Quick Reference Guide: Creating a Requisition

Revised 10/15/2019

PURPOSE

The purpose of this quick reference guide is to illustrate the steps in the Advantage system for creating
a requisition (RQS).

A requisition is created to procure items that are not part of an established master agreement (MA).
Please see the Division of Procurement Services Master Agreements webpage for a list of existing
MAs: https://www.maine.gov/dafs/bbm/procurementservices/reports/contract-search

You will need to create an RQS for these purposes:

e Submitting a confirmation order (a vendor quote or invoice and a Waiver of Competitive Bid
[WCB] must be attached); or

e For bidding purposes (detailed specifications must be attached).

STEPS FOR CREATING A REQUISITION
1. Log into Advantage. In the Jump To field, enter SHOP and click Go.

SHOP @ e

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
Commaodities. Then enter your search criteria in the Search For field by entering either a key
word, commodity code, or vendor name; and click Search. (The example below is for ordering
snowmobiles for bidding purposes.)

Shopper
E Edit Shopping Gart
0 tems : §0.00 B o
Check Sources of Supply : #k |Search For : [SNOWMOBILES |
[] select Al Advanced Search:
or check to be hed: Dep . ﬁ Warehouse : g
[ inventory Commedity : 2 Expiration Date :
Elmc;m.:gnun- Vendor : g |nc|uosExpmunwmm:_ND
[ Master Agreements Part Number : Mandatory Source Enabled :| | v |
[ similar Purchases Price (from) : Include Substitute Stock ltems :
Price (to) : Document Description :
| Search |I| Clear Search Fields
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NOTE: In the results, you will notice that both the Quantity and the SC Amount are options. The
SC Amount is an option in cases where you have an order with a service line, such as for a
software subscription.

¥ Commodities

Commodity

Description Spacifications

Quantity 5C Amount Unit Unit Price

(3

Snowmobiles (Sea Class 765 for Snow Blowers and Snow
Plows)

3. Once you have identified the line that you want to order from, enter a Quantity, Unit and the
Unit Price. If the RQS is for bidding purposes and you don’t know the price, enter an estimated
amount. Once you have selected all the commodity lines that you want to order from, scroll to
the bottom of the page and click Add to Cart.

Shopper

j i Edit Shopping Cart

O = ;
0 ltems : $0.00 och L
Check Sources of Supply : @k Search For : SNOWMOBILES
[[] select Al Advanced Search:

or check to be : Dep . Y Warehouse : g
[inventory Commodity : & Expiration Date : B
] ma catalog itams Aerdor E Include Expired Agreements : [y
[] master Agreements Part Number : Mandatory Source Enablad : [w]
[ similar Purchases Price (from) : Include Substitute Stock ltems : [~]
E Commeodities Price (to) : Document Description :
[ search | [ Clear Search Fields
w Commodities
Quantity $C Amount Unit Unit Price c"'c““ ok Description _o,p.cmuux,
|:| = I—lm — 07043 Snowmobiles (See Class 765 for Snow Blowers and Snow
Plows)
@ 077G Snowmobiles (See Class 765 for Snow Blowers and Flows)

First Prev Nex! Last | Add to Cert |

4. 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

B

| Edit Shopping Cart |

1 ltem : $29,000.00

Proceed to Checkout ||
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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. You may choose to enter in a Delivery Date, but if you do, take into consideration that
the bid will be out for two weeks and there will be a 15-day appeal period after evaluation.
Please leave enough time for the bid process to be completed.

Then click Checkout.

Checkout

)4

1 Item : $29,000.00

Edit Shopping Cart

bk

« Document Identifier

Code : RQS g Department : [1gp g ID:
Unit : \weo7 éJ Auto Numbering :

¥ Additional Information
hipping Location : [{gpoq g Accounting Template : g PCard ID : g
Billing Location : [1gpp2 ﬂ Accounting Profile - ey ‘ PCard Expiration Date :
| Delivery Date : [12/31/2019 | Group Purchases BY : Group All PO Commadities Together [

Continue Shopping ||| Checkout | |

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

Checkout
2 ltems : $262.00
Edit Shopping Cart
Ll
= Document Identifier
Code : [ ) Department : (135 ) ID:|
Units yrg7 || Auto Number 1y tiot ek ¥
w Additional Information ]
Shipping Location : yponq & Accounting Template : 1 e Do you want to Checkout? a: ai
Billing Location : [j5og; |4 Accounting Profile:| | :
o Delivery Date : 1 F: Group All PO Commodities Together [%]
e |
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7. The RQS document is now created and will open on the Header section. From this screen,
enter the Document Description.

_

[e-LETE TN BTG Contact | Extended Description | Additional Information | Default Shipping/Billing | Document Information | Reporting

Document Name: Accounting Profile: $|
= Procurement Folder:
Record Date: /| : ’
. Procurement Type ID: $|
Budget FY: L |
Procurement Type:
Fiscal Year: r
Tracking Number:
Period:
Warehouse: 3.
D t Description;] for the Ward ~ )
] Sanvics orthe viarden v Total of Header Attachments: 0
Document Short Description: Total of All Attachments:
Actual Amount: $29 000 (0
Closed 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.

1 Default Shipping/Billing | Reporting | Fixed Asset Intent Reference | Document Information

General Information | Contract Details | Reference |JEEL ARSI S = TR |1

TERRY L DEMERCHANTE@MAINE GOV

Requestor 10 | (demerchant &*

Name: | Terry Demerchant

Issuer ID: | demerchant 3| Buyer Team:
Terry Demerchant Buyer:
707-574-7334\:- Award Officer Name:

Award Officer Phone Number:
Award Officer Phone Extension:

Award Officer Email:

Email: | TERRY L DEMERCHAN

Phone Number: 2076247334

9. If the RQS is for a confirmation order or a sole source order, you must enter a vendor. To enter
a vendor, click on Vendor and click Insert New Line. Then proceed to step 10.

-

From 080 Total: O

(ST Acicitional Information

Warsdor Custormar: & Wersddor Contact IO
Lepgal Mame: Wendor Corteci Hama
Al /DA Vender Contart Phona:
S Code & Wenedor Contact Frone Ext.:
F Wendor Contact Email
Fax Dxtension;
Wab Address higpu:

[ et o L | | oot Goprc o | | 5 ot G
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If the RQS is for bidding, do not enter in a vendor and continue to step 11 (Commodity).

10. Go to Vendor Customer and enter the vendor customer number or click on the picklist to
search for your vendor. Once you have selected your vendor, click Save to bring in all the

vendor information.

%

Legal Name: MNorth Country Powersports
Alias/DBA:
&

Address Code: | AD0O1
B80T Kennedy Mamaonal Dr.
Oakland
ME
04963
us

| — | Fax
F seve | %) Undo | | [« Insert New Line | | (3q Insert Copied Line | | B4 Edit with Grid

Line Number Vendor Customer Legal Name
1 VCO0000101305 MNorth Country Powersports
From 1 to 1 Total: 1 Show Lines Gotofine:[ ||
Additional Information
Vendor Customet: VCO000101305 & Vendor Contact ID: | PCO01 &

Vendor Contact Name: | [uncan Widdoes

Vendor Contact Phone: | 2074652613
Vendor Contact Phone Ext.: |

Vendor Contact Email:

11. Go to Commodity. Find the CL Description; change the description to what you are looking for

and hit Save.

W

Line Number CL Description Cles
1 2020 Ski-doo Explorer

From 1 to 1 Total: 1

Item Total Amount

$29,000.00

Open Amount
$0.00
Show Lines (e

[ELEIETR GG G EULT I Reference | Shipping/Billing | Specifications  Tolerance | Additional Information

cL Ducriptlan: External Warehouse: | $|
Fixed Asset: [/
Commodity: 07043 ﬁl
. Commodity Specs:

Stock Item Suffix: &
m & Inactive Line: D

Snowmobiies (See Class 765 for Snow Blop(s a5 ow

Lock Order Specs: po W

ATTACHING DOCUMENTS
12. To attach documents to an RQS, such as the detailed specifications: Go to the lower right and
find the File button, click File, then Attachments.
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13. Click Upload.

Attachmenis

File Name Type Date UserID Primary State
First Prev Mext Last

Upload Download Delete Restore

File Name : Description : d
Type:
Date :

UserID: _I
Primary State :

14. 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

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.

[ ]

Description :
Attachment Type : giandard

Select All 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

15. 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 : giandard

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

File Name Description Attachment Type

Standard W

Aftachment Description

| test document 1.docx

Total Number of Files selected:1
Upload Cancel

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

Upload Attachment

Click the 'Browse' link o select a file or you can also drag and drop files on the page.Click 'Upload of "Cancel when you have §
Browse

Description :

Attachment Type © giondang El

Solog Al With selected : Apoly Descripion Apply Attachment Tvpe Clear Description Remove

File Name D Type

—
s ot 5000 !

Tolal Number of Filas salacled 1
LUpload | Cancel

17. 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

Attachment spec.pdf
Speciﬁ[}alions Standard 325.34 KB

file uploaded successfully

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

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

Attachments

File Name Type Date UseriD  Primary State
¥ Aftachment spec.pdf Standard 91719  tdemerchant New
First Prav Mext Last
Upload Search Download Delete Restore
File Name : A spec pdf D

Type : Standard
Date : 9/17/19
User ID : tdemerchant
Primary State : pow

19. 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.

18P ID: 20100027000000000245 Ver: 1 Function: Now Phase: Draft || |

Line Number CL Description Item Total Amount Open Amount Closed Amount |
9 2020 Ski-doo Explorer $29,000.00 $0.00 s000 By @& |
From 110 1 Total: 1 Show Lines [10 V] Go to line: | ||.39HEmethSVF

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

Document Navigator x
Header
Accounting Distribution
Vendor

Commadity

'.:Accouming
Posting

Special Instructions

21. Click Insert New Line.
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Line Line Amount Line Open A

From O to 0 Total: 0

[e =L EIETN i EL DL Reference | Fixed Asset Intent Reference | Fund Accountin

Event Type: $|

Accounting Template: &
Line Description:
Line Amount:

Reserved Funding:

Line Closed Amount:
Line Closed Date:

Line Open Amount:

[S« Insert New Line || [ Insert Copied Line | 4 Edit with Grid

22. Enter your account codes:

a.

®oo0o

Fund

Department

Unit

Sub Unit

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

Revised 10/15/2019

General Information | Reference | Fixed Asset Intent Reference WL REXSIILIT'I Detail Accounting | Payment Details

Fund: 010 & Object: | 5650 &

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

Sub Unit: |01 :g;l BSA: :Ql
Appr Unit: 3‘ Sub BSA: 3‘
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23. Optional: If you have detailed accounting that you want to use, you can enter it on the Detail
Accounting tab.

General Information | Fund Accounting
Location: | 2| Reporting: $| Major Program:
Sub Location: | £| Sub Reporting: $| Program: &'
Activity: $| Task: El Ehisse 3
Sub Activity: | & Sub Task: & Program Period: 2
Function: $| Task Order: $| Percantape:
Sub Function: kA

24. Save, validate and check for errors.

| H save l'-;) Undo ‘ | [Z4 Insert New Ling

[ copy | validate || £7 Submit |

SUBMITTING THE RQS

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

[l Edit| [ copy| | [ vanidete| |3 submit|| [Ge Discara] [ == view PF | [ @ Print | [ Processing~ | [workfiow~ | [File~ | [ 3 closs |

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

Miew Ali 1 of 1 | @ Document submitted successfully - Pending Approval

Standard Requisition(RQS) Dept: 18P ID: 20190913000000000241 Ver.: 1 Function: Newl Phase: Pending ||E|

26. Once all approvals have been completed on your end, the RQS will have a final status and will
route to the buyer that is associated with the commodity code you have chosen. To see who

that buyer is, go back to the header and click the Contact tab. The buyer information will be
displayed on the right.

%

Generallnformation|i§§i Extended Description | Additional Information | Default Shipping/Billing | Document Information | Reporting

Issuer ID:  tdemerchant ﬁl Team ID-
Terry Demerchant Buyer: dcrockett1
207-624—7334(;3,\ Donny Crockett
TERRY.L.DEMERCHANT@MAINE.GOV 207-624-7336 %)
Requestor ID: tdemerchant ﬁl Donny_Crockett@maine.gov

Name: Terry Demerchant

Phone Number: 207-624-7334
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ADDITIONAL RESOURCES

e Advantage 302 Procurement Commodities Training Guide

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