Quick Reference Guide: Creating a DO from MA with Catalog Line

Revised 10/15/2019

PURPOSE

The purpose of this quick reference guide is to illustrate the steps in the Advantage system for creating
a delivery order (DO) from a master agreement (MA) with catalog line items. Examples include:
business cards, clothing, vehicles, etc.

STEPS FOR CREATING A DO (FROM MA WITH CATALOG LINE)
1. Log into Advantage. In the Jump To field, enter SHOP and click Go.

SHOP 4| Go [JfcH

Welcome, Terry Demerchant Chart of Accts | Budget | Vendor/Customer | Procurement | A/P | A/R | CostAcctg
FIN_MA1 3.11.1

Message Center
Search
History

Favorites

2. On the Shopper page, under the Check Sources of Supply column, uncheck all except MA
Catalog items and Master Agreements. Then enter your search criteria in the Search For field
by entering either a key word, commodity code, or vendor name; and click Search.

Shopper

Er Edit Shopping Cart

0ltems : $0.00 Eraceed ip Clrectiut
Check Sources of Supply : #B [Search For : BUSINESS CARDS
[7] Select All Adv, arch:

or chack to be : Department : éJ Warehouse : &
[inventory Commodity : 2 Expiration Date : E
e
1 Master Agreements Part Number : Mandatory Source Enabled :| ||
[ similar Purchases Price (from) |Include Substitute Stock Items :
[l commedities Frice (to) : ] Document Description : |

['m][mma-rw|

3. Inthe results, enter a Quantity in the commodity line(s) that you want to place an order against.

b From MA C;

Vi c Mandat Supplier

Unit  Commodity cL Document
L L Seairee. Quantity unit o Cod Descript Description Parl:" Vendor o i Source E
Master
Business
Cards Gold  Business Az
1 1 No LOT $27.00 96607 Soal 250 Cards MBC2501 Envelopes & Printed Products, Inc. ¢ .1 1A 18P 18033000000000000114 0
One Side Printed Busi
Blue Ink SNBSS
Cards
Busmess Master

Cards Gold  Business ﬁg?:)l;l[‘:ﬁm
1 1 Mo OT $3000 96607 Seal 500 Cards MBC2502 Envelopes & Printed Products, Inc. . MA 18P 18033000000000000114 0:
One Side Printed Seal (v

Rl ke Business

4. Once you have selected all the commodity lines that you want to order from, scroll to the bottom
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of the page and click Add to Cart. The page will refresh, and the cart will show the amount
added. (Note that it will reflect how many lines you selected and not the total quantity.) Then

click Proceed to Checkout.

Shopper

| Edit Shopping Cart |

;252 00 P“"’eed to Checkout |

5. On the Checkout screen, verify the Document Code and Document Department defaulted are
correct. Enter your workflow for your Department Number in the Unit field. Leave Auto
Numbering checked. Under Additional Information, enter your shipping and billing location

codes. Then click Checkout.

Checkout

)4

2 ltemns : $252.00

| Edit Shopping Cart

sk
# Document Identifier
Code: o & Department : [1gp 3] ID:
Unit : \wro7 g Auto Numbering : /|

w Additional Information
Shipping Location : 1zp0q & Bccounting Template :
Billing Location : ygppp 2. Accounting Profile : é‘l

Delivery Date : o
| Continue Shopping | |[ Checkout | |

PCard ID :
" PCard Expiration Date :
Group Purchases By © ¢, All PO Commaodities Togather EI

I3
s

6. A pop-up box will display asking “Do you want to Checkout?” Click OK.

Checkout

2 ltems : $262.00

L4
¥ Document Identifier
Code : po 2 Department : 15p 2 ID:|
UNit: g7 | | Auto Numberf ik ¥
w Additional Information ]
Shipping Location : yponq & Accounting Template : ' e Do you want to Checkout? a: ai
Billing Location : [j5og; |4 Accounting Profile:| | :
S Delivery Date : 1 F: Group All PO Commodities Together []
e |
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7. The DO document is now created and will open on the Header section. From this screen, enter
the Document Description. If the DO is a confirmation order, check the Confirmation Order
box located on the right-hand side of the page.

[ELEEIRINELnENTL I Contract Details | Reference  Requestor Issuer Buyer | Modification - Extended Description | Default Shipping/Billing = Reporting | Fixed Asset Intent Reference | Document Information

Document Name: PCard ID: kAl
PCard Exp:
Record Date: B
Card Number:
Budget FY:
Cardholder Name:
Fiscal Year:
Accounting Profile: |
Period: —
I Procurement Folder:
D D cards for Dasy Duck ~
I and Minnie Mouse W Procurement Type: Delvery Order
Actual Amount: 525200 Procurement Type ID: |2 3
Closed Amount: $0.00 Cited Authority: ﬁl
Closed Date:

Confirmation Order: |

Supplier Received Date:
e Blanket Agreement: D
Open Amount: $252.00

Electronic Order Type:
Total of Header Attachments: 0

Total of All Attachments: 0 Last Print Date:

Open Accrual Amount: $0 00

8. Select the Requestor Issuer Buyer tab and enter the Requestor ID; then click Save to bring in
all the information for the Requester.

%

General Information | Contract Details | Reference |JEELIEAGIERTEIS NI |Modification . Extended Description | Default Shipping/Billing | Reporting  Fixed Asset Intent Reference | Document Information

Issuer ID: | (demerchant Buyer Team:
Terry Demerchant Buyer:

207-624-7334, Award Officer Name:

TERRY L DEMERCHANT@MAINE GOV Award Officer Phone Number:

Requestor ID: | (demerchanl & Award Officer Phone Extension:
MName: | Terry Demerchant Award Officer Email:

Email: | TERRY L DEMERCHAN

Phone Number: 2076247334

9. Click on Commodity from the Document Navigator.

Document Navigator X

Header
Accounting Distribution

Vendor

Commodity
Accounting
Posting

Special Instructions
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10. Verify that the information displayed reads correctly

2 https://meosc-mag-temp.hostams.comy/ - CGI Advantage - Internet Explorer

Budget Traasury

Phase: Draft .

Wekiome, Tery Demerchant

Header —.
Lust Viow |
g Dist . = A.;
Vand LI IRD L BN Contract Details | Reference | Requestar issuer Buyer | K i Exiended D Drefault Shipping/Biling | Reporting | Fixed Asset Intent Reference |
@ Document Information
Accouning Document Name: PCard ID: &
Pos '
ol PCard Exp:
Spacial Instructions Record Date:
Card Number:
Budget FY:
Cardholder Name:
Fiscal Year:
Accounting Profile: &
Period:
Procurement Folder:
Document Description:
Procurement Type: Dalivery Order v
e RrocursmentNmsis o = :
' Relaled Actions=
Accounting Distribution Total Lines: 0 Line: none  Distribution %: none B
Vendor Vendor VE0000017169  Legal Name: Envelopes & Printed Products, Inc. 152
! | Commedity ] Total Lines: 2 Line: 1 Commodity; 96507  Open Amount: 5000  Line Amount: $135.00 |8
A g Total Lines: 0 Line: none  Line Amount: none  Line Open Amount: none '
oA flotel Clon D Beaiing Lnenogss = — ]
Special Total Lines: 0 Special Line: none  Special Code: none B

ATTACHING DOCUMENTS

11. To attach documents to a DO, such as the business card information: From the General
Information tab, click File, then Attachments.

%ﬁi

[<=NEEIRIN G NEUTTI Reference | Shipping/Billing  Fixed Asset Intent Reference | Specifications | Matching = Retainage = Tolerance | Discount ﬂ G

CL Description: | 2018-2019 Heating Fuel- #2 & ~ External Warehouse: gl
ULS Diesal v )
) - Fixed Asset: [ |
‘Warehouse: $|
) ) Lock Order Specs: ||
Commodity: | 40512 &

Lock Catalog List Price:

Fuel Oil, Heating (Use 405-02 for Biodiasel)
Allow Prometional Pricing: []

Stock Item Suffix: | || i
) o - Vendor Preference Level: oo
Supplier Part Number: 3'
) o Inactive Line: [ |
Line Type:  Serice
" R F Shipping Charge: |

Quantity:
ty: | 0.00000 Commoedity Specs: |Fixed price thru 9/30/2019:

~
T T #2 = §2.5020 por gal, Diesel thru
Unit: & 4130/2019= 52,5571 por gal. See
) - contracts for margin prcing if
ni ce: | $0.00 .
D As per the sp ong and made part of this
Discounted Unit Price:  £0.00 MA. Please attach invoices to Delivery Orders
List Price: | $0.00 ] ] Archive v
o [3. sendp Attachments

A sm||~; Undo | |[j-¢|nmnmum||_[|:.,|mrtcnpmm| | B4 Edit with Grid (g Downi 3 - |

s

o

|9 copy| |E valioate | E3 suomit| |[3 Discard | = View POF | | & Prnt | | Processing | | worktiow~ | File~ || E3 Giose |
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12. Click Upload. Attachments

File Mame Type Date UserlID Primary State
First Prev Mext Last

Upioad Downicad Delete Restore

File Name ; Description : d
Type:
Date :

UseriD: _I
Primary State :

13. Click Browse to attach the file(s); or click and drag/drop your files (see second screenshot).
NOTE: Dragging/dropping files will allow you to select multiple files at once.

Upload Attachment

ickthe ‘Browse' link to select a file or you can also drag and drop files on the page.Click 'Upload’ or 'Cancel’ when you have finished.
Browse

Description :

Attachment Type : gondard

Select Al With selected : Apply Description Apply Attachment Type Clear Description Remove

Upload Cancel

Upload Attachment

Click the 'Browse' link to select a file or you can also drag and drop files on the page.Click 'Upload' or ‘Cancel’ when you have finished.
Browse

Description :

Drag from your files and drop.
Attachment Type :| giandard

Select All With selected : Apply Description Apply Attachme ar Description Remove

Upload Cancel

14. After you have attached all your files through either method, the selected documents will show
in a list and you can enter a Description for each attachment.
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Upload Attachment

Click the 'Browse' link to select a file or you can also drag and drop files on the page.Click 'Upload’ or 'Cancel' when you have finished.
Browse

Description :

Attachment Type : gtandard

Select All With selected : Apply Description Apply Attachment Type Clear Description Remove

File Name Description Attachment Type
Attachment Description
. test document 1.docx P Standard v

Total Number of Files selected:1
Upload Cancel

15. Once all desired files have been added, check the boxes next to each file name and select
Upload.

Select All With selected : Apply Description Apply Attachment Type Clear Description Remove

File Name Description Attachment Type
; T Invoice
invoice.pdf Standard W

Total Number of Files selected:1
Upload | Cancel

16. After the upload is complete, click Done.

Select All With selected : Apply Description Apply Attachment Type Clear Description Remove

File Name Description Attachment Type File Size

invoice.pdf
ois Standard 325.34 KB

file uploaded successfully

Total Number of Files selected:1
Total Flles Size:325.34 KB

pload i

17. This will take you back to the Attachments page. Click on the Return to Document link.
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Attachments

File Name  Type Date User ID Primary State

+ invoice pdf Standard 9/16/19 tdemerchant New
First Prev Next Last

Upload Search Download Delete Restore

File Name : invoice pdf Description : |nvoice
Type : Standard
Date : 9/16/19
User ID : tdemerchant
Primary State : Now

Return to Document

VIEW ATECHMESTT HIstory

18. Notice that a paper clip icon and a number appear on the header accordion bar. This
signifies that there is an attachment associated with this section.

|. Acc Total Lines: [ Line: nona % noma
Vender Customar: \_-I'S_QQIDDOIHEG l.@qa.l Name: Erwel_o_pas & Pmbec! Pmdm In_g;

| Line CL Description Line Amount | OQan Amount Closed Amount Modified |
ME Business Cards Printad $135.00 $0.00 $0.00 No B o
Wl 2 Business Cards Prinfed 11700 5000 50.00 Mo B "
From 1 o 2 Total: 2 show Lines: [10 %] Gotone: | || Go| | Export o csv

19. Click Accounting from the Document Navigator on the left-hand menu.

.
I Document Navigator X
Header

Accounting Distribution

Vendor

Commaodity

hccounﬁng
Posting

Special Instructions
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20. Click Insert New Line.

Line Line Amount Line Open A

From 0 to 0 Total: 0

[e =L =T aEL L Reference | Fixed Asset Intent Reference | Fund Accountin

Event Type: 3|

Accounting Template: &
Line Description:
Line Amount:

Reserved Funding:

Line Closed Amount:
Line Closed Date:

Line Open Amount:

| [24 Insert New Line || [3¢ Insert Copied Line | | =4 Edit with Grid

21. Enter your account codes:

a. Fund

b. Department

c. Unit

d. Sub Unit

e. Object (or BSA — Fleet, Ferry, STAR and Facilities ONLY)

General Information | Reference || Fixed Asset Intent Reference [RETLLEXISJTLI['l Detail Accounting | Payment Details

Fund: 010 3' Object: | 5650 ﬁl

Sub Fund: 3' Sub Object: 3'
Department: | 18P al Revenue: 2‘
Unit: | 1200 3 I Sub Revenue: 3 I

Sub Unit: |01 Ql BSA: ﬁl
Appr Unit: 3' Sub BSA: 2'

22. Optional: If you have detailed accounting that you want to use, you can enter it on the Detail
Accounting tab.
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General Information | Fund Accounting
Location: | $| Reporting: $| Major Program:
Sub Location: | £| Sub Reporting: $| Program: $|
Activity: | 2 Task: :3! Phase: 3
Sub Activity: 3i Sub Task: [ Program Period: @
Function: | $| Task Order: $| Percantape:
Sub Function: kA

23. Save, validate and check for errors.

| H save [L-) Undo ] | [24¢ Insert New Ling

[ Copy | | [ Validate || £3 submit |

SUBMITTING THE DO

24. Once all the above steps are complete and any errors have been resolved, click Submit.

[ Copy| |[A Valigate| | ] Submit| || [5 Discard |

NOTE: The top of the page will say “Document submitted successfully” and the submitted
delivery order will show as Pending.

Delivery Order(DO)  Dept: 16P ID: 20190913000000001704 Ver.: 1 Function: New |Phase: Pending |E|

25. If the DO is $5,000 or less, you will need to monitor the status until it is approved and updated to
Final.

Ver: 1 Function: New |Phase: Final | |

26. Once the document is Final, you must email it to the vendor (unless it is a confirmation order).
To do this:

a. Click Print in the lower right-hand corner of the document.

au View PDF|| | & Print | | Processing= | workfiow= | Fie= | [EJ Ciose |

b. On the Print Output Type field, select E-Mail.
c. Onthe Print Job field, select Email DO to Vendor.
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d. Click Print on the bottom left.

Print Output Type| EhAIL W
Print Job| Email DO to Vendor v
[Email ~

Hide Inactive Procurement Lines :[ |

Print

Email Address: TERRY L DEMERCHANT@MAINE GOV TERRY.L DEMERCHANT@MAINE GOV
Email Subject: State of Maine Delivery Order - DO 188 20151001000000001715
Email Message: atached is an order from the Stale of Maine. Please invoice us at the address
enclosed

Sender's Email: advantageME SysAdmE

[Exa fance

27. If the DO is over $5,000, the document will automatically route to Procurement Services after it

is approved by your approver. Procurement Services will then email the document to the vendor
and to you (the creator).

VIEW / PRINT PDF

28. After the DO has been approved, you can print the document for your files. Click the View PDF

Delivery Order(DO) | Dept: 18F 1Dz 2019001 03 Ver: 1
Header — =
- = mm| A
Accounting Distnbution
Ve General information | Gontract Detais | Reterence [EEPIEHGITTNES- IS Modification | Extended Descripion | Default Shipping/Biling | Reporting - Flxed Asset intent Reference
Commodity Document Information
i L] tasuer ID: tdomerchant 2 Buyer Team:
) Terry Demerchant F okt
= 207-624-T534 Donny Crockett
TERRY L DEMERCHANTEMAINE GOV HOTED4-TI36
Requestor ID:  |demeschant 3 Danny Crockett@maine gov
Award Officer Name:
Name: Ty Demerchant
Award Officer Phene Number:
Email: TERRY L DEMERCHAN
Award Officer Phone
Phone Number: 207-624.7334 Extension:
Award Officer Email:
Requesting Dept: 15p & 5

29. Advantage will generate a PDF of the order as shown below. Click View PDF again and print.
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Charl of Accls Budgel Vandor Customer Procurement AP AR

Cost Acelg Freed Assals Cash Rec

View Forms

Browse Clear < Bofresh

Doc Code : o
Doc Dept: 18P
Document ID : 20190913000000001703
Description : 1
Status Description Doc Code Doc Dept Document ID File Name
- Panding Do 18P 20190813000000001703 mw_m_w_1w_w1mnm1m_1
First Prov Next Last

ADDITIONAL RESOURCES

e Advantage 302 Procurement Commodities Training Guide

Questions? Contact Terry Demerchant in the Division of Procurement Services.
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