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1. Requisition Approval

The Buyer / Contract Administrator will be inserted as the last approver on the requisition. There are 3
options to perform the requisition approval action.

1. The system will send an email.
2. The system will generate a worklist Entry
3. Navigate directly to the Manage Requisition Approval page

Option 1: Email
(i) Approval is Requested for Requisition ID “0000003265 Line “1” Business Unit "SF BART District’ - IBM Lotus Notes L « O s

File Edit View Create Actions Tools Window Help

m | |4 Home x | i Sarah Castro - Cale... » | B& Sarah Castro - Mail = | B& psa_decommit_req... » || Phone Book (webB... * |Re: PR 8817 % | @ Re: 15EJ100 Clos
0-@@%%d+= APRE (=0

7] Mew ~ sl Reply = &@lReplytoAll ~ [ Forward= [ = [~ [ Display= ) = More~

(‘ Approval is Requested for Requisition ID "0000003265" Line "1" Business Unit "SF BART District™
d noemail to: scastro

A requisition line has been entered which requires your attention.

Requester: 057510

Business Unit: SF BART District I' k

Requisition ID: 0000003265 C IC On URL-
Requisition Name: PGHW 6€M8036 B.04-055 1SEJ100

Line: 1

Description: PGH Wong 6M8036 B.04-055 Traction Power Scheduling Analysis 15EJ100 for 3 months

Date: 2012-03-26
You can navigate directly to the approval page by clicking the link below.

http://1s1ap08v.adm.bart.gov:7050/psp/BRFPS91/EMPLOYEE/ERE/c/PV MAIN MENU.FV REQ APPROVAL.GBL?Action=U&BUSINESS UNIT=BARTD&REQ ID=0000003265&LINE NBR=1

Note: The system will ask you to sign into PeopleSoft Financials if you are not already logged into the
system.

Skip to Requisition Approval
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Option 2: Worklist

& Employee-facing registry content - Internet Explorer

(Ol %]

@ 5w [@ hitpy/ffs-prd.adm bart.gow/psp/BRFPILEMPLOYEE/ERP /b Ttab=DEFAULT

O x| %+ {3 Emplayes facing registry

Click Worklist

File Edit View Favorites Tools  Help
Gorgle

Favorites : Main Menu

j-‘l Search ~ DA @ More

M Sarah Castro + A, -
—

Home | Werkist | AddloFavorites | Signout

Personalize Content | Lavout 7 Help
Top Menu Features Description o (ov

Our menu has changed!

The menu is now located across the top of the page. Click on Main
Menu to get started.

Highlights
Recently Used pages now

appear under the Favarites
s 1

mmbmd mb e b Inds

>EI‘

Favorites = Main Menu > Workist > Worklst

Home | Workist | AddtoFavortes | Signout

Enewwindow ? Help [ Personalize Page 1, hitp
Worklist
Worklist for 057739: Coffey Jr.,Ronald E Change F||ter to
Detail View Worklist Filters: Feed A .
pproval Routing
From Date From | Work ltem Worked By Activity Priority Link
Lee Janice Y 07/15i2014 Approval Routing Approval Workflow
Rl

Click on the URL

Refresh

Note: You will not need to use the Filter if you have removed all of the Transaction Approved messages
from your worklist. See Appendix A for cleaning up worklist.

Skip to Requisition Approval.
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Option 3: Approve Requisition
If you can’t find the email or worklist entry you can navigate directly to the Manage Requisition
Approval page.

Favnvrihea; Mainylmu » el’roc-.{ment > Manage Requisition Approvals
Manage Requisition Approvals

- Sparch Requisibons
To lotcate requisitions that reguire your approval (or reguisitions that previously required your approval), edit the criteria below and click the Search button.

Requisition ID: L 1q Requisition Name: | IQ
Business Unit: [ (- } *Status: [Fending ~]
Date From: [ Date To: E]
Requester: & Entered by: —
[——r— Show Advanced Search

Make sure you clear all of the

filters and click Search.
Create New Requisition Man: uisitions
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Requisition Approval

Favorites = Main Menu

Requisition Approval

Business Unit: BARTD

Requisition 1D: 0000002310

Requisition Name: GMB046 KKCS B.03-01

Requester: Jan.\ick

Entered on: .

Status: Click arrow to expand Total Amount: 102,483 65 USD
Priority: section.

Budget Status:

View printable version

5 1 of Last
Requester's

Line Information Personalize | Find | H

Line Item Description Vendor Name Quantity UOM  Price Comments
] @ 1 6ME046 KKCS B.03-01: ISRC Co... KAL KRISHN-001 1.0000 EA 102,483.65000 USD

Select All/ Deselect All
L View Line Details | &  Approve @  Deny E  Pushback

e

Return to Worklist Approval History
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Favorites | Main Menu
== —

Requisition Approval

Business Unit: BARTD

Requisition 1D: 0000002310

Requisition Hame: GMB046 KKCS B.03-01

Requester: Tan,Vicki

Entered on: 100272011

Status: Pending Total Amount: 102 483.65 USD
Priority: Medium

Budget Status: Mot Checked

Requester's Justification:

Mo justification entered by requester.

View printable version

~ Line Information

Line Information

Line Item Description Vendor Name Quantity Uom Price Comments

M @ 16M8046 KKCS B.03-01: ISRC Co... KAL KRISHN-001 1.0000 EA 102,483.65000 USD

Select All / Desealect All
L View Line Details | &  Approve @  Deny F  Pushback

Click to review
backup
documentation

Field Name

New Field Value Prior Value

102483.65000

***This number should
match the amount on the
Decommitment Form. (see

page 9)

1 Requisition Price 102882.00000

+ Review/Edit Approvers

Enter Approver Comments

Return to Worklist
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Favorites ¢ Main Menu
- B b

Requisition Comments

Line Information

Line Item Description Vendor Name Quantity uom Price

V] @ 18118045 KKCS B.03-01 18R Co.;  KAL KRISHN-D01 1.0000 EA 102,483.65000 USD

Service Period: September ¢ Decer

Est Cost 102,882; Fixed Fee: 5235 A~ .
Praject Manager: Kevin Copley Click the view button to

access attached
documentation.

You may need to
navigate to the next
page to view the correct
attachment.

Terms and Conditions of Agreement

Attachments

Attached File

Send to Vendor
1WP-B.03-01-10262011 pdf | o
2 Decommitment_BMB046_B.03_PO_4291.pdf o View o
3ICE_KKCS_B.03-01 pdf o View o
4Tech_Eval_B.03-01_pdf o View o

Return to Previous Page
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Favorites . Main Menu

Requisition Comments

Line Information

Personalize | Find | B First £ 1 o7 1 O [ast

Line. item Description Vendor Name Quantity

1 6MB046 KKCS B.03-01: ISRC Co..  KAL KRISHN-001

Comments

== **|Jser Comments: This trend is for William Romesburg of CIT COM to provide contract development for project 79HP.
Senvice Period: September , December 2011

Est. Cost 102,882; Fixed Fee: 52,352
Project Manager: Kevin Copley

Terms and Conditions of Agreement Mo. 68046 apply to this PO. ==

Attachments Personaize | Find | B8 First KT 1.3 014 O Lac
Attached File View Send to Vendor
1WP-B.03-01-10262011.pdf [}
2Decommitment_6MB046_B.03_PO_4291.pdf O
3ICE_KKCS_B.03-01.pdf [}
4Tech_Eval_B.03-01_pdf [}

Return to Previous Page

Click open.

Note This step is browser and
browser setting specific. The
attachment may open automatically.

Do you want to open or save Decommitment_6M8046_B.03_PO_4291.pdf from lslap08v.adm.bart.gov?
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Decommitment Form Example

Q Click on Sign to add text
A and place signatures on a
De-commitment Form PDF file.
Please attach form to existing modified Requisition along with supporting documentation.

If no requisition exists, then email form to PSA_DECOMMIT_REQUEST.

Date of Contract Administrator: Ref. Requisition No.: 2310
| Request | 8/6/14 Contract ID | 6M8046 Requestor | Vicki Tan Steve Alva
Public Works | On-Call Other
Construction | Services
Type of Contract/Agreement X
Yes No
Should the entire Purchase Order be closed?. S X
Should the system Contract be closed?..........c.couvueeurrerirereeeerurirenesmeereensneanennene X
Has a final invoice been paid for the Contract/Agreement/Work Scope?............. X

Note: Closing the Purchase Order will close out each line of the Purchase Order regardless of what Project is charged to the open lines. If you are only
closing out one Project and the Purchase Order identifies multiple Projects, your answer to the above question would be No.

a b 4 d e f
Merchandise Amount | Changed Amount

Purchase Order To de-commit the

Line # that is remaining balance you

associated to the should enter the total

encumbrance amount of the Capital - Project, Activity

you wish to Vouchers paid against | or

Purchase Order | return back to the Purchase Order Operating -
Vendor Name No. the budget Current Line Amount Line. Deptid, Account
Kal Krishnan Consulting
Services, Inc. 4291 1 $102,882.00 $102,483.65 | 79HP000 SIMDV
A

Explanation for Regyest:

Work Plan close oyt Fin?lnv £ /J
Approval: S/G/ZN‘)( Aor [?,UER IP\(

Signature Print Name

***This number should
match the amount on the
Requisition Approval page.
(see page 6)

Page 11 of 32



Favorites - Main Menu

Requisition Approval

Business Unit: BARTD

Requisition 1D: 0000002310

Requisition Name: BMB046 KKCS B.03-01

Requester: Tan.Vicki

Entered on: 1062712011

Status: Pending Total Amount: 102,483.65 USD
Priority: Medium

Budget Status: Not Checked

Requester's Justification:

Mo justification entered by requester.
View printable version

~ Line Information

Line Information

Line Item Description Vendor Name Quantity Uom Price Comments
V] @ 1 6M8046 KKCS B.03-01: ISRC Co... KAL KRISHMN-001 1.0000 EA 10248365000 USD

Select All { Deselect All
L View Line Details | &  Approve @  Deny E.  Pushback

* Change Request Line(s)

Change Request Details Personalize | Find | H | i
Line Sched Field Name New Field Value Prior Value Reason Code
1 1 Requisition Price 1024283.65000 102882.00000 LCA

» Review/Edit Approvers

L Approver Comments

\ Approval History

(Optional): Expand to view Approvers.

B
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Favorites = Main Menu

Requisition Approval

Business Unit:
Requisition 1D:
Requisition Name:

BARTD

0000002310

6M3046 KKCS B.03-01
Tan.Vicki

Requester:

Entered on: 10/27/2011

Status: Pending Total Amount: 102,483.65 USD
Priority: Medium

Budget Status: Mot Checked

Requester's Justification:

No justification entered by requester.
View printable version

~ Line Information

Line Information Personalize | Find | B g B g or 0 D st
Line Item Description Vendor Name Quantity uom Price Comments
@ 1 6MB046 KKCS B.03-01: ISRC Co... KAL KRISHN-001 1.0000 EA 102,483.65000 USD

Select All / Deselect All
L| View Line Details | & Approve @  Deny ‘& Pushback

~ Change Request Line{s)

Change Request Details First £ 1of1 P Last

Field Name Prior Value

1 Requisition Price 102882.00000

Review/Edit Approvers _

Capital .
_ _ Click Approve button.
 Line 1:Pending (2 ViewHide Comments
GMB045 KKCS B.03-01: ISRC Contract D (T9HP)
Capital
Approved Approved Approved Approved Pending
Velasguez.Maria » Drew Linde » Guerin.Paul » Christopher lgo » Alva Steve A
« BART Project Financial Anahyst « Project Managers « Ingerted Approver « Grants Compliance Analysts G) Ingerted Approver
08/07/14 - 09:52 AM 08/07/14 - 10:09 AM 08/07/14 - 10:34 AN 08M19/14 - 11:14 AN

[ Comment History

Enter Approver Comments
B

Return to Worklist Approval History
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Favorites = Main Menu
- -

Requisition Approval

Confirmation

" 6M8046 KKCS B.03-01 has been approved.

Review/Edit Approvers

Capital

< Line 1:Approved

CErviewiHide Comments
6ME046 KKCS B.03-01: ISRC Contract Development (79HP)

Capital
Approved Approved Approved Approved Approved
Velasquez Maria Drew Linde ) Guerin.Paul Christopher lao ) Alva Steve A
« BART Project Financial Anafyst ¢ Project Managers « Inserted Approver ¢ ‘Grants Compliance Analysts « Inserted Approver
08/07/14 - 09:52 AM 08/07/14 - 10:09 AM 08/07/14 - 10:34 AM 08/19/14 - 11:14 AM 08/19/14 - 11:21 AM

Return to Worklist

Note: The changed requisition must be approved and budget checked. Final Approval will automatically
trigger the budget check process.
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2. Approve Change Request

Once the Requisition is approved the next step is to approve the change request.

Favorites | Main Menu > Purchasing > Purchase Orders > Manage Change Orders > Approve Change Requests

Selection Criteria

Business Unit: [BARTD

PO Number: |

Vendor: |

L2 0 0 0

Vendor ID: |

Vendor Name: |

Buyer: 55513 Q,
Purchase Order Reference: |

Review Complete: | r |

PO Updated: | v Enter your
Change Order Source: | Q ey 1D

. OK | Cancel = Refresh

I Click OK

Approve Change Requests

Approve Change Requests Personalze | Find | View A 1B | 8 First £ 47 017 1 Last
_ 2“3 Change Reason
Sel Business Unit POID *Approval Status Change Order Change Order Source  Date/Time Reviewed gﬁ'm Modified By
@ |BarTD 0000004738  Approved 1 ePro Pt 060873
O |BARTD 000DODETY3  Approved 1 ePro e 060128
@ |BaRTD 0000008002 Approved 1 ePro gg,l"gzz"ég‘r'\;‘ 060128
O |BARTD 0000010168 Approved 1 ePro ;"{Ef{é%“;‘ v 112172014 | SJONES

— 1121/2014
«#\  BARTD 0000011257 Not Approved v 1 ePro 8335240 060128

0000011954  Approved ePro 03r4/2014

12:15:06PM 128
Check the PO that you wec | Change the Status from Not el Check the NES
want to approve Approved to approved Reviewed box
Purchase Or.d:;:lngul '
|B save | [=] notry | [ Refresn | |Brada | |7 updsteiDisplay | ] Inclue History | | B Gorreet History |
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Favonites - Main Menu > Purchasing > Purchase Urders » Manage Lhange Orders > Approve (hange Kequests

Approve Change Requests
[ A) Change Req Personaize | Find | View Al | B | 3 First K 1.7 017 I Lot |

8 ' Change Reason

Sel Business Unit POID *Approval Status Change Order  Change Order Source Date/Time Reviewed Reviewed On  Modified By POA
BARTD 0000004738 Approved 1 ePro 10/03/2014 1:45:39PM 060873 POA
BARTD 0000006793 Approved 1 ePro 10/15/2014 2:16:42PM 050128 POA
BARTD 0000009002 Approved 1 ePro 09/22/2014 8:19:25AM 080128 POA
BARTD 0000010188 Approved 1 ePro 11/04/2014 8:15:48AM v 117212014 | SJOMES BEOA
BARTD 0000011257 Approved v| 1 ePro 11/21/2014 8:33:52AM 4 12102014 SUPPUGA POA
BARTD 0000011994 Approved 1 ePro 03/14/2014 12:15:06PM 080128 POA
BARTD 20LZ-110 Approved 4 ePro 10/22/2014 2:04:05FM SJONES POA

Search
Show Detail Entry
Purchase Order Inquiry

B save | [=] Notify s Refresh B Add Update/Display | JZ Include History [ Gorrect History

Click Save and write
down the PO
Number

Note: The system will run the Process Change Order and PO budget check processes every hour on the
hour.

3. Dispatch PO

The purpose of Dispatch is to send the Vendor a copy of the changed PO.
Note: You must wait for the hourly Process Change Order and Budget Check program to run.

Navigation: Main Menu > Purchasing > Purchase Order > Add/Update PO

Instructions: Search for the changed PO number and click the Dispatch the PO by clicking the
Dispatch icon.

4. Close Purchase Order
When the Requester has requested the Purchase Order to be closed on the Decommitment form you
will need to close the PO using the Buyer Workbench. You will only close PO’s when they qualify. If they
do not qualify you will need to review the log and send Sarah Castro an email providing the reason it
doesn’t qualify.

Buyer Workbench

In this exercise you will learn how to Close a Purchase Order.
Navigation: Main Menu > Purchasing > Purchase Orders > Buyer’s Workbench
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Favorites Main Menu > Purl:ilashg > Purl:hass Orders > Buyer's Workbench

Buyer's WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

ELCESEOREIER ( Add a New Value |

~ Search Criteria

Business Unit: = [BARTD Q
WorkBench ID: begins with ~ |

Description:  pegins with ~ |

Case Sensitive

| Search || Clear |Basic Search [g Save Search Criteria

Click Search

Find an Existing Value | Add a New Value
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Business Unit: [BARTD Q,
WorkBench ID:| begins with |+ |
Description: | begins with |

[]case Sensitive

~ Search || Clear ]Elasiu:Searu:h 5] Save Search Criteria

Search Results
Wiew All First m 1-5 of 5 m Last

Business Unit WorkBench ID Description

BARTD 1 CANCEL . ;
BARTD CLAUDIA | contracts __7/|‘_ Click ‘CLOSE’.
BARTD CLOSE

BARTD CLOSES CLOSEPO
BARTD LEEWB Buyer WB
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Favovﬂtes Ma’n‘l':!enu S Purd"lrashg b Purchasg Orders > Buyer's Workbench

Buyer's WorkBench
Filter Options
Business Unit: BARTD WorkBench 1D: CLOSE
Description: 9448

Enter search criteria and click on Search. Leave blank for all values.

Purchase Order: 0000005455 g Enter PO number. | 0000005455 @
PO Date: | 21 To: i
Activity Date: E To: t Nz

Due Date: e To: [ Enter PO number.
Request BU: Q Requisition ID: []
Vendor ID: Q
Item ID: | Q
Buyer: | Q
Contract SetlD: Q
Contract ID: | @, Contract Version: Q,
Release Number: Q
GPO ID: | Q
GPO Contract: |
Open Pending Appr Approved
Dispatched [¥| cancelied Include Closed
Recv Reqd: Optional -
@ ANl © Mot Received ) partially Received © Fully Received
Required ot Required
@ ANl © None ) partial Match © Fully Matched

Open Encumbrances

ChartFields Personalize | Find | view 40| B | 3 First
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Favoritesé Main Menu > Purchasing > Purchase Orders » Buyer's Workbench

Buyer's WorkBench
Business Unit: BARTD WorkBench ID: CLOSE
*Description: [cLosEPO

Select POs for Further Processing
List of Purchase Orders

Personalize | Find | View All| | Download First ¢ 10f1 L Last

" Detail
Purchase Doc . N Change  Blanket _
order Status PO Status Hold PO Date Last Activity Vendor ID Buyer Match Action order PO Lines
0000005455 Dispatched N 03/28/2012 0TH5/2014 0000010379  Coffey Jr Ronald E Standard 1 =
Sele O Clear All
Action: i __| | Cancel | | Close
1 Checkthebox. |
[l | || BudgetCheck |
Go To: Set filter options Process Reqguest Options
Process Monitor View Processing Results . ‘ ’
Click ‘Close’.

[ wotify | s Refresh |
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Favorites Main Menu > Purchasing > Purchase Orders > Buyer's Workbench

Buyer's WorkBench
Processing Results
Business Unit: BARTD WorkBench ID: CLOSE
*Description: [cLose PO *®
Select POs for Further Processing
Accounting Date for Action: 07162014 E‘j
| Update Budget Date Equal to Accounting Date
Not alifie ) alire | Vie El
Qualified Personalize | View Al B g of ast S e
PO ID Line Sched Distrib Line
PO ID Log
e 0000005455 =]

Proceed: [ Yes |[ No | Return to Buyer's WorkBench

[Z] Notity ) Refresh

Click Yes to Proceed when your
processing results qualify.

Qualified PO

Qualified PO’s appear on the right side

Continue to Close POs. (10224,10)

¥es I Mo

Click ‘Yes for qualified PO’s.

Note: See Unqualified PO at the end of this chapter if necessary.
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Favc)vﬁtesg MainvMenu > Purcrlasing i Purchasve Orders > Buyer's Workbench

Select POs for Further Processing
List of Purchase Orders

Buyer's WorkBench
Business Unit: BARTD WorkBench ID: CLOSE
*Description: [eLoserPo ®

4 e
Personalize | Find | View All| E | Download First 10f1 Last

Process Monitor

Status will show
Complete

=1 oty | [ Refresh

" Detail
Purchase Doc . N Change Blanket N
order G PO Status Hold PO Date Last Activity Vendor 1D Buyer Match Action Order PO Lines
0000005455 Conwlete N 03/28/2012 0716/2014 0000010379 Coffey Jr,Ronald E |Standard 1 =
Selectall [ clear Al
Action: | Approve | | | Close
| Dispateh | | |
GoTo: Setfilter options

Optional: Budget Check the Closed PO. This is optional because the system will run this process hourly.

Favorites : Main Menu > Purchasing > Purchase Orders > Buyer's Workbench
> o - - -

Buyer's WorkBench
Business Unit: BARTD WorkBench ID: CLOSE
*Description: [cLosE PO

Select POs for Further Processing

Process Monitor View Processing Results

[E] Motify | | Refresh

Page 22 of 32

List of Purchase Orders Personalize | Find | a1l B pownlosd First K1 1 071 I 55t
Document Go To PO
Purchase Doc Procurement N NP Budget L _
Order Status PO Status Hold card Receipt Status Backorder Status Budget Status Status Tolerance Activity Edit the PO?
Status Summary
" PO Mot Walid Budget
0000005455 Complete M Received Mot Backordered Mot Chik'd Check Valid @ i
Select Al O clearau
| | . Budget Status is
Action: Approve. | Unapprove | Cancel | Close
) “ ’
: Not Chk’d
| Dispateh | Preview | | BudgetCheck |
Go To: Setfilter options Process Request Options

Click Budget Check
button to run Budget
Check process




Favovtites Main flenu b Purdlw'ng > Purcha;s Orders » Buyer's Workbench

Buyer's WorkBench
Processing Results

Business Unit: BARTD WorkBench ID: CLOSE
*Description: [cLosE PO %

Select POs for Further Processing

Accounting Date for Action: 07/16/2014 [+
| Update Budget Date Equal to Accounting Date
Not : Qualified ‘erzonaliz

Qualified Personalize | | E Personalize |

PO 1D Line Sched Distrib Line
PO ID Log
0 | 0000005455 =
Proceed: [——\‘ﬁ—\l [——-Nﬂ—] Return to Buyer's WorkBench

[=] Notify | |2 Refresh | )
Click Yes to Proceed
with Budget Check
process

Message

Continue to Budget Check POs. (10224 69)

Yes
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Fa\rovrrces MainvMenu > Purcrlasing > Purchasve Orders > Buyer's Workbench

Buyer's WorkBench
Business Unit: BARTD WorkBench ID: CLOSE
*Description: [cLosE PO x

Select POs for Further Processing

— —
A11'"EY | pownioad First K 1 of 1 I Last

List of Purchase Orders Personalize | Find |
" Detai ]
Purchase Doc .. N Change Blanket
order Status PO Status Hold PO Date Last Activity Vendor ID Buyer Match Action Order PO
0000005455 Complete N 03/28/2012 0THE/2014 0000010379 | Coffey Jr,Ronald E Standard 1

Select All (m] Clear All

Action: . Approve | | Unapprove | Cancel | | Close
 Dispatch | | Preview | BudgetCheck |
Go To: Set filter options Process Request Options
Process Monitor View Processing Results
| save |
[=] Moty | [ Refresh |
Unqualified PO
Favovr'rtes Ma\nvl'u'lenu 5 Purchvasing > Purchasve Orders » Buyer's Workbench
Processing Results g
Business Unit: BARTD WorkBench ID: CLOSE
*Description: [o448
Select POs for Further Processing
Accounting Date for Action: 0612012014 |
[] update Budget Date Equal to Accounting Date
gz:ﬂiﬁed Personalize | ! |Lﬂ First K0 4 of 1 I Last i Personalize | I B First BN 4 op 4 I aat
POID Line  Sched  Distrib Line
POID Log »
0000001330 &= = ]
selectall  giear Al
Click the Log to review why PO did not
proceet: | Yes | [ Mo | mewmwos] qualify for Close. Email the screen print
el r— or. retype the reason in the email along
with the PO# to Sarah Castro. Do not a
override unless instructed. i Yn - Fi00% -
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Overriding an Unqualified PO

Do NOT override an unqualified PO unless instructed to do so by IT.

Favorites Main Manu > Purchasing > Purchase Orders » Buyer's Workbench

Buyer's WorkBench

Processing Results

Business Unit: BARTD

WorkBench ID: CLOSE

*Description: |cLose PO

Select POs for Further Processing

Not

Qualified Personalize | View All| First K1 1 o7 1 I | agt

Accounting Date for Action:
[Jupdate Budget Date Equal to Accounting Date

07M6/2014 |[&]

Personalize | View Al i First 4] 1of1 | Last

PO ID

GM1004Y12

Select Clear All

Check the box.

Proceed

[E] Notity | |2 Refresh

=1 Return to Buyers WorkBencl

POID Line

Click the arrow
to move the PO
to be qualified
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Favgites M:I'lyenu ¥ Purdlasilg 5 Purmasgordas »  Buyer's Workbench

Buyer's WorkBench
Processing Results

Business Unit: BARTD WorkBench ID: CLOSE
*Description: [cLose PO

Select POs for Further Processing

Accounting Date for Action: 07116/2014 |[H]
[lupdate Budget Date Equal to Accounting Date

Qualified Personalize | | H

Hot
Qualified

POID Line Sched Distrib Line

BM1004Y12 =]

Select All ECIearNI

Proceed: ] [-—-ND— Return to Buyers WorkBench

Click (12, etesn

Yes

Message

Continue to Close POs. (10224,10)
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5. Closing a Contract
The referenced Contract on the Decommitment Form should be closed when the Requester has
requested it. Follow the instructions to close a Contract.

Navigation: Main Menu > Procurement Contracts > Add/Update Contracts

Favorites Main Menu > Procurement Contracts > Add/Update Contracts

Click the tab Find
Contract Entry an Existing Value

Find an Existing Value Add a Mew Value
SetlD: BARTD |Cy,

Contract ID: INEXT
Contract Process Option: | General Contract W
Add

Find an Existing Value | Add a New Value
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Fawi['rtes I'ﬂ'lainf'lenu = Procuremegt Contracts » Add/Update Contracts

Contract Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

SLGERNSE L BRETTEEE © Add a Mew Value

T S| £t the Contact

defined on the form.

SetiD: BARTD )ZQ_
Contract ID: begins with “ |[6ma026| %
Contract Version: = v

Version Status: | = v| | v|
Contract Process Dption:| = V| | v|

Short Vendor Name: begins with |
Vendor Name: begins with |
Master Contract ID: begins with |

[]correct History [ ] case Sensitive

Jelyelye

~ Search || Clear :|Elasic Search [E) Save Search Criteria

Click Search

Find an Existing Value | Add a New Value
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Favorites ~ Main Menu > Procurement Contracts > Add/Update Contracts
B New Window  ? Help E’Personalize Page , hitp

Contract Entry

Contract

. o

Contract ID: BMB035 Version: 1 Status: Current

*Status: besiiersing| Approved Date: 03/30/2011
E—

Administrator/Buyer: Coffey Jr Ronald E

Process Option: General Contract Add Comments Activity Log

Vendor: PGH WONG E-001 lies Document Slalus

Vendor ID: 0000010279 rend Select the act nfo —_—

""" der Agreement View Chanqes

Beqin Date: 011152010 Status bases

Expire Date: 02/082015

Renewal Date: ay __________________________|

Currency: usD CRRNT Maximum Amount: 15,000,000.00 USD

Primary Contact: Line Item Released Amount: 2,083,009.87

Vendor Contract Ref: Category Released Amount: 0.00

Description: CONY ‘Open Item Released Amount: 11,223,953.03

Master Contract ID: Total Released Amount: 13,306,962.90

[ Tax Exempt | Remaining Amount: 1,693,037.10
Remaining Percent: 11.29

Allow Multicurrency PO Allow Open ltem Reference [ Must Use Contract Rate Date Rate Date: 03/20/2011

Corporate Contract [ Adjust Vendor Pricing First [ Auto Default

[ Lock Chartfields Price Can Be Changed on Order

PO Defaults Add Open ltem Price Adjustments Price Adjustment Template

Invoice Number: Gross Amount: pop USD

AP Business Unit: Freight Amount: 0.00

Accounting Template: Sales Tax Amount: 0.00

Payment Terms ID: VAT Amount: 0.00

Rasis Nate Tvne: Misc Charae Amonnt: non

Favo'rites Mam'Menu > Procuremegtcantmds » Add/Update Contracts

@Nemednw ?Help PsrsnnahzaPage hnp o

Contract Entry

Contract
SetiD: BARTD
ContractID: 18038 Version: . 1 Status: Current
status: DR | NewVersion Approved Date: 03/20/2011
Canceled —
AdministratoriBuyer: glrszeaclid Coffey JrRonald E |M

Open

Process Option: General Contract _ Activity Log
Vendor: PGH WONG Contract Activities Document Status

E Centact ot Tr & Motifications
Vendor ID: 0000010378

ment View Changes

Begin Date: 01152010 Select Closed
Expire Date: 02/08/2015
Reneval Date: =]
Currency: USD  CRRNT Maximum Amount: 15,000,000.00 USD
Primary Contact: Line Item Released Amount: 2,083,009.87
Vendor Contract Ref: Category Released Amount: 0.00
Description: CONY Open ltem Released Amount: 11,223,953.03
Master Contract ID: Total Released Amount: 13,306,962.90
[ Tax Exempt Remaining Amount: 1,693,037.10

Remaining Percent: 1129

~ Order Contract Options

Allow Multicurrency PO Allow Open Item Reference || Must Use Contract Rate Date Rate Date: 0303 Scro I I Down
Corporate Contract || Adjust Vendor Pricing First [ Auto Default
[ Lock Chartfields Price Can Be Changed on Order
PO Defaults Add Open Item Price Adjustments Price Adjustment Template
Invoice Number: Gross Amount: opoo USD
AP Business Unit: Freight Amount: 0.00
Accounting Template: Sales Tax Amount: 0.00
Payment Terms ID: VAT Amount: 0.00 v
Rasis Nate Tuna: Mise: Charne Amonnt: nnn
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Favovntes MainvMenu B Procuremegt Contracts > Add/Update Contracts
~ Voucher Contract Options

Invoice Number: Gross Amount: 0.00 USD
AP Business Unit: Freight Amount: 0.00
Accounting Template: Sales Tax Amount: 0.00
Payment Terms ID: VAT Amount: 0.00
Basis Date Type: Misc Charge Amount: 0.00
Miscellaneous Charges
Retention

~ Contract items

Catalog Search ltem Search Search for Contract Lines
der By Amount [ tem Information | Default Schedule | Release Amounts | Release Quantiies | Line Groupings || Spend Threshold

. L . Include for
Line item Description UOM  Category Merchandise Amt Relsase  SHTUS
1 % A1-001 - 15ID000 - (558-15ID-45-417-499) EEJ. LS 72131700 5,662.79 O v =R ] Active
> B ﬁ‘s;s;; CO#01RE - 151D000 (555-15ID-45-413- El L5 72931700 72937 29 O =B+ v |Active
3] = A1-007 - 15ID000 (555-151D-45-414-439) E}. LS 72131700 86,805.31 O V) =ik W] Active
4 = A2 - 15PN000 (01F-15PN-45-530-4989) EEJ. LS 72131700 660,709.50 O R ER % v Active
5 By A3-03 CMS - 045F000 (61T-045F-45-403-499) | BRLs 72131700 21,130.00 > T & |ER ] Active
& By A.4-6 RE/OE - 01VJ000 (59W-01vJ-45-47T-409) | BR Ls 72131700 177,657.63| 02| O | B R ¥ Active
7 B A6 - 15PD000 - (01F-15PD-45-520-499) EEJ. LS 72131700 120,945.00 O = R | Active

View Category Hierarchy Category Search

~ Contract Categories

Lines
L F 00 Bricing Options | Release Amounts | Spend Threshokd |

Personalize | Find | View &

Line Description Status
1 Save B | % |Active
|B) save | | & Returnto Scarch | [ Hotity | | Refresh Es Add| 5] UpdeieD iy | |E? Comect History |

Note: A contract may be reopened by changing the status back to open or Approved.
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Appendix A: Cleaning up Worklist

=1

Favorites | Main Menu > Workist > Workist

Worklist
Worklist for 057739: Coffey Jr.,Ronald E

Worklist Filters:

Home | Workist | AddioFavorites | Signout

? Help [/,F’ersona\ize Page ,E,hnp A

Worked By Activity

— Date From  Work item
Pegram Anthony R. 06/02/2011 I[]e:]nri\?::jan
Ficard ) 06/03/2011 Iﬁiﬁ:ﬂm
Oji U Kanu 06/03/2011 I\;ﬂr;ﬁm"
E{Jicehcazraﬂr eJk 06/08/2011 ;La;riszjmn
e oei0ai2011 praneacion
Oji U Kanu 06/10/2011 Iﬁﬁ:ﬂm
fuckesc] 06M6/2011 Iﬁiﬁ:ﬂm
E{Jicehcazraﬂr eJk 06/16/2011 ;La;riszjmn

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Priority Link
PurchaseQrder, 20502, POApproval,
" 2011-03-26,. N. 0
2-Medium ™| BUSINESS UNIT:BARTD
PO _1D-0000002411
PurchaseOrder, 20503, POApproval,
" 2011~ N, 0
2-Medium ™| BUSINESS URIT:BARTD
PO _1D.00000024
F’g;cnasecrder 20711, POApproval,

2-Medium V| &

PO 1D:0000002432
PurchaseOrder, 21151, POApproval,
11-03-26,

2-Medum v B2E

PurchaseOrder, 21011, POApproval,

" 2011- N, 0.
2Medium | BUSINESS UNIT:BARTD
r. 21 POA;

- 2011-03: 1]

2Medium ™| Bijsi URIT-BARTD
PO _1D.000000:
F’Hﬁnagecrdﬁrndccz POApproval,

" 2011-03-26

2Medium ™| BUSINESS UHNIT-BA
PO _1D.000000:

PurchaseOrder, 21 POApproval,

03 QIS [1]

2-tedum v 220

PurchaseOrder. 23074, POApproval,

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Mark Worked

Click Mark
Worked to
remove
Transaction
Approved entries
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Resources

Contact Information
For help regarding this material:

e Sarah Castro  scastro@bart.gov x4940
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