Please keep in mind that your agency may have internal practices/policies that may cause internal procedures to be different.  Please clarify any questions with your agency Head Procurement agent.
 

There are no changes in requirements for purchases that exceed your agency delegation.  The same paperwork and processes apply at this time.  Here are some reminders and additional information that we believe will be beneficial to you to review before go live.

 

Post Go Live Access

Remember that some queries (private and public) may change with the chart field changes.  Your access may affect the queries you can or cannot run.  You will need to contact GMIS for assistance with queries.

Be sure to verify that you have the appropriate access for the functions you will be performing when the system comes back up.  If not, then you may need to attend the mandatory training offered by ENCOMPASS (Accounts Payable, Accounts Receivable, Asset Management, General Ledger) or additional procurement training.  

Required Processes:

Nearly every payment for major accounts 3, 4 and 5 will need to follow the Requisition>Purchase Order>Receipt>Payment process.  Receiving will be a crucial component in the payment process.  A listing of Accounts where a PO is required is posted on the IDOA website at http://www.in.gov/idoa/2342.htm 
Requisition Information

If you submit a requisition for a contract/purchase order to IDOA for processing and you want it to be an Amount Only purchase order, then you must indicate that in the requisition justification/header comments, but not check send to vendor. 

When entering your requisition you also need to consider how payment will be made.  If a payment needs to be made by dollar amount, and not a set price per unit of measure, the requisition must have the line item set up with a quantity of 1 and then the appropriate unit of measure (service, each, lot, etc.)  The setting of the line to a quantity of one allows it to be received on in dollars instead of quantities.  A payment may always be lower than the price awarded, but should not exceed the awarded price.  The purchase order must be marked for receiving by amount only.

Purchase Orders

Within the agency delegation of purchasing authority, the agency is responsible for distribution of all PO copies.  This includes the vendor notice as well as copies or notice to any other area of your agency.

Don’t forget to finalize all purchase orders.  The buyer should Approve, Finalize, Budget Check, Dispatch…in that order.

Once you have a valid budget check on a purchase order that is approved and has been finalized it is encumbered, this is now the Auditor’s Office system.  You will need to be diligent in making sure you are ready for encumbrance before you budget check as it is the encumbrance step.  Dispatch the PO immediately, so that receipts/payments may be made against it when the invoice is received. Also continue closing/reconciliation of requisitions and purchase orders.  

All QPA purchase orders are done by the agency regardless of the dollar amount. Requisition to purchase order process is now required on all.  Agencies have full delegation and are responsible for distribution of vendor and any other paper copies needed by their agency. 
Grant Purchase Orders:

All Grant purchase orders are done by the agency regardless of the dollar amount. Requisition to purchase order process is now required on all.  Agencies have full delegation and are responsible for distribution of vendor and any other paper copies needed by their agency. Users who have added grant POs directly into the PO module will no longer have that access.  If additional training is needed for staff, please contact the IDOA Procurement training group to schedule.

Amount Only Purchase Orders:

When a requisition is entered and the line item is set up with a quantity of 1 and then the appropriate unit of measure (service, each, lot, etc.), this is so that receiving can be performed by dollar amount and not quantity.  The purchase order must indicate receiving by amount only.  Please see the buyer user guides on the IDOA website for direction.
Change Orders:

If you need to process a Change Order (formerly Advice of Change) on a Purchase Order for Professional Services, Procurement Contracts, or QPAs, the guidelines listed below need to be followed:

· Agencies will create the Advice of Change on the Purchase order regardless of the dollar amount. (After the Contract Amendment is fully signed if applicable).

· Enter into PO Activities (blue link on the Main PO panel) a detailed explanation of the changes being made.

· If the change order causes your PO to exceed agency delegation ($75000), you will need to submit an email to IDOA at Profserv@idoa.in.gov with the Business Unit, EDS Number, Amendment (if applicable), PO number and type.  Enter a detailed description of the changes made.

· Once reviewed and approved by IDOA the Agency will need to finalize, Budget Check and Dispatch the Purchase Order.

· Agency will be responsible for any copies to the Vendor and AP.

There are numerous scenarios on a Purchase Order that may result in an Advice of Change.  If you need assistance in determining the action to take, please contact IDOA at idoaprocissues@idoa.in.gov
Payment Terms:

Payment terms will be set on the purchase order through the vendor details link.  Buyers will have to check all contracts for payment terms before choosing the appropriate term.  Additional payment terms have been added.  Those details will be distributed upon go live.  See the PO payment terms document on http://www.in.gov/idoa/2342.htm  which contains explanations for each type and an example.  

When issuing purchase orders on contracts, it will be imperative that you read the payment terms section of the contract and verify that what is set up for the PO is what is included in the contract.  The default will be AREAR, which means 35 days.

Please let your accounts payable area know that if invoices are received that offer the opportunity for cost savings for early payment, they need to notify the PO buyer to adjust the payment terms on the PO. 

Leased Assets:

Refer to the Leased Assets user guide on the IDOA website (http://www.in.gov/idoa/2342.htm) for more details.
PEN Products (inter unit) ID Bills:
Please see the PEN Products Ordering & Interagency Billing Process link on the IDOA website at http://www.in.gov/idoa/2342.htm.
Account Conversions on POs:

It is very important that you take a look at the account on every purchase order to be sure the proper account has been converted.  No payments can be made against purchase orders with a “Conversion Only” account and will need to be corrected prior to the receipt/payment being issued.  

If you need to update accounts on purchase orders that exceed your agency delegation, please make the needed changes and email the business unit and purchase order number to Profserv@idoa.in.govand we will approve the PO as quickly as possible to allow you to budget check and dispatch. 

Executive Document Summary:

The chart fields on the EDS entry page have been updated to match the financials module.  IDOA is now requiring a requisition be submitted with the EDS and contracts when they are submitted to the Contracts Division for signature and routing.  See the EDS help page at http://www.in.gov/idoa/2525.htm. 
Remember:

The IDOA Training team is here to assist you with questions and problems you encounter after go live on September 16th.  Simply email idoaprocissues@idoa.in.gov with as much detail as you can provide and we will get back with you as quickly as possible. Also, user guides are posted at http://www.in.gov/idoa/2342.htm for your reference.
