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Introduction

Procure to Pay (P2P) is the series of typical processes that occur in the purchase of goods
and related services. The high level processes are:

e Procurement
e Receiving
e Payment

Procurement and Receiving are the first two processes of P2P. These processes are
managed by the Purchasing Division. The Payment process is managed and controlled
by the Controller’s Office.

Purpose

The purpose of this document is to standardize these processes. The result will be
increased efficiencies and fiscal accountability, and ultimately a reduced cost of
purchasing goods and related services.
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Chapter 1 Purchase Methods in P2P

There are several types of purchases, requiring different methods of purchasing within
P2P. Below are basic descriptions of the purchasing methods in P2P.

PCard

These purchases are for items, totaling $2000 or less. These purchases are paid using
the PCard purchase method, which does not require review by the Purchasing
Division, prior to the purchase, allowing the agency to buy from the vendor on
demand. However, the PCard user accepts responsibility to uphold proper purchasing
procedures. Click Here to view the PCard Procedure or:

1. GotoDOT

2. Select Budget and Finance from the Global Menu

3. Select Financial Forms from the Financial Resources section

4. Scroll down to the Pcard area

5. Click the Pcard Procedure hyperlink
Note: items that are on a City Master Purchase Order (MPQO) may be purchased using
a PCard, provided those items are not in the Item Master in PeopleSoft.

Requisition to Purchase Order (PO) Process

The requisition to PO process is used to procure goods and services for which a
PCard cannot be used. This will produce a Purchase Order, issued to a vendor by
Purchasing. The PO is produced prior to the goods or services being received or
performed. The PO contains the City’s Terms and Conditions that govern each
purchase.

Requisitions from the Item Master

The Item Master in PeopleSoft contains items for which the City has an MPO. The
pricing, vendor and terms and conditions of that MPO are associated with the Item
Master, and will create a PO to ensure said attributes. Note: not all items on City
MPOs are in the Item Master.

Requisitions over $5,000
Purchases over $5,000 in total, where no MPO exists, are subject to the City
Procurement Policies. Purchases between $5,000 and $25,000 are subject to an

informal bid process, and purchases over $25,000 to a formal, competitive bid.
Greater lead time is required for both of these processes.
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http://dnndot.gov.dnvr/Portals/27/documents/Purchasing/Pcard/PCard%20Procedure%20manual_final_01.pdf

Non-PO Voucher

Non-PO Voucher is a request, sent directly to Accounts Payable (AP), for purchases
that do not easily fall under the above categories. Examples include: employee
reimbursements; petty cash; intergovernmental purchases; and subscriptions. For a
complete list, refer to Appendix A.

Contracts

To purchase contracted services, a contract encumbrance must be created. To do this,
a Contract Requisition must be submitted through PeopleSoft.
e Contact the Contract Compliance Technician at 720-913-8126 for training on
entering requisitions for this type of purchase.
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Determining the Appropriate Purchase Method

Each purchase method has characteristics that make them more or less suitable for
specific purchase types. To determine which of the purchase methods listed in the
previous section is most suitable, consider the following:

The chart below can help in determining this.
Purchase Decision Tree

Click Here for larger view

Non-PO Voucher:
Use if the purchase meets the requirements in Appendix A.

Contract Requisition
Use if the purchase is for a contracted service that does not already have an
encumbrance in existence.

Requisition to PO
If the answers to any of the following questions are “Yes,” submit a requisition:
v" Is the purchase for a service?
v" Is the purchase greater than $2,000?
v' Is the product in the Item Master?
v' If the item is not on a MPO, is there a recurring need for the product?
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v" Is the vendor unwilling to accept a PCard?

PCard
e The total purchase is less than $2,000
No services are being purchased
The item does not qualify as an asset
The item is not in the Item File
It is a one-time purchase and the item is not on an MPO
It is repetitive purchase and the item is on an MPO but not in the Item File
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Chapter 2 New Users in PeopleSoft

If you are new to PeopleSoft

Click the PeopleSoft Fundamentals Guide, or go to
http://dnndot.gov.dnvr/Portals/27/documents/P2P/Guides/Section_1_The Fundmentals.p

df

PeopleSoft Roles in the P2P Process

Requestor - This role is the employee who is requesting a good and/or service.

Requisition Enterer - This role enters all requisitions for goods and/or services into

PeopleSoft on behalf of the Requestor.

Reviewer - This role reviews the requisition from the Enterer and sends it back if he/she
has concerns. If the Reviewer doesn't have any concerns with the requisitions, he/she

sends it on to the next Reviewer or the Expending Authority.

Expending Authority (Requisition Approver) - This role is the final approval of a
requisiton for an agency to purchase a good or service. He/she verifies the funding source

and then authorizes the requisition.
Buyer - This role coordinates the procurement of goods and services, working with suppliers

to obtain high quality products and best pricing. Reviews and approves Requisitions and

ensures terms and conditions are maintained throughout the life of the contract.

Receiver - This role receives the good and/or service within the system.

Accounts Payable - This role receives invoices directly from Suppliers (Vendors) or

department/agencies and enters them into PeopleSoft for payment to the Vendor.
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Obtaining or changing PeopleSoft Security Access

The agency must submit the PeopleSoft Security Access form. There is 1 person in each

agency that has access to this form, if this individual is unknown, contact the Controller’s
Office

PeopleSoft Training

Contact the Purchasing Division at 720-913-8150 or ProcureToPay-P2P@denvergov.org
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Chapter 3 Using the Requisition to PO Purchase Method

Overview

Requisitions in PeopleSoft are used to request the purchase of goods and related services
for any dollar amount or for services less than $5,000.

A requisition may contain a mixture of lines for items from the Item File and lines for
products not from the Item File, but consider the following impacts before doing so:
e If all lines on the requisition are for items in the Item File, the requisition will be
sourced to a purchase order approved for placing an order with the vendor within
a half hour of budget checking the requisition, after Expending Authority
approval, and requires the agency to send the purchase order to the vendor.

e If arequisition contains at lest 1 line for a product that is not in the Item File, the
requisition will be routed to the Purchasing Division for review by a buyer, and
requires the Purchasing Division to send the purchase order to the vendor.

Purchases requiring executed contacts cannot be mixed with Item File and Non-ltem File

lines. Contact the Contract Compliance Technician at 720-913-8126 for training on
entering requisitions for this type of purchase.
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Creating an AB Requisition

An AB Requisition is requisition that only contains lines that have Items from the
PeopleSoft Item Master.

The PeopleSoft Item Master is an electronic catalog of Items for which the City has an
MPO that are available for order. The pricing, vendor and terms and conditions of that
MPO are associated with the Item Master, and will create a PO to ensure said attributes.
When an item is selected, the system will populate the following fields on the requisition:
Item, Description, Category, Unit of Measure, Buyer, Vendor, Contract ID, and Account
Code. Note: not all items on City MPOs are in the Item Master.

The Steps to Creating an AB Requisition:
Follow the steps below, which are illustrated in the picture after the list:

1. Create a new requisition (do not alter the requisition 1D field)

Change the requestor (Note: the requestor role has default values attached to
it: ship to, fund and org. These should be verified for accuracy)

Search for the item in the “Item” field

Enter the quantity of the item needed

Enter due date

Save

Note requisition number

Add comments (see below)

Verify account/fund/org/project codes (chartfield string)

no

©ooN kW
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ORACLE’

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

(SI13
New Window | Help | Custornize Page | ht'%

Maintain Requisitions

Requisition
Business Unitt  PURCH Status: Open 4
Requisition ID:  NEXT Copy From Budget Status: Mot Chicd B
[ Hold From Further Processing
Prevailing Wage
=
*Requester: Requester a Requester Name Requisition Defaults ~ Requisition Activities
' Add Comments
*Requisition Date: 01/31/2011 |5~ Reauesterinfo
in: REG Regular (Regs to CCD PURCH
*Origin: < egular (Reas lo " Total Amount: 0.000 USD
*Currency Code: |USD Dallar

Accounting Date: 01/31:2011 |5

Purchasing Kit Catalog
Itern Search Requester ltems

First 1061 0 Last

Line Customize | Find | View A
Status i Vendor Information i tem Information i Aftributes 3 Contract Sourcing Controls

ine Item Description Juantity *UOM Category Price Amount Status
1By Q =] & [0.0000 Q <, [0.00000 Open CHEEEE
View Printable Version “Goto: | -More [v]

B 5ave| [=] Notify | s Refresh | B Add Updateﬂ]lsulayl

<] e

% Local intranet H 100%  ~

Comments on AB Requisitions:

Enter the below comment to the header section following this format:
Agency Contact: Name, phone, email
Vendor Contact: Name, phone, email

Delivery Instructions: If applicable (e.g. Delivery times, specific location)

ALL INVOICING MUST CONTAIN THE PURCHASE ORDER NUMBER IN
FULL.
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Check all the boxes below the comment section (see illustration below).

|_@ Add/Update Requisitions - Microsoft Internet Explorer provided by City & County of Denver u@n
\—‘/‘ - |g, http:”goversdevfsﬂl‘gov.dnvr:SESDjpspiFSSE1QAJ‘EMPLO\"EE,I’ERP)’:;’REQUISITION_ITEMS.REQUISITIONS.GBL?PM 43| % | |Live Search Pl
Fil=  Edit view Favorites Tools Help
w o [@Add;umate Requisitions ]_} fo - B &= - [hrage - ThToos - @
ORACLE’

Home | Wvorkist | MultiChannel Console | _Add to Favorites | _Sign ouf

E

New Window | Help | Customize Page | /&,

Header Comments

Business Unit:  PURCH Requisition Date:  01/31/2011
Requisition 1D MEXT Status: Open

*Sort Method: | Cornment Time Stamp u “Sort Sequence: _ Sort

Find | view Al First ] 1 o1 [ Last
Copy Standard Comments Comment Status:  Active Inactivate
Comment Type: Comment ID:

Agency Contact Name, phone, email ~J&
vendor Contact Name, phone, email
(]

Delivery Instructions: If applicable (e.g. Delivery times, specific location)

ALL INVOICING MUST COMTAIN THE PURCHASE ORDER NUMBER IN FULL.

[ sendto Vendor [] Shown at Receipt [ Shown at Voucher

Attachment Aftach Ew | Email 1

From -= REQ PURCH-NEXT

%J Lacal intranet H100% v

1. Send to Vendor: Comment will appear on the PO
2. Shown at Receipt: Comment is provided to receipt enterer
3. Shown at VVoucher: Comment is viewed by Accounts Payable

No other comments are authorized to be marked “Send to Vendor”. The user may
enter other comments in a separate Comment Box and they may be marked as
Shown at Receipt and/or Shown at VVoucher.

For more detailed instructions on entering an Item Master requisition, click on the
P2P Requisition Enterer Guide.
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Creating a REG Requisition

For items that are not in the Item Master, a non-ltem Master Requisition must be created.
Follow the steps below, which are illustrated on the picture after the list:

1. Create a new requisition (do not alter the requisition 1D field)
In the header:
1. Change the requestor
2. Add comments (see below)
Note: For multiple-line requisitions, “Requisition Defaults” can be used so
information does not have to be changed on each line. To see what can and
cannot be changed in Requisition Defaults, see section on Requisition Defaults
below.
On the line:
Details Tab:
1. Enter “Description” (e.g. item and part number; Note: the Description field is
limited to 254 characters)
Enter the “Quantity” of the item needed
Enter the Unit of Measure (“UOM”)
Search for the “Category” code
Enter the unit “Price”
Save
Note requisition number
Repeat steps 1 through 6 for any additional lines needed
Add line comments (see below)
10 Verify account/fund/org/project codes (chartfield string)
Ship To/Due Date Tab:
1. Verify “Ship To” address
2. Enter “Due Date”

©CooNOR~WN
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Vendor Information Tab:
1. Select “Vendor”

A note on Vendors: If there is not a specific desired vendor, enter the
vendor ID “0000015055” for *“any vendor” which will show as
“ANYVEND-001" and Purchasing will work with the Agency to find the
best vendor.) If a Vendor has not yet done business with the City, a new
vendor form and a W-9 or Substitute W-9 form should be filled out and
sent to the vendor desk at vendor.desk@denvergov.org (forms available
on DOT, Find Agencies and Services, Budget and Finance, Financial
Resources, Financial Forms, New Vendor ID Request ).

Welcome Guest User Mon, Jan 31, 11

denver.one.team

(s |8 O

DOT Home Contact Us Help Center Favorites Login / Logout |

PO Sole Source Justification - Justify a "Sole Source” purchase 08/15/2008
PO B onal Advice/Preference Justify a "Professional Preference” purchase 08/15/2008
tion - PurchBE2
PO Standardization Justification - Justify a "Standardization" purchase 03/15/2008
PurchBE3
Signatures Expending Authority Authorized Expending Authority delegate signatuares for financial See Fiscal Accountability 11/17/2008
Signature Form transactions. Rule 2.1 - Expending
Authority Authorized
Sesasi
Vendor Mew Vendor 1D Request Requesting a Vendor ID for a Vendor that is not in PeopleSoft  See Fiscal Accountability 07/01/2009

Rule 7.5 - Vendor Tax
Reporting - W9s

Vendor Vendor Update Form Complete this form when a vendor's remittance or legal See Fiscal Accountability 12/05/2007
address, legal name, and/or entity type has changed Rule 7.5 - Vendor Tax

Reporting - W9s

SuCher TErnaNy Generated Invaice TJ== Thiz Tormm I Create an IMVoIce WhEn IE 1 not pnslee 3 ge! Tes Invoice Num :ermg ELEATELi

an inveice from the vendor. Standard

Follow the Inveoice Numbering Standard policy to create the
invoice number

Voucher Prompt Pavment Guidelines 02/13/2002

A note on category codes: Category codes are used to characterize the good/service that
is being purchased. It is important to find the most appropriate category code for the
good or service. The Account code is linked to the Category code and can be changed
after selecting the Category..

For more detailed instructions on entering an Item Master requisition, click on the P2P
Requisition Enterer Guide.

Non-Item Master Requisition Comments

Header Comments:
Header comments pertain to the entire requisition. Always include the following
information and statement:
Agency Contact: name, phone, email
Vendor Contact: name, phone, email
Delivery Instructions: If applicable (e.g. Delivery times, specific location)
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ALL INVOICING MUST CONTAIN THE PURCHASE ORDER NUMBER IN
FULL.

Attach documents as necessary to provide more detail relevant to the requisition..
Examples include:

v Documentation (e.g. quotes from vendors, emails, authorizations)

v" Emergency Authorization information (See Appendix 2 for Emergency
Purchase Requirements)

v Bidding Exception Request documentation
Attachments - Added by clicking on the Attach button as shown below:

|_(.€ Add/Update Requisitions - Microsoft Internet Explorer provided by City & County of Denver

B EY
G‘\—/ - |g, http:”goversdevfsﬂl‘gov.dnvr:SESDjpspiFSSE1QAJ‘EMPLO\"EE,I’ERP)’:;’REQUISITION_ITEMS.REQUISITIONS.GBL?PM 43| % | |Live Search Pl
Fil=  Edit view Favorites Tools Help
e e I@Addmpdate Requisitions ] } o B = v ik Page - ) Tooks - (@
ORACLE’
Home | Wvorkist | MultiChannel Console | _Add to Favorites | _Sign ouf
E
New Window | Help | Customize Page | [2, [¢
Header Comments

Business Unit  PURCH Requisition Date:  01/31/2011

Requisition 1D MEXT Status:

Open

*Sort Method: Comment Time Stamp u

“Sort Sequence: __son_|

Find | View Al First [ 4 o1 [F] Last
Comment Status:  Active Inactivate

Comment ID:

Copy Standard Comments

Comment Type:

Apency Contact: Name, phone, email

R
Vender Contact Name, phone, email
(]

Delivery Instructions: If applicable (e.g. Delivery times, specific location)

ALL INVOICING MUST COMTAIN THE PURCHASE ORDER NUMBER IN FULL.

[ sendto Vendor [] Shown at Receipt [ Shown at Voucher

Attachment Attach iew | Email

From -= REQ PURCH-NEXT

%J Lacal intranet H100% v
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Line Comments:
Line comments pertain only to the line on which they are made. Line comments can
be used to further detail the item or service on each line. Details such as color,
dimensions, or extended description are appropriate to place in line comments. Note:
all functionality in a line comment is the same as a header comment.

|@ Ahdd/Update Requisitions - Microsoft Internet Explorer provided by City & County of Denver u@]
@H > €] httD:,l'ngVerSderSUl.gDV.an:SZSU,I'DSD,I'FSSSlQF\)’EMPLOYEEJ‘ERP,I’C,I’REQUISITION_ITEMS.REQUISITIONS‘GBL?P_V_ || K - :
: File Edt Yew Favorites Toodls Help |
v e |@AddIUpdate Requisitions | | - B b v |k Page » () Tools - @' ” ;

OCRACLE’

Home | Wiorklist [ MultiChannel Console | _Add to Favorites | _Sign out
Bl

MNew Window | Help | Custornize Page | o5, |

Line Comments l

Business Unit:  PURCH Requisition Date:  01/31/2011
Requisition ID: ~ NEXT Status: Open Line: 1
“Sort Method:  |{Comment Time Stamp_ || v | “Sort Sequence: | Ascending [v| Sort |
Find [ view Al First 4] 1 o4 [ Last
Copy Standard Comments Copy Item Specs Comment Status:  Active Inactivate
Comment Type: Comment ID:

[ sendto Vendor [] Shown at Receipt [] Shown at Voucher

Attachment Aftach Email

From -= REQ PURCH-NEXT

v

‘-3 Local intranet HA00% -

1. Inactivate Button (Comments can only be inactivated, not deleted. This also
inactivates attachments.)

2. Attachments (see Attachments in the Header Comments)

3. Send to Vendor: Comment will appear on the PO

4. Shown at Receipt: Comment is provided to receipt enterer

5. Shown at VVoucher: Comment is viewed by Accounts Payable

Requisition Defaults:

Changing information in “Requisition Defaults,” will apply all changes made in the
“Requisition Defaults” screen to all lines of the requisition (e.g. vendor, chartfield
string, etc.). This is helpful when doing multiple-line requisitions, so that the
information does not have to be changed on each individual line. Changes to
“Requisition Defaults” should be done before ANY work is done on the lines. It is
possible to manually change information on the line from the requisition defaults
chosen, for example, to have one line drawn out of a different chartfield string than
the rest of the requisition; or to have one line shipped to a different location. Below is
an illustration of the information that can be manipulated in “Requisition Defaults.”
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Maintain Requisitions (7]

Requisition Defaults

Business Unit.  PURCH Requisition Date:  01/31/2011
Requisition ID:  NEXT Status: Open
Default Options

O Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used

& override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy.

suer Ll untottensure: |
N - e [
e — vengrt s

|

Item Defaults

Ship To: PURCH0000(C, Purchasing Division *Distribute by:
Due Date: l:l@ Liguidate by: Quantit

Ultimate Use Code: l:lo\ One Time Address

Dist Percent GL Unit Account Fund Code Org Program Class Budget Date Project Location IN Unit
1 [ | DENVR QL | |a (01010 | (2020200 /@ zovoo @ [zoooo |@ (01312011 [ proiet [PURcHOoOO(RL [ |Q FE [=]
ok | cancel |  Refrean |
v
gLocaI intranet H100% v
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Chapter 4 Conducting Emergency Purchases

Definition of Emergency (see also, Appendix 2):
A situation, which if it continues to exist would endanger the health or safety of the
public or employees and requires a remedy sooner than the supplies, materials,
equipment, personal property or services would be delivered if the normal
purchasing procedures were followed. Or a situation which would place an
excessive financial burden on the City unless addressed in a shorter time than the
bidding procedures require.

Emergency Purchase Procedure:

1. Call Buyer in Purchasing to receive and Emergency Authorization. - Monday —
Friday (8:00am — 5:00pm)

2. Emergency purchases made at other times — Call Buyer in Purchasing on the next
business day to receive an Emergency Authorization.

3. Enter a requisition within three working days. Usually this will be after the fact
and once the actual cost of the job can be determined.

4. Ask the vendor to provide a service ticket when the job is complete and use this to
enter a requisition.

5. Enter the Emergency Authorization Number (XXXAAA) in the header comment
and the statement “order placed, do not duplicate.”

The work cannot be paid for until a requisition is entered. Enter a requisition following
the non-Item Master procedure listed above, attaching relevant documentation.

For more information see Section 20-68 and 20-64 of the Denver Revised Municipal
Code.
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Chapter 5 Reviewing and Approving Requisitions

Reviewers are responsible for ensuring the accuracy of the requisition. Reviewers have the
responsibility to ensure the requisition is appropriate and necessary, that the budgetary
information (i.e. the chartfield string) is correct, and that the requisition contains all the necessary
information in the proper format.

The Approver, or Expending Authority, is responsible for the Agency’s budget, and so, shall be
the final check for the requisition, particularly to ensure the proper funds are available and to

approve their use.

The best practice is that both reviewers and approvers check their worklists daily for new items to
avoid delays in the approval process. There is no notification when an item is added to a
reviewer or approver’s worklist. One automatic notification will be sent, via email, to notify the
review/approver of a worklist item that has been in their worklist for 48 hours without being

viewed.

Reviewer and Approver Procedure:

1. Obtain the requisition ID from worklist

SCREEN SHOT

2. Review Requisition Information [Purchasing > Requisitions > Review Requisition
Information > Requisitions]. Search using requisition ID.

Menu &
Search:
®

[ My Favarites

[> Employee Self-Senice
[» Manager Self-Senice
[> Supplier Contracts

< [ Purchasing >
ment

[» Grants

[> Project Costing

[ Proposal Management

[+ Accounts Payable

[» Asset Management

[» Commitment Control

[» General Ledger

[ Set Up Financials/Supply
Chain

[» Enterprise Components

[» MAXIMO

= Worklist
— Waorklist Details

[ Reporting Tools

[ PeopleTools

— My Personalizations

Menu &
Search:
®

[ My Favarites
[» Employee Seli-Serice
[ Manager Self-Service
[+ Supplier Contracts

[ Vendors

ST
| = Requisitions
R ——

Infermation
[» Repaorts
— Req Operational
Approval
[> Procurement Contracts
[ Purchase Orders
[> Receipts
[> Senices Procurement
[» Grants
[ Project Costing
[ Proposal Management
[> Accounts Payable
[» Asset Management
[ Commitment Control
[ General Ledger
[» Set Up Financials/Supply

[T

[> My Favorites
[> Employee Self-Senvice
[> Manager Sel-Semnice
[> Supplier Contracts
[ Vendors
[~ Purchasing

= B

ew Requisition

Information
— Requisitions
— Accounting Entries
— Document Status
[ Reports
— Req Operational
Approval
[ Procurement Contracts
[> Purchase Orders
[» Receipts
[> Senices Procurement
[» Granis
[ Project Costing
[> Proposal Management
[» Accounts Payable
[> Asset Management
[ Commitment Control
[> General Ledger

Chain

Reviewing and Approving Requisitions

Menu B

[> My Favorites
[ Employee Self-Senice
[- Manager Self-Service
[> Supplier Contracts
I Vendors
[~ Purchasing

< Requisitions

= Review Requisition

— Requisitions
ntries
— Document Status
[> Reports
— Req Operational
Approval
[ Procurement Contracts
[ Purchase Orders
[» Receipts
I Services Procurement
[> Grants
[ Project Costing
[ Proposal Management
[» Accounts Payable
[+ Asset Management
[> Commitment Control
[- General Ledger

[ Set Upo Financials/Sunoly

[ Set Up Financials/Supply
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Use the Requisition Status tab to view the header comments of the requisition. The rest
of the requisition information can be found following Step 4.

IE Requisitions - Microsoft Internet Explorer provided by City & County of Denver

o |f=2
m: - |g, http:”gnversdevfsﬂl.gnv.dnvr:SZSDIpspJFSBBIQAJEMPLOYEE;’ERPJ‘(;’REQLIISITION_ITEMS.REQ_INQLIIRV.GEL?PtM || x |Live Search | L~
File Edit Wiew Favorites Tools Help
— : o 3
e ale I@Requiswtiuns l } - 8 e v b Page - ) Todls - @
ORACLE’
Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
=3
Mew Window | Help | Customize Page |
Collapse (Chrl4+V) Menu e "
{ Requisitions

Customize | Find | Vi B First M40 [ Last

Statue

; - Change . . Document Approval

Unit Requisition Order OnRFQ OnPO Drop Ship Received OnMSR OnVoucher Status History
PARKS 0000051466 B = @
Search

4. Click the requisition link (see the above illustration). Verify the accuracy of the
following:

1. Line Information (Description, Vendor, Quantity, Unit of Measure, Price)
2. Line Comments
3. Ship to Address
4. Chartfield String

Home | Worklist [ MultiChannel Console | _Add to Favorites | _Sig

Mew Window | Help | Customize Page | §

2

Line Details

Business Unit: PARKS Req ID: 0000051466

Customize | Find | View A First [ 1 cr1 [ Last 3 —click here
[ Description Vendor ID Name Rea Gty UOM Amount \
WASTE =
a D ) g =
Waste Management Disposal Sery 0000006426 '1adle_ 1.0000 Each s1s8000usD | O F

Main Content
Return

ORACLE
Home | Workliet | MultiChannel Console | _Add to Favorites | _Sign out

=3
3 New Window | Help | Customize Page | &,
Shipment Details
Business Unit:  PARKS ReqID: 0000051466 Line: 1 .
— 4 — click here
Customize | Find | View All | & First 10f1 Last
Sched Due Date snpTo  SheTime Price  ReqQty  Amount Revigi

1 PARKSGPO0O 4158.00000 1.0000 4158.000 USD =)

Ship To Comments

Return
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.
Home | Worklist MultiChannel Console Add to Favorites Sign ol

(=13

New Window | Help | Customize Page | 5,

Distribution Infermaticn

Business Unit: PARKS ReqID: 0000051466 Line: 1 Sched Num: 1 4
LASTNDUTON Customize | Find | View / £ First = 10f1 17| Last
More  f Asset Information
Distrib Status Location Reqg Qty Amount GL Unit Account Fund Org Program Class
1 Canceled PARKSGPOO0 1.0000 4158.000 USD DENVR 601800 01010 7021100 Z0000 20000
Return

5. Return to worklist, open worklist item for verified requisition. Either review, approve,
deny or reassign the requisition (for more details, see the section below).

ORACLE
Worklist Add to Favorites Sign out

Search: Mew Window | Help | Customize Page | oo
[ My Favorites Requisition Operational Approval
[ Employee Self-Service
I Manager Self Service - . Requester: =
> Supplier Confracts Unit:  PARKS Req: 0000050855
[> Vendors : i
b Purchasing *pppr Act: | Review M Approval Status:  In Process View Printable Req
[> Services Procurement Deny
> Grants Review

[> Project Costing Send to Woods for review @
[» Proposal Management
[» Accounts Payable

I» Asset Management

> Commitment Control Distributions/ChartFields Custornize | Find | View All | 88 First [ 4 of 1 [ Last

I General Ledger Distribution Y More Details

¢ SetUp FinancialsSupply Line Sched  Distib  ShortName GLUnit  Account Fund oq

b ErErEr BRTEITETE 1 1 1 Open DENVR 611100 79100 7020261

LA
Worklist Line Details

— Worklist Details Reassign
» Reporting Tools Total Requisition Value | $13.2800 d

I» PeopleTools
— My Personalizations

B save | [ view Workist | 13 Previous in Worklist | 43 Next in Workiist | [=] Notify |

Comments:
The comments in this section can be seen by all in the approval workflow. However, they
cannot be seen by Purchasing. The content of these is agency-specific. Suggested below is
a standard comment for this section. However, each agency may have differing
requirements. New comments should go on the top of older comments (i.e. reverse-
chronologically) so newest information is viewed first.

“NAME - comment - DATE”

Review/Approve, Deny, or Reassign? (dropdown selection)

For Reviewers:

v If correct, select “review” from dropdown menu, add comment per Agency
specifications. Then, “reassign” per Agency approval workflow.

v'If changes are necessary before approval, or if the requisition is unacceptable and must be
deleted, make a comment with instructions on necessary changes or deletions, then use
the “deny” selection from the dropdown menu and click “save” to send the requisition
back to the enterer.
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For Approvers:

v" If correct, select “Approve” from dropdown menu, then click save.
v"If changes are necessary before approval, or if the requisition is unacceptable and must be
deleted, make a comment with instructions on necessary changes or deletions, then use

the “deny” selection from the dropdown menu and click “save” to send the requisition
back to the enterer.

To Reassign:
|@ Worklist - Microsoft Internet Explorer provided by City & County of Denver u@ﬁ

Lo |g, http:”gnversdevF;Dl‘gnv‘dnw:BEBDJ‘psijSEBlQAIEMPLOYEEJERPJ‘W)’WORKLIST7ICActlnn=ICVleanrkI\st&MenuM *2(| X | |Live Search £

© File Edt View Favorites Tools  Help

Tﬁf e [EWnrkhst l_l
ORACLE

: f - B é=h b Page - (0 Took - @) “

Worklist

Add to Favorites Sign out

E

Mew Window | Help | Customnize Page |

Requisition Operational Approval

Unit:  PARKS Req: 0000051645 Requester &=
*Appr Act: Approval Status: In Process View Printable Req |
11212010 Req enterer please Review)| &

Distributions/ChartFields

Customize | Find | View First E 10f1 |I| Last

Distribution Yy Mere Details
Line Sched Distrib Short Name GL Unit Account Fund Org
1 1 1 Open DENVR 700300 01010 7011100

} Line Details

Total Requisition Value | $5.000 Reassign

B save | B view Wnrklxstl Motify |

Note: Comments in this “comment section” can only be viewed by workflow administrators. Do
not use comments in this section, unless instructed to do so by the P2P team.
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On Denying:

On denial, the following email will be sent to the Enterer:

| Requisition (BLPAA-13) Operational Approval - Denied - Message (Plain Text) [;][i]
] A ClalBe s U ES === ==l
i SaBeply | SliRaply o Al | S Forward | o 0 LD | F IS g X | 4 - # - A0 @

! File Edit Wew Insert Format Tools  Actions  Help

From: Miller, Tyson - Office of the Controller Sent: wWed 8f11/2010 10:19 AM

To: Miller, Tyson - Office of the Controller
Co
Subject:  Requisition (BLPAA-13) Operational Approval - Denied

From: F38B81TSZf@ci.denver.co.us [wailto:F3881TSZEci.denver.co.us]
Sent: lednesday, July 14, 2010 10:53 AM

To: Phillips, Bonnie L. - Technology Service EAS

Subject: Regquisition (BLPAL-13) Operationsl Approwval - Denied

Operational approval for a regquisition you entered has been denied.
Fequisition Information:

Business unit: PWADHM

Reg Id: BLPAL-13

Denied By: Matt Wager [WAGERMT]

For further information, please contact above, and/or review worklist item comments.

To remowe this item from yvour worklist, use the "MARK WOREED"™ button.

The enterer will then see notification of the denial in their worklist. They will be able to open the
comment box to view comments, but no further action can be taken from that screen. The enterer
can then go into “Add/Update Requistions” to either delete the requisition, or to make the
necessary changes. When changes are made to the requisition after denial, the enterer must make
sure the requisition status is still “pending.” At this point, the enterer can go back to their
worklist, and reassign the updated requisition back through the approval workflow.

The “Mark Worked™ Button

ORACLE
3

Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | p&h
Worklist for Approver

Detail View Work List Filters: [l

Customize | Find | view Al | B First [ 4 op4 [ Last

From Date From Workltem  Vorked By Activiry Priority Link
Req Enterer CEREEnD D UBEIIE, e SR [v] 92662 PARKS 0000050829 MarkWorked | |

Appril Worklist — Approval

On the worklist, next to each worklist item, there is the “mark worked” button. Using the “mark
worked” button causes the worklist item to be removed from the worklist. 1t does not go to
anyone else, and so, is not retrievable by anyone in the approval workflow. The “mark worked”
button should only be used when the associated transaction no longer needs to be processed
through workflow (e.g. if a requisition was canceled or deleted, and the associated worklist item
remained on your worklist).

Note: If you accidently “mark worked,” the requisition Enterer can go to the requisition
and make a material change (e.g. changing the price, saving the requisition, then changing the
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price back to the original price, and saving the requisition again). This will put the requisition
back into the Enterers worklist.
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Chapter 6 Budget Checking a Requisition

Budget Checking runs automatically every half an hour and agencies don’t have to touch
the requisition again to move the requisition to the Purchasing Division, but Agencies
may have need to budget check a requisition manually when they have an Emergency
Purchase, or want to rush a purchase. A Requisition Enterer can open the requisition and
budget check it from the Maintain Requisitions page

Navigate to the Add/Update page — Purchasing, Requisitions, Add/Update Requisitions

|@ Add/Update Requisitions - Windows Internet Explorer uwﬁ @
Lo |g, http:NgDvarsdastUl.gov.dnw:SZSDJ‘DSDJ‘FSSSIQF\J‘EMPLO\"EE)’ERPICIREQUISITIONJTEMS.REQUISITIONS‘GBL?FOI(M *2|| % | |Live Search B |-

Fle Edit ‘View Favorites Tools  Help

—— — - o »
v e 55|~ | @ addiupdats Requistions ¢ ]-‘l Google [ } ﬁ - B =h - |5k Page + () Todls ~ @'

ORACLE
Home | Wiorklist | MultiChannel Console | _Add to Favorites | Sign out
< Requisitions (A New Window | Help | &

[» Reconcile Requisitions
[ Review Requisition .
Information Requisitions

> Reports Use the following search to look for an existing Requisition.
| AddUpdate Requisitions|
— Stage For Loading

— Load Requisitions

— Update Drop Shipments
— Budget Check

— Entry Event Request

- Burge Load Reguests

| Find an Existing Value {_Add a New Valug

Business Unit: parks Q
Requisition ID: begins with | v | 0000050900
= w

Requisition Status:

EeREDEHEE®EERICE

— Approval Worldlow
[» Request for Cuotes

> Procurement Contracts Onigin: begins with |
[ Purchase Orders

Requester: begins with '
[» Receipts y
> Return To Vendar Requester Name: begins with _

[> Procurement Cards
[> Supplier Schedules Hold From Further Processing O

> Analyze Procurement [Jcase Sensitive
[ Inventory
[» eProcurement
I Senvices Procurement Search | Clear | Basic Search (B Save Search Criteria

]

Jely=lyel

[> Sourcing

[- Engineering

[ Manufacturing Definitions
[> Production Control

[> Configuration Modeler

[ Product Configurations

[ Quality

[ Demand Planning

[ Inventary Paolicy Planninn M

Find an Existing Value \ Add a Mew Value

%) Lacal intranet F A -

m-j | D] Inbosx: - Microsoft Gt " |25 5\Projects\ProcureT ... " ] Procedure_Draft_ot.... /7 AddfUpdate Requisit... -] RE: Last wesk of trai... 405 PM

- %) Maonday
4 Z Remindsrs | 5/13/2010
Make sure you are on the “Find an Existing Value” tab

Enter the Business Unit (the Business Unit is not case sensitive) and the ten (10) digit
Requisition 1D including the leading zeros

Click the Search button
Click on the link for the desired requisition
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The Maintain Requisitions page will open as shown below
lmmndm Internet Explorer

GE;; - |g| http:NgDvarsdastUl.gov.dnw:SZSDJ‘DSDJ‘FSSSIQF\J‘EMPLO\"EE)’ERPICIREQUISITIONJTEMS.REQUISITIONSGBL?POIE' |‘71‘ |i| |Live Search

Fle Edit ‘View Favorites Tools  Help

1 " H " »
v e 22 | = | @& addjUpdate Requisitions ¢ [-::’ Google [ 1 E ﬁ . @ i @PEGE © @TW'S @ @'
i =
ORACLE’ g
=B -
New Window | Helo | Customize Page | [&, [#] =
Maintain Requisitions &
Requisition
@
Business Unit:  PARKS Status: x i
Requisition ID: 0000050900 Budget Status: NotChik'd g}
I Hold From Further Processing
Prevailing Wage =
~ Header
Requisiion Defaults ~ Bequisition Acivities
“Requester: ARCHUEF Q gyerett Archuleta Requisiion Defaults  Re ulsw?lon Activities
R e Add Comments PW Assignment
equester Info
*Requisition Date: | 09/13/2010 | . Document Status
*Origin: Annual Bid A FO
Origin: e | nuatsid Agency Total Amount: 54300 USD
*Currency Code: EI Dollar
Accounting Date: |09/1312010 |3
Select Lines To Display
Purchasing Kit Catalog Line: Q) To: Q, Retnevel
ltem Search Requester ltems
i Vender Infermation i Item Infermatien i Attributes i Centra
[jinﬂ. Item Nescrintion Ouantity  *11OM Catenory Price Amount Status ]
< 11l
‘aanal intranet FA00% v

Inha - Microsoft Out.... l 1.3 51\ProjectsiProcureT... l ) Procedure_Draft_01.... ¢~ add{Update Requisiti... =] RE: Last week of trai... 3:55 PM
Monday

- ﬁ Z Reminders , Sf15z010

Verify that the Status of the requisition is “Approved” and the Budget Status is “Not
Chk’d”

Click on the Budget Check icon  Buoetstaws: ot Cnicd
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If the requisition passes budget check, the Budget Chk’d status will change to “Valid” as

shown in the below screenshot
lmmndm Internet Explorer

G_:g;; - |g| http:ugnversdewsm.gov.dnw:szsn;psp;Fsss1QAfEMPLovsE;ERP;:;REQLHSITION_ITEMS.REQLHSITION&GBL?PO; eI |Live Search

File Edit ‘iew Favorites Tools Help

3

'lGnngIe [ } ﬁ - @ - @Page - @Tools - @v

ggl- l & Add{Update Requistions ¢

ORACLE’ e
hluttiChannel Cc & Sign out @
@ —
New Window | Help | Customize Page | B, [4] =
Maintain Requisitions &
Requisition
@
Business Unit:  PARKS Status: Approved 4 o
Requisition ID: 0000050900 Buaget Status: Valid
[] Hold From Further Processing
Prevailing Wage =
~ Header
“Requester: LRCHUEF O Eyerstl Archuleta Requisition Defaults ~ Requisition Activities
Add Comments PW Assignment
“Requisition Date: (09/13/2010 [ Beauesterinfo . Document Status
*Origin: An | Bid A PO
Origin: ke | nual Bid Agency Total Amount: 54300 USD
*Currency Code: |USD Dollar
Accounting Date: | 0913/2010 |5
Select Lines To Display
Purchasing Kit Catalog Line: Q To: ), Retrieve |
Itern Search Requester tems
3 Wender Infermaticn 3 ltem Informaticn N Contract " Sou; ing Controls
Line Item Nescrintion Quantite_=110M Cateanry Price Amount Statis
1
‘aLocaI intranet 100w v -
l Ej Si\ProjectsiProcureT, .. l Procedure_Draft_01.... /7~ AddfUpdate Requisiti, .. =] RE: Last wesk of trai... 4100 PM
Monday

913/2010

:
Click the Save button and exit the requisition
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Chapter 7 Instructions for PO Print

Agencies will be responsible for printing the PO and sending it to the vendor when ALL
items on the Requisition are in the Item Master. A Requisition meets these criteria when
all the lines contain an item selected from the Item Master (see below). For more
information regarding annual bid purchases, please see the Procurement Procedure
Manual posted on DOT.

Setting up a New Run Control

Navigation: Purchasing, Purchase Orders, Review PO Information, Print POs, Add
a New Value tab

The first time you run the process you will have to establish a run control. This step is
done only once. If run control is already done go to Step 4.

- A tome | _workist | _tiu

Eguslomerlonlra!ls A

[+ Order Management
[+ Pricing Configuration

I> Customer Returns Purchase Orders Print
[+ ltems
b Cost Accounting J Find an Existing Value | Add a New Value
[ Vendors
= Purchasing
[ Requisitions Run Control ID:|PO_PRINT

[» Request for Quotes
[ Procurement Contracts
= Purchase Orders Add
[» Stage/Source Requests
[» Acknowledgments
[ Manage Change Crders
[> Reconcile POs
= Review PO Information
— Purchase Orders
— AL (Summary

Find an Existing Value | Add a New Value

Y
— Document Status
— EE Journal Entries

Type in PO_PRINT in the Run Control ID field and click on the Add button.
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Selecting a Purchase Order to Print

Enter the Business Unit and again in the * to” field (2 Times) and PO ID. Everything
else on the page can default as is. Click the save button. You are now ready to run the
process.

rn S - Windows Internet Lxplorer

G@ ~|i&] hetpfffsportal.gov. crpspiF SPRODJEMPLOYEE/ER/c/MANAGE_PURCHASE_ORDERS.PO_PRINT.GEL?FoldetPath v | [#9] [x¢] [Live Search [[2]]
© Flle Edt View Favorites Tools Help
3 - »
W e [gpnntPOs ] \ - e - |-k Page + ) Tooks + @+ =
ORACLE’ G
Home Worklist Add to Favorites Sign out @
=L
) =
Collapse (Chl+Y) Menu New Window | Help | Customize Page | u
{ Purchase Orders Print @
()
Run Control ID:EA_PO_PRINT Report Manager Process Monitor Bl I
) English | ) Specj ipient’ @
Report Request Parameters tuses to Include y
Business Unit: [PARKS|C,  Tor[PARKS|Q, [ approved  [Dispatched  [] Canceled
[ Open [ pending [ completed
POID: 0000003767 |, Select Purchase Order
Contract SetiD: Q &y
old Status: On Hold AND Mot On Hold ~
ContractiD: | la us
*Chartfields: Recycled AND Valid Charffields | »
Release: l:lQ
Change Orders: Changed and UnChanged Orders|»
oo |39
[ Print Changes Only Print PO Item Description
Through Date: I:IEU ) X
[ print Duplicate
Vendor ID: I:IO‘ Number Of Copies: 1
Buyer: \ % Sort By: Line No. ||
Bl save | L\ Return to Search | [ Previous in List | +[E] Next in List | [=] Notify | E‘+Add| Update/Display
| || g Local intranet | W i00% -
W Tasks - Microsaft Out... ﬂ (23 RUAEFA l LoadSpendanalysis © ... n 5 Queryl : Select Query l 4 1 Reminder 5:02 PM
) Friday
= [ | Create Print PO ko wi... " ] Instructions on PO Pr... ][ /& DOT Denver;One Te... l /7 Print - 12{17/2010
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Running the PO Print Process
From the same page, click on the Run button " | The following page will appear:

ORACLE
Worklist Add to Favorites Sign out
3
New Window | Help | Customize Page | &,
Process Scheduler Request
UserID: ARCHUEF Run Control ID: EA_PO_PRINT
Server Name: PSNT _ Run Date: 1211712010 il
Recurrence: Run Time: 3:02:56PM Resetto Current Date/Time |
Time Zone: Q
Select Description Process Name Process Type *T *Format Distribution
PO DispatchiPrint POPO0DS SQR Report window|w||PDF [+ Distribution
Email
File
Printer
Window
OK | Cancel |

Ensure the Type says Window and the Format says PDF. Click the Dropdown next to
either field if the value needs to be changed

Click the OK buttonlil- and you will be returned to the Purchase Order Print
Page

ORACLE’
Home Worklist Add to Favorites Sign out
=13
Mew Window | Help | Customize Page | 5
{ Purchase Orders Print
Run
Run Control ID:EA_PO_PRINT Report Manager Process Monitor

Language: English ® Specified O Recipient's Process Instance:095537

Business Unit: |PARKS Q. To:|PARKS @ Olapproved  [pispatched  [canceled
pen ng omple

Mo [pendi [J completed
POID: 0000003767 |4 ggjact Purchase Order
Contract SetlD: a,

* = On Hold AND Mot On Hold ~
Contract ID: Q, Hold Status

*Chartfields: Recycled AND Valid Charffields |+
Release: Q.

Change Orders: Changed and UnChanged Orders|
From Date: El

[ Print Changes Only Print PO Item Description
Through Date: E] X X

[ print Duplicate
Vendor ID: Q Humber Of Copies: 1
Buyer: a || sousy [tnete. 3]

& Save | [\ Return to Search | +[E Previous in List | 4[| Mext in List | [=] Mofify | [Es Add Update/Dieplay

The SQR Report window will appear over the Purchase Order Print window and it will
go to Queued, Processing, and finally Success.

Instructions for PO Print Page 7-3



@ Print POs - Windows Internet Explorer E]
G?ﬁ ~ [2] tetpufffsportsl.gov.crvrfpsp FSPRODIEMPLOYEE [ERPYc/MANAGE_PLRCHASE_ORDERS.PO_PRINT GBLPFolderfath] | | €2/ | X [1ive 5oach |[2]:]

File Edit ‘iew Favorites Tools  Help

W | @rintpos ]_} - o - [k Page - {0 Tooks - @)-
ORACLE’

»

Sign out

Home

E

New Window | Help | Customize Page | (B,

{ Purchase Orders Print

Run Control ID:EA_PO_PRINT Report Manager Process Monitor

Language: | English @ specified O Recipient's Process Instance:995650

Report Request Parameters Statuses to Include
i i [Japproved  [Dispatched [Jcanceled

Run |

Bk ¢eEL R UEE®ES R

POID: 0000003767 | O, goi00 Purchase orde port - - Windows Internet Explorer

—— oy
Contract SetiD: |:|Q @@' - &) httn:,i,ffspurta\.gov‘dr |‘_f| |i‘ |L|ve Search ||
Contract ID: ‘ ‘Q i Flle Edt Wiew Favorites Tools  Help

Release: [ a % 4 | (y5aR Report - POPONNS l_ - feh v |ihPage -
FromDate: | |0
Thougndate: & Queued

Vendor: | |a

Buyer: ‘ | Process Name:  POPOQO05 PO Dispatch/Print

Process Instance: 395550 Process Type: SOR Report

Bl save | L\ Return to Search | +[E Previous in List | 4[] Mext i

B | | | | | Local int t | 100% -~ o\
Process Instance: 995550 [. } g oce ntrane a i = | Q 100% ~
W Tasks - Microsoft Quk,.. ﬂ [y RAEFA l LoadSpendanalysis ¢ ... ﬂ =1 Queryl : Select Query l 41 Reminder 3117 PM
Friday
[ | Create Print PO ko wi... " ] Instructions on PO Pr. .. ][ g DOT Denver; Ong Te... " g Prink PO - Windows ... ] ... 8 12/17/2010

Then the File Download box will appear over the SQR Report window

Instructions for PO Print Page 7-4



- B o5
&sor Report - POPOO0OS - Windows Internet Explorer
23 “x ok

. 3 A i - (7
e~ |g, http‘,i,ifspnrta\.gnv.dnvr,l’psc,l’FSPROD_3J‘EMPLOVEEIERPJ‘;;’WEBLIB_RPT.ISCRIPTI.FleIanrmu\a‘]u | * | |£| |L|ve Search HP |
File Edit ‘iew Favorites Tools  Help
- — 3 = . 2 ®v »
W [Q_) Connecting. .. ] } D8 = v b Page - () Toos - (@) =
e
Success sicn out IR
Preparing output for viewing &
=
2a0e | nies =
Process Name:  POPO005 PO Dispatq File Download ﬂ @
Process Instance: 995545 Process T| o =
Do you want to open or save this file?
@ Hame: PO-PARKS-0000003767, pdf =]
Type: Adobe PDF Reader, 26.1KB -
From: Fsportal.gov, drvr .
Open ] [ Save ] [ Cancel ]
[] &lwaps ask before opening this type of fils
‘«’ while files from the Internet can be useful, zome filez can potentially
harm your computer. I you da not trust the source, do not open or
save this file. Whal's the nisk?
[i] Start downloading From site: http: [{Fspartal, gov, dnve /psreparts/FSPRODY 720206/ PO-PARKS-0000 ‘d Local intranet o100 v L 100%
oo
mﬂ Tasks - Microsoft Out,,, n ﬁ} REFA l EI LoadSpendanalysis @ ... n ﬁ Queryl : Select Query l 4 1 Remindsr 1S PM
= % Friday

o Create Print PO ko wi... ] Instructions on PO Pr., & DOT Denver;One Te... & Prink FOs - Windows ..., =
H €

On the File Download window, click the Open button
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Your PO will appear in a new window, from the new window, print the PO and close the
window

@ http:/ifsportal.gov. dnvr/psteports/FSPROD/T20213/PO-PARKS-0000003767.PDF - Windows Internet Explorer LEE ==EE
@E - |@, http: fiFspartal.gov. drvrfpsreports/FSPRODY7 2021 3/PO-PARKS-0000003767 FDF M 4| % | |Live search P~ L~

File Edit GoTo Favorites Help

12? '1'% [@http:Hfsportal‘gov.dnvripsrepurtsiFSPRODI?ZUZ13;’... ]71 Eﬁ < E] L@ - ljpage - ;j- Tools = @- s - @’

==

»

@
=
e
Sign out @
| = &l
B
age =
Purchase Order = =
DO NOT INVOICE TO THIS ADDRESS Dispatch via Print &
City and County of Denver Purchase Order Date Revision Page (G}
Purchasing Division PARKS-000000376 12/17/2010 lof 3 B
201 West Colfax Avenue Dept 304 Payment Terms  Freight Terms Ship Via @
Denver CO 80202 £30 DESTINATION mmon
United States Buyer Phone Origin 5
Phone: 720-913-8100 Fax: 720-913-8101 Melisss Bordwin 0 913 8114 REG -
Ship To: 2y
DPR Aguatics @
Vendor: 0000000065  Phone: 303-T62-8470 Fax: 4601 West 46th Avenue
Denver CO 80212 @J
United States
CE MSALES & SERVICE Bill To:
3620 S FEDERAL BY 201 West Colfax Ave
SHERIDAN CO 80110 Dept 908
United States Denver CO 80202
United States
Tax Exempt? Y
in il endor P X
Ultra Violet Unit for Swimming 1.00EA 33,475.00 33,475.00 12/31/2010
Pool
Schedule Total 33.475.00
Req ID: 0000051450 Item Total 33,475.00
PURCHASE MADE UNDER MPO D397A0109. ALL TERMS, CONDITIONS AND PRICING SHALL APPLY.
FOR QUESTIONS REGARDING THIS PURCHASE OREDER, CONTACT LISA PERRY AT 720-565-0660.
Total PO Amount C EXSEVES =
‘:J Unknown Zong o
@ Tasks - Microsoft Out... " E} RAEFA " lf'_l LoadSpendanalysis : ... " @ Queryl : Select Query " ~4 1 Reminder |§| 22 PM
. - % Friday
H | ) Creats Print PO ko ... " @._J Instructions on PO Pr.,., || @ DOT Denver; Ong Te... " @ Prink PO - Windows ... | ﬂ: | 12/17/2010
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You will be returned to the Purchase Order Print window

m --------

- —— =
@ ~ | & hitpifsportal.gav. dnvrpsniFSPRODIEMPLOYEE/ERP/CIMANAGE_PURCHASE_ORDERS PO_PRINT.GBL?FoiderPath| | | 2| X | [Live search [[2]]
File Edit ‘iew Favorites Tools Help
w & gPrlnt POs ]71 - o8 - [k Page - (G Took + @~ ” %
ORACLE’ e
Home Sign out @

=1 _
New Window | Help | Customize Page | B,

{ Purchase Orders Print @
@

Run Control ID: EA_PO_PRINT Report Manager Process Monitor R
Language: (@ specified () Recipient's Process Instance:995554 @
R
[PARKS|, [Clapproved  [Dispatched [ Canceled

Business Unit: Q To:

[CJopen [ Pending [ completed
PO ID: 0000003767 |Q, Select Purchase Order

Contract setiD: | QL 43

ContractiD: | la “Hold Status: 0On Hold AND Not On Hold oS
) I:l *Chartfields: Recycled AND Valid Chartfields | v
Release: e Change Orders: Changed and UnChanged Orders »
L
ThroughDate: | |5l [l print Changes Only Print PO ltem Description
s [ print Duplicate

Vendori: | |Q Humber Of Copies: | 1|
— & || sonor

& save | 2\ Return to Search | {2 Previous in List | +[E] Nexd in List | [=] Notify | E‘+Add| Updals-‘[}isplayl

Process Inskance: 995554 I @ I I (] g Local intranet W 00% < i
W Tasks - Micrasoft Out... H @ RAEFA l LoadSpendanalysis : ... H @ Queryl : Select Query l -4 1 Reminder 3120 PM
e Friday
. = 4
g [ @ Create Print PO Eo wi... " ] Instructions on PO Pr... ][ g DT Denver:One Te... I ! 12{17/2010
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Step 4: Printing a PO using an Existing Run Control
You should only have to setup your run control once. After it is setup, you can continue
to use it. To use an existing run control you would navigate the following:

Navigation: Purchasing, Purchase Orders, Review PO Information, Purchase
Orders, Print POs, Find an Existing Value.

[> Pricing Configuration e

[> Customer Returns
I ltems Purchase Orders Print

ES:?;?:SCUU”“"Q Enter any information you have and click Search. Leave fields blank for a list of all values.

=~ Purchasing
[ Requisitions
[» Request for Quotes
[ Procurement Contracts
= Purchase Crders
[ Stage/Source Requests [case sensitive
[> Acknowledgments
[- Manage Change Orders
[ Rmﬁcne Posg —  Search | Clear |Elasi|: Search Save Search Criteria
= Review PO Information
— Purchase Orders
— Activity Summary
— PO Accounting Entries
— Document Tolerance
Exceptions
— Doc Tolerance
Owverride Histary

— Document Status

J Find an Existing Value Y Add a New Valug

Run Control ID:| hegins with v||| |

Find an Existing Value | Add a Mew Value

Click the Search Button _ S€arch | A list of all of your run controls will appear:
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Purchase Orders Print
Enter any information you have and click Search. Leave fields blank for a list of all values.

/~ Find an Existing Value % Add a New Value

Run Control ID:| begins with  »

[ case sensitive

Search | Clear |Basi-: Search Save Search Criteria

Search Results
1-11 of 11

BunConfroliD
DETAIL LISTINGS

CISPATCH

| = JIS S

\E2 _PRIMNT

PS PO DISPATCH DEFAULT
EECEIFT DELIVERY
RECV-DLY-ZECCL

EEC FO XREF

SCHEDULE LISTIMNG
STATUS LISTIMNGS

po print

Select the PO_PRINT run control you created previously. If you only have this one run
control the system will bring you automatically to the Purchase Order Print Page ( go to
step 2 of these instructions) If you have more than one run control, a list of all of your run
controls will appear as shown.

If you are using “My Favorites” in PeopleSoft you can add this to your favorites and save

navigating through the above steps. To add click on the Add to Favorites tab. Blue tab
upper right hand corner of page.
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Chapter 8 Receiving in PeopleSoft

Receiving in PeopleSoft records details about the shipments received or services
performed for a Purchase Order (PO). One (full) receipt or many (partial) receipts may
be issued against a PO once it has been dispatched. Each receipt should accurately reflect
the goods received in a single shipment or the services performed on a single job.
Receipts are used to verify the goods have been received or the services performed before
payment can be issued. No payment will be posted until a receipt is entered into
PeopleSoft, therefore, not performing the receiving process may result in late payment
fees.

Receipts are entered against a PO, meaning that the PO settings affect how receiving is
done. The main characteristic affected in this is whether the PO is set up to receive by
amount or quantity. Receiving by quantity is usually used for services or a blanket
purchase order, where multiple invoices are generated for various dollar amounts over
their life. 1f a PO is not set up to receive by amount where it should be, contact the buyer
on the PO.
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Selecting the Purchase Order to receive against

1. Navigation — Purchasing, Receipts, Add/Update Receipts

a. Enter the PO number to receive in “PO ID”. (Verify “PO Unit” is correct)

i. Note: when receiving against a CE, it is not possible to search by
CE number. Rather, use the “Vendor Lookup” function to find the
lines pertaining to the desired CE.

b. Click “Search” (not “OK”)

c. All of the open lines linked to that PO will appear (lines that have already
been received against will not). Select the lines to receive against by
checking the box next to them. To view more information about the PO
lines click on the “Shipping Related” or “More Details” tabs.

i. Note: only select the lines for the services or goods that need to be
received. It is not possible to enter a receipt for a quantity of zero
for a line in the following page.

d. Click “OK” to bring the selected lines to the next page

2. Header Details

a. Change “Receipt Date” to the date that the goods were received or the
services completed

b. Enter packing slip (“Pack Slip”) for goods received number or “Invoice”
number for services received

I. Note: receipts should not be combined. There should be one
receipt for each packing slip, or invoice.

c. Click “OK”

Entering Receipt Information

1. Change receipt quantity or amount to reflect goods or services received. The
quantity or amount automatically defaults from the PO. If a partial quantity or
amount has already been received, the remaining quantity or amount will
automatically default. This should be changed to reflect the actual quantity or
amount received.

a. Ifreceived and accepted quantities exceed the quantity open for that
schedule, the user will receive a warning message that can be overridden
by the user. Items or services should not be added to the receipt if they do
not already exist on the PO. Adding additional items or services on the
receipt will result in a match exception. If the items are valid, a change
order request should be generated.

b. .To delete a line from the receipt (because there is nothing to receive for
that line), click the red “X” on the far right of the line to be deleted.
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Damaged or Incorrect Goods and Refused Shipments

1. The quantity received in 3A should always reflect the sum total of the shipment,
including damaged goods. To note damaged goods, use the “More Details” tab.
Changing information on here will change the Accepted Quantity (“Accept Qty”)
on the first page to reflect the returned items.

a. Note: Before receiving incorrect shipments in PeopleSoft, contact the
vendor to obtain an RMA number (Return Material Authorization
Number). If available, the RMA number helps the receiver and vendor
associate the rejected goods to the original PO.

c. Change reject quantity (“Reject Qty”) to reflect the items that are being
returned

d. Select “Reject Action”

I. “C’ - Return for Credit (see Fiscal Accountability Rule 7.8 or go to
http://dnndot.gov.dnvr/portals/27/documents/Rule_7 8 Vendor C
redits.pdf )

i. ‘R’ —Return for Replacement

ii. “N’—Return with No Action

e. Select “Reject Reason”

f. Enter the RMA number obtained from vendor

2. Save receipt. Note receipt number.

3. If the invoice for this order is in the Agency’s possession, note the receipt number
on the invoice prior to sending invoice to Accounts Payable.

To review distribution information on a receipt:
Use the “Links and Status” tab. This will show the match status of the receipt, as well as
providing access to the distribution line information.

To indicate a shipment is a replacement:
Use the “Optional Input” tab to select the type of replacement shipment being received.

To access PO comments from the receiving page:
Use the “Source Information” tab to access comments or notes entered on the PO
regarding the shipment. (Note: attachments cannot be viewed on the receipt)

Determining Which Services to Receive:

Because services do not have packing slips, it is necessary to wait until the invoice is
available. Because invoices are being sent directly to Accounts Payable (AP), the
receiver must access a report to find out which invoices have been input by AP. The
Receiver then uses these invoices to receive the services in PeopleSoft. If an Agency is
getting invoices for services, this step does not apply. Accounts Payable will be also
reviewing the R500 exceptions. They will contact the agency if a Good R500 is over 3
days and if a Service R500 is over 5 days old.
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When the invoice is entered into PeopleSoft, it will generate a match exception, because
there is no receipt in the system to match it. These match exceptions are compiled into
the “Invoices to Receive” report. It will generate to P:\reports\Receiving Reports and
will be called AGENCY (e.g. COURT) _RECEIVE_Current Date.nvs.

The “Invoices to Receive” report indicates if the receipt that needs to be entered is for a
Good or Service. It also contains Vendor, Voucher and PO Information. (see below)
L I P

[ I ] I E I E & T = T 1 I ] I 3 I I M [ n ] ] —
| 2 | P Invoices to Receive
[z | ',= Run Date: Aug 06, 2010 at 11:51 AM
% DENYER
[s]
7_|Report Business Unit: PARKS
3 General Information Voucher Data Purchase Order Date
| Invoice
Ship to ¥oucher Youcher$ VYoucher$ Entered PO ]
ID__ ¥endor Name Location _|Voucher Quantity __Price Amount Date _|PO Bus Unit__POID Line PO Descripti Quantity
ELEWGE GABOW, MEREDIT GOLFSUE000 00199731 1 $100000)  $100000 2010-08-05 | PARKS TH000003020 1 air_quaity 1
BLEWGA DELL MARKETING GOLFSIE000 Motgaras 1 $22.00 32300 20100805 | PARKS Too0003024 1/ daar instal 1
BLEWGA MORTHGLENH Wik GOLFS0E000 Mootzaran 1 $200.00 $20000 2010-08-06 | FARKS CE12345 1/ elect eng 1
BLEWGA DELL MARKETING GOLFS0E000 Mntarsz 1 $10.00000  $10,00000 2000806 | PARKS CES6478 1/ elect eng 1
nuices CARMATIONBUILL FARKS00000 00133796 1 $129.28 $129.28 20100804 | PARKS CE?3051C 5 CUSTODIALAAMTORIAL S 1
# 5 L #iseaas
[ ]
|20 | "Instrustions:
| 21 | Reeiving Goods: Goods should be received based on pasking slip information. Enter the pasking slip number on the Fieceipt page in PeopleSoft.
2
| 23 | Reseiving Services: Agencies should rvices based on Invoioe Amount. The hard 6opy invoice oan be viswed in PS by slicking on the Invsice Link o the Yousher Information page.
| 24 | The Agency needs to validate the service was performed prior to entering Receipt. The Invoice # should be entered on the Fieozipt in PeopleSoft
25
|26 | For questions reqarding receiving, please call 720-913-tuxs
[27]
| 28|
A Fils Name A GOVERSDEVF S0NFSEE1INY 5_TEST_OUTPUT\FSE513,
LB
L& |
LB
| 38
L2
| 36
LB
|37
38
| 39
LB
[ |
|42 |
4 Lo
4 4 » M\ Calc % Receiving / < >

The match exception contact person in the agency shall review the report and notify the
receivers they need to create reports in PeopleSoft. The Receiver shall review the report
to determine what invoice/voucher needs to be received. Receivers shall use the Voucher
Inquiry page to view the .pdf copy of the invoice that needs to be received. If the charges
on the invoice are valid, they enter a new receipt for the invoice, making sure to note the
invoice number in the receipt’s “Header Details.”

Automatic matching processes run each evening, which will clear the existing match
exception, paying the voucher.

Finding an Invoice using Voucher Inquiry
Search for the voucher using the voucher ID from the “Invoices to Receive” report

(verify the “From Date” and “To Date” in the search fields). Go to the “More Details”
tab to pull the .pdf copy of the invoice.

Cancelling a Receipt
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Cancelling a Receipt or Receipt line cannot be reversed. In addition, a Receipt or Receipt
Line cannot be cancelled if it is matched against a voucher. To cancel the entire receipt,
click on the red “X’ icon at the header (in the top right corner of the receipt). To cancel a
single line, click on the red “X” icon to the far right of the individual line. A warning
screen will appear to confirm that you want to delete the receipt or line.
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Chapter 9 Miscellaneous Requisition to PO Tasks

Deleting a Requisition

Requisitions may be deleted if they have not been budget checked. Once a requisition
has been deleted there is no record of it in PeopleSoft.

|E Add/Update Requisitions - Windows Internet Explorer [__“ilﬁ '
@5 b |@, http:,l’,l’gmversdestDl.gnv.dnvr:BZSDJ’pspJ’FSSSlQAIEMPLOVEEJ’ERPJ’EIREQUISITION_ITEMS‘REQUISITIONS.GBL?POFM *2|| X | |Live Search R @
: File Edit ‘View Favorites Tools  Help
— — . = - »
W = v[@AddIUpdate Requisitions I-P'Ggogle ] \ - B e v |k Page v (0f Tools + @)+ g
ORACLE e
MultiChannel Console | Add to Favorites @
E» [&]
Requisition ID: 0000050017 Budget status: MotChikd B [ =
[ Hold From Further Processing .
Prevailing Wage @
&2 &
“Requester: )ARCHUEF Q Everstt Archuleta Reguisition Defaults ~ Requisition Activities @
' R’ ter 1N Add Comments PW Assignment =)
* : . Requester Info
Requisition Date: 09/0112010 [5] £quester Inio ni
* . REG Regular (R to CCD PURCH
Origin: Q ggular (Regsto ! Total Amount: 5.000 USD

*Currency Code: |USD Dollar
Accounting Date: | 09/01/2010 |5

Furchasing Kit Catalog
ltem Search Requester ltems

First [4] 10of1 ] Last

Customize | Find | Vi
e Contract Sourcing Centrol

Status N Wendor Informaticn i tem Infermation i Attributes

ine ltem Description Quantity *UOM Category Price Amount Status
1B Q, [test = E& 10000 |[EA |Q [o0s0s | [5.00000 5.000 Open O EEE
View Printable Version | Delete Requisition | “Gotor | -More... [~
B save | [=] Motify | 4 Refresh | [E¥ Add Update
Main Conkent M
- .
Done % Lacal intranet H 100% v
- 1
m_-l |©] tnbos - Microsaft Out... ﬂ B Rule_8_1_Pracureme... ﬂ 1 Reminder /7 addfUpdate Requisiti... =] 3IFPM
Wednesday
I ] Dacuments - Microsaf .. ‘ | aj1/2010

Click the Delete button to delete a requisition

If a requisition has been budget checked and the agency will not be using the requisition,
contact Purchasing to have it cancelled. If the requisition is cancelled a record will
remain in PeopleSoft
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Updating Chartfield information

The Account, Fund, Org, Program, and Sub-class fields were entered at the defaults, but
if not all of the lines are use the same chartfield string, they may be changed at the
Distribution of the lines

T
@.‘— y - |§‘ httpl,l',l'gUVErSdEVFSUI.gDV.dI‘IVr:BZBU,I'DSD,I'FSSBIQF\,I'EMPLOVEE,I'ERP,I'E,I'REQUISITION_ITEMS‘REQUISITIONE[V] (| X% Pl- = 3 X

w & =5 v]'_’énddmpdate Requisitions ]-‘lGoogIe ] \ -8 b - [ Pags - {0F Took - (@)

»

Mew Window | Help | Customize Fage | 15

Maintain Requisitions

Requisition
Business Unit.  PURCH status: Open g %
Requisition ID: 0000050017 Budget Status: NotChid B
[ Hold From Further Processing
Prevailing Wage

52
“Requester: 8RCHUEF Q Everstt Archuleta Reguisition Defaults ~ Requisition Activities

’ ) Add Comments PW Assignment
“Requisition Date: |09/01/2010 |54 Requester Info

igin: REG Regular (R to CCD PURCH

*Origin: Q eguiar (Reas to ! Total Amount: 5.000 USD

*Currency Code: Dollar
Accounting Date: |09/01/2010 |

Purchasing Kit Catalog
ltem Search Requester ltems

First [4] 1 of 1 ] Last

Customize | Find | View

Status i Wendor Informaticn e tem Infermation e Attributes Contract Sourcing Centrole
ine ltem Description Quantity *UOM Category Price Amount Status

1B Q, [test = B2 [10000 |EA |Q 00505 |@ [5.00000 5.000 Open » ll[! =

View Printable version  Delete Requisition *Go to: | More.. [v]
B save | [=] Motify ‘ 4 Refresh | [E¥Add | ] Update/Display

<J 1l | [)
& Local intranet +100% -

A
Click on the Schedule Icon '

The Schedule page will appear as shown below
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* fitg 23|= ] @ AddfUpdate Requisitions ¢

(=3

',-..'Google I } @ o | Qéa T IﬁﬂPage T 8} Taols - @' "

f—Fowe [ Workis{ [ TIuRChannel Console | Aad to Favories | Sian out

New Window | Help | Customize Page | &,

Maintain Requisitions

Schedule
Business Unit: PURCH Requisition Date: 09/01/2010
Requisition 1D: 0000050017 Status: Open

Return to Main Page

st 4] 1 of 1 [ Last
1 Item: test Quantity: 1.0000 Each usD
Customize | Find | First [ 10f1 [ Last
Sched *Ship To uanti Price Due Date Status
1 B |PURCHO, =1 |1.0000 5.00000 El 2 Active X [=]

Add Ship To Comments

S save | [=] Nofify | % Refresh =4 Add | UpdateDisplay
+
‘a Local intranet H100% T

Click on the Distribution Icon
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The Distribution page will appear as shown below
@:—H/ b |g, http:,l’,l’gnversdevfsﬂl.gnv.dnvr:BZSDIpspIFSSSlQn,l’EMPLOVEEIERPICJ’REQLIISITION_ITEMS‘REQUISITIONE[V] *4|| X | |Live Search

Bilz| | = || || X
7:? e % :[gnddIUpdate Requisitions b4 ]-"Google l_w

S fn v B b v [=hPage + {0F Took - @ >

New Window | Help | Customize Page | j5,

Maintain Requisitions

Distribution
Requisition ID: 0000050017 Item: test
Line: 1 Status: Active
Schedule: 1
Ship To: PURCHO0000  Purchasing Quantity: 1.0000 EA
“Distribute by: | Quantiy  [v] Open Quantity: 1.0000
Liquidate by: usD
SpesdChar: QL lulti-SpeedCharts
Distributions

Chartfields

Customize | Find | View Al
e Aszszet Information

Details
Distrib Status Percent Quantity Amount GL Unit Account Fund Org Program Class
1 Open | 100.0000 1.0000 5.000 |DENVRQ, (712000 Q, 01010 |3, (3020200 |3, (20000 |3, Z000O |Q =
OK Cancel Refresh
‘aanaI intranet *#100% <

Enter the desired values in the appropriate fields
Click the OK Button to return the Schedule page
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ﬁ fitg 23|= ] @ AddfUpdate Requisitions ¢

(=3

2§ Google I \ G- B deh - [2hPage - (G Took - @- "

f—Fowe [ Workis{ [ TIuRChannel Console | Aad to Favories | Sian out

New Window | Help | Customize Page | &,

Maintain Requisitions

Schedule
Business Unit: PURCH Requisition Date: 09/01/2010
Requisition 1D: 0000050017 Status: Open

Return to Main Page

First [ 1 of 1 [ Last

1 Item: test Quantity: 1.0000 Each usD
Customnize | Find | View Al | 88 First [ g o4 [ Last
Sched *Ship To Quantity Price Due Date Status
1 B |PURCHO, =1 |1.0000 5.00000 El 2 Active X [=]

Add Ship To Comments

S save | [=] Nofify | % Refresh =4 Add | UpdateDisplay
+
.a Local intranet H100% T

Eeturn to Main Page

Click the Return to Main Page hyperlink
Click the Save Button

Miscellaneous Requisition to PO Tasks Page 9-5



Chapter 10 Using a PCard

Procurement Card Procedure

Click Here to view the PCard Procedure or:

Go to DOT

Select Budget and Finance from the Global Menu

Select Financial Forms from the Financial Resources section
Scroll down to the Pcard area

Click the Pcard Procedure hyperlink

SAEI R
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Appendix A — Non-PO Voucher

Purpose

The intent of the Non-PO Voucher Purchase Method is to provide a method of payment
for types of transactions where the Director of Purchasing has determined that a Pcard
or purchase order is not an appropriate method of purchase. These are specific
situations as defined below. The agency must make every effort to follow the guidelines

Scope and Applicability

The Non-PO Voucher Purchase Method is to be used by all agencies required to use the
P2P process for the below transaction types:

Revised
e 11/22/11 v02.01f

1.0 Payments to Banks (for items such as)

e Bank Service Charges
0 For Fees and charges paid to Banks approved by the Treasury Department

e Bond Counsel & Financial Services
e Line Of Credit Commitment Fees

2.0 Conference

e Conference Registration Fees (Between $2k - $5k)
o Board/Commission Meeting Stipends

3.0 Judicial
e Mandated Court Costs
o0 Includes fees related to judicial proceedings. This shall include fees mandated by the

Court and expenses such as expert witnesses, court reporters, translators and jury fees.
This exception is for use by County Courts and the City Attorney’s Office.

4.0 Mailing

e Metered Postage

5.0 Miscellaneous Services

e Burials
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Employee Recruitment Cost

Hospital Service

o0 Payments to Hospitals by the Department of Safety only

Honorarium

o0 Voluntary payments where no fee is legally required made to artists who have given a

proposal for a public art project. Maximum payment shall not exceed one thousand
($1,000.00) dollars. This exception may only be used by Arts and Venues

6.0 Payments

Payments to Municipal, State and Federal Government or Special Districts
0 Must be authorized by law or contract

Mandated Payments

0 This is exception is for use by the Department of Human Services and the Office of
Economic Development for program payments that are mandated by local State of
Colorado and Federal Human Services for direct program services or costs.
Examples of direct program services and costs include: child welfare services; crisis or
mandated services by court order; emergency shelter; general assistance payments;
therapy, professional services related to therapy and items prescribed for therapy and
recovery; homemaker services; health care services; treatment services; transportation;
and other emergency day-to-day living items. Due diligence shall be applied to assure
that all opportunities for cost-savings are pursued to include, if practical, bidding or
contracting for goods or services consistently utilized for these direct program services or
costs. Human Services mandated payments which are expected to exceed $5,000.00,
and which are biddable and not subject to the immediate requisites of local, state or
federal direct program service requirements must be requisitioned through the Purchasing
Division.

Sign Language Interpreters
o For use by the Human Rights and Community Relations Division

7.0 Property Damage - Judgment and Claims

Appendix

Payment of Judgments, Claims and Refunds related to workers’
compensation, insurance settlements, and other judgments/claims not related
to procurements made via Purchase Order by the Purchasing Division. See
Section 20-1(d) of the Denver Revised Municipal Code for ordinance
requirements.

Whenever the annual appropriation ordinance provides for a general
government special revenue fund in order to establish a self-insurance
program for settling liability claims and paying judgments against the city, no
officer or employee of the city shall make any payment from the fund in
settlement of any claim without prior authorization by council, except:

0  Any settlement not in excess of five thousand dollars ($5,000.00) may be paid from the
fund without prior authorization by council.

0  Any settlement of a claim exclusively based upon property damage or automobile rental
expenses or both, when the city attorney has determined that the city is liable for payment
of the claim, and when the settlement is not in excess of twenty-five thousand dollars
($25,000.00), may be paid from the fund without prior authorization by council.

0 Any settlement of a claim which the city's self-insurance program is obligated to pay under
the personal injury protection coverage requirements of any state motor vehicle no-fault
insurance statute, may be paid from the fund without prior authorization by council.
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8.0 Sponsorships

o Direct payments to non-profit organizations, professional organizations,
governmental or quasi-governmental entities which have been organized or
established for the support of programs and/or events for which the mission
of the agency is conceptually and/or functionally dedicated. The direct
purchase of goods or services for or on behalf of those entities is NOT
authorized under this requisition exception. It shall be the responsibility of the
Head of the agency to assure that a regularly executed contract or purchase
order contract for these sponsorship or contribution payments is executed if
necessary to protect the best interests of the city.

9.0 Reimbursement
e Petty Cash
0 Agencies are responsible for following the Fiscal rules for Petty Cash and Procurement
e Impress Fund

0 Agencies are responsible for following the Fiscal rules for Impress Funds and
Procurement

o Employee Reimbursement

o Payment shall be made to an employee for incidental items only and purchases using this
payment method shall comply with Fiscal Rule 8.1 - Procurement

o Parking Reimbursements for Employees

10.0 Non Employee Refund
e Alegitimate repayment to a non-employees

1.0 Travel
e Lodging
e Travel & Transportation

12.0 Payments for Monthly Utility Bills

e \Water, Sewer, Electric, etc.
o Does not include utilities for which competition exist such as natural gas

13.0 Payment of Monthly Cell Phone Bill
o Master Purchase orders are in place for most cell phone providers. A Purchase
Order may be used for payment. If a Purchase Order is not practical a RSP may
be submitted. The agency is required to reference the Master Purchase Order
number on form

Appendix Page 3



Appendix B -PCard Allowed Services

Purpose

This exception list is to clarify when a PCard may be used for a service. All other times
services are restricted from PCard use. When using a PCard for these services all
PCard restrictions apply (single purchase limit, cycle limit or MCC codes)

Scope and Applicability

The PCard exceptions apply to all agencies participating in the PCard program. No other
credit card may be used to make purchases besides the card issued by the Purchasing
department

Revised

11/22/11 v02.01f

Advertising, Legal & Public Notices
Please consult the Legal Advertising Master Purchase Order before using an alternate
vendor
Automotive & Mechanical Equipment Rental (these listed vendors only)
e Hertz Equipment Rental
e AERIAL_LIFTRENT0054A0107
o EQUIPMENT_RENT_5944U0109

e Aim High Equipment Rental
e AERIAL_LIFTRENTO0054A0207

¢ Neff Rental
e AERIAL_LIFTRENTO0054A0407

Background Checks (these listed vendors only)

e CBIl only
e KT International

Conference

o Conference Registration Fees
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Courier

e Document Small Package Delivery only not truck lines

Membership
o Dues or Membership Fees
e Professional & Occupational Licenses & Certification
e Sponsorships
e Magazine Subscriptions

Sponsorships

¢ Direct payments to non-profit organizations, professional organizations,
governmental or quasi-governmental entities which have been organized or
established for the support of programs and/or events for which the mission of
the agency is conceptually and/or functionally dedicated. The direct purchase of
goods or services for or on behalf of those entities is NOT authorized under this
requisition exception. It shall be the responsibility of the Head of the agency to
assure that a regularly executed contract or purchase order for these
sponsorship or contribution payments is executed if necessary to protect the best
interests of the city.

Motor Vehicles Service Repair and Maintenance

e These transactions are authorized for PCard use when repair or maintenance is
done off site, there is an immediate need, the total cost is less than 2000.00 and
the item is not repetitive (per unit). Types of transactions covered will include
emissions, key programming and computer reprogramming, alignments, vehicle
diagnosis, car wash, transmission repairs along with vehicle service repair and
maintenance.

Shredding & Document Storage (these listed vendors only)

e Shred It

o DATA DESTR_SERV0701A0110
e |ron Mountain

0 RECORD_STORAGE_5926S0105A

Training

e Offsite Training

Payments for Monthly Utility Bills

e \Water, Sewer, Electric, etc.
O Does not include utilities for which competition exist such as natural gas
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Appendix C — Enlarged Purchasing Decision Tree

Does the purchase
meet the requirements
for a Request for
Special Payment?

Request for
Special Payment

Is the
purchase
fora
service?

Is the Service on a
City contract {not
an MPD)

Deoes a CE already
exist?

Does the CE have
funds available ?

Receive against
existing CE

Is the product
greater than
$2,0002

Is the Cost >5K

Contract
Requisition

Purchasing change
order to CE

I= the product on a q
i Is there a recurrin
Is the product in Master Purchase g

the ltem File ? Order ? need for the product?

Requisition
{ltemn File Requisition or Non-
Item File Requisition)

Is the vendor willing
to accept a PCard?

Click Here to return to Determining the Appropriate Purchase Method
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