Oracle / PeopleSoft Decommitment for
the Requester

CREATED ON 08/26/14



Page 2 of 25



Table of Contents

DECOMMITMENT PROCESS......crscccssscsissssssmsssssssssmssssssnssssssnsssssssssmssssssnssassssssnssssssmssns snesasans 4
L2 T 1< o TV 4T N 4

ProfessioNal SEIVICE ABIEEIMENTS ....c..viiiicciee e ettt e ettt e eete e e st e e et teeeestaee e s taeeeestaeeeaassaeessseeaanstseeaassssessasseseanssanenanes 4

[T o oA oY & @e T ) A ¥ (ot o o TR PUPSRPTPPR 5
COMPLETE THE DECOMMITMENT FORM ... iiccimssssscsssssssssmssssssmsssssssssmssssssmssssssnssasssnssmsnnns 5
CHANGE ORDER TO THE PURCHASE REQUISITION.......ccociircmsnssemsmsssessmssssssmsssssssssassssssnsnns 5
CRANEE PriCE ..cceiiiiiiiiiiiitietittietetetteteeteeteeteteteeeseseestesteeseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 5
Add SUPPOrt DOCUMENTATION ....ciiieeeeiiiiiiiiiiieiiccerireeeeeieesrreeeensssseessseennsssssssssesennnssssssssssesnnsssssssssssnnnssssssssssssnnnes 11
INSEIT APPIOVEL ..ireueiiiiueiiireeiiiiresiiirsnsisimssssimsssssmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 15

Page 3 of 25



Decommitment Process

Background:

As of July 15, 2014, the decommitment process will be initiated by the requester making a change to the
original Purchase Requisition (PR) price that is associated to the Purchase Order Line. The requester will
also attach to the revised PR the required support documentation described herein under the headings
“Professional Service Agreements” and “Construction”. After the revised PR is submitted for approval
the requester will insert the Contract Administrator into the approval workflow as the final approver. All
approvers will take the approval action except for the Contract Administrator who will use the Approval
page to review the attached support documentation. The Contract Administrator will then leave the
approval page and manually update the associated Purchase Order Line and run the close process when
applicable. After all changes are completed by the Contract Administrator, the Contract Administrator
will return to the Requisition Approval page and approve the revised PR.

Professional Service Agreements
Three scenarios have been identified for Decommitment for all Professional Services

1. Completed Work - Decommitment with a final invoice -The work associated with this
work plan / work scope is completed and BART has paid the final invoice. The line(s) on
the Purchase Order (PO) will be adjusted in accordance with the instructions on the
Decommitment Form and the PO will be closed by the Contract Administrator. The
remaining amount from the PO would be decommitted by the Agreement Financial
Analyst.

Back up documentation — 1) Cover page of the Final Invoice certified and signed by the
Consultant, and 2) evidence of payment by the District.

2.  Completed Work - Decommitment without a final invoice - The work associated with
this work plan is completed. BART does not have a final invoice. The line(s) on the PO for
this item of work will be adjusted in accordance with the instructions on the Decommitment
Form and closed by the Contract Administrator. It is the responsibility of the Agreement
Financial Analyst to coordinate with the vendor to request verification that all invoices have
been paid and no further invoices/billings will be submitted. After the verification is
received, any remaining amount from the work plan’s PO would be decommitted.

Back up documentation — 1) Decommitment Form, 2)Signed Certification by the
Consultant/Vendor that all costs have been paid and no further invoices/billings will be
submitted.

3. Change of Scope - Partial Decommitment - The work associated with this work plan has
not been completed. The project would like to decommit a portion of the PO value due to
scope change. The line(s) on the PO will be adjusted in accordance with the instructions
on the Decommitment Form. It is the responsibility of the Project Manager to negotiate
with the Consultant/Vendor any reduction in the scope and associated costs. At the
completion of the Project Managers negotiation, the Project Manager provides the
Agreement Financial Analyst with the documentation of the negotiations. This
documentation would include an agreement between the Project Manager, Vendor and
Agreement Manager regarding the change in scope and cost that should be de-committed
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and the amount remaining in the work plan. The Agreement Financial Analyst will then
process the decommitment.

Back up documentation — 1) Decommitment Form, 2) Agreement signed by the
Consultant, Project Manager, and the Agreement Manager stating the change in scope,
the associated amount to be de-committed and the amount remaining in the work plan .

Public Works Construction:

The decommitment process will be used in situations when the value of the close out change order for
public works is negative, i.e. credit to the District. In order to be consistent with the provisions of public
works Contract Documents and the RE Manual, the close out change order is to be issued shortly after
the Final Inspection and quantity verification reconciliation but before Acceptance of the Work by the
District and the recordation of such Acceptance with the County. Then after the Approved Final Invoice
has been paid, and in the case of negative close out change order only, the Resident Engineer will follow
the instructions in this manual.

Back up documentation: 1)Decommitment form, 2)the conformed negative change order and
3) a copy of the paid Final Invoice.

Complete the Decommitment Form

The decommitment form can be found on WebBart > Training and Development > |.T. Materials
> Procurement > Decommitment Form.

Change Order to the Purchase Requisition
The original Requester will need to edit the original purchase requisition.

Note: Contact IT (Sarah Castro x4940) if the Requester is no longer at BART, cannot be reached, or has
different access due to changing positions.

Change Price
Navigation: Main Menu > eProcurement > Manage Requisitions
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Favovrites Ma’nvMenu > eProcuvrement » Manage Requisitions

Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button

Business Unit: BARTD O Requisition Name: [ Q

Requisition ID: [0000002310 @ Request Status: All but Complete - Budget Status: -

Date From: [t Date To: [oarzer2014  E

Requester: WQ Entered By: I—Q PO ID: Q
Search | Clear |

Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Requisition Name BU Date Status

Budoget Total

P 0000002310  6MS046 KKCS B.03-01 BARTD  10/27/2011 PO(s) Dispaiched  Valid 102,880.00 USD =SelectAction> +| G0 |
Select Action
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Reguisition Report

Fa\'Ovl"itES Ma'nvMenu > eProcuvrement » Manage Requisitions

Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: BARTD @, Requisition Name: | Q,

Requisition 1D: 0000002310 Q Request Status: All but Complete - Budget Status: -

Date From: [ HoateTe: [arezota g

Requester: ’WQ Entered By: I—Q PO ID: aQ
Search | Clear |

Requisitions

To view the lifespan and line items for a requisition, click the Expand friangle icon:
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Reguisition Name BU Date Status

Budaet Total

P 0000002310  6MB046 KKCS B.03-01 BARTD  10/27/2011 PO(s)Dispatched  Valid 102,880.00 USD Edit Requisition |
Click Go
Create New Reguisition Review Change Reguest Review Change Trackin Manage Receipts
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Message

This requisition is approved. Editing this requisition may restart the approval process. (18036,6249)

Click OK to continue, or click Cancel to go back.

Click OK

Favorites . Main Menu > eProcurement > Manage Requisitions

Edit Requisition

E‘ 1. Define Requisition 2. Add Items and Services 3. Review and Submit |
Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: BARTD | SF BART District

Requester: | 060873 Tan Vicki *Currency: usD

Requisition Name: [EMB046 KKCS B.03-01 Track Batch: 8 Priority: Medum v

Requisition Lines

Description

Vendor Name

Quantity

SR % gngﬁtms KKCSB.03-01:1SRC  KAL KRISHNAN 1.0000| Each 102,880.00000 102,880.00 E)

CONSULTING

ugm

SERVICES, INC
i ount: 102,380.00 USD
Change Price  fance: 0.000
Note: Anotherway | . - g

to change the price is
to click on the

description link, edit
[Fsend| the price field, and eceipt [C] shown at Voucher [C] approval Justification llore Comments
Fop= click ok to return.

—E', Save & submit ' Save & preview approvals i Cancel Changes - Find more items Add Reguest Document

Current Change Reason
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Edit Requisition

Favovntes MalnvMenu * EPFOCULEI’T‘IEI"It » Manage Requisitions

1. Define Requisition

2. Add Items and Services

3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: SF BART District
Requester: | 00872 Tan Vicki *Currency:
Priority:

Requisition Lines

Requisition Name: [BMB046 KKCS B.03-01 Track Batch: ]

uUsD
Medium

-
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Description Vendor Hame
3 1 6MB046 KKCS B.03-01: ISRC KAL KRISHNAN 1.0000| Each 102483.65 102,880.00 Fa (>
& Cont CONSULTING B
SERVICES, INC
Select All/ Deselect All Total Amount: 102,880.00 USG
Pre-Encumbrance Balance: 0.000 a
L : : ; Click
Ei- Add to Favorites i E. Add to Template(s) 1 Modify Line / Shipping / Accounting 1 ﬁ Delete
Comment
% Icon
Send to Vendor Show at Receipt Shown at Voucher Approval Justification llore Comments
& Check Budget

_E‘B Save & submit - Save & preview approvals % Cancel Changes Find more items Add Request Document

Current Change Reason



Favgﬁes Main yenu > eProa.llement » Manage Requisitions

Line Comments

Business Unit: BARTD Requisition Date: 1002712011
Requisition I1D: 0000002310 Status: Approved

Comments Find
=

Use Standard Comments Entered On: 08/06/2014 10:08:49AM

1 e **User Comments: DECOMMITMENT
This trend is for William Romashurg of CIT COM to provide contract development for project 79HP:

Service Period: September ;, December 2011.
Send to Vendor Show at Receipt Show at Voucher

. AddAttachments

Line: 1

Click Add

= ] Attachments

File Attachment

Mo file selected.

Browse to
Attach File
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Favgrr'rtes MainvMenu * ercu‘rrernent * Manage Requisitions

Change Reason

Enter a reason code and comment for making changes that are being tracked.

Reason Code; ch Q

Comment: Line Cost Adjustment IS

OK

N

Click Save and
preview approvals

Click
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Add Support Documentation

Favorites Main Menu > eProcurement >
- H - -

Manage Requisitions

Confirmation
Requested For: Romero,Grace Humber of Lines: 1
Requisition Hame: PGHW EME036 B.04-055 Total Amount: 2843271 UsSD
15EJ100
Requisition ID: 0000003265 Pre-Encumbrance Balance: 0.000
. " Justification:
Business Unit: BARTD PGH Wong 6M8036 B.04-055 Traction Power Scheduling Analysis
Status: Pending 15EJ100 for 2 months
Priority: Medium
Budget Status: Mot Checked
Capital

= Line 1:Pending

PGH Wong §M2036 B.04-055 Traction Power Scheduling Analysis 15EJ100 for 3 menths

G View/Hide Comments
[#]5tart New Path

Capital

Pending

@ Seng Saelee
BART Project Financial Analyst

Not Routed

—F— Lori Lovett
=l

Project Managers

Not Routed

[* Comment History

~ Change Request/Line Approval Summary

Line Itemn Description Change Request Line Re-Approval
1 PGH Wong 6M8036 B.04-055 Trac Routed for Appraval
Submit 1 Edit Requisition Apply-Approval Changes | Check Budget
View printable version Manage Reg, \Qs Create New Reguisition
Approval History
Click Edit Requisition to
Attach Support

Documentation
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Favo'rites Main'Menu > eProcu'rement > Manage Requisitions

Edit Requisition
E‘ 1. Define Requisition 2. Add Items and Services 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: SF BART District
Requester: ‘ 057510 Romero,Grace *Currency: usD
Requisition Name: [PGHW 6M8036 B.04-055 15EJ100 Track Batch: 1 Priority: Medium -

Requisition Lines
Line Description V\endor Hame

'3 1 @ PGH Wong 6M8036 B.04-055 TracPGH WONG 10000 Each 28,432.71000 28,432.71

EMNGINEERING INC

Select All/ Desslect All Total Amount: 2843271 USD
Pre-Encumbrance Balance: 0.000
L z - 3
[ Add to Favarites B Addto ) Modify Line / Shipping / Accounting @ Delete

PGH Wong 6M23036 B.04-055 Traction Power Scheduling Analysis 151100 for 3 months

More Comments

Send to Vendor Show at Receipt Shown at Voucher Approval Justification
o5 Check Budgat
_E‘B Save & submit = Save & preview approvals Cancel Ch Find more items Add Request Document

Current Change Reason
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@ File Upload _-— - |

%vl L. » Computer » (C) OS5 » Decommitment - | +y | | Search Decommitment 2
Organize * Mew folder = 0 @
¥ Eavorites Mame g Date modified Type Size

@ Decommit PO 4291 for 6MB046 8/26/2014 8:37 AM Microsoft Word D... 2,924 KB

4 Libraries

@ Documents

& Music Click on the directory where

=] Pictures you have stored your files.

B videos Double click to select file or
B Comput click on file once and *click

omputer
& (c)o0s = open

a (O:) HP_RECOVERY

5 (F:) 7-Day_Temp_Storage (\\TEMF
¥ (&) Information_Technelogy (WG
o (1) PHASE 1 (MWBAPDOCSOTNBAPL
e (M:) pt853 (\\Iswrp23vipsoft)

# (N:) BAP_share_1 (MW GROUPD100M
# (P:) Applications.sys (\APPSDI1VA
0 (Q:) Applications.data (\APPS02Y
B (s:) Removable Disk h
@ (T:) 7-Day_Temp_Storage (\WTEMF
g (U:) bap-upk (\\swrp03)

58 (W) psoft (\Wswrpll) *Click Open

3 (V) Batch (\APPSO1\APPSOI\Apy _

File name: Al Files -

)
I Open Ivl I Cancel ]

File Attachment

2 Help

Decommit PO 4291 for 6M3046 docx
Upload  Cancel

~—

Click Upload

Note: Documentation should be attached in one
file. The first page should be the decommitment
form. The file name should begin have the
following format:

“Decommit PO # for Contract #”
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Fauovntes Main‘ly'le-nu » e-Procu‘r'e-ment » Manage Requisitions

Line Comments

Business Unit: BARTD Requisition Date: 1002712011
Requisition ID: 0000002310  Status: Approved Line: 1
Comments irst K

Use Standard Comments Entered On: 08/06/2014 10:08:49AM =]

1 == **User Comments: DECOMMITMENT - ﬁ'@
This trend is for William Romesburg of CIT COM to provide contract development for project 79HP. -
Service Period: September 4, December 2011, :

Send to Vendor Show at Receipt Show at Voucher
Add Attachments '
| Attach . | Note: Comments must be
= =
ol entered in order to attach —
= 3 0
B documents. WEED Vendor
1 Decommit_PO_4291_for_6MB046.docx  UBOBTI2014-08-26-05.45.14 500 | view =
| Ok || cancel | o
Note: File names can only
be 60 characters
Click OK.
Favovrites Ma\nvMenu 3 eProcuvrement > Manage Requisitions
Edit Requisition
E‘ 1. Define Requisition 2. Add Items and Services 3. Review and Submit |
Review the details of your requisition, make any necessary changes, and submit it for approval.
Business Unit: SF BART District
Requester: |050373 Tan,Vicki *Currency: usD
Requisition Name: [5MB046 KKCS B.03-01 Track Batch: g Priority: Medium -

Requisition Lines
Line Description Vendor Hame Frice
I 1 6MB046 KKCS B.03-01: ISRC KAL KRISHNAN 1.0000| Each 102,483.65000 102,483.65 E(=)
& Co CONSULTING
SERVICES, INC
Select All / Deselect All Total Amount: 102,483.65 USD
Pre-Encumbrance Balance: 0.000
[ I = - .
e Add to Favorites B addto ) Modify Line / Sh 1 Ace @ Delete

More Comments

Send to Vendor Show at Receipt Shown at Voucher Approval Justification

& Check Budget

B Save & submit 1 5l save & preview approvals r Cancel CI . Eind more ftems Add Request Document
S \ Current Change Reasaon
Click Save and
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Fmrgrr'rtes Mainvru'lenu ¥ ePrucuLement * Manage Requisitions

Change Reason

Enter a reason code and comment for making changes that are being tracked.

Reason Code: LCA QL

Comment: Decommitment Bl

Change comment to
Decommitment or
other applicable
comments

Ok

| Click OK
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Insert Approver

Fal.rovrites Mainj‘lenu 3 eProcuvrement > Manage Requisitions

Confirmation

Requested For: Tan,Vicki Number of Lines: 9
Requisition Name: GMB046 KKCS B.03-01 Total Amount: 102 483.65 USD
Requisition 1D: 0000002310 Pre-Encumbrance Balance: 0.000
Business Unit: BARTD

Status: Open

Priority: Medium

Budget Status: Not Checked

Capital

= Line 1:Initiated
6MB045 KKCS B.03-01: ISRC Contract Development (TSHP)
Capital

[#]Start New Path

Not Routed
[+ Velasguegl'daria —F—» DrewLinde —F— Christogherlgo 7

Not Routed Not Routed

BART Project Financial Analyst ™ Project Managers Grants Compliance Analysts

v Change RequestiLine Approval Summary Personalize | View 211 &
Line Iltermn Description Change Request Line Re-Approval CIle on the pIUS
1/ 6M3046 KKCS B.03-01: ISRC Cont | Created icon to insert the
Contract
Submit Edit Requisition Apply Approval Changes Checl AdminiStrator
View printable wversion Manage Requisitions Create New Reqguisition

Approval History
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@ Islap08v.adm.bart.gov:7050/psc/BRFPS31_3/EMPLOYEE/ERP/s/WEBL

Insert additional approver or reviewer

Choose an approver or reviewer to insert

UseriD: | Q
Insert as: @ Approver ,\
|:| Reviewe
r Click Search

Insert | Cancel |
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Search |

UseriD: beginswith - |ﬁh
C3

Approver/Reviewer Search

Name: beginswith - |al'u'a

TCD

Enter the Last Name of
the Contract
Administrator that is
associated with the PO
related to the

Sl Requisition

M&E TESTCARDA
M&E TESTCARDZ
M&E TESTCARD3
M&E TESTCARD4
TCD TESTCARDZ
M&E TESTCARDS
M&E TESTCARDE
M&E TESTCARDT
M&E TESTCARDS
TCD TESTCARD3
M&E TESTCARDA

% Islap08v.adm.bart.gov: 7050/ psc/BRFP591_1/EMPLOYEE/ERP/s/WEBL

m
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_
@ Moxzilla Firefox - EESNENT

L I
e Islap08v.adm.bart.gov:7050/psc/BRFPS91_1/EMPLOYEE/ERP/s/WEBL

Approver/Reviewer Search

Name: beginswith ~ |alva H
UserID: beginswith » |

Search | Clear | Cancel |
Search Results I
055513 Alva,Steve A
Select the
Approver
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i .
@ Mozilla Firefox . o=

L e 3
& I1slap0&v.adm.bart.gov:7050/psc/BRFPS91_1/EMPLOYEE/ERP/s/WEBL

Insert additional approver or reviewer

Choose an approver or reviewer to insert
UserID: |05551 3 1, Alva,Steve A

Insertas: @ Approver

7 Reviewer

Insert | Cancel |

Click Insert

Page 20 of 25



Favovrites Mainvl'«'lenu ¥ eProcuvrement » Manage Requisitions

Confirmation

Requested For:

Tan,Vicki

Humber of Lines:

1

Requisition Name: 6ME8046 KKCS B.03-01 Total Amount: 102,483.65 USD
Requisition 1D: 0000002310 Pre-Encumbrance Balance: 0.000
Business Unit: BARTD

Status: Open

Priority: Medium

Budget Status: Mot Checked

Capital

= Line 1:Initiated
GME046 KKCS B.03-01: ISRC Contract Development (T9HP)

[#]start Mew Path

Capital

Not Routed Not Routed Not Routed

= Ve'aSgUe;Maria —, Drew Linde —. christopherlgo
[ | @y Project Financial Analyst —H— =inde |y | g, =n1S1000ST0

Not Routed =

Alva Steve A [#]
Inzerted Approver

* Change RequestiLine Approval Summary

Line Item Description Change Request Line Re-Approval
1 6MB046 KKCS B.03-01: ISRC Cont | Created
Submit I Edit Requisition Apply Approval Changes | Check Budget
View printable version Manage Reguisitions Create New’ \Q ition
Approval History
Click Apply

Approval Changes
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Favcg'rtes MainvMenu ke ePrcrcuvrernent * Manage Requisitions

Change Reason

Enter a reason code and comment for making changes that are being tracked.

Reason Code: |LCA Q

Comment: Decommitment g

0K

| Click OK
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Favorites | Main Menu > eProcurement > Manage Requisitions
v i - -

Confirmation

Requested For: Tan,Vicki Number of Lines: 1
Requisition Hame: GME046 KKCS B.03-01 Total Amount: 102 483.65 USD
Requisition ID: 0000002310 Pre-Encumbrance Balance: 0.000
Business Unit: BARTD

Status: Open

Priority: Medium

Budget Status: Not Checked

Capital

= Line 1:Initiated
6M8046 KKCS B.03-01: ISRC Contract Development (FSHP)

[#]start Mew Path

Capital

Not Routed

=, Velasquez Maria
: =13
» BART Project Financial Anatyst

Not Routed

Drew Linde

Project Managers

—H— =

Not Routed

=, Christopher Igo
—|:—) fi=
Grants Compliance Analysts

Not Routed =

Alva,Steve A E‘
Inzerted Approver

- Change RequestiLine Approval Summary

Line

Item Description

Change Request

1 6M8046 KKCS B.03-01: ISRC Cont | Created

Submit

R /|
Click
Submit

Edit Requisition

Manage Requisitions

Perzonalize |

Line Re-Approval

Apply Approval Changes

Create Mew Requisition

Check Budget

ew al| B KN g 074 3
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Favl:g'rtes MainvMenu ¥ ePrucuvrernent *  Manage Requisitions

Change Reason

Enter a reason code and comment far making changes that are being tracked.

Reason Code; ch Q

Comment: Decommitment g

OK

| Click OK
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Favorites © Main Menu > eProcurement > Manage Requisitions
- i - -

Confirmation
Requested For: Tan,Vicki Number of Lines: 1
Requisition Name: GMB046 KKCS B.03-01 Total Amount: 102 483.65 USD
Requisition 1D: 0000002310 Pre-Encumbrance Balance: 0.000
Business Unit: BARTD
Status: Pending Th h d
€ Change

Priority: Medium o el g a

Requisition is now
Budget Status: Mot Checked .

pending Approval
Capital

= Line 1:Pending
6MBO46 KKCS B.03-01: IS5

Capital

Viewﬂ—nde Comments
[+]

-act Development (7T9HP) Start New Path

Pending Not Routed

Not Routed

Not Routed &

Velasguez Maria — ChristopherIgo Alva.Steve &
—|: — | & L L
@ BART Project Financial Analyst Grants Compliance Analysts Inserted Approver

[ Comment History

~ Change RequestlLine Approval Summary Personalize [ view Al B E 4 o1 [
Line Item Description Change Request Line Re-Approval
1 6MB046 KKCS B.03-01: ISRC Cont  Created Routed for Approval
Submit | Edit Requisition | Apply-Approval-Changes | Check Budget
View printable version Manage Reguisitions Create New Reguisition

Approval History
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