
Step 5 Commodity Group o |Qrder traffic Paint ;l
| Step 4 commodty | Document Description Ll ) . I
Sten 5 Accourting Delivery Date :
Step fi Comparison Reqguestor 1D |LearnerD1
Step 7: Created Documents Accounting Profile I
Document Comments IssuerlD: |LearnerD1 )
Document Histo Total of Header Attachments : 0
Document Reference Total of Al Attachments 0
Future Triggering Generated Documents Successfully Processed : [
Actual Amaount: $225.00
=Contact
Isguer Mame : Training Learner( Requestor Mame |Training Learnerl]
T03.267 49555
advieamer@yahoo.cam Fhone Mumber |?03_26?.5555
Email : |adv|eamer@yah00.com
r PExtended Description 1
 bAdditional Information 1

- bDocument Information ]

Top

r Edit T FPrint TE‘opyFuwdT Close ]
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To enter yellow paint:

11. Click Step 4: Commodity from the Secondary Navigation Panel. The page opens to the General
Information section. The information has transferred from the MA document and the Catalog
Comparison Sheet.

12. In the Extended Description field, enter Yellow paint.
13. Click Shipping/Billing. Notice this has inferred from the Catalog Comparison Sheet and Header.

whefault Shipping/Billing

Shipping Location : (18P0 Billing Location I'IBF'Dz

Division of Purchases Division of Purchases

Burton Cross Office Bldg 9 State House Station

4th Floor Augusta

Algusta ME

ME 04333

04333 g

s ;I
shigping Method : [7 Billing Additional Infa :

Free On Board - |5 R

FOB Dest, Frieght Frepaid

Click Save.
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To Distribute the yellow paint:

14. Click Step 2: Accounting Distribution from the Secondary Navigation Panel.

15. Click Insert New Line.

16. Enter the following information in the General Information component.

Required Fields

Values

Distribution %

70.00

17. Click Fund Accounting. Enter the following information:

Required Fields Values

Fund Please refer to your Student ID Card

Dept Please refer to your Student ID Card

Unit Please refer to your Student ID Card

Sub Unit Please refer to your Student ID Card

Object Please refer to your Student ID Card
18. Click Save.
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19. Click the Copy icon

20. Click Insert Copied Line.

21. Enter the following information in the General Information component.

Required Fields

Values

Distribution %

30.00

22. Click Fund Accounting. Enter the following information:

Required Fields Values

Fund Please refer to your Student ID Card (Notice this may differ from
your first entry)

Dept Please refer to your Student ID Card (Notice this may differ from
your first entry)

Unit Please refer to your Student ID Card (Notice this may differ from
your first entry)

Sub Unit Please refer to your Student ID Card (Notice this may differ from
your first entry)

Object Please refer to your Student ID Card (Notice this may differ from
your first entry)

23. Click Save.
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24. Click Distribute Accounting Lines.

frocur=men =| UR- 18P- 06033000000000050001- 1- New- Draft
Actian Meny
Sten 1 Header Line | Distribution %
+ Step 2 Accourting Distribution 70.0000
General Information
Fund Accounting T 2 30,0000 1DEI.
Detail Accounting Inzert Mew LIJE Insert Copiad Line I First Prev Go To Hext Last

Step 3 Commoddity Group

Step 4. Commodity — - -
Step 5 Accourting Digtribute Accounting Lines
Step & Comparizon

Step 7 Created Documents - wGeneral Information
Document Comments Event Type : UROS

Document History )
Document Reference Accounting Termplate I

Future Triggering

Distribution % : [30.0000

Total % ;100
~wFund Accounting

Fund : | opject:[ opea:[
supFund:[ subObject:[ | sweomsa:[
Departrment ; I— Revenue ; I— Dept Ohject ; I—
lInit I— Sub Revenue : I— Dept Revenue ; I—

subunit:| psa:[

Appr Unit: | supmsa:[

r kDetail Accounting ]

Top

[ sae [ poo [ At [ vaidwe [ Sumt [ Ciose ]
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25. Click Step 5: Accounting from the Secondary Navigation Panel.

All information for both Commodity lines should carry forward from the Accounting Distribution section.
26. Click Validate. Check for errors. If errors are found, correct all errors and click Validate again.
27. Click Submit.

Note: UR documents do not enter workflow for approval and submits to a Final phase.

28. Click Step 7: Created Documents from the Secondary Navigation Panel. The page opens and
Line 1 is checked, which displays DO, 18P, xxxxxxxxxx under the Document ID column.

29. Click DO, 18P, XXXXXXXXXX.

Procuremert

| Actian Mans I

Line Description Document 10 |*hase | Document Status | Procurement Folder | Deleted

Document
Step 1: Header
Step 2 Accounting Distribution
Step 3 Commodiy Graugp
Step 4 Commoddity
Step 5. Accounting
Step B Comparizon
~ Step 7 Created Documents Edit o Cooy Formard Cios
Document Comments [ e Y ew Yoomrowad] co ]
Document History

i -
Paints, Traffic j DOJ6F 0E0T3000041 Braft  Held Mo
=

First Prew Go To Mext Last

hdenu

Document Reference
Future Triggering
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30. The DO document page opens to the Header section.
31. Notice the document is now a New Draft document. Scroll down to the end of the document and
click Edit.

32. The Document Description field is inferred from the UR document. If necessary, edit the field to
customize the description for this document.

33. View all completed fields of the document to verify that the information is correct.

1 Procurement | DO - 18P- 06033000041- 1- Hew- Draft
2 Restart Ll | Actian Men I
Document View Ship/Bill To Lines
~" Header Load Accounting Profile
General Infarmation Header
Reference L
Cortact ~wGeneral Information
Maodification _I I .
Extended Description . - PCard 1D ; >
Default Shipping/Biling Doeument Name | 4
Reporting PCard Exp : I
8] rit Informati Fecord Date : I EE
Ven?;:me ermeten Accounting Profile : I
Ao Dy o Budget FY:I Frocurement Folder:
Special Instructions . . . -
Commocity Fiscal Year: I Procurernent Type : Delivery Order
A ccourting A Procurement Type ID |2
BT — Period : I I .
Supporting Documerts - " Cited Autharity >
T i — Cocument Description |Order traffic Paint —I
Document History LI Caonfirmation Qrder: [
Document Reference Actual Amount : $225.00
o - E— Default Form : >
Future Triggering Closed Amount : $0.00 | B
Closed Date : LastPrint Date I
Total of Header Attachments © 0
Total of All Attachments © 0
 FReference
- bContact
 PModification
 kExtended Description
© bDefault Shipping/Billing
34. Click Validate. Check for any errors and Validate again.
35. Click Submit after all the errors have been corrected.
36. Click Close to exit the document.
Click Home to reset the navigation.
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Exercise 3 — Create a PO document (Agency Purchase Order)

Scenario

Bureau of General Services needs to order a ladder from Home Depot. Order the item through
Document Catalog to generate an agency purchase order document.

Task Overview

Login to AdvantageME using your Student ID and password. Create a PO document via the Document
Catalog.

Procedures

1.

o M WD

From the Primary Navigation Panel, click Procurement workspace.

On the Secondary Navigation Panel, click Create Agency Purchase Orders.

The Document Catalog page opens.

Click Create.

In the Document Identifier section, enter the following information:

Required Fields Values
Code PO
Dept Please refer to your Student ID card

Click the Auto Numbering checkbox.

6.

Click Create.

7. The PO document page opens at the Header line. Enter the following information in the General
Information component:

Required Fields Values
Document Ladder
Description

Click Contact. In the Requestor ID field, click the Pick List and search for your Learner ID from

your Student card.
Click Default Billing

/Shipping. Enter the following information:

Required Fields

Values

Shipping Location

Click the Pick List search for and select 18P01(Hint: In the
Procurement Location field, enter 18P01. Click Browse.)

Billing Location

Click the Pick List search for and select 18P02 (Hint: In the
Procurement Location field, enter 18P02. Click Browse.)

Delivery Date

A week from today’s date
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Click Save.

Load T and C ShipsBill To Lines

Load Accounting Profile
Header
kb

~wGeneral Information

Cocument Description

Actual Amount
Closed Amount

Dacurment Marme

Record Date :
Budget FY:
Fiscal Year:

Period :

Ladder

§0.00
§0.00

=] FCard D |
= l—
Piard Exp
Procurement Folder
Frocurement Type :
Frocurement Type D I
Cited Authority |
=] Accounting Profile ; I
=

Terms Template : I

Confirrnation Qrder: [

Mame :|

Fhone Number:l

Email :|

Closed Date Last Print Date I
Total of Header Attachments © 0
Total of All Attachments : 0
r PReference ]
wContact
lssuer |0 : |LearnerD1 Team D :
Learner Leath Buyer:
556-555-5555
learnerdt @hotmaill .com
Reguestar D |LearnerD1

 PModification

r PExtended Description

—whefault Shipping/Billing

Shipping Location ; |18F'D1

Division of Purchaszes

Burton Cross Office Bldg

Billing Location :

|18Pn2

Division of Purchaszes
9 State House Station

Procurement—Commodities

4th Floor Augusta
Augusta ME
ME 04333
04333 s
s
shipping Method | Billing Additional Infa :
Free On Board : I
Delivery Date  [5/15/2006
Celivery Type :| j
=
Shipping Additional Info
=
 PReporting ]
r kDocument Information ]
Top
[ swe Y umo [  Fit [ vawdae J swmt J Coss ]
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10. Click Vendor from the Secondary Navigation Panel. Enter the following information in the
General Information section:

Required Fields Values

Vendor Customer Click the Pick List and search for Home Depot. (Hint: In the Legal
Name field, enter *home depot* and in the Vendor/Customer

field, enter *34801. Click Browse.)
Address will infer once saved.

Address Code

Click Save.

Load T and C ShipsBill To Lines
Yendor Line | Yendor Customer

Legal Hame Line Amount | Modified

Address Code

- 1 WC1000034501 HOME DEPOT USA IMC #2407 $6,400.00 true
First Prev Go To Mext Last

h

- fendor

Yendor Custorner : W C1000034301 Yendor Contact (D IVC1E|E|E||3348E|1_2
Legal Name : ;‘2‘3’4"3'; DEPOTLISAING vendar Contact Name : [CONTACT CONTACT
. DBAHOME DEPOT- Yendor Contact Phone |555-555-5555
AlasDBA i TERVILLE

SWC1ooooz4s01 2
B0 WATERYVILLE DR

Wendar Contact Phane Ext. I

Yendor Contact Email ¢ |

VWATERVILLE Al
ME Secondary Reason |
044901 ;I
U5
Web Address hitpr Modified - Jtrue
Wendar Preference Level |99
- bDiscount |
Top
r Save T Linds T Print T valdale T Subrif T Close ]
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11. Click Commodity from the Secondary Navigation Panel.
12. Click_Insert New Line. Enter the following information in the General Information section:

Required Fields Values

CL Description Warner 14 foot extension ladder. Model 123.
Commaodity 45052

Line Type Click the Drop down menu and select Item
Quantity 1

Unit Click the Pick list and select EA (Each)

Unit Price 200.00

~=General Information

\Warner 14 foot extension ladder, | Lock Catalog List Price : I 'l
fodel 123,

are vendor Custormer Code ; |VC1E|EIEIE|325EEEI
Commodiy ; [45062 Legal Marre : HOME DEFOT USA INC

Stock ltern Suffix I Alias Mame

Warehouse

ZL Description :

Lo

Zommodity Specs ;
Supplier Part Number:l

Line Type : IIt 'I
" o Ladders, Extension, (See Class -
Ciuantity : |1 Q0oao 340 for Fire Ladders)

Unit : IEA

Linit Price |$2EIEI.EIEI Mumber of Attachments © 0

Bl

Description :

K1

L

Itern Total Armount ; $200.00
Discounted Unit Price |$2IZIIZI.EID Extended Description

K1

List Price : [$0.00

Shipping Location : IW Lock Order Specs - [T
Billing Location : W

Delivery Date IW S
Accounting Template 1D : I—
Accounting Profile | I—
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13. Click Ship/Bill from Header.

14. Click Save.

15. Click Shipping/Billing to open this section. This Information has been inferred from Header.

16. Click Accounting from the Secondary Navigation Panel. Click Insert New Line.

17. Enter the following information:

Required Fields

Values

Event Type

Click the Pick List and select PRO7

Line Amount

200.00

18. Click Fund Accounting. Enter the following information:

Required Fields Values

Fund Please refer to your Student ID Card
Dept Please refer to your Student ID Card
Unit Please refer to your Student ID Card
Sub Unit Please refer to your Student ID Card
Object Please refer to your Student ID Card
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Load T and € Ship/Bill To Lines

Line | Line Amount | Line Closed Amount | Modified

& v o $200.00 $O.00 falze
Insert New Line Inzert Copied Line First Prew o To Hext Last
Commodity 1: 45052 >
sk
~wGeneral Information
Event Type : IW Budget FY : I—
Accounting Template I— Fiscal Year: I—
] Period:[ |
Line Description : Freight % - |EI.EIDDD
|- Modified : [false
Line Armaunt : IHDD-DD Murmber of Attachments : 0
Reserved Funding : | ko -
Line Closed Amount : $0.00
Line Closed Date
Referenced Line Amount : §0.00
r kReference 1
—=Fund Accounting
Fund:[ opject:[ | opsa:[
subFund [ supobject:[ | swboBsa:[
Department I— Revenue : I— Dept Object I—
LInit I— Sub Revenue:l— DeptRevenue:l—
supUnit:[ psa:[
ApprUnit | supBsa:[

r kDetail Accounting 1

r bPayment Details 1

Top

r Save T Linda T Print T Valdale T Subenif T Close ]

19. Click Validate. Check for errors. If errors are found, correct all errors and click Validate again.

20. Click Submit.
21. Click Close to exit the document.
22. Click Home to reset the navigation.

NOTE: Please remember to select Logout prior to closing your AdvantageME session.
Just closing the page will not immediately end your session.
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12—Appendix A—Workflow Units

AgcHo = | Unit No - ~| Approval Role - Name - User 1D's -
oA WFO1 AP 01AWFOTAP Animal Health & Ind

o WFO2 AP 01 AWFOZAR Cluality Assurance & Regulation

o WED3 AP 01 AWFOFAR Marketing & Production Dey

A WFD4 AP 01AWFO4AMP Plant Industry

1A WFDS AP 01AWFOSAP Commigsioner's Office

0za  |WEM AP 02AWFO1AR PFR - Commissioner's Office Rachel Hendsbee, Fredrick Winterberg
024 WFD2 AP O2AWMFO2AP PFR - 155 Rachel Hendsbee, Fredrick Winterberg
24 WFD3 AP 024 FO3AP PFR - CCR Rachel Hendshee, Fredrick Winterberg
24 WFD4 AP [2AWFO4AP PFR - BFI Rachel Hendshee, Fredrick Winterberg
(24 WFDS AP D2AWFO5AP PFR - Insurance Rachel Hendsbee, Fredrick Winterberg
(24 WWFDE AP D2AWFOBARP PFR - OLR Rachel Hendsbee, Fredrick Winterberg
0za |WFO7 AP 02AWFO7 AR PFR - Securities Rachel Hendshee, Fredrick Winterberg
026 |WFO1 AP 02BWFO1AP Optormetry Rachel Hendsbee, Fredrick Winterberg
nzc WD AP D2CWFDTAR Dsteopathic Rachel Hendshee

020 WWEDT AP 020w FO1ARP Dental Rachel Hendsbee, Anita Merrow

02E WEO AP 02EWFO1AR Engineers Rachel Hendshes

026 |WWFEI AP D2MFOAR hWedicine Dan Sprague, Randall Manning

azm WEDI AP 02nWFD1AR Murging Wlyra Broadway, Wirginia delLarimier
3 WO AP 03AWFD1AR Carrections - Buginess Office

038 WFO1 AP 03BWFO1AP haine State Prison

03 WD AP 03CWFOTAR Waine Correctional Facility

030 WEDI AP 030WFO1AR Downeast Correctional Facility

03E WFDT AP O3EWFO1AP WMWY D Corractional Facility

03F WFO AP 03FWFO1AR LCY D Correctional Facility

042, WO AP 04AWFOTAP Conservation - Me Forest Serv

4 WEOZ AP 04AWFOZAR Caongervation - Parks & Lands

4 O3 AP 042 FO3AR Caongervation-Gealogy & Mat Areas

044, WFO4 AP 04AWFO4AP Land Use Regulation Cormmission

058, WFO1 AP 05AWYFO1AP EDU Leadership Team

054, WFOZ AP O5AWFOZAP EDU - MIS Team

a5, WEO3 AP OzAWFOFAR EDU - Leader School Sup Team

05 WD AP 05AWFO4AR EDU - Learning Systems Team

05 WS AP 0aAWFOSAR EDU - Education Services Team

058, WWFOB AP 05AWYFOBAP EDU -Career & Tech Ed Team

0sc WD AP D5CWROTAR Unorganized Territories

05 WEO AP OEAWFDT1AR DEFR - Office of the Commissianer

064, WyFOZ AP OBAVYFOZAP DEP Computer Services

064, WFO3 AP O6AVYFOIAP Bureau of Land & Water

05 WED4 AP DEAWFO4AR Bureau of Air Quality

05 WEOS AP OEAWFOSAR Rermediation & Waste Mamt

05 WEOE AP OeAWFOBAR Eastern Maine Regional Office

05 WOV AP OEAWFD7AR Southern Me Regional Office

05 WFOG AP OEAWFOAR Marthern Me Regional Office

074, WFO1 AP 07 AWWFO1AP Governors Office

o7E WO AP 07EWFO1AR Waine State Planning Office

o7H WFOT AP 07 HWFOTAP Public Advocate

08 WEO AP 0aCwWrO1AR Office of the State Contraller Terry Brann

05C AP 18COt0SCAR 18FOtOSCAR
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Agco »| Unit No» »| Approval Role « Name User ID's -
094, WFD1 AP 05AWYFO1AP IF & %W Commissioner's Office
094 WyFO2 AP 03AVYFO2AR IF &% Licensing Services
094, WFO3 AP 094 FOZAP IF & %W Warden Services
094, WWFO4 AP 09AVYFO4AR IF &% Resource Management
094, WWFOS AP 09AVYFOSAR IF &% Information & Education
104 WWEO1 AP 10AWFO1ARP Office of Mgmt & Budget Sam Bailey Mark Toulouse
104 YWFD2 AP 10AWFO2ARP Bur of Elder & Adult Serv Sam Bailey Colin Lindley
104 YWEO3 AP 10AWFO3ARP Bur of Medical Serw Sam Bailey Colin Lindley
104 WFO4 AP 10AWYFO4AP Child & Farmily Ser Sam Bailey Charles WWoodman
104 WFOS AP 10AVYFOSAP Ctr of Disease Control & Prev Sam Bailey Charles Woodman
104 WFOB AP 10AWVFOBAP Off of Int Access & Support Sam Bailey Aimee Carlton
104 WFO7 AP 10AWYFO7 AP DROMEOD Sam Bailey Charles WWoodman
104 WWFOS AP 10AVYFOBAP DHHS - Warehouse “incent Boucher Dave Boucher
104, YWETO AF TOAWFTOAR FSM Cognitive & Physical Dis Fob Jones Marie Hodgdon Geoff Green
104 WET1 AP 10AWF11AP PSM Child and Family Srv - Comm S Rob Jones Marie Hodgdon Geoff Green
104 WWF12 AP 10AWF12AP PSM Immigrant & Multi Ser Rob Jones Marie Hodgdon Geoff Green
104 WE13 AP 10AWF13AP PSM OCFS C/B/M/Thild Care Jeff Toothaker Marie Hodgdon Geoff Green
104 WF13 AP 10AWF13AP PSh Off of Int Access & Supponrt Mike Wenzel Marie Hodgdon Geoff Green
104 W14 AP 10AWYF14AP PSM Technology (QIT) Wike Wenzel Marie Hodgdon Geoff Green
104 WF15 AP 10AWYF15AP PSh Ctl Office and Ad Hoc Wike Wenzel Marie Hodgdon Geoff Green
104 WF1G AP 10AWF16AP PSM Maine CDC Welody Foster Marie Hodgdon Geoff Gree
104 WETY AP TOAWFT7AP PSH Off of Elder Services tarie Hodgdon Geoff Green
104 W15 AP 10AWF18AP PSM Maine Care Marie Hodgdon Geoff Green
104 YWF19 AP 10AWF13AP PSM State Faorensics Marie Hodgdon Geoff Green
104 W20 AP 104 F20AP PS5k 50,001 to 100,000 Marie Hodgdon Geoff Green
104 W21 AP 10AWF21 AR PShd over 100,000.00 Geoff Green
124, WWEO1 AP 128WFD1AP Labor - Bur of Rehab Sewices - Central Office - Augusta
124 WWFO2 AP 1280 FOZAR Div of oo Rehab/DEY| Augusta
124 WWFO3 AP 12AWFOZAR Div of %o Rehab/DEY| Bangor
124, WED4 AP 12480 F04AF Div of Yoo Rehab/DBY| Houlton
124 WWFOS AP 128 FOSAR Div of oo Rehab/DEY| Ellswarth
124 WWFOG AP 12AWFOBAR Div of oo Rehab/DEY| Lewistan
124 WYFO7 AP 12407 AR Div of %oc Rehab/DEY| Machais
124 WYFOG AP 124 FOZAR Div of %oc Rehab/DEY| Portland
124 WWFO9 AP 128\ FO9AP Div of Yoo Rehab/DBYI Presque Isle
124, WE10 AP 1280 F10AR Div of %o Rehab/DBY| Rockland
124 WE11 AP 1280 F 11 AR Div of %o Rehab/DBY| Saco
128 WWE12 AP 12A0WF12AP Div of Yoo Rehab/DBEY| Skowhegan
124 WE13 AP 1284 F 1 3AP Div of %o Rehab/DBY] Wiltan
128 WWE14 AP 12A0WF14AP Office of Facility Services
128 W15 AP 12A0WF15AP Bur of Unermployment Compensation
128 WE1G AP 12A0WF1BAP Bur of Unemployment Compensation - BAM - Lewiston
128 WE17 AP 12A0WF17ARP Bur of Unermployment Compensation - Benefits - Augusta
128 W15 AP 12A0WF18AP Bur of Unermployment Compensation - Pl Call Ctr
128 YWF19 AP 12A0WF19AP Bur of Unemployment Compensation - Orono - Call Cir
124, WE20 AP 128 F20AP Bur of Unemployment Compensation - Tax Offices
124, WF21 AP 1280 F21AP Bur of Unemployrment Compensation - Lewiston Call Ctr.
124, WF22 AP 128 F22AP Bur of Unemployment Compensation - ¥armaouth Call Ctr.
124 W23 AP 12AWFRIAR Dept of Labor - OAS
124, W24 AP 128 F24AP Dept of Labor - OHR
124, WE25 AP 128 F25AP Dept of Labor - Comrigsioners Office
124, WG AP 1280 F2EAR Dept of Labor - LMIS
124 WY AP 12AWFITAR Dept of Labor - DIF
124, WF25 AP 128WF2BAP Dept. of Labar - Publications
124, WWF29 AP 128WF29AP Dept. of Labar - Admin. Hearings
124, W30 AP 128WF30AP Bur of Employment Serices - Central Admin Hallowell
124, WWF31 AP 128WF31AP Bur of Employment Services - Augusta
124 W32 AP 128WWF32AP Bur of Employment Services - Bangar
124 WF33 AP 128WWF33AP Bur of Employment Services - Bath
124 WWF34 AP 128WWF34AP Bur of Employment Services - Calais
124 WF35 AP 128WWF35AP Bur of Employment Services - Ellsworth
1248 W36 AP 128WWFIBAP Bur of Employment Services - Machias
1248 W37 AP 128WF37 AP Bur of Employment Services - Portland
124 WF35 AP 128WWF3BAP Bur of Employment Serices - Lewiston
124 WWF33 AP 128WWF39AP Bur of Employment Services - Dover-Foxcroft
124 W40 AP 128\ F40AP Bur of Employment Services - Presque Isle
124 WWF41 AP 128 F41 AP Bur of Employment Services - Rockland
124 WF42 AP 128V F42AP Bur of Employment Services - Rumford
1248, WWEAS AP 12A0WF43AP Bur of Employment Senvices - Saco
128 YWWFA4 AP 12A0WF44AP Bur of Employment Services - Springvale
128 YWEAS AP 12A0WF45AP Bur of Employment Services - Skowhegan
128 WA AP 12A0WF4BAP Bur of Employment Sernices - Wilton
124 W47 AP 12847 AP Maine Labor Relations Board
128 WWEAS AP 12A0WF4BAP Dept. of Labor - Maine Conversation Corps
125 WyFO1 AP 12BWWFO1AP Bureau of Labor Standards
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138 WWFO1 AP 13AWFO1AR Dept. of Marine Resources
138 WWFO2 AP 13AWYFOLAR Adrin & Cormputer Services
138 WFO3 AP 13AWWFO3AR Marine Patrol
138 WWFD4 AP 134 FO4AR Resource Marmt
144 WO AP T14AWFOTAR DHHS Ctrl Office Aimee Carlton
144, WWFOZ AP 142 FO2AR oIS Aimee Carlton
144 WWFO3 AP 148 FOSAR Region | Aimee Carlton
1448 WyFO4 AP 148WFO4 AR Region Il Augusta Aimee Carlton
148, WWFOS AP 14AWYFOSAR Region Il Lewiston Aimee Carlton
148, WWFOB AP 14 AW FOBAR Region Il Thomaston Aimee Carlton
148, WWFO7 AP 14AWFO7 AR Region Il Bangor Aimee Carlton
148 WWFOS AP 14AWYFOS AR Region Il Presque Isle Airnee Carlton
1448 WWFD9 AP 145 FOSAR Hormestead Project Airnee Carlton
1448 WE10 AP T48WF10AF PSh Off of Adult Mental Health Kathy Murray Marie Hodgdon Geoff Green
148 WWETI AP T48WF11AR PSM Cognitive & Physical Dis Rob Jones Marie Hodgdon Geoff Green
148 WWF12 AP T48MF12AF PS5l Child and Family Srv - Comm Sy Raob Jones Marie Hodgdon Geoff Green
1448 WWF13 AP 148134 PSh Immigrant & Multi Sery Raob Jones MWarie Hodgdon Geoff Green
148, WWF14 AP 14AWF14AP PSSt OCFS C/BMHACThild Care Jeff Toothaker Marie Hodgdon Geoff Green
148, W15 AP 14AWF15AF PS5t Office of Substance Abuse Mike Wenzel Marie Hodgdon Geoff Green
148 WWF1B AP 145 F1BAR PSh Off of Int Access & Support Mike Wenzel Marie Hodgdon Geoff Green
1448 WWE1Y AP 14817 AR PSh Technology (QIT) Mike Wenzel Marie Hodgdon Geoff Green
1448 WIS AP 148 F18AFR PSM Ctl Office and Ad Hoc Mike Wenzel Marie Hodgdon Geoff Green
148 WF19 AP 148 F19AF PSh Maine COC Melody Foster Marie Hodgdon Geoff Gree
148 WWF20 AP 148 FZ0AR PSh Off of Elder Services Marie Hodgdon Geoff Green
144 WWF21 AP T48MFZ1AR PS5 Maine Care Marie Hodgdon Geoff Green
144 WWFZZ AP T4AMFLEAR PS5k State Forensics Marie Hodgdon Geoff Green
144, WFZ3 AP 148 FZ3AR FShd 50,001 to 100,000 Marie Hodgdon Geoff Green
148, WWF24 AP 14 AW FZ4 AP PSitd over 100,000.00 Geoff Green
148 WWFO AP T14BWWFOTAR Riveniew Psychiatric Center Airnee Carlton
148 WWFO2 AP 14BWWFOZAR PShd Off of Adult Mental Health Kathy Murray Marie Hodgdon Geoff Green
14C WWFDI AP TACWFOTAR Daorothea Dix Psychiatirc Center Airnee Carlton
14 WWFOZ AP TACWFOZAR PSh Off of Adult Mental Health Kathy Murray Marie Hodgdon Geoff Green
14E WWFOI AP TAEWWFOTAR Elizabeth Levingon Ctr Aimee Carlton
14E WyFO2 AP TAEWWFOZAR PSh OCFS C/BMChild Care Jeff Toathaker Marie Hodgdon Geoff Green
14G WWFO1 AP 14GWFO1AP Office of Substance Abuse Aimee Carlton
14G WWFOZ AP 14GWWFOZAR PSh Off of Substance Abuse Mike Wenzel Marie Hodgdon Geoff Green
158 WWFO1 AP 15AWFOTAR DVEM
158 WFDZ AP T5AMFOZAR Military Bureau BuyersfApprover
158 WFO3 AP 18AWVYFO3AP Bureau of “eteran's Services
158 WWFO4 AP 154 FO4AR Ernergency Management
158 WWFOS AP T5AMFOSAR Air Goard - Star Base Program
158 WyF OB AP T55MYFOBAR Wlilitary Autharity - Limestone Userg different spreadshsest
164, WWFO1 AP 16AWFO1AR Dept. of Public Safety
164, WWFOZ AP 16AWYFO2ZAR Gambling Contral Unit
168 WWFO3 AP 16ANMYFOSAR Wlaine Drug Enforcerment Agency
168 WWFD4 AP 16AMYFO4AR Capitol Security
164 WWFOS AP 16AVYFOSAR EMS
168 WO AP 1BAYVYFOBAP Administrative Services
164, WWFD7 AP 16AVYFO7 AP Fire Marshal
164, WWFOS AP 1BAVWFOBAR Highway Safety
164 WWFO9 AP TEAMYFOSAR Wlaine Criminal Justice Academy
164 WF10 AP 1BAMYF10AP State Police, Internal Affairs
164, WWETT AP 16AWF11AR Waine State Police Support Sevices Division Robert Williams
164, WWF12 AP 16AWF12AP haine State Police Operations Division Tirmothy Doyle
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178 WEO AP 17 AW FO1AR Dept. of Transpartatian

174 WFOZ AP 17 AWFO2AR Admin Services

174 WWFOS AP 17 AWFO3AR Stockroom

174 WWFO4 AP 17 AWFO4AF Contract Procurement Office

17 WFDS AP 17 AWWFOSAR Financial Processing

174 WG AP 17 AWFOBAR Executive

174 WFO7 AP 17 AWWFO7 AP Communications Office

178 WEOS AP 17 AWFOSAR Hurnan Resources (not 5.C.)

174 WFD9 AP 17 AWWFO9AR Legal

174 WWF10 AP 17 AWF 10AR Planning

174 WFT1 AP 17 AWF11AR OPT

174 WF12 AP 17 AWWF 128P OFT

174 W13 AP 17 AWWF 134R Dept. of Transportation - OIT

174 W14 AP 17 AW 14AF W & O Main Office - Augusta

174 WE15 AP 17 AWWF 154F i & O Region 1

174 WWF1E AP 17 AWF 1BAR W & O Region 2

174 W17 AP 17 AWF 17 AR W & O Region 3

174 W18 AP 17 AWWF 18AR W & O Region 4

174 W19 AP 17 AWF 19AF W & O Region 5

174 WF20 AP 17 AWF20AF Erwironmental Office

178 WE AP 17 AWWF21AR Project Dewvelopment  Multimodal

178 WFR2 AP 17 AWWFLAR Project Dewelopment Bridge

174 WE23 AP 17 AWF23AR Project Development  Highway

174 W24 AP 17 AWF2AAR Project Dev - Property Office

174 W25 AP 17 AWWF254P MODOT STAR

17C |WFD1 AP 17 CWEO1AP MOOT Ferry Service

170 |wF01 AP 17DWWFO1AR MOOT Fleet Semvices

17E  |wWFD1 AP 17EWFO1AR WMOOT - Rail and Yan Pool

184 YWD AP 18AWMFOTAP DAFS/DFPSIComm Office Heather Perreault
154 WFOZ AP 18AWFOZAR BGS - Professional Services

184 WED3 AP 18AWWFOZAR BGS Property Management

154 WFO4 AP 18AWYFO4AP BGS Leased Space

188 WyFO1 AP 18BWFO1AR oI

15E WFO AP 1EEWWFO1AR Employee Relations Ken Walo

18F WFO1 AP 18FWFO1AP MRS - Admin/Criminal Unit Chris Batson
18F WFOZ AP 18FWFDZAP Income Tax Div Debhie Dube
18F W03 AP 18FWFO3AP Sales Tax DiwiAudit Debhie Dube
18F WED4 AP 18FWFO4AR Compliance DivHoulton Claudette Jewell
18F WFOS AP 18FWFDSAP IT - Systems Debhie Dube
18F WG AP 18FWFOBAP MATS Install Debbie Dube
18F WEDY AP = Bureau of Budget Dawna Lopatowsky
18F 18FOtBUDAP 18FOtBUDAP

18H WFO1 AP 18HWFO1 AR Bureau of Human Resources

18H WyFOZ AP 18HWFO2AR Office of State Training

18K SCMm AP 18KSCO1AR Serice Center - DAFS Denise

18K SC02 AP 18KSCOZAR Service Center - NRSC Gilbert Bilodeau
18K SC03 AP 18KSCO3AR Service Center - Corrections Jodi Breton
15k SC04 AP 1EKSCO4AP DHHS Service Center Liz Hanley
18K 5C05 AP 18KSCOsAR LaborPFRADVEMIPS Dennis Cotliss
18K SC06 AP 18KSCOBAR DOT Sewice Center

18L WFO1 AP 18LWWFO1 AP BABLO - Lottery Pam Coutts
15F WFO AP 18PWEO1AR Central Warehouse Andy Wellani
15F WFD2 AP 18PWEOZAR haine Audio Wisual Randy Tunks
18P W03 AP 18PYWFO3AF State Postal Center Dan Ouellette
150 WD AP 18PWED4AR Central Printing/Copy Center Bruce Trask
150 WS AP 18PWFOSAR Surplus Property Andy Yellani
18P WWFOE AP 15PWFOEAR Central Fleet Management Tarm Felkey
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18F WWFO1 AP 18FWWFD1AR Central Warehouse Andy Wellani

1aF WED2 AP 18PWEFDZAR Maine Audio Wisual Randy Tunks

18P WFO3 AP 18PYWFO3AP State Postal Center Dan Duellette

180 WEO4 AP 18PWFO4ARP Central Printing/Copy Center Bruce Trask

180 WEOS AP 18PWFOSAR Surplug Property Andy Wellani

180 WWFOG AP 15PWEOBAR Central Fleet Management Tom Pelkey

18R W01 AP 18RWFO1AR Risk Management Dave Fitts

1858 WD AP 185WFD1AP Ernployee Health & Benefits

1Ey WO AP 18WAEDT AR Warkers Compensation Division

1948 WWEON AP 19AWFD1ARP DECD - Administration Danna Falsom needs to see all

194, WWFO2 AP 19AWFOZAR Maine Film Office (D.E.C.D.)

194, WFIO3 AP 19AWFOIAP Office of Tourism

194 WWFD4 AP 1948WMVFO4AP Ciffice of Business Developrnent

1948 WEDS AP 19AWFOSAR DOffice of Comrmunity Developrnent

194 WFOG AP 19AVWFOBAP Office of Innovation

264 WD AP 2EAVWFD1AP Attormey General Office

278 WWFOT AP 2TAWFD1AR Dept. of Audit

288 WEO1 AP 28AWFO1AR Office of the State Treasurer

294 W1 AP 29AWFO1AP S08S - Central Office Barbara Redmaond

2948 WEDZ AP 29AWFOZARP S05 - Corporations tim poulin or andrea sparmow

298 WD AP 29BWFDM1AP Bureau of Matar VWehicle

298 WWEO2 AP 29BWFOZAR Infarmation Services

298 WFIO3 AP 29BWFO3AP Admin. Services/Stockroom

298 WWFD4 AP 29BWFO4AP Field Operations - Narthem

208 WWFDS AP 2OEVVFDSAR Field Operations - Southern

208 WEDG AP 2OBWFOBAR Field Dperations - Central

298 WFO7 AP 29BWWFO7 AP 505 MNash School

29C W1 AP 29CWWFD1AP Archives

3048 WD AP 30AWFO1ARP State Legislature

3048 WWEO2 AP J0AVYFOZARP Legislative Infarmation Senices

3048 WEOS AP J0AVYFOZAR House of Representatives

308 WWFD4 AP J0AVWFO4AP Secretary of the Senate Office

308 WFOS AP J0AVFOSAR Legislature - Executive Director

308 WFOB AP J0AVVFOBAR Policy & Legal Analysis

308 WWFDY AP S0AMVFDY AP Law & Legislative Library

308 WEOS AP J0AVVFOBAR OPEGA

304 WFOS AP J0AVVFODAR Revisor of Statutes

408, W1 AP 40AVFO1AP Judicial Branch - AQQC Debbie Carson Moe Faurnier

554 W1 AP BEAVWFD1AP Public Utilities Cammission

554, WWFO2 AP BSAVWFOZAP ES11

a0s WWEON AP S0AVYVFD1ARP State Board of Education

50C WWFOT AP S0CWFD1AP WWorker's Compensation Board

30H WEO1 AP SOHVWFO1AR Maine Health Data Organization

94E WFOT AP I4EVWFD1 AR Ethics

94 W1 AP I4MWFO1 AP Museum

94p W1 AP 4PVWED1 AP Me Histaric Preservation

940 WWFOT AP 940WFOTAP Library

94 WWEON AP S4ED AR Atlantic Salmon Commission

4wy WWFOT AP IPMWNWFOTAP Arts Commission

950 WEO1 AP 95DVWFO1AR Dirigo Health
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