Delivery Order (DO) Quick Reference Guide

Introduction

A Delivery Order (DO) is created to procure items from an established Master Agreement (MA).

If the item meets the following requirements, the user selects the appropriate commodity code and
initiates a Universal Requestor (UR) document for that commodity.

There are two business cases for creating a DO document:
1. Order item(s) from a Master Agreement set up as a Service
2. Paying an invoice from a Master Agreement set up as a Service
State of Maine Policy

Use the Master Agreement Catalog Search to create a DO if you are ordering items from an MA with a
service commodity type. If the DO exceeds $5,000 it will require two levels of approval.

If your DO is under $5,000, it is up to you to use the Print function to email the order to the vendor. If your
DO is over $5,000, then a Division of Purchases Buyer will send the order to the vendor, as long as it is
not a confirmation (you've already ordered the item or service and have an invoice).

Creating a DO from the Master Agreement Catalog

From the workspace at the top of your page click on Procurement:

Chatt of Accts Budget WendoriCustomer Procurement AP

To start your Delivery Order click on MA Search:

Procurement Creating Orders

Save &l
Welcome to Advantage Ordering. You can use this page to arder items currently offered through Statewide master agreerments. You can go to
http:#fweirw. maine. gow/osc/accountingfprocurement. shtrl for cormmodity ordering and requisition quick reference guides

Creating Orders ¥ Delivery Orders (DO}
Delivery Crders (DO Hovwe to order tems from & Master Agresment (Commodity Cortract). You may sgarch using tem Description, Cortract # anddor vendaor. The wildcard is %. Ex: Yepaper® will return ftems with the sword "peper”.

WM& Search ‘.—
Agency Purchaze Order

(PO) N

Cloze

b Agency Purchase Order (PO)
Creating Requisitions Howr to creste Agency Purchase Orders for amounts of $5000 or less

Tracking Requisitions

Receiving
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You are now on the Universal Requester Catalog Search page also known as URCATS. Since you are

doing a Delivery Order (DO) against a Master Agreement (MA) please uncheck all boxes except for the
Master Agreements and MA Catalog Items:

Biuciciet Wendor/Customer Procurement AR

Universal Requestor Catalog Search

Browse Clear & B
= General

Search For :

Included Sources Master Agreements Inventory |:| Commodity Codes |:|
of Supphy: MA Catalog kems Purchase History |:|

In the search for field put in the commodity code or the name of the item you are looking for and either hit
your enter key or click on Browse — for this exercise | am going to put in Heating Fuel

Universal Requestor Catalog Search

Browse Clear &

= General

Search For : HEATING FUEL

Included Sources Master Agreements Inventory D Commeodity Codes D
of Supply: MA Catalog tems Purchase History D
P Advanced

P Create Request

b Create OrderPayment

; 3 3 Supplier
PunchOut  Unit U'.“t Vendor Hame Alias DBA C!‘ N Description ooty Con?mo(_llty Part Source Expit
Price Description Code Specifications
Humber
Dead River T
GamiieES 7 EI:ZIU?II(USE Locked inprice of A
[ Mo $000 DEAD RIVER CO-ELLSWORTH #3500 Heating Fuel for g 40512 p M 18P 13110800000000000066 11407
4 20132014 405-02 for F31613 for v
Biodiesel)
season
Irving Energy
Cantract far ;faltgnl(USa
D Mo $0.00  Highlands Fuel Delivery LLC Irving Energy Distribution and Marketing  Heating Fuel for 405 D2Bfor 40512 & 18P 1:3110800000000000067 11407
23014 BIDC!‘IESED

season

First Prev Mext Last
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Under the Create Request section fill out the following fields:
e Department: - this will be your agency number, | am using 18P as that is my agency number

e Unit: This is your workflow unit number assoicated with your approver(s) — this unit will start with a
WF* followed by two numbers. My workflow number is WFO7 which you will see in the example
below.

e Where all procurement documents need to be auto numbered you will check the Auto Numbering
box.

e New in this upgrade you can now enter in your Shipping & Billing locations which will infer to the
UR and DO document.

= Create Request
Department : 4 gp i : Shipping Location @ 4 gpgq

& &
Unit @ yowFo7 Ar | Auto Humbering ;@ [ Billing Location : qzpg2 A

Next you will want to put a check in the box next to the vendor you have an invoice for. For the purpose
of this exercise | will choose the Dead River MA and then click on “Start New Request”.

_ _ _ Supplier
PunchOut  Unit U'."t Vendor Hame Alias DBA C!‘ " Description Eom oLy Con_lmo(_lrty Part Source Expiration
Price Description Caode Specifications
Humber
Dead River Fuel Oil,
(AT 7 Hesting (Use Locked in price of
Mo $0.00 DEAD RIMER CO-ELLSWORTH #3500 Hesting Fuel for 4 40512 m L 18P 13110800000000000066 11072014
201 31201 4 403-02 far 31613 for b
Biodiesel)
SEA30N
Irving Energy "
Contract for EIL;:iﬁII‘(Use
|:| Mo $0.00  Highlands Fuel Delivery LLC Irving Energy Distribution and Marketing Heating Fuel for 405-D2gfnr 40512 WA 18P 13110300000000000067  11/07/2014
201362014 Biodiesel)

SEASON

first Prev Mext Last x

# Start Mew Reguest  °F Add To Current Reguest  oF View Current Reguest  oF Catalon Ling Detailz — ©F Buy From Supplier
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You will now be at the Commodity Comparison Sheet page. You will now have to check the Request box
BUT you will not need to put a quantity as this is paying for a service so you will keep it as zero and
proceed to click on Save. Once you have done this go to the bottom of the page and click on Create
Request.

Commodity Comparison Sheet

- Supplier - L . _ Uni

Request Quantity Part Number Commodity CL Description Description Unit Pric
Dead River Contract for

~ 0.00000 40512 Heating Fuel for 201352014 Fuel Oil, Heating (Use 405-02 for Biodiesel) F0.c

SEas0n
Delete  Save  First Prewv Mext Last

Delete Insert Copy Paste  Search

Doc Dept: gp
Doc Unit @ o7
Shipping Location : ﬁ
Accounting Template : ﬂ
Delivery Date : E
Requesting Unit : ﬂ
Ship Whole Indicator : [~

Warehouse :

Create Reguest Add tem to Reguest Add Yendor Guates
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You will now be at the Universal Requester (UR) page and the document brings you up in the Step
1:header section. In this section you would put a description in the Document Description field and put
your Requester ID in the Requester ID field (which would be the same as your Issuer ID. If you want you
could add something in the Document Name field — such as “This order is for Dave” (this field is
optional)). Once you have entered your information you can click on Save. Note: Delivery Date is
optional — if this is a confirmation you do not need to enter it.

LTI D EL Il Contact | Extended Description | Additional Information | Decument Information | Reporting
Document Name: - Shipping Location: | 12P01 a&|
Billing Location: | 13P02 a&|
Document Description: pay invoice #1234 dated 10/10/14
for fuel - Delivery Date: =
Requestor ID: | demerchant | Accounting Profile: &

B B

Issuer ID: | tgemerchant Total of Header Attachments: 0

Total of All Attachments: 0

Documents -

Actual Amount: $0.00

Next click on Step 4:Commodity to view your information. Now click on the tab “Service Contract”

Enter in the Service From, Service To dates and the Contract Amount (amount on your invoice or quote)
and click save. Then proceed to Step 5 Accounting.

Line Humber Commodity CL Description Quantity
1 40512 Dead River Contract for Heating Fuel for 2014/2015 season 0.00000 @

From 1 to 1 Total: 1 Go to line: Go

= Ustview

General Information Shipping/Billing | Specifications | Tolerance | Additional Information

= Service From: | 10162014 B
—Pp  Service To: | 10/16/2014 /|
—§ Contract Amount: |50.00

Step 5:Accounting — You will notice that the fields are grayed out. You will need to click on the “Insert
New Line tab (located below this section) to open up the fields so that you can insert information.

¥

[24 Insert New Line | [24Inzert Copied Line | Ed Edit with Grid
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Click on the Fund Accounting tab and enter in your Fund, Department, Unit, Sub Unit and Object and
click on Save. If you are using a Balance Sheet account then you would not fill in the Object field but the
BSA field instead.

General Information Fund 0T TV Cretail Accounting

—. Fun: i > Object: & OBSA: i
Sub Fund: | Sub Object: | Sub OBSA: |
= Department: 4 Revenue: 4 Dept Object: 4
= unic 4@ Sub Revenue: Dept Revenue: 4@
=P sub unit: | BSA: &
Appr Unit: 2| Sub BSA: 4
If your agency want you to fill out the Detailed Accounting section you can click on this Tab to enter
information here and click save. You may also have other field in this section to fill out — this is just a
sample
General Information | Fund Accaunting
Location: & Reporting: a&| Major Program:
Sub Location: & Sub Reporting: 4| —b Program: &
Activity: & Task: & ) Phce: 4|
Sub Activity: & Sub Task: a&| } Program Period: &
Function: 4| Task Order: 4|
Sub Function: &

If you want to split code to use another accounting string just simply click on Insert New line to enter your
second line of coding. You can use as many lines of coding that you want.

Optional:

If you had multiple commodity lines and you want the same accounting lines to be applied to all the lines
you would use Step 2: Accounting Distribution. Insert New Line, Under General Information indicate
Distribution percent (often times it is 100%,) click on Fund Accounting to enter your accounting string
then click save. This will activate the Disbribute Accounting Lines button (lower right corner of section).
Once you press this button the accounting string you put in will be applied to all commodity lines.
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Now you are ready to Validate & Submit your document. Once the UR is final you will notice a DO
number on Step 7: Created Documents.

Step 2: Accounting Distribution No.of Lines: 0 Line: none Distribution %: none

Step 3: Commodity Group No.of Lines: 1 Line: 1 Description: Requests for purchase from agreement: kA 18P 13110800000000000066

Step 4: Commodity No. of Lines: 1 Line Humber: 1 Commeodity: 40512 Quantity: 0.00000

Step 5: Accounting No. of Lines: 1 Accounting Line: 1 Line Amount: 50.00

Step 6: Comparison No. of Lines: 1 Commodity: 40512 Vendor Name: DEAD RVER CO-ELLSVWORTH #3500 Unit Price: $0.00 Quantity: 0.00000
Step 7: Created Documents No. of Lines: 1 Line: 1 I Document ID: DO 18P 20141020000000002475

Go ahead and click on Step 7

Now you can click on the DO link to open up your Delivery Order.
%‘ il =

Line Description Document ID Phase Document Status Procurement Folder Deleted
1 Fusl OIL i ——fp, D0.18P.20141020000000002475 Draft Held N
Heating (Use - e — e ! °
From 1 to 1 Total: 1 Go o line: Ge

If you find you need to change some information or attach a document you can click on the edit button to
activate the document — then you can make your changes and save. If this is a confirmation, on the
header on the right hand side check the confirmation box and make sure to attach the invoice.

Delivery Order{DO)‘ Dept: 18P ID: 20141020000000002475 Ver.: 1 Function: New Phase: Draft ‘ -

| Meader

RN E IR L Reference | Requestor Issuer Buyer | Modification | Exended Description | Default Shipping/Billing | Reporting | Document Information

Document Name: - PCard ID: |
PCard Exp:
Record Date:

Card Humber:

Budget FY:
Ccardholder Name:

Fiscal Year:

Accounting Profile: a&|
Period:

Procurement Folder:
Document Description: | pay invoice for heating fuel
Procurement Type: Delivery Order

Actual Amount: 50.00 Procurement Type ID: |2 &
Closed Amount: 50.00 Cited Authority: &
N Closed Date: Confirmation Order: [
Open Amount: 5000 Blanket Agreement: [
Total of Header Attachments: 0 Last Print Date:

Total of All Attachments:

If you need to attach a document you would click the File button in the lower right hand corner and
choose Attachments.

;

Iﬂ Archive &

Eﬁ-
SendPage

g

@ Dovwwnlosd Document

-i (? Attachments

Processing vl WOk ek chrnents | E Cloze

[#

[+
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Click the upload button (if it isn’t underlined then you’ll know that you did not click on Edit to activate the
document — if this happened then you can click Return to Document to do so).

File Hame Type Date UserlD Primary State
First Prese Mext Last

Upload Search Dowwnload Delete Restore

‘ File Hame : Description :
Type :
Date :
User D :
Primary State :

Return to Document
Yiewy Atachment History

Click on Browse to select the document you want to attach:

Chart of Accts Budget Wend

I Upload Attachment

Upload Cancel *

Attachment File : Browsze. .

Description @

Atachmont Type:
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Choose your file and click on open or simple double click on the file

Choose File to Upload
Look if: |l.f,\ Forrms ﬂ o ¥ 2 -

- |ChDependent: Info
‘_"}5 | workplace Injury Forms
My Recent B EPO General Terms Conditions {3-7-12),doc *
Documents @Euy Armetican Requirement, doc
T B Exctension Letker, doc
B Fax_Elank.doc

Desktop  [80FEL SURCHARGE Contract Terms and Conditions.dac
IEJFLIEL SURCHARGE POLICY doc
@Letterhead.duc
IEIJSu:uliu:iI:.Eutiu:un_tnarms.u:h:u:
IEﬂSLISF'EI"-.ISICII"-.I AMD DEBARMENT  docx:
h}l IEIJ'-.-'DT Reimbursement Farm 03-02-10 (21, doc

\$

ky Documents

: IEﬂ\u-'ss_U|:u;|ra-:|E.-:Iu:u:x
ty Computer

My Metwork. File name: | j | Open |
Flaces
Files of type: |,-'.‘-.II Files [*.%) j Cancel

Once file is in — click upload again and this will attach your file.

Upload Cancel

Attachment File : &\ Tepr\FormzBPO General Terms Conditions (3-7-120.0 Browse...
Description :

Actachmont Type:
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Chart of Accts Budget SendorfCustom

I Attachments

File Hame Type Date User ID Primary State

- ~ BPO General Terms Conditions (3-7-121doc Standard 104014 tdemerchant  Mew
Firzt Prese Rlext Last

Upload =earch Download Delete Restare

File Hame : BP0 General Terms Conditions (3-7-12).doc Description :
Type : Standard
’ Date : 101001 4
User ID : tdemerchant
Primary State @ fleswy

Return to Documenit
Wiewy Atachiment History

You can choose to upload as many files you want performing the same steps one at a time. Once you
have all your documents attached you can return to the document.

Once your DO is complete you are all set to Validate & Submit. This will put your document in pending
status. Your approver does not get an e-mail so you may want to alert them that they have a document
to be approved. If your order is under $5000 you will only have one approver. If it is over $5000 then
you will have two approvers on your side and then it workflows over to the Division of Purchases where a
buyer will approve the document and send it along to the vendor (if not confirming).

. ____ ________________________________________________________ |
Delivery Order(D0O) | Dept: 0124 1D 20140506000000007242  Wer.s 1 Funetion: Mew | Phase: Pending T =

If your order is under $5000 and your approver has approved it to final then it will be up to you to send
the order to the vendor (if not a confirmation).

Delivery Order(D0) | Dept: 18P 1D: 20140604000000007252  Wer.: 1 Function: New1 Phase: Final I"
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To send your DO to the vendor, choose the print button in the lower right hand corner.
|

-—. @ Pririt | Processing = | | Workflow 'r| Filev| E Close |

Under the Print Output Type — choose the drop down box to select “E-Mail”

Print

* Print Output Type | poF v

Print Job F‘RINTER

Print Qutput Type

Print Resource

Hide Inactive Procurement Lines :
View Forms
View Forms Description
Prirt Cancel

Under the Print Job — use the drop down to select Email DO to vendor then click print

Print
Print Output Type | Ea)l
—.P'i"t Job | Eingil DO to IssuerReguestar
Print Besource |Email DO to IzzuerRequestar
. B ) . Email DO to Buyer
Hide Inactive Procurement Lmes. 00 o Wendar ,‘_

Email Add :
mail Address ——
Email Subject:

Email Message:

' Sender's Email:

Print Cancel
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Even though the Document will say “Document print job was successfully submitted” please be assured
that the document was e-mailed to the vendor.

Wiew All 1 of1 |ﬂ Document validated successfully i___

Delivery Drder[DD}| Dept: 18P  ID: 20141020000000002475 Ver: 1 Function: New |

| | Header

You could also choose to print a document for your records by performing the same steps except under
the Print Job you would choose Email DO to Issuer/Requester and the system will e-mail you a pdf of the
document to print off.

Print

Print Output Type |Eqal

* Print J°h|EmaiI D0 to lssuerRegquestar |

Print Resource

Hide Inactive Procurement Lines @ |:|

Email Address:
Emiail Subject:

Email Message:

' Sender’s Email:

Print Cancel
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Or you could select PDF in the dropdown section under Print Output Type — View Forms will be checked
and when you click on Print the system will generate a pdf document that you can print out.

Print

"' Print Output Type | poF "
Print Job | pefivery Order (POF Format)

Print Resource | poF file generstor |
Hide Inactive Procurement Lines : D
View Forms
* View Forms Description

Print Cancel

If you run into any problem and require assistance you can call any of

the Purchases Staff to assist you in completing your document.
Purchases Staff information can be located on the Division of Purchases

website at http://www.maine.qov/purchases/info/contact.shtml.
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